
How to make a Subject Access Request 

This section is intended to assist you in making a Subject access Request under the DATA PROTECTION 
LEGISLATION. It is not intended to serve as a comprehensive guide or instruction, and we would 
recommend that you also visit the Information Commissioner’s office website which provides further 
information and guidance on making a Subject Access Request. 

Before making a Subject access Request, you should think about what it is you want to know and 
whether a formal request is necessary. If may be possible to make an informal request. If we can answer 
your request quickly as a routine matter, this will save you the time of going through the Subject Access 
Request process. If it is not possible for us to handle your request informally, for example: if you would 
like to see a full record of what we hold for you, we would advise you that you would need to make a 
formal request. 

1.1 How to make your Subject Access Request 

Subject access requests can be requested via social media or verbally; the key is that the request must 
clearly indicate the individual is asking for their own personal information and should include the 
following information. This will help us identify you, and understand the nature of your request: 

• Full name 
• Address 
• Telephone number 
• Email address (if you would like us to communicate with you by email) 
• Identity information, such as a copy of your driving licence, your student ID or employee 

number and faculty in which you are a student or staff member, which will help us to identify 
you particularly where we have personal data relating to individuals with the same name 

• The specific right that you wish to exercise including full details of the information that you 
require and any relevant dates 

You can either make a Subject Access Request by completing and returning our subject access form by 
email to centralservices@sunderland.ac.uk or you can write to the address below or request via social 
media, verbally or a telephone call: 

Operations and HR, 
Students’ Union, 
Ground Floor, Edinburgh Building 
Chester Road, City Campus 
Sunderland, SR1 3SD 
 
You should always keep a copy of your request for future reference. 
 
We cannot release personal data to anybody other than the data subject unless we have their express 
consent to do so. Therefore, where a Subject Access Request is made on behalf of the data subject, the 
request must also include proof that the data subject has consented to the request and to their personal 
data being provided to that person. 

1.2 When will you receive a response to your Subject Access Request? 
 
Following receipt of your request we will have one calendar month in which to respond to Subject 
access Requests made under the data protection legislation. We will be able to extend the period of 
compliance by a further two months where requests are more complex or numerous. If this is the case, 
we will inform you within one month of receipt of the request and explain why the extension is 
necessary.  
 
This timeframe runs from the date when we receive your request and any additional information that 
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we ask you to provide to enable us to identify you. We will write to you to confirm that we have received 
your request and request any information that we require in order to identify with you. 

1.3 How will we respond to your Subject access Request? 
 
Once we have been able to identify you, we will conduct searches of our records to identify what 
personal data we hold about you in order to respond to your subject access Request within the above 
timeframe. 
 
Our response will either provide you with the information you have requested or inform you that we 
do not hold that information. 
 
Where you have asked us to provide you with a copy of personal information held, we will provide you 
with a copy sent in the same manner as your request, unless you request otherwise. For example, if 
your original Subject access Request is made in writing by post, we will respond to you and provide you 
with a hard copy of the personal data by recorded post unless you ask us to send it to you by email or 
other means. 
 
1.4 Can Sunderland Students’ Union Group withhold information? 
 
The DATA PROTECTION LEGISLATION allows us to withhold certain information when responding to 
your Subject Access Request if disclosing the information would adversely affect the rights and 
freedoms of others. This includes information about other people which may be recorded together with 
your personal data. We cannot share anyone else’s information without consent. 

1.5 What to do if you are unhappy with our response 
 
If you are unhappy with our response, for example if you believe you have not received all of the 
information that you requested, please write to us at Operations and HR, Students’ Union, Ground 
Floor, Edinburgh Building, Chester Road, City Campus, Sunderland, SR1 3SD or you can email 
centralservices@sunderland.ac.uk example, if you think that the information sent to you is incomplete, 
please tell us what it is you were expecting to receive. 

If you are not satisfied with the Union’s proposed resolution of your complaint, you can contact the 
information commissioner’s Office. Further information can be found on the information 
Commissioner’s website at www.ico.org.uk or via their helpline on 0303 123 1113. 
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