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Data Subject Access Request (DSAR) Form 
Please note that completion of this form is not necessary to make a Data Subject Access Request; however, it may help to provide a more tailored and valuable response to your request in a timely manner. 
If this form is not completed fully and you have requested all information, the University will conduct a reasonable and proportionate search for information held across its central administrative systems.
Details of the data subject
Full Name: 
Email address:
Details of the applicant (if applying on behalf of the data subject)  
Full Name: 
Email address:     
Please provide your relationship to the data subject that allows you to make this request on their behalf. (Please attach evidence of consent when sending this form): 
Further details about the data subject
Data Subject’s connection to the University (e.g. current staff member, former staff member, current student, former student etc.):  
Staff/student number (if applicable):
Department of work/study (if applicable):
Which areas of the University would you like us to retrieve the information from? (e.g. the School of Law, Student Cases Team, HR Case Management etc.): 
Details of your request
Detailed description of personal data requested (If you are requesting email correspondence, please confirm the names of any staff/ teams whose emails you would like to search):
Please confirm a time period for the search (e.g. the 01/01/2025 - 01/04/2025):


Identity
If you are requesting personal data and you are not using a current @leeds.ac.uk email account to submit your request, you must supply a photocopy of proof of identity with this form, such as passport, driving licence or university I.D card.
If you are requesting personal data on behalf of a subject you must describe your relationship to the subject, supply a written signed authority of the subject.

Declaration
I certify that the information provided in this form is accurate to the best of my knowledge. I understand that the University will take reasonable steps to establish identity prior to release of personal data.
I request that the University of Leeds provide me with a copy of personal data relating to the data subject named in this form.
Signed:
Printed name:
Date:

Please send completed forms as follows:
Email the Information Governance Team at dsar@leeds.ac.uk
or post them to:
Information Governance Team,
11-14 Blenheim Terrace,
Leeds
LS2 9HD
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