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Alternative Format Statement

We are committed to ensuring all our materials are accessible to everyone. If you

require this document in an alternative format please contact:

Quality Improvement Team
Email: Quality@bacoll.ac.uk
Phone: 01388 443069

Please note: On our website we have the Recite Accessibility toolbar. If you select
Accessibility on the top toolbar, any text on the website, including linked policies and

procedu res can:

e Dbe converted from text to speech
e Dbe translated into over 100 languages including 65 text to speak voices

e have its colour, scheme, text, font style, size and spacing changed
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Data Subject Individual Rights

Responsibility

1.0 Purpose

1.1 To describe the procedure for dealing with requests from data
subjects to exercise their rights over their personal data, under the
UK General Data Protection Regulation (GDPR).

2.0 Scope

2.1 Any request made by a data subject relating to their individual
rights over their personal data that is processed under GDPR, by
Bishop Auckland College Group (thereafter to be termed BACG).
Note: Any request made by an individual or organisation for public
information held by BACG will be dealt with under the Freedom of
Information Act 2000. Please refer to the Freedom of Information
Requests Procedure (BAC-Q-14).

2.2 Anyreqguest made by a third party who is acting on behalf of a data
subject, which relates to personal data held by BACG about the
data subject.

2.3 This procedure applies to all personal data stored electronically, in
paper form or otherwise.

2.4 This procedure must be adhered to by all BACG Personnel.

2.5 Asthis procedure involves processing personal data, data
protection regulations will be adhered to. Please refer to the Data
Protection Policy (ref: POL- DP-01) for further information.

3.0 References

3.1 POL-DP-01 Data Protection Policy

3.2 General Data Protection Regulation (UK GDPR)

33 DP-DD-01 General Data Protection Regulations Dos and Don'ts

3.4 BAC-Q-05 Customer Complaints Procedure

3.5 Guidelines for Completing a Quality Records Schedule Q-QR-01
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4.0 Definitions

4.1 Data Subject — the person whose personal information is the
subject of the request (i.e. student, staff or another person who has
engaged with BACQG).

4.2 Data Subject Individual Rights
e The Right to be Informed
e The Right of Access
e The Right to Rectification
e The Right to Erasure
e The Right to Restrict Processing
e The Right to Data Portability
e The Right to Object
e Rightsin relation to automated decision making and profiling

Note: BACG does not process personal data in relation to automated
decision making and profiling.

4.3 GDPR - General Data Protection Regulation

4.4 Personal Data - any information about an individual which
identifies them or allows them to be identified in conjunction with
the other information that is held. Personal data is defined very
broadly and covers both ordinary personal data from personal
contact details and business contact details to special categories of
personal data such as trade union membership, genetic data and
religious beliefs. It also covers information that allows an individual
to be identified indirectly, for example an identification number,
location data or an online identifier.

4.5 Processing —any operation or set of operations which is performed
on personal data or on sets of personal data, whether or not by
automated means, such as collection, recording, organisation,
structuring, storage, adaption or alteration, retrieval, consultation,
use, disclosure by transmission, dissemination or otherwise making
available, alignment or combination, restriction, erasure or
destruction
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4.6 BACG - Bishop Auckland College Group

4.7 Third party — a third party can make a data subject individual rights
request on behalf of a data subject, for example this may be a
solicitor acting on behalf of a client or could simply be that the data
subject feels comfortable allowing someone else to act for them. It
is the third party’s responsibility to provide evidence of this
entitlement. This may be a written authority to make the request

or it might be a more general power of attorney.

4.8 BACG personnel —any employee or contractor who has been

authorised to access any of BACG's personal data.

4.9 DPO - Data Protection Officer for BACG.

4.10 Special categories of personal data — personal data that reveals a
person’s racial or ethnic origin, political opinions, religious or
philosophical beliefs, trade union membership, genetic data (i.e.
information about their physical, physiological or behavioural
characteristics such as facial images and fingerprints), physical or

mental health, sexual life or sexual orientation and criminal records.

411 Information Commissioner's Office (ICO) — the UK's data protection

regulator.

5.0 The Right to be informed

5.1 Privacy Notice
5.1.1 BACG has several Privacy Notice's to inform users of BACG how Data Subject
they collect, processes, protects and retains their data. The

following Privacy Notices are available on BACG's website or upon

request from DPO@bacoll.ac.uk:

e Student and Prospective Students (ref: DP-PN-01)
e Recruitment (ref: DP-PN-02)

e Staff (ref: DP-PN-03)

e BAC Nursery (ref: DP-PN-04)
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6.0

6.1
6.1.1

6.1.2

6.1.3

6.2

6.2.1

e Hair and Beauty Client (ref: DP-PN-06)
e Visitors and Contractors (ref: DP-PN-07)
e Governors (ref: DP-PN-08)

The right of Access

Data subject access requests (dsars)

All data subject access requests must be made in writing (email is
acceptable). Where possible a Data Subject should complete the
‘Data subject individual rights request form’ (ref: DP-IR-03) available
on the College website. The request must contain the name and
correspondence address of the person making the request and
must include a description of the information required along with
enough information for BACG to verify their ID (this may include
photo and address ID).

All data subject access requests received by BACG personnel must
be forwarded to the Quality Improvement Office within one

working day of receipt into BACG, for logging and processing.

All data subject access requests will be recorded on an Individual
Rights Request Form (ref: DP-IR-01) sections A and B of the form
must be completed. A copy of the email/letter/GDPR Data Subject
Individual Rights Request Proforma (ref: DP- IR-03) should be

attached to the form.

Logging data subject access requests

On receipt of a data subject access request, the DPO/designate will
log the request on the Data Subject Access Requests Log (ref: DP-

LG-01) and allocate an appropriate log number.

6.2.2 The bottom section of page 1 of the ‘Individual Rights Request

Form’ (ref: DP-IR-01) will be completed accordingly, where

appropriate, i.e. full DSAR

Responsibility

Data Subject

BACG Personnel

DPO/Designate

DPO/Designate

DPO/Designate
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6.3
6.3.1

Note:

Note:

Note:

6.3.2

Acknowledging and responding to data subject access requests
An acknowledgement of the request, where required, will be sent
to the enquirer (via email where possible) within one working day
of receipt, using the Model Acknowledgement letter for requests
for information under the GDPR, as a guide (ref: DP-LE-01). Where
requests have been received into the Quality inbox, the requester
will receive an automated response. Note: if it is a minor request,
such as the date on the system that they finished their course, the
information may be sent out as a combined

acknowledgement/response letter/email as appropriate.

If a data subject access request is made by a third party and they
have not provided evidence of their entitlement to the information,
letter (ref: DP-LE-01) will be amended to inform them that a form of
authority is required (and where possible a copy will also be sent to
the data subject. A’'Permission to disclose personal data’ form (ref:
DP-PD-01) may also be sent out, (where viable this will be sent via

email).

If a completed ‘Permission to disclose personal data form'’is
received that gives permission for data to be shared with a third
party on a more regular basis rather than a one off DSAR, the
Permission to disclose personal data log (ref: DP-LG-02) will be

completed and BACG Staff informed as required.

Sometimes it may be more appropriate to provide the information
requested in a DSAR directly to the data subject rather than the
third party and allow the data subject to share information with the

third party.

If the DPO/designate decides that further information is needed
from the enquirer to clarify their identity or the request, this will be

outlined in the acknowledgment letter/email.

Responsibility

DPO/Designate

DPO/Designate
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6.3.3 Where requests are manifestly unfounded or excessive, in particular

6.3.4

6.3.5

6.3.6

6.3.7

6.3.8

Note:

because they are repetitive, BACG can:

Charge a reasonable fee considering the administrative costs of
providing the information, if the request is manifestly unfounded or
excessive.

Refuse to respond.

Where BACG refuses to respond to a request, the DPO/designate
will explain why to the data subject, informing them of their right
to complain to the supervisory authority and to a judicial remedy

without undue delay and at the latest within one month.

If further information is required, no action will be taken until

further information has been received from the individual.

Once further information has been received and/or the
DPO/Designate is satisfied that they know what has been asked for,
the DPO/Designate will begin locating the individual's personal
data.

The DPO/Designate will email the appropriate Manager(s) to
request the relevant information (where appropriate form DP-IR-01

may be used to record full information)

The manager(s) will collect the relevant information, where
appropriate list the types of documents provided. The manager(s)
will then return copies of the requested information to the
DPO/Designate. Where possible the information should be emailed

along to Quality@bacoll.ac.uk, as an encrypted attachment.

The DPO/Designate will forward copies of the requested
information along with a covering response letter using the “Model
Response letter — information requests for Personal Data” as a
guide (ref: DP-LE-02) to the person requesting the information

within one month of the date of receipt.

If personal information is required to be sent by electronic means,

encryption will be used.

Responsibility
DPO/Designate

DPO/Designate

DPO/Designate

DPO/Designate

Managers

DPO/Designate

Uncontrolled if Printed Page 9 of 22

BAC-DP-01
Issue 2 Rev O



Bisho
:" Aucklgnd Data Subject Individual Rights
2% College Group

Note: sometimes responding to a data subject access request may involve

Note:

6.3.9

Note:

providing information that relates both to the individual data
subject and to another individual. If this is the case the following

options will be considered:

Non-compliance with request, if to do so would mean disclosing
information about another individual who can be identified from
the information.

Can consent be gained from the other individual to disclose?

Is it reasonable to complete the request without the individuals
consent?

Can the information be redacted to remove sufficiently the

information relating to the other individual?

If the person requesting the information believes that any further
information exists that they have not been supplied with, to which
they believe they are entitled to, they can appeal. The person
requesting the information will be informed (where applicable) of
their right to appeal and how to appeal in the response letter (see

clause 6.4 for appeal process).

If BACG is unable to provide the requested information within one
month of the date of receipt, due to the complex nature of the
request the DPO/Designate will ensure that the individual is
contacted before the deadline to explain the reason for delay and

when their requested information will be supplied.

For complex cases the period to supply can be extended up to a

further 2 months.

6.3.10 The DPO/Designate will update and review the Data Subject

Access Requests log (ref: DP-LG-01) regularly. Any outstanding

requests will be followed up with the appropriate Manager.

Responsibility

DPO/Designate

DPO/Designate
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6.4
6.4.1

6.4.2

6.4.3

6.4.4

6.4.5

Appeals against a response to a data subject access request

If the person who made the request is dissatisfied with the way the
request was handled or the response provided or they believe
further information exists that has not been supplied to them, they
have 10 working days (from the date of receiving the response
letter) in which to appeal. They must appeal in writing (email is
acceptable) and state the reason(s) why they are dissatisfied with
the response/provide names, dates, times, etc., to help locate the

additional information.

On receiving an appeal to a subject access request, the
DPO/Designate will record receipt of the appeal on the original
‘Request for Information Form’ (ref: DP-IR-01) where appropriate
and log the appeal on the Data Subject Access Requests log (ref:
DP-LG-01).

A formal acknowledgement of the appeal will be sent within one
working day of receiving the appeal, using the ‘Model Appeal
Acknowledgement — Information Requests for Personal Data’ (ref:
DP-LE-03) as a guide. The letter/email will notify them that they

will receive a response within 15 working days.

If the appeal is regarding the requester believing that further
information exists that has not been provided to them and
sufficient information has been supplied to locate the information,
this will be investigated by the DPO/Designate. If the appeal is
regarding the process or that records are not in existence and it is
believed they should be, the appeal may be referred to the

Customer Complaints Procedure (ref: 3.4).

The DPO/Designate will then provide a response to the person
requesting the information regarding the outcome of the appeal

along with any additional information where permitted.

Responsibility

Data Subject

DPO/Designate

DPO/Designate

DPO/Designate

DPO/Designate

Uncontrolled if Printed Page 11 of 22

BAC-DP-01
Issue 2 Rev O



:b Bishop

Auckland Data Subject Individual Rights

2% College Group

7.0 The Right to Rectification

7.1 Data subject right to rectification requests

7.1.1 All requests received by BACG personnel, from individuals wishing
to exercise their right to rectification must be forwarded to the
Quality Improvement Office within one working day of receipt into

BACG for logging and processing.

Note: if a Data Subject just wishes to notify us of a change of contact
information, they should inform registry by emailing

reqgistry@bacoll.ac.uk

Responsibility

BACG Personnel

7.1.2 All data rectification requests will be recorded on an “Individual DPO/Designate
Rights Access Request Form” (ref: DP-IR-01).

7.2 Logging right to rectification requests

7.21 On receipt of a right to rectification request, the DPO/Designate DPO/Designate
will log the request in the ‘Individual Rights Request log’ (ref: DP-
IR-02) and allocate an appropriate log number.

7.3 Responding to right to rectification requests

7.3.1 The DPO/Designate will forward the Individual Rights Request DPO/Designate
Form to the appropriate manager(s), with a deadline of 15 working
days to complete.

7.3.2 Where the data subject has informed BACG that their personal Mangers
data is incomplete, the manager(s) will rectify the data subject’s
records accordingly.

7.3.3 If BACG has disclosed the data subject’s inaccurate personal data Managers
to any third parties (e.g., awarding organisations), the manager(s)
is required to inform the third parties of the correction, where this
can be done.

7.3.4 Once the personal data of the data subject has been rectified, the Managers
manager(s) will return the completed Individual Rights Request
Form (ref: DP-IR-01) to the DPO/Designate.

Uncontrolled if Printed Page 12 of 22 BAC-DP-01
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7.3.5

The DPO/Designate will respond to the data subject confirming
that their request to rectification has been completed and confirm

if any third parties have been informed.

Responsibility

DPO/Designate

8.0 The Right to Erasure
8.1 Data subject right to erasure (right to be forgotten) requests
8.1.1 Data subjects have the right to ask BACG to delete the personal Data Subject
data BACG has about them in certain circumstances but this right
is limited in scope and does not apply to every data subject. The
right to erasure applies when:
e The personal data is no longer necessary for the purpose BACG has
collected it for
e The data subject withdraws consent and BACG has no other legal
basis to use their personal data
e The individual object to BACG's processing and there is no
overriding legal basis for continuing the processing
e The personal data was unlawfully processed
e The personal data has to be erased to comply with legal obligations
8.1.2 All requests received by BACG personnel, from individuals wishing | BACG Personnel
to exercise their right to erasure must be forwarded to the Quality
Improvement Office within one working day of receipt into BACG
for logging and processing.
8.1.3 All data erasure requests will be recorded on an Individual Rights DPO/Designate
Request Form (ref: DP-IR-01).
8.2 Logging right to erasure requests
8.2.1 The DPO/Designate will log the request in the Individual Rights DPO/Designate
Request log (ref: DP-IR-02) and allocate an appropriate log
number.
Uncontrolled if Printed Page 13 of 22 BAC-DP-01
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8.3
8.3.1

8.3.2

8.3.3

8.3.4

8.3.5

8.3.6

9.0

9.1
9.1.1

Responding to right to erasure requests

The DPO/Designate will forward the Individual Rights Request
Form (ref: DP-IR-01) to the appropriate Manager(s), with a deadline
of 15 working days to complete.

The manager(s) should confirm, on the Individual Rights Request
Form (ref: DP-IR-01), that the personal data of the data subject has

been permanently deleted.

If it is not possible to delete all of the data subject’s personal data,
due to statutory and legal obligations, the Manager(s) should
record this on the Individual Rights Request Form (ref: DP-IR-01).
The manager(s) should confirm what personal data has been
deleted and what personal data must be retained and for what

purpose.

If BACG has disclosed the data subject’s personal data, that is
subject to erasure, to any third parties, the manager(s) must record
which third parties the information has been shared with on the
Individual Rights Request Form (ref: DP-IR-01). The manager(s)
must inform the third parties to delete the personal data, where

they can.

The manager(s) must return the completed Individual Rights

Request Form (ref: DP-IR-01) to the DPO/Designate.

On receipt of the completed Individual Rights Request Form (ref:
DP-IR-01), the DPO/Designate will respond to the data subject
informing them of the outcome of their request to the right to

erasure.

The Right to Restrict Processing

Data subject right to restrict processing requests

Data subjects have the right to restrict processing of their personal
data that BACG holds in certain circumstances. This means that
the data subject can limit the way that an organisation uses their

data. This is an alternative to requesting the erasure of their data.

Responsibility

DPO/Designate

Managers

Managers

Managers

Managers

DPO/Designate

Data Subject
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9.1.2

9.1.3

Data subjects have the right to restrict processing of their personal
data in the following circumstances:

The data subject contests the accuracy of their personal data and
restrictions are applied until the accuracy of the data can be
verified.

The data has been unlawfully processed (i.e. in breach of the
lawfulness requirement of the first principle of the GDPR) and the
individual opposes erasure and requests restriction instead.

BACG no longer requires the personal data but the data subject
needs BACG to keep in order to establish, exercise or defend a legal
claim.

The data subject has objected to the processing of their data under
Article 21(1) and considering whether BACG has legitimate grounds

to override those of the individual.

All requests received by BACG personnel, from individuals wishing
to exercise their right to restrict processing, will be forwarded to the
Quality Improvement Office within one working day of receipt into

BACG, for logging and processing.

Responsibility

Data Subject

BACG Personnel

9.1.4 All requests to restrict processing will be recorded on an “Individual | DPO/Designate
Rights Access Request Form” (ref: DP-IR-01).

9.2 Logging right to restrict processing requests

9.2.1 The DPO/Designate will log the request on the Individual Rights DPO/Designate
Request Log (ref: DP-IR-02) and allocate an appropriate log
number.

9.3 Responding to right to restrict processing requests

9.3.1 The DPO/Designate will forward the Individual Rights Request DPO/Designate
Form (ref: DP-IR-01) to the appropriate Manager(s), with a deadline
of 15 working days to complete.

9.3.2 The manager(s) should confirm on the Individual Rights Request Managers
Form (ref: DP-IR-01), if the right to restrict the processing of
personal data of the data subject can be restricted.
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9.3.3

9.3.4

10.0

10.1
10.1.1

10.1.2

10.1.3

The manager(s) must return the completed Individual Rights

Request Form (ref: DP-IR-01) to the DPO/Designate.

On receipt of the completed Individual Rights Request Form (ref:
DP-IR-01), the DPO/Designate will respond to the data subject

informing them of the outcome of their request.

The Right to Data Portability

Data subject right to data portability requests

Data subjects have the right to obtain from BACG a copy of their
own personal data in a structured, commonly-used and machine-
readable format (such as CSV files). The aim of thisright is to
facilitate the ability of individuals to move, copy or transmit their

personal data easily from one IT environment to another.
The right to data portability only applies when:

The data subject provided BACG with the personal data
The processing BACG is carrying out is based on the data subjects’
consent or is necessary for the performance of a contract

The processing is carried out by automated means

Note: this means that the right to data portability does not apply to
personal data BACG is processing on another legal basis, such as

legitimate interests.

All requests received by BACG personnel, from individuals wishing
to exercise their right to data portability must be forwarded to the
Quality Improvement Office within one working day of receipt into

BACG for logging and processing.

Responsibility

Managers

DPO/Designate

Data Subject

Data Subject

BACG Personnel

10.1.4 All data portability requests will be recorded on an Individual Rights| DPO/Designate
Request Form (ref: DP-IR-01).
10.2 Logging right to data portability requests
10.2.1 The DPO/Designate will log the request in the Individual Rights DPO/Designate
Requests Log (ref: DP-IR-02).
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10.3 Responding to right to data portability requests

10.3.1 The DPO/Designate will forward the Individual Rights Request
Form (ref: DP-IR-01) to the appropriate manager(s), with a deadline

of 15 working days to complete.

10.3.2 BACG is obliged to provide the requested information free of
charge within one month of the data subject making the request.
The manager(s) will collate the requested information in the agreed

format for the data subject.

Note: if the manager(s) is unable to provide the information to the
DPO/Designate within the allotted time frame, due to the
complexity of the request, the manager(s) must notify the

DPO/Designate as soon as possible.

10.3.3 Once the manager(s) have collated the requested information, they
will return the information in the agreed format to the
DPO/Designate, with the completed Individual Rights Request
Form (ref: DP-IR-0T1).

10.3.4 The DPO/Designate will respond to the data subject with their
requested information, or forward to a third party if the data

subject has given consent to do so.

1.0 The Right to Object

1.1  Data subject right to object requests

1.1.1 Data subjects have the right to object to BACG processing of their
personal data where:

e BACCG's processing is based on its legitimate interests or the
performance of a task in the public interest and the data subject
has grounds relating to their particular situation on which to
object.

e BACG is carrying out direct marketing to the data subject.

Responsibility

Managers

Managers

Managers

DPO/Designate

Data Subject
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11.1.2

All requests received by BACG personnel, from individuals wishing
to exercise their right to object, must be forwarded to the Quality
Improvement Officer within one working day of receipt into BACG

for logging and processing.

Responsibility

BACG Personnel

N.1.3 All data objection requests will be recorded on an Individual Rights | DPO/Designate
Request Form (ref: DP-IR-01).

1.2 Logging right to object requests

N.2.1 The DPO/Designate will log the request in the Individual Rights DPO/Designate
Requests Log (ref: DP-IR-02) and allocate an appropriate log
number.

1.3 Responding to right to object requests

N.3.1 The DPO/Designate will forward the Individual Rights Request DPO/Designate
Form (ref: DP-IR-01) to the appropriate manager(s), with a deadline
of 15 working days to complete.

11.3.2 The manager(s) must comply with the request from the data Managers
subject, and stop processing their personal data unless thereis a
compelling lawful basis for processing the data subject’s personal
data which overrides the request of the data subject.

Note: if there is a lawful basis to continue to process the data subject’s
personal data this must be recorded on the Individual Rights
Request Form (ref: DP-IR-01).

1.3.3 The manager(s) will forward the completed Individual Rights Managers
Reqguest Form (ref: DP-IR-01) to the DPO/Designate detailing the
outcome of the request.

N.3.4 The DPO/Designate will respond to the data subject with the DPO/Designate
outcome of the right to object request.
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12.0
12.1

13.0

13.1

13.2

13.3

14.0
14.1

Outcome of request

For sections 5, 6, 7, 8,9, 10 and 11 a copy of all correspondence
between the data subject/requester and the Organisation
associated with the request will be filed and logged appropriately
by the DPO/Designate

Appeals and Complaints

If the data subject is unhappy with the outcome of the request,
they can appeal in writing to the DPO/Designate, within 10 working

days of receipt of the response.

If the data subject is unhappy with the outcome of how the request
was handled, they can complaint in writing to the Quality
Improvement Office, within 10 working days of receipt of the
response. Please refer to the Customer Complaints Procedure (ref:

BAC-Q-05).

If the data subject has exhausted all internal procedures and
remains unhappy, they can complaint directly to the Information
Commissioner’'s Office. The Information Commissioner’'s Officer can

be contacted at:

Information Commissioner’s Office
Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Records
The DPO is responsible for maintaining the documented records

associated with this procedure. S/he will determine the records to
be held, their location, retention period and disposition using the
‘Guidelines for Completing a Quality Records Schedule’ (ref: 3.5) for
reference. The Quality Records Schedule associated with this

procedure is included as section 16.

Responsibility

DPO/Designate

Data Subject

Date Subject

Date Subject
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Responsibility
15.0 Documentation

15,1 DP-LE-O1 Model Acknowledgement letter — Information request
for Personal Data

15.2 DP-LE-02 Model Response Letter — Information Requests for
Personal Data

15.3 DP-LE-03 Model Appeals Acknowledgement — Information
requests for Personal Data

15.4 DP-LG-01 Request for Information Log — Subject Access Request

15.5 DP-LG-02 General Data Protection Regulation — Permission to
Disclose Personal Data Log

15.6 DP-PD-01 General Data Protection Regulation — Permission to
Disclose Personal Data

15.7 DP-IR-01 Individual Rights Request Form

15.8 DP-IR-02 Individual Rights Request Log

159 DP-IR-03 GDPR Data Subject Individual Rights Request

Proforma
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16.0 Quality Records Schedule

Data Subject Individual Rights

Identification of Medium Storage Location/ Retention Period Access Rights/ Method of Disposal
Record Protection Retrieval
Quality Office Staff
DP-IR-01 . Quality Folder of the Current academic within the Quality fol;ler,
L Electronic format ) labelled Data Protection
Completed -Individual . College Server/ year plus 6 years in . . Deleted
. / scanned in - . . with the corresponding
Rights Request Forms Restricted access the Quality office ) -
. year, filed numerically
rights
by log number
Quality Office Staff
DP-LE-01, DP-LE-02, Quality Folder of the | Current academic within the Quality folder,
DP-LE-03 - . ; labelled Data Protection
Electronic format | College Server/ year plus 6 years in . . Deleted
- . . with the corresponding
. Restricted access the Quality office . .
Copies of fiahts year, filed numerically
correspondent letters 9 by log number
DP-LG-01 Electronic format Current academic anl]ty Office SFaff
. . within the Quality folder,
Quality Folder of the | year plus 6 years in :
. . . labelled Data Protection
Subject Access College Server/ the Quality office . . Deleted
X with the corresponding
Request Log Restricted access . .
. year, filed numerically
rights
by log number
DP-PD-0], . .
Permission to disclose | Paper based Current academic | Quality Office Staff
forms Quallty Folder of the year p|us 6years in within the Quallty fOIQGr,
College Server / the Quality office labelled Data Protection | 1y g
- with the corresponding
Restricted access ) -
. ‘ahts year, filed numerically
Electronic format | M9 by log number
/ scanned in
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Contact Information

For questions or feedback regarding this Procedure, please contact:

Vicky Nelson

Quality Assurance Manager/Data Protection Officer
Email: Vicky.Nelson@bacoll.ac.uk

Phone: 01388 443069
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