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Subject Access Request Form and Guidance Notes
Section A - Details about the person who the information relates to 
                  (referred to on this form as the “data subject”)
	Title:
	

	Full Name:
	

	Address:
	

	Preferred contact details (telephone/email):
	

	Relationship to Redwings:


	Supporter            Employee/Volunteer           Guardian             Other
If other please state here:

	Please provide identifying Reference if you have one e.g. Supporter or Employee number:
	


Section B - Are you the data subject?

Please tick the appropriate box and read the instructions which follow it
	
           YES: I am the data subject and I enclose proof of my identity and address (see below)

Please go to section C
NO: I am acting on behalf of the data subject. I enclose the data subject’s written authority and evidence of the data subject’s identity (see below)
Please go to section D



Section C – I am the data subject

Please supply us with a photocopy, photograph or scanned image (do not send original documents) of one from BOTH of the following sections:
1. Proof of identity

Passport, Driving Licence, Birth Certificate 
2. Proof of address

Utility bill, bank/credit card statement, HMRC tax bill (no more than 3 months old)
Section D - I am acting on behalf of the data subject
	Full Name:
	

	Address:
	

	Preferred contact details (telephone/email):
	


If you are acting on behalf of the data subject, please provide evidence of the data subject’s identity AND a copy of one the following:
· Signed letter of authority

· Lasting power of attorney 

· Evidence of parental responsibility 

Section E - Details of information being requested
	Please provide a detailed description of your request. Include any information which will help us to locate the data you require and comply with your request.



Section F – Declaration
	I certify that the information provided on this form is true and correct.
Print Name:

Signature:

Date:



Please return this form and copies of supporting documents to ‘Data Protection, Redwings Horse Sanctuary, Norwich Road, Hapton, Norfolk, NR15 1SP’ or email dataprotection@redwings.co.uk 
Subject Access Request Form – Guidance Notes

The right of access gives an individual the right to obtain copies of their personal data. Specifically, an individual has the right to obtain:

· Confirmation that their personal data is being processed;

· (and if personal data is being processed) Access to their personal data; and

· Other supplementary information (this will usually be information provided in a privacy notice).

In order to help us retrieve the personal data you have requested we ask you to complete our Subject Access Request (SAR) form. The information you supply on the form will only be used for the purposes of assisting us with responding to your request. You are not obliged to complete the form to make a request but doing so will make it easier for us to process your request quickly and efficiently.

Proof of identity

We require proof of identity before we can respond to your request. To help us establish your identity you must provide copies of identification showing your name, date of birth and current address. Acceptable documents and formats are listed in Section B on the request form. Any identification information supplied will be kept securely and in confidence. The information will not be used for any purpose other than verification of the requestors’ identities and will be securely destroyed after the request has been responded to.

If you do not have any of the forms of identification available please contact dataprotection@redwings.co.uk for advice on other acceptable forms of identification.

Requests from third parties

Under certain situations a request can be made by a third party acting on behalf of an individual. Examples of such requests include, but are not limited to:

· Request made by a solicitor 

· Request made by a family member or friend

If you are making a request on the data subject’s behalf you should provide your name, address and contact details in Section D. 

In order for us to comply with such a request we will require proof of the data subject’s identity and written authority confirming that the requestor is authorised to receive this information. 

Information Requested

In Section E we ask you to provide a detailed description of your request. Please include dates, time frames, types of document and any other information which will assist us in locating the data as quickly as possible.

We will contact you for additional information if the scope of your request is unclear or it does not provide sufficient information for us to locate the requested data.

Timescales

Redwings will take all reasonable and proportionate steps to fulfil a subject access request. We will endeavour to respond promptly and within one month of receipt of the request or (if later) within one month of receipt of:

· any information we may ask you to provide to confirm the identity if the requester; or 

· a fee (see below). 

Fees

In most cases Redwings will not charge a fee to comply with a SAR. The exception will be that a

reasonable administration fee may be changed to comply with a SAR if:

· It is manifestly unfounded or excessive; or

· An individual requests further copies of their data following a request.

In these circumstances a reasonable administration fee will be set based on the costs of complying

with the request. We will always let the data subject know when a fee will be charged, and in such

circumstances the request will not be complied with until we have received the fee.

Delivery

Our preferred method of delivering the requested information is electronically via a secure file sharing site. This ensures secure delivery of the requested documents and reduces the costs incurred by the Charity of printing and posting information. If you cannot or do not want to provide an email address or do not have access to a computer,  we will provide the information in paper format sent by recorded post (or make available for you to collect from our Norfolk head office, if you wish).

Further information

If you require further guidance or assistance with submitting a request please contact CEO Office on 01508 481029 or email dataprotection@redwings.co.uk. 

Complaints 

If you are not satisfied with the response to your request or the way it has been handled, in the first instance you should submit a complaint in writing to the address below so that your concerns can be addressed through our complaints procedure:

CEO Office
Redwings Horse Sanctuary

Hapton

Norfolk

NR15 1SP

If you are still not satisfied with the response you receive you may refer your complaint to the Information Commissioner’s Office - www.ico.org.uk. 








































