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Subject Access Request Form

UK data protection law gives individuals the right to access personal data held about them. This is known as a Subject Access Request (SAR).

You do not have to use this form to make a SAR but completing it may help the Company identify and respond to your request more efficiently. Please complete as much information as you can and return it to [insert].

The Company may ask for information to confirm your identity or to clarify the information you are requesting where this is reasonably necessary.

In response to a valid SAR, the Company will provide a copy of the personal data you are entitled to receive, together with the information required under data protection law. Certain information may be withheld or redacted where an exemption applies or where disclosure would affect the rights of another person.

Further information can be found in the Company’s Data Protection Policy and Subject Access Request Policy.



































Subject Access Request Form

	Your Details

	Name:
	

	Job title / department:
	

	Contact details:
	

	Date of request:
	

	Information Requested

	Please describe the personal data you would like to access:




	If possible, please provide any information that may help us locate the relevant data.
Relevant date or date range:



	People, departments, systems, emails, documents or other records that may be relevant:




	Any other information that may help us identify the data:




	What searches you would like the Company to carry out to find the data we hold on you e.g. your name:




	Where you would like the Company to search for personal data about you e.g. emails:




	Receiving the Information

	Please confirm how you would prefer to receive the information:
	☐ Email
☐ Electronic file
☐ Paper copy
☐ Other: __________________________


	The Company may contact you if further information or clarification is reasonably required to identify the personal data you are requesting.

	Signed:


	Date:





	Version: 1.1
Date reviewed: 17/09/2026
	
	[bookmark: _Hlk48576793]© YourHR.guide



