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Subject Access Request Form – IM003
Data protection legislation provides you with the right to access your personal data. 
You should complete this form if you want us to supply you with a copy of the personal data we hold about you.

You are not obliged to complete this form, but doing so will make it easier for us to process your request as quickly as possible. 

We will respond to your request promptly and, unless your request is especially complex, within one month of the of receiving the following:

· Your request; or
· Further information that we may ask for to enable us to comply with your request (e.g. proof of identity).
The information you supply will only be used for the purposes of identifying the personal data you are requesting and responding to your request. 
To find out more about how we use your data and to view our privacy notice click the link below;

https://www.dwfire.org.uk/about-us/accessing-information/data-protection/privacy-policy/
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SECTION 1: Details of the person requesting information

	Full name:

	

	Postal address:


	

	Telephone number:

	

	Email address:

	



SECTION 2: Are you the data subject (the person to whom this data relates)?
        

Yes
(Please go to section 4)


No, I am acting as an agent for the data subject and attach written authority to enquire on his/her behalf

(Please go to section 3)
SECTION 3: Details of the data subject (if different from section 1)
	Full name:

	

	Postal address:


	

	Telephone number:

	

	Email address:

	


What is your relationship to the data subject?



SECTION 4: What information are you seeking?
To assist us in locating the personal information you wish to access, please provide below the details of the information you are seeking. This may include; the nature of the data, relevant times or dates, venues or names of staff involved.

SECTION 5: DECLARATION
I accept that, to be assured of mine and/or the data subject’s identity, it may be necessary for the Information Governance team to obtain more detailed information or identification and that the period within which the Service must respond, in accordance with data protection legislation, will not begin until the identification process is complete.
I understand that if the information requested reveals details, which directly or indirectly identify a third party then DWFRS will either seek consent of that person or, in certain circumstances, may not be able to release the information.
I understand that, in order to collate the information, I have requested, the Information Governance team may need to contact the members of staff who hold the requested information. 

All information collected in the course of responding to a subject access request will be retained for three years.
Signed 







Date

RETURN COMPLETED FORM TO: 

Information Governance
Dorset & Wiltshire Fire and Rescue Service
Five Rivers Health & Wellbeing Centre
Hulse Road
Salisbury
SP1 3NR 
Or Informationgovernance@dwfire.org.uk 

                


