The London School of Economics and Political Science
Subject Access Request Form

	1. Personal Details
Full name 
…………………………………………………………………………………………………

Address
…………………………………………………………………………………………………

                          …………………………………………………………………………………………………
Telephone number …………………………………; Email
…………………………………………………..

If you are allowing a third party to receive your information, please put their address or email address on the form as well.


	2. What is your principal relationship with the School? (e.g., student, member of staff, supplier of goods/services, etc).  Please give your student number, candidate number and/or name of your department/institute/division, and your starting/leaving dates, as appropriate.

Student/Staff number…………………………………………………………………….…………
Candidate number…………………………………………………………………………………..
Dept/Inst/Division……………………………………………………………………………………

Company/Services…………………………………………………………………………….........
Start/Leave dates……………………………………………………………………………………
         Course/Module codes…………………………………………………..…………………………


	3. Please tick below for the type of request you are making 

(a)
The data we hold relating to you     


             (
(b)
Objection to further processing of your data


(
(c)
Rectification 






(
(d)
Deletion of your data 





(
(e)
Stop marketing                



             (
                     (f)
        Other (please specify below).
 .………..………………………………………………………………..……………

……………………………………………………………………………………….

NB
We will provide the personal data in a structured, commonly used and machine readable form. Open formats include CSV files. Machine readable means that the information is structured so that software can extract specific elements of the data.



	4. Guidance Note to Students about exam-related data that are not routinely released:

Before making a request to access exam-related data that are not routinely released by the School, please be advised of the following:

a) 
Examination scripts are exempt under GDPR access rules and are not released by the School;

b)
all data/comments are provided without interpretation or explanation;

c)
data/comments cannot be used to negotiate a final mark(s) and/or challenge the academic judgement of any examiner(s);

d)
as examiners are not required to agree marks at the sub-component (e.g. question) level, individual examiner sub-component marks may not obviously correspond to the agreed final overall mark for the component (e.g. exam, essay);

e)
if any comments have been written, their purpose will have been to assist the examiners in the marking process and not to provide a commentary on an individual’s performance;

f)
departments are only required to retain exam-related data for 1-month after the dispatch of official transcripts.

	5. Please supply evidence of your identity, e.g. scanned copies of the following: LSE card; driving licence; birth certificate; passport.  If someone is applying on your behalf, please supply, in addition to evidence of your identity, a signed statement that authorises us to release the requested data to them.

       If you want this deleted once received and checked, please tick this box             (


	6. Please tick below the departments/divisions/sections which should be searched for your personal data. 

Please note: we aim to respond to your request in the shortest possible time, although our handling of it is often influenced by a number of other factors, such as the clarity, location and quantity of the information requested, and sometimes the workload of the people involved. It is a great help to us if you can make your Subject Access Request as clear and detailed as possible, for example, by naming the specific department or departments in which you have reason to believe that the information is held, or the time periods in which it was generated.
(a)
General student information – main file and SITS

(
(b)
Examination marks or comments



(
(c)
Financial Support and Fees




(
(d)
Academic Department/Institute (please specify which)

(
(e)
Finance Division, including e-Shop. (please specify which area)
(
(f)
Human Resources. (please specify which area)


(
(g)
Careers Service.





(
(h)
LSE Advancement (alumni and donations)


(
(i)
Halls of Residence (please specify which)


(
(j)
IT Services.






(
(k)
Library.







(
(l)
Summer School (please specify which)



(
                    (m)
       Other (please specify below).
………..………………………………………………………………..……………
……………………………………………………………………………………….
NB
The Students’ Union is registered separately with the Office of the Information Commissioner,


and any access requests relating to data held by them should be addressed to the Union’s


Data Protection Officer.




	7. Declaration
I……………………………...……………… certify that the information given on this application form is true.  I understand that if I have not supplied adequate evidence of my identity, or insufficient evidence to permit the School to locate the data, the School may require me to provide further information.  I understand that the School must comply with my request within one month of the receipt of adequate information establishing my identity and the location of data relating to me.

7a. I allow [name of third party]…………………….…………. to receive my records on my behalf. 

Signed
……………………………………………
Date
……………………………………….




	8.
Please email the completed form to the Data Protection Officer; Rachael Maguire, glpd.info.rights@lse.ac.uk Documents which must accompany this application are:

(i) Scanned evidence of your identity.


(ii)
Evidence of your consent to disclose to a third party (if required as indicated above).

(iii)
The service is free. However, we will charge administration fee if the requests are manifestly unfounded or excessive 


