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NCSE Data Subject Access Request Form
Request for Access to Personal Data Under the General Data Protection Regulation and Data Protection Act 2018.
A. Details of Data Subject
	Full Name
	

	Date of Birth
	

	Address
	

	Eircode
	

	Contact Phone Number
	

	Email Address
	

	Contact Details (if different from Data Subject) (in block capitals):

	Full Name
	

	Date of Birth
	

	Address
	

	Eircode
	

	Contact Phone Number
	

	Email Address
	

	In order to assist NCSE in dealing with your request, please indicate if a DSAR and/or Freedom of Information Request been sought in respect of the data Subject?
	Yes
	No

	Data Subject access Request
	
	

	Freedom of Information Request
	
	

	Date
	





B. Details of Data Subject’s Solicitor (if applicable)
	Name of Solicitor/Firm
	

	Address
	

	Solicitor Eircode
	

	Solicitor Phone Number
	

	Solicitor Email Address 
	



In some instances, an individual can access personal data on someone else’s behalf. If, for example, a solicitor is making a request on behalf of their client and includes signed authorisation from their client with the request, the request can be complied with. 

C. Details of Request

	What personal data would you like to access?
	

	Period of time for which you are seeking the personal data
	



D. Declaration
	I declare that all the details I have provided in this form are true and complete to the best of my knowledge.


	Print Name of Requestor
	

	Date
	




E. Verification of Identity

In order for us to verify the requester’s identity, please provide the following information:

· A copy of your government-issued photo ID, such as passport, driving licence or public services card.
· The requester’s Personnel Number if the requester is a current or former NCSE staff member or contractor.
· A copy of your guardianship document identifying your relationship to the data subject if you are requesting on their behalf.

If the requester does not have any of the identity documents above, please contact the NCSE DPO, who will arrange a suitable means of identification with the requester.

Please return the completed form by post to:

Data Protection Officer
National Council for Special Education
1-2 Mill Street
Trim
Co. Meath
C15 P2KC

Or by email to	dataprotection@ncse.ie
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