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Subject Access Request Form
Request for access to personal information
Before you complete this form
You have the right to request copies of your personal information from an organisation. This is known as a Subject Access Request (SAR).
You do not have to use this form or specific wording to make a request, however providing clear and detailed information will help your request be processed more efficiently. Further guidance on your rights and how to make a request is available from the Information Commissioner’s Office (ICO):
· Getting copies of your information (SAR)
· Make a subject access request
What you should include
When making your request, you should provide:
· Your full name and contact details
· Any previous names (if relevant)
· Any reference numbers that help identify you (e.g. customer, employee, or case number)
· A clear description of the personal information you want
· Relevant dates or time periods, where possible
· Details that may help locate the information (e.g. service area, staff member, or context)
· How you would like to receive the information
Being specific will help ensure you receive the information you need as quickly as possible as we may need to search multiple sources. 
Proof of identity
Before information can be released, your identity will need to be verified to protect your personal data.
You need to provide:
· Proof of identity (e.g. passport or driving licence)
Where a request is made on behalf of another person, for example a child or young person, you must also provide:
· Proof of identity for that individual
· Evidence of your authority to act on their behalf (e.g. signed consent, power of attorney, or parental responsibility documentation) 
Response times
A response will normally be provided within one calendar month of receiving your request.
Where identity verification or clarification is required, the response period will begin once sufficient information has been provided to process the request.

Subject Access Request Form
Section 1 – Your details
Full name:

Any previous names (if relevant):

Date of birth (optional):

Current address:



Email address:

Telephone number:

Reference numbers (if applicable):
(e.g. customer number, employee number, case reference)



Section 2 – Details of your request
Provide a clear description of the personal information you are requesting.
Information requested:




Date range (if known):
From: ____________________ To: ____________________
Relevant service area / department / staff (if known):

Additional details to help locate the information:


Accessibility requirements (if any):
(e.g. large print, accessible format)


Section 3 – Proof of identity
Provide appropriate identification where required to enable your request to be processed.
Proof of identity
☐ Passport
☐ Driving licence
☐ Other: ___________________________________________
Date provided:


Section 5 – Requests made on behalf of another person
Complete this section if you are making a request for someone else.
Name of individual:

Your relationship:

Authority to act:
☐ Signed consent
☐ Power of attorney
☐ Parental responsibility
☐ Court order
☐ Other: ___________________________________________
Details of evidence provided:



Section 6 – Declaration
I confirm that the information provided is accurate and that I am the individual named above or authorised to act on their behalf.
Name:

Signature:

Date:



Submitting your request
Return this form and copies of any required identification to:
Email: administrator@stmaryskenmure.org.uk 
Address: 
Information Requests
St Mary’s Road,  
Bishopbriggs,  
Glasgow,  
G64 2EH.
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