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SUBJECT ACCESS REQUEST FORM
[COMPANY NAME]

Introduction

The General Data Protection Regulation, (2016/679 EU) (GDPR) allows individuals to access information from organisations that process their personal data. The process for obtaining this information is known as a subject access request. For further information relating to the principles of GDPR or your individual rights as a data subject, please refer to the Company’s Data Protection Policy and Subject Access Request Policy.

Subject Access Requests are available to all individuals which the Company holds and processes personal data for. Therefore, this process is open to workers, contractors, volunteers, interns and apprentices, as well as employees.

The form below is made available to enable individuals to make a data access request in a simple, clear and consistent manner. 

If you would like to make a request, you should complete this form as fully as possible and return the completed form to [insert] so that your request can be processed without delay. 

How will requests be verified?

The Company may seek to verify the identity of the individual in order to comply with a subject access request and to ensure that personal data is not inadvertently disclosed to a third party. However, were a request is made by an individual with an existing relationship with the Company this will be less likely. 

What information will be provided?

In response to a subject access request, the Company will provide the following information:

· Whether or not the individual's personal data is being processed;
· The purposes of the processing and the categories of personal data concerned;
· The recipients to whom the data has been or will be disclosed, including recipients in countries outside the European Economic Area and the appropriate safeguards relating to such data transfers;
· For how long the data will be stored, or how that period is determined;
· The individual's rights in relation to the rectification or erasure of data, the restriction of processing and to object to processing;
· The individual's right to lodge a complaint with the supervisory authority;
· Any third-party sources of the data, where this information is available; and
· Information about the logic involved in any automated decision-making, if applicable.

Additionally you will be provided with a copy of the personal data which is being processing by the Company. If the subject access request is made electronically, the information will usually be provided in a commonly used electronic format (for example, .doc, .xls, .pdf), however in certain circumstances the Company may agree with you to provide the data in an alternative format.


Timeline for Response

Under the GDPR, the time limit for responding to a subject access request is one month from the date of receipt. However, if a request is complex, the Company may extend the time period for response by a further two months. Any extensions to the time period of response will be detailed to you in writing, along with a summary of the reasons this has been necessary.

	
Name:

	Daytime telephone number:

	Email:

	Address:

	Employee number:

	By completing this form, you are making a request under the General Data Protection Regulation (GDPR) for information held about you by the organisation that you are eligible to receive.

	Required information (and any relevant dates):
[Example: employment history data between "A" and "B" from 1 May 2017 to 6 September 2017.]











	By signing below, you indicate that you are the individual named above. The organisation cannot accept requests regarding your personal data from anyone else, including family members. We may need to contact you for further identifying information before responding to your request. 

You warrant that you are the individual named and will fully indemnify the Company for all losses, cost and expenses if you are not.

	Data subject's signature:

	Date:



Please return this form to [name of individual/the HR department], by hand or by email to [insert email address].
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