

Subject Access Request
The right of access, commonly referred to as subject access request, gives individuals (the Data Subject) the right to obtain a copy of their personal data. It helps individuals to understand how and why you are using their data, and check you are doing it lawfully.
Individuals have the right to obtain the following
· confirmation that their personal data is being processed
· a copy of their personal data 
· other supplementary information 
· the purposes of processing
· the categories of personal data concerned
· the recipients or categories of recipient personal data is disclosed to
· the retention period for storing the personal data or, where this is not possible, the criteria for determining how long it will be stored
· the existence of their right to request rectification, erasure or restriction or to object to such processing
· the right to lodge a complaint with the ICO or another supervisory authority
· information about the source of the data where it was not obtained directly from the individual
· the existence of automated decision-making (including profiling)
· the safeguards provided if personal data is transferred to a third country or international organisation

If you wish to obtain a copy of your personal data please completed the Subject Access Request form and send to The Data Protection Officer, Victory Housing Trust, Tom Moore House, Cromer Road, North Walsham NR28 0NB with evidence of your identity.

If you have difficulties completing the form please contact us and we will be happy to help you.  If you fail to supply the necessary documentation we will not be able to process your request.



SUBJECT ACCESS REQUEST
Section 1
Please complete this section of the form with details of the Data Subject

	Title:			Mr □  Mrs □ Ms □ Miss □ Other 

	Surname:

	First Name(s):

	Date of Birth:

	
Address


Post Code


	
Previous Address


Post Code


	Contact Telephone Number



	I enclose a copy of the following as proof of identity
Birth Certificate □  Driving Licence □  Passport □ Utility/Council Tax Bill □



	I am the Data Subject □ 
please complete section 2 and 5

I am the Data Subject and wish for someone else to act on my behalf □ 
please complete section 2, 3 and 5

I am acting on behalf of the Data Subject □ 
please complete section 2, 4 and 5






Section 2
Full description of the Information you are requesting

	
Please explain in full the information you are requesting, together with any information or descriptions that will help us to identify and locate the information. Failure to describe the information you are requesting may delay or prevent Victory Housing processing your request. Where possible, indicate dates and names of people you have had contact with.












































Section 3 
Please complete this section of the form
· with details of the person you wish to act on your behalf

	Title:			Mr □  Mrs □ Ms □ Miss □ Other 

	Surname:

	First Name(s):

	Date of Birth:

	
Address


Post Code


	
Previous Address


Post Code


	Contact Telephone Number

	Relationship to the Data Subject



	I enclose a copy of the following as proof of identity
Birth Certificate □  Driving Licence □  Passport □ Utility/Council Tax Bill □





Section 4 
Please complete this section of the form
· with your details if you are acting on behalf of someone else 
you will need to provide evidence of your identity as well as that of the data subject and proof of your right to act on their behalf

	Title:			Mr □  Mrs □ Ms □ Miss □ Other 

	Surname:

	First Name(s):

	Date of Birth:

	
Address


Post Code


	
Previous Address


Post Code


	Contact Telephone Number

	Relationship to the Data Subject



	I enclose a copy of the following as proof of identity
Birth Certificate □  Driving Licence □  Passport □ Utility/Council Tax Bill □

	I enclose a copy of the following as proof of authorisation to act on behalf of the Data Subject
Letter of Authority □   Lasting Power of Attorney □   Other □






Section 5
Declaration

I understand and agree that the information supplied is for the purpose of making and the processing of this request for access to my personal information only. By signing this form I agree that all information included is true and accurate. I understand that any attempt to mislead or impersonate or attempt to impersonate another individual may be a criminal offence. 


Signed …………………………………………………………………

Dated …………………………………………………………………..


