
	UK General Data Protection Regulation (UK GDPR)
Data Subject Access Request Form



The UK General Data Protection Regulation (UK GDPR) provides you, the data subject, with a right to access the personal data/information we hold about you or to authorise someone to act on your behalf. 
Please note that we do not hold personal information indefinitely. It may be that some information has been destroyed in line with our Data Retention policies, under the UK Data Protection Law.
Please complete this form if you wish to access your information. You will also need to provide proof of your identity and your address. Your request will be processed within one month upon receipt of a fully completed form and once your proof of identity and address are verified.
Personal information collected on this form is required to enable your Subject Access Request to be processed and will only be used in connection with this request. A record of this will be retained in line with our data protection policy
Please note that if the information you request reveals details directly or indirectly about another person, we will have to seek the consent of that person before we can let you see that information. For people with parental responsibility seeking information on behalf of a child, this may mean we need to seek consent from the child directly.  In certain circumstances, where disclosure would adversely affect the rights and freedoms of others, we may not be able to disclose the information to you, in which case you will be informed promptly and given full reasons for that decision. There are some other circumstances where personal data may not be accessed. We will explain the reason should access be denied. 
Proof of identity:
We require proof of your identity before we can disclose personal data. Proof of your identity should include a copy of two documents such as your birth certificate, passport, driving licence, official letter addressed to you at your address e.g. bank statement, recent utilities bill or council tax bill. The documents should include your name, date of birth and current address. If you have changed your name, please supply relevant documents evidencing the change. If we are unable to verify your identity or address we will be unable to process your request.
Fee:
Under the UK GDPR no fee is applicable unless the request is significant in volume, then a reasonable administrative fee may be charged. This may change in the future.
If you are requesting your own records please complete Section 1
If you are requesting records on behalf of the data subject and have authority to do so please complete Section 2.
Finally complete the relevant part of Section 3 
Section 1
Please fill in your details (the data subject). If you are not the data subject and you are applying on behalf of someone else, please fill in the details of the data subject below and not your own.
	Title:
Mr   FORMCHECKBOX 
Mrs  FORMCHECKBOX 
Ms   FORMCHECKBOX 
Miss  FORMCHECKBOX 
Other:


	Surname/ Family Name:


	First Name(s)/Forenames:


	Date of Birth:


	Address:


	Postcode:
Previous Addresses:


	Day Time Telephone Number(s):



	I am enclosing the following copies as proof of identity:
Birth certificate  FORMCHECKBOX 
        Driving Licence  FORMCHECKBOX 
             Passport  FORMCHECKBOX 
         An official letter to my address  FORMCHECKBOX 

If none of these are available please contact us using the details at the end of this form.



	Personal Information
Please indicate which records you require (you may tick more than one box)
CCTV Records 
 FORMCHECKBOX 

A child’s records 
 FORMCHECKBOX 

Accident Records        FORMCHECKBOX 

Incident records 
 FORMCHECKBOX 

Complaints 

 FORMCHECKBOX 

HR Records      
 FORMCHECKBOX 

Other 
                         FORMCHECKBOX 

If you only want to know what information is held in specific records please state what these are:


	Please tell us if you know in which capacity the information is being held, together with any names or dates you may have. If you do not know the details just tell us what you do know. If you do not know exact dates, please give the year(s) that you think may be relevant.



	Employment records


If you are now, or have been employed by and are seeking personal information in relation to your employment please provide details of your Staff number/Place of work/Dates of employment.
It is helpful if you can let us know if there is specific information you require. If so please specify below.



Section 2
Please complete this section of the form with your details if you are acting on behalf of someone else (i.e. the data subject).
If you are NOT the data subject, but an agent appointed on their behalf, you will need to provide evidence of your identity as well as that of the data subject and proof of your right to act on their behalf.
	Title:
Mr   FORMCHECKBOX 
Mrs  FORMCHECKBOX 
Ms   FORMCHECKBOX 
Miss  FORMCHECKBOX 
Other:


	Surname/ Family Name:


	First Name(s)/Forenames:


	Date of Birth:


	Address:


	Postcode:
Previous Addresses:


	Day Time Telephone Number(s):



	I am enclosing the following copies as proof of identity:
Birth certificate  FORMCHECKBOX 
        Driving Licence  FORMCHECKBOX 
             Passport  FORMCHECKBOX 
         An official letter to my address  FORMCHECKBOX 

If none of these are available please contact us using the details at the end of this form.



	What is your relationship to the data subject? (e.g. parent, carer, legal representative)



	I am enclosing the following copy as proof of legal authorisation to act on behalf of the data subject:
Letter of authority  FORMCHECKBOX 
   Lasting or Enduring Power of Attorney  FORMCHECKBOX 

Evidence of parental responsibility   FORMCHECKBOX 
                  Other (give details): 



Section 3 
	Data Subject Declaration:
I certify that the information provided on this form is correct to the best of my knowledge and that I am the person to whom it relates. I understand that the organisation is obliged to confirm proof of identity/authority and it may be necessary to obtain further information in order to comply with this subject access request. I declare that the information given by me is correct to the best of my knowledge and that I am entitled to apply for personal information under the terms of the UK General Data Protection Regulation.


	Name:


	Signature:
Date:


OR
	Authorised person – Declaration (if applicable):
I confirm that I am legally authorised to act on behalf of the data subject. I understand that the organisation is obliged to confirm proof of identity/authority and it may be necessary to obtain further information in order to comply with this subject access request. I declare that the information given by me is correct to the best of my knowledge and that I am authorised by the data subject to apply for personal information under the terms of the UK General Data Protection Regulation.


	Name:


	Signature:
Date:


	Warning: a person who unlawfully obtains or attempts to obtain data is guilty of a criminal offence and is liable to prosecution.



	I wish to:
Receive the information in electronic format             FORMCHECKBOX 
                     Receive the information by post  FORMCHECKBOX 

Collect the information in person                               FORMCHECKBOX 
               View a copy of the information only  FORMCHECKBOX 

Go through the information with a member of staff    FORMCHECKBOX 

Please be aware that: 
1. If you wish us to post the information to you, we will take every care to ensure that it is addressed correctly. However, we cannot be held liable if the information is lost in the post or incorrectly delivered or opened by someone else in your household. 

2. Email is not 100% secure unless you have access to encrypted email and any request to email your data is subject to your acceptance of this risk. 

We will also provide you with information about any processing of your personal data that is being carried out, the retention periods which apply to your personal data, and any rights to rectification, erasure, or restriction of processing that may exist.



Please send your completed form and proof of identity to dataprotection@raysofsunshine.org.uk
	


Acceptable forms of Identification to confirm Identify and Address
	Personal Identity
Current valid (signed) full UK Passport
Current valid (signed) overseas Passport
Current valid EEA Member State ID card
Current Residency Permit issued by the Home Office
Current Full UK Driving Licence
Current UK/EU Photo card Driving Licence
Current State Pension book/notification letter
Current Benefits Agency Book/letter
Current years Inland Revenue Tax Code Notification

	Address Verification
Recent  Utility  Bill  –  Gas,  Electricity,  Water,
Telephone Bill (Not mobile phones)
Mortgage  Statement  or  Mortgage  Redemption
Statement
Council Tax Bill
Current   Full   UK   Driving   License   (Paper
document)
Current UK/EU Photo card Driving License
House or motor insurance certificate
Current State Pension book/notification letter
Current Benefits Agency Book/letter
Current Local Authority Rent Card, Rent Book or
Tenancy Agreement
Bank / Building Society / Credit Union Statement
or passbook
Solicitor  letter  confirming  completion  of  house
purchase  or land registration
Credit Card Statement
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