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GDPR Data Access Requests Guidance

South West Recruitment Ltd - Subject Access Request Form
[bookmark: _GoBack]To request details of any personal data South West Recruitment Ltd may hold about you please complete this form and provide it together with a colour photocopy of a photographic identity document to: Alan Hoey, South West Recruitment Ltd of 1 Holdenhurst Road, Bournemouth, Dorset BH8 8EH For security reasons you are advised to use a recorded delivery method of posting.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: OLE_LINK5]South West Recruitment Ltd will respond to your request within 30 days of your correctly completed application form being received. No fees are payable. Contact South West Recruitment Ltd on 01202 292907 if you have any questions.

	Your Name
	

	Your Date of Birth
	

	Your Home Address
	
	Post Code:

	Your Email Address
	

	Your Telephone Number
	

	Company You Work For
	

	Company Address
	
	Post Code: 


I wish to make a subject access request in relation to my personal data which may be held by [Company].  I understand that there will be no charge to provide this data to me.
I have attached a colour copy of a photographic identity document to confirm my identity.  I am aware that I may commit an offence if I seek to obtain data for which I am not the data subject. I have read the notes below about my subject access rights.
Signed: 				Print name:					Date: 
The right to make a subject access request is most often used by individuals who want to see a copy of the information a company or organisation holds about them. An individual who makes a written request is entitled to be:
· told whether any personal data is being processed;
· given a description of the personal data, the reasons it is being processed, and whether it will or has been given to any other company, organisation or people; and 
· given a copy of the information comprising the data and given details of the source of the data (where this is available).
In most cases your subject access request must be responded to promptly and in any event within 30 calendar days of your properly completed request being received.  This is not a full explanation of the law
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