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Subject Access Request Form

The Data Protection Act 2018 and the General Data Protection Regulation (GDPR) (where relevant) provides you (“The Data Subject”) with the right to receive a copy of the personal data we hold about you.

This form is used to confirm your identity and to assist us in locating your personal data.

This form can also be used to confirm the identity and authority of someone making the request on behalf of the Data Subject.

Your request will be processed within one month of receipt of the information we may reasonably require:

(a) to satisfy ourselves as to your identity and
(b) to locate the information sought. 

	
Section 1:  Who is the Data Subject?

Full name:


Date of Birth:


Address:








Telephone Number:


Email:


Other relevant identifying information:







Now go on to Section 2



	
Section 2:  Details of the person requesting the information

Are you the Data Subject?
      

        Yes   Go to Section 3a


        No     Go to Section 3b 





	
Section 3 (a):  Original Documents you must send or produce to confirm your identity

You must provide proof of your identity bearing your name i.e. passport, driving licence, birth certificate (or certificated copy) or at least 2 official letters such as from a utility company

Please circle below what evidence you have enclosed:

· Birth Certificate
· Passport
· Driving Licence
· 2 Official Letters
· Other, please state

Now go to Section 5



	
Section 3 (b):  Person acting on behalf of the Data Subject with their written or other legal authority

Please state your relationship with the data subject e.g. parent, legal guardian or solicitor:




Please enclose proof that you are legally authorised to obtain this information.  The proof could be a letter of authority or letters or official forms addressed to you as a representative acting on behalf of the data subject.

Please circle below what proof of authority you have enclosed:

· Letter of authority
· Correspondence
· Official forms (2)
· Other, please state

Now go to Section 4



	
Section 4: Details of person requesting the information if not the Data Subject

Full Name:


Name of solicitor(s) (if applicable):	


Address:


	

Telephone Number:	


Email:


Would you like the information to be sent to you or the data subject?

	Me:
	
	
	Data Subject:
	




Now go to Section 5



	
Section 5:  More about the Data Subject

Has the Data Subject ever been an employee of The Scottish Prison Service?

         Yes                   No	


         
         
Has the Data Subject ever been held in custody in prison in Scotland?

         Yes	           No



                  
If answering “No” to the above questions, please describe in what context the Scottish Prison Service would process data about the Data Subject:













Now go to Section 6



	
Section 6: Information Requested 

What information relating to the Data Subject are you looking for?  






Any other information which will assist the Scottish Prison Service in searching for the personal data of the Data Subject e.g. case or reference number or the name of the person in the Scottish Prison Service you have had dealings with in the past.







Now go to the Formal Declaration



Formal Declaration

In exercise of the right granted to me under the terms of the Data Protection Act 2018 and the General Data Protection Regulation (GDPR) (where relevant), I request that you provide me with a copy of the personal data about the Data Subject which I have indicated in Section 6.

I confirm this is all of the personal data to which I am requesting access, I also confirm that I am either the Data Subject, or am acting on their behalf.  I am aware that it is an offence to unlawfully obtain such personal data e.g. by impersonating the Data Subject. 

I certify that the information given in this form is true.  I understand that it is necessary for the Scottish Prison Service to confirm my/the Data Subject’s identity and it may be necessary to obtain more detailed information in order to confirm my identity and/or locate the correct information.   

	
Print Name:


Signed:


Date:




Please make sure you have:
· Completed this form in full
· Signed the declaration above
· Enclosed the relevant form of identity and authority (see section 3a)
· Enclosed the relevant form of identity and authority (see section 3b)
Send the completed form and enclosures to:
spssubjectaccessrequests@prisons.gov.scot 
Data Protection Officer
Scottish Prison Service Headquarters 
Lochside Avenue
1 Lochside Avenue
Edinburgh 
EH12 9DJ



OFFICIAL

OFFICIAL

OFFICIAL

image1.gif
SRS

SCOTTISH

PRISON SERVICE




