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Subject Access 
Request Form

Subject Access Request Form

You may complete this form if you want Equality and Diversity UK to supply you with a copy of any personal data which we hold about you. You are entitled to receive this information under the Data Protection Act 1998. 

We will endeavour to respond promptly and in any event within 40 days of the arrival of the latest of the following: 
· Our receipt of this completed request form
· Our receipt of appropriate proof of identity & address 
· Our receipt of any further information we request from you, which we need to enable us to comply with your request.

The Information supplied in this form will be used only for the purposes of identifying the personal data you are requesting.






Section 1: Details of the Person Making the Request

Part 1: Please provide the name and contact details of the person requesting the information below.
	Surname
	

	First name(s)
	

	Address Line 1
	

	Address Line 2
	

	Town/City
	

	County
	

	Postcode
	

	Telephone/ textphone
	

	Email address
	




Part 2: If this data subject request relates to you, please inform us of any change to your name, address, telephone or other details which occurred during your period of contact with Equality and Diversity UK to enable us to identify all relevant data. If there has been no change of name or contact details, please proceed to Section 2.
	Previous surname:   
	

	Previous first name(s)
	

	Previous address line 1
	

	Previous address line 2
	

	Previous town/city
	

	Previous county
	

	Previous postcode
	

	Previous tel./textphone
	

	Previous email address
	



Section 2: Proof of identity, address and authority 
Part 1: Does the data subject request relate to you? Place an ‘X’ in the appropriate box below.
	Yes
	
	
	No
	



Part 2: If you answered yes to the question above, please supply proof of your identity, as well as proof of your address with the completed form.
The following documents may be supplied as proof of identity:
· your driving licence; or
· your birth certificate; or
· your passport; or
· national insurance card; or
· your national identity card.
The following documents may be supplied as proof of address:
· a recent letter or bill from a utility company (within the last 3 months); or
· a council tax assessment for the current period).
If you choose to send us original documents, we will aim to return them by special delivery within 5 working days.


If you answered no to the question above, and are acting on behalf of someone else, please provide proof of your authority to do so, as well as proof of your identity and address along with the completed form.
The following documents may be supplied as proof of your authority to act on another individual’s behalf:
· a signed and dated letter from the person in question granting you authority to act on their behalf; or
· a power of attorney document.
The following documents may be supplied as proof of identity:
· your driving licence; or
· your birth certificate; or
· your passport; or
· national insurance card; or
· your national identity card.
The following documents may be supplied as proof of address:
· a recent letter or bill from a utility company (within the last 3 months); or
· a council tax assessment for the current period).
If you choose to send us original documents, we will aim to return them by special delivery within 5 working days.
Please note that we will not be able to grant your request if we do not receive sufficient evidence of identity and/or authority as requested above.



Section 3: Data Subject Details


Part 1: If you are making a request on behalf of another person, please provide the name and contact details of the person whose information you wish to obtain (the data subject) below. If you are making a request for yourself, please proceed to Section 4.

	Surname
	

	First name(s)
	

	Address Line 1
	

	Address Line 2
	

	Town/City
	

	County
	

	Postcode
	

	Telephone/ textphone
	

	Email address
	




Part 2: If you are making a request on behalf of another person, please inform us of any change to the data subject’s name, address, telephone or other details which occurred during their period of contact with Equality and Diversity UK, if applicable.

	Previous surname:   
	

	Previous first name(s)
	

	Previous address line 1
	

	Previous address line 2
	

	Previous town/city
	

	Previous county
	

	Previous postcode
	

	Previous tel./textphone
	

	Previous email address
	





Section 4: Nature of the information request

What personal data are you seeking? Please describe the personal data that you seek in as much detail as possible, along with any relevant information. This will help us to identify the personal data that you require and respond to you quickly. 

	















Section 5: Limitations

Please note that if the information you request reveals details directly or indirectly about another person, we may not be able to disclose the information to you. In this case we will inform you promptly and give full reasons for our decision, or the information will be redacted. 
In most cases we will be happy to provide you with copies of the information you request. However, in accordance with section 8(2) of the Data Protection Act, if to do so would take ‘disproportionate effort’ we will not be able to provide you with copies of information requested.  In these circumstances, we will make every effort to provide you with a satisfactory form of access or summary of information if suitable and give you an explanation of why we were not able to provide you with your requested information. 
Declaration 
I confirm that I have read and understood the terms of this subject access form and certify that the information given in this application to Equality and Diversity UK (EDUK) is true and accurate. I understand that it is necessary for EDUK to confirm my / the data subject’s identity and it may be necessary to obtain more detailed information in order to locate the correct personal data. 
Signed: 						 	Date: 			

Name: 											       
 
Documents which must accompany this application: 
· Evidence of your identity (Section 2) 
· Evidence of the data subject’s identity (if different from above) 
· Authorisation from the data subject to act on their behalf (if applicable) 

Please return the completed form and identification to Equality and Diversity UK Data Protection Department 
Email: 	dp@equalityanddiversity.co.uk
Post: 	Equality and Diversity UK Data Protection Department
Warwick House, 14 Lowes Road
Bury. BL9 6PJ	
If you believe that the information you receive is out of date, inaccurate, should no longer be held by Equality and Diversity UK, is being used erroneously, or, may have been wrongly shared, please notify us at once at the address above. 
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