— == e
DEL 735 Hospi
JELL <%2- Hospiscare

SHARED SERVICES °I°° Your local hoSPioe

Subject Access Request Form - Staff, Volunteers and
Supporters

1. Who is asking for this information?

We are asking for your contact details so we can send your response and discuss
your request with you (if needed).

To process your request, we need may proof of your ID.

The timescale for responding to your request will start when we receive this
request with any relevant ID documents.

About you (or the person you are requesting information about)

Forename

Surname

Date of birth

Your daytime contact humber

Your postal address,
including post code

Your email address (if relevant)




2. Proof of identity

*IF REQUIRED, To confirm your identity, we may require a photocopy of one of the
following documents.

Please indicate which document

= Passport
you are submitting:

Driving Licence

Birth Certificate

3. Our response

How would you like us to respond Secure email
to you?

Other (please specify)

4. What personal information are you requesting?

If you are requesting specific personal data, please include any details that could
help us locate it — such as a specific email, keywords, whole or partial record.

Briefly describe your request.

5. Is there a specific date range of the personal data you are requesting?

Being as specific as possible helps us locate the relevant information more
efficiently. For example, if you only need data from recent correspondence or
interactions you can request information from the past few months or specific
documents.

Date from

Date to
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If there is any additional information that could help us identify you or locate the
data you are requesting, please include it here.

Thank you for your request. We will be in contact with you shortly.

For further information on how we handle and protect your personal data please
refer to our

https://hospiscare.co.uk/about-us/privacy-and-data/
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Subject Access Request Guide — Requesting a Copy of Your
Personal Data

This guide explains how to request a copy of your personal data under the
Data Protection Act 2018 and the UK General Data Protection Regulation.

What is a Subject Access Request?

You have the right to ask for copies of your personal data - we hold about you. This
may include emails, meeting notes and other information that identifies you. This
is known as your right of access or making a Subject Access Request (SAR).

How quickly will we respond?

We aim to respond within one calendar month of receipt of your request and may
need confirmation of your identity. Please include a photocopy of one of the
following:

e Passport
e Driving licence
e Birth certificate

In some cases - such as when the request is complex - we may need more
time. If so, we will let you know as soon as possible and within one
calendar month of your original request.

Is there a charge?

There is no charge for a straightforward request. However, we may need to charge
a reasonable fee to cover administrative costs if the request is excessive or is a
request for information previously provided. We will inform you if this applies.

What can you request a copy of?

You can request access to all personal data we hold about you. However, this does
not guarantee full disclosure of all records. In some cases, access may be limited or
refused based on professional judgement or legal restrictions.

Exemptions
In some circumstances, an exemption may apply. If we are applying an exemption

to anything you have requested, we will inform you.

Requesting a copy of all information we hold may result in receiving a large volume
of information — some of which may not be relevant to your needs. To help us
respond quickly and accurately, please be as specific as possible in your request.
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Further Information

You can learn more about your right of access by visiting the Information
Commissioners Office (ICO): https://ico.org.uk/for-the-public/getting-copies-of-
your-information-subject-access-request/

Submitting Your Request

Please send your completed form, ID (if necessary) and any other documents to us
using the contact details below.

You do not have to use this form, but it helps us understand exactly what you are
looking for so we can respond fully and promptly.

Write to: Email to:
Data Protection Officer DPO@hospiscare.co.uk
Hospiscare

Searle House
Dryden Road
Exeter

EX2 53]
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