Subject Access Request (SAR) Form
You can use this form to ask for personal information we hold about you or someone you represent. If you’re asking for your own information, please fill in Sections 1 and 2. If you’re asking on someone else’s behalf (for example, your child), please fill in Sections 1, 2 and 3.
Section 1 – About the Person the Request is For
Please tell us about the person whose information you’re asking for.
Full name: __________________________________________
Date of birth: _______________________________________
Contact details (email or phone): ________________________
Address: ____________________________________________
Organisation name and address (if relevant): __________________________
Proof of identity
Please include copies of documents that show who the person is — for example:
[ ] Birth certificate
[ ] Driving licence
[ ] Passport
[ ] A recent official letter with their name and address (for example, bank statement or utility bill)
[ ] Other (please specify): __________________________
If their name has changed, please include something that shows this (for example, a marriage certificate or deed poll).
Section 2 – What Information You’re Requesting
Please tell us what information you’d like us to send you. The more detail you give, the easier it is for us to find it. You can include things like dates, topics, names, or types of documents.
Please describe what information you’d like:
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
You can also upload or attach any documents that explain your request (for example, an email or letter).
Any extra details you’d like to share:
__________________________________________________________________
Employment details (if this relates to your role or employment):
__________________________________________________________________
Section 3 – If You’re Acting on Someone Else’s Behalf
Please complete this section if you’re making this request for another person (for example, your child or someone you have legal authority to represent).
Full name: __________________________________________
Date of birth: _______________________________________
Contact details (email or phone): ________________________
Address: ____________________________________________
Your relationship to the person: __________________________
Proof of your identity
Please include documents that show who you are (for example, passport, driving licence, or official letter).
[ ] Birth certificate
[ ] Driving licence
[ ] Passport
[ ] A recent official letter with their name and address (for example, bank statement or utility bill)
[ ] Other (please specify): __________________________
Proof that you can act for them
Please include something that shows you have permission to make this request, such as:
[ ] A letter from the person you’re representing
[ ] Power of attorney
[ ] Proof of parental responsibility
[ ] Other (please specify): __________________________
Please attach copies of these documents when sending your request.
Before You Send This Form
If you ask to receive your information by post, we’ll make sure it’s sent to the address you give. However, we can’t take responsibility if something happens in the post (for example, if it’s lost or opened by someone else).
