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Data Protection Act 1998

Subject Access Request Form
This form should be completed if you are requesting access to your personal information held by TfL or one of its subsidiaries (including London Underground Limited). To enable us to respond to your information access request promptly, please complete this form in as much detail as possible and return it to the TfL Information Access & Compliance Team (at the address shown at the end of the form). If you need help completing this form please email: dpa@tfl.gov.uk or telephone: 020 7126 3222.

Business as usual requests: If the information you are requesting is limited to one or more of the categories within Appendix 1 of this form, it will be classified as a ‘business as usual’ request and can be provided to you free of charge.  This means you do not need to complete this form. Please contact the source listed next to the relevant category of information and they will deal with your request directly.   

1. YOUR PERSONAL DETAILS:

	Name:
	

	Address:

Postcode:
	

	Telephone Number:
	

	Email address:
	


2. ARE YOU THE DATA SUBJECT?:

	Yes:
	If you are the Data Subject please supply two pieces of proof of your identity, eg a bank statement, utility bill, driving licence or passport (photocopies are acceptable). If you are a current employee of TfL, one of these two items should be a photocopy of your staff pass (showing your employee number). We recommend that any original documents are sent by recorded delivery. (Please go to question 5)

	No:
	Are you acting on behalf of the Data Subject with their express permission, or with the appropriate legal authority? If so, this must be evidenced in writing and enclosed with this form. Please also enclose proof of the Data Subject’s identity described above. (Please complete questions 3 and 4)


3. DETAILS OF THE DATA SUBJECT: (If different to those provided in section 1)

	Name:
	

	Address:

Postcode:
	

	Telephone Number:
	

	Email address:
	


4. LEGAL STATUS IN RELATION TO DATA SUBJECT: (Please briefly describe your relationship with the Data Subject (e.g. Legal Adviser, Spouse) and the reason for you making this information access request on their behalf)
	


5. INFORMATION REQUIRED: (Please describe as precisely as possible the nature of the information you are requesting, together with any additional information which will help us to locate it, for example: the departments or locations in which it may be held; the nature of your current/past relationship with TfL (ie customer/employee); the dates on which correspondence, reports, images or other material may have been created; etc. You may wish to also include details of up to seven individuals within TfL who may be able to help us to locate your personal information.  If you are requesting information within a specific date range then please also indicate this. Please continue on a separate sheet if necessary)
	


6. TFL EMPLOYEES/EX-EMPLOYEES/JOB APPLICANTS: (delete as appropriate)
	Do you require copies of emails sent by you to other individuals (which you will have already seen)?              YES/NO

	Are you seeking access to your health records held by TfL/LU’s Occupational Health Department?                 YES/NO


7. FEES: The Data Protection Act 1998 states that TfL is entitled to charge a fee of up to £10.00 to cover the administrative costs of responding to a Subject Access Request.  Please enclose the £10.00 fee in the form of a cheque/postal order made payable to ‘Transport for London’. Please note that an additional fee of up to £40.00 may be payable if you have requested access to your occupational health records. You will be notified if such a fee is required.
DECLARATION:
	I certify that the information given on this application form is true and accurate. I acknowledge that it will be used solely for the purpose of processing my request and providing me with my response.  I understand that it is necessary for Transport for London to confirm my/the Data Subject’s identity and it may be necessary to obtain more detailed information from me in order to locate the correct personal data. I understand that the response period of 40 days, specified in the Data Protection Act 1998, will not commence until Transport for London is satisfied in this regard and has received any associated fee stipulated in Section 7 of this form.


	Signature:

	

	Print name:
	

	Date:
	


Once completed, please ensure that a signed copy of this form is sent, in a sealed envelope (marked ‘Private and Confidential’) to: Information Access & Compliance Team, Transport for London, Floor 5, Windsor House, 42-50 Victoria Street, London SW1H 0TL. Please remember to include:

· Evidence of your identity

· Evidence of the Data Subject’s identity and relevant authority documents (if you are not the Data Subject)

· A description of the personal information being requested

· The fee of £10.00 (cheques made payable to ‘Transport for London’)

APPENDIX 1

Business as Usual Requests

If your request is only for your personal data which falls within one or more of the categories of information specified in the table below, please submit your request using the contact details provided and the relevant department/team will deal with it directly.   

	CATEGORY OF INFORMATION
	SOURCE

	CONTACT DETAILS
	CHARGE

	Oyster Card journey history (please note this data is only retained for 8 weeks)
	Oyster Helpdesk


	Oyster Helpdesk

Transport for London

55 Broadway

London  SW1H OBD

Tel:  0845 330 9880


	FREE

	Core HR Data (Current/ex-employees only):
· Initial Offer and Contract Letters
· Change of Hours Letters
· Secondment Letters
· Internal Transfer Letters
· Grade Progression Letters
· Higher Duty Pay Letters
· Proof of right to work documentation
· SAP Sickness/Annual Leave Summary
· Maternity/Paternity Leave information


	HR Services


	HR Services

Transport for London

Floor 1
14 Pier Walk

North Greenwich

London    SE10 0ES

Tel:  0800 0155 071
	FREE

	Recruitment information:
· Application form
· Interview notes

· Assessment papers and results
· Employment references
	HR Resourcing
	HR Services

Transport for London

Floor 1

14 Pier Walk

North Greenwich

London    SE10 0ES

Tel:  0800 0155 071


	FREE

	Grievance/Harassment/Bullying/Disciplinary investigations (Current/ex-employees only):
· Full/summary investigation reports

· Witness statements

· Interview notes

· Minutes of meetings


	People Management Advice Teams
	London Underground PMA Team
Transport for London

Floor 4

20 Cranbourn Street

London

WC2H 7RQ

Corporate PMA Team

Transport for London

Floor 15

Windsor House

50 Victoria Street

London

SW1H OTL

Surface PMA Team

Transport for London

Floor 11 

Palestra

197 Blackfriars Road

London      
SE1 8NJ
	FREE
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