[DRAFT LETTER – DATA PROTECTION 

SUBJECT ACCESS REQUEST]
[ADDRESS OF MEMBER]
[DATE]
[NAME OF CONTACT]

HR Department

University of Sunderland

[ADDRESS]

Dear [NAME OF CONTACT]
JOB EVALUATION – DATA PROTECTION ACT 1998 - SUBJECT ACCESS REQUEST 
Please send me the information which I am entitled to under section 7(1) of the Data Protection Act 1998 (“the Act”) in relation to details of the evaluation of my role and the scores given to my role.  I am currently employed as a [INSERT JOB TITLE AND GRADE].
I consider that the information requested is “personal data” within the meaning of the Act, namely information related to myself as an employee who can be identified either from that information alone or taken together with the other information which you have.  I further consider, following the Court of Appeal’s interpretation in Durant v Financial Services Authority, that the information is significantly focused on myself as an employee and involves content affecting my personal or professional privacy.  Among other things, I was required to provide evidence to the role analyst of skills, knowledge, experience and responsibilities.  

Furthermore, I do not consider that this information falls within the exceptions to my right of access, including information which reveals the employer’s intentions in any situation where they are negotiating with the employee, or data processed for management planning if it would prejudice the conduct of the business.  

Paragraph 7 of JNCHES guidance on role analysis and job evaluation states that, under the DPA, “employees have a right to receive information held about them, and this is likely to include scores for role assessment”.  I also understand that guidance in respect of HERA, the job evaluation model used by the University, also recommends that its users release details of individual scores for feedback and review purposes.  

If you need any further information, please let me know as soon as possible.

You will be aware that employers must comply with such requests promptly and, in any event, within 40 days.  If you intend to refuse to give access, please let me know as soon as possible so that I may apply to the Information Commissioner for an assessment as to whether you have complied with the provisions of the Act.  

If you do not normally handle these requests for the University, please pass this letter on to your Data Protection Officer or other appropriate officer.

If you require a fee of up to £10 please tell me as soon as possible.

Yours sincerely
[NAME OF MEMBER]
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