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Subject Access Request Form
Please complete sections 1-4 and 8 if you applying for your own personal information. If you are giving permission to someone else to apply for access to your personal information on your behalf, all sections must be completed.  Please print clearly in ballpoint pen. 

	1. Personal Details (of data subject)



	First Name:
	Surname:


	Address: 


	


	

	Post Code:

	Telephone Number:

	

	Email: 




Before processing a request we need to have proof of identity of the data subject. This is to protect the identity of the data subject and ensure compliance with the Data Protection Act 1998 and General Data Protection Regulation (GDPR) 2018. 

	2. Proof of Identity (of data subject)



To help us to establish your identity you must enclose proof of your identity (this should be current and can be a copy)

	PASSPORT
	

	DRIVER’ S LICENCE
	

	BIRTH CERTIFICATE
	

	OTHER: PLEASE STATE WHAT THAT ID WILL BE BELOW: 
	

	







	3. Details of information required (please be as specific as possible)

	








	4. Authorisation of data subject



Signature: ____________________________ Date: ________________________

	5. Personal Details (of third party acting on behalf of data subject)



	First Name:
	Surname:


	Address: 


	


	

	Post Code:

	Telephone Number:

	

	Email: 




	6. Proof of Identity (of third party acting on behalf of the data subject



If you are acting on behalf of the data subject you must enclose a copy of your identification and official documentation showing that you are authorised to apply on behalf of the data subject’s.  This is to protect the identity of the data subject and ensure compliance with the Data Protection Act 1998 and General Data Protection Regulation (GDPR) 2018.

	7. Authorisation of data subject for third party request (if possible)



Signature: _____________________________ Date:_______________________

	8. Checklist 



	Proof of identity of data subject
	

	Proof of authorisation (if applicable)
	



In line with the Data Protection Act 1998 and GDPR 2018 you will receive a response to your request within 30 days of receipt of this form and the necessary identification. 

Please note: The data will be provided to you free of charge, however a fee may be charged should the request be found to be manifestly unfounded or excessive. We may also charge for additional copies of the same information. 

Please return the completed form to:
Gateway Family Services CIC
5th Floor, 75 Harborne Road
Edgbaston, Birmingham
B15 3DH 
Tel: 0121 456 7820
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