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About this form:
This form can be used to exercise your rights to access your personal data that ClwydAlyn holds about you. This is called a Data Subject Access Request (DSAR)
This form can also be used by the Data Protection Team should they receive a Data Subject Access Request that requires further information to fully process that request.
The ways in which personal data might be used by ClwydAlyn, the legal basis used to process personal data and how you can access your rights under data protection legislation are described in our Privacy Policy, which can always be found at: 
https://www.clwydalyn.co.uk/privacy-and-cookies-policy/
You can learn about your rights as a data subject at the website of the Information Commission (ICO):
https://ico.org.uk/for-the-public/
Details of the Data Subject:
	Full Name:
	     

	Previous Name:
	(If applicable)      

	Known as 
	     

	Email Address(s):
	     

	Telephone Number:
	     

	Address of Data Subject:
	     


Relationship of the Data Subject to ClwydAlyn
	Description of Data Subject and their Relationship to ClwydAlyn
	Answer

	Resident/Former Resident
	Yes |_|

	Employee/Former Employee
	Yes |_|

	Applied for employment with ClwydAlyn
	Yes |_|

	Supplier/Contractor
	Yes |_|

	Service User (used ClwydAlyn services)
	Yes |_|

	Other Please specify:
     
	Yes |_|


Are you acting on behalf of someone else?
If you are completing this request on behalf of the data subject, please provide full details below:
	Your full Name:
	     

	Your relationship to the Data Subject
	     

	Do you have explicit consent to act on their behalf?
	Please supply evidence      


Identity Verification
To protect personal information, we may need to verify your identity. The data protection team may contact you to provide one or more of the following:
· Passport 
· Driving Licence 
· National Identity Card 
· Utility Bill 
· Other (please specify) 
Details of Your Request
Please describe the personal information you are requesting.
Free text box
Help Us Locate Your Information
Please provide any information that may help us locate your records.
Examples:

	Departments involved: 
	     

	Service used:
	     

	Staff members involved:
	     

	Time Period of Request
	From:
	     
	To:
	     


Information Requested
Which information would you like to receive?
	Emails
	Yes |_|

	Personnel records
	Yes |_|

	Customer records
	Yes |_|

	CCTV footage
	Yes |_|

	Telephone recordings
	Yes |_|

	Correspondence
	Yes |_|

	Complaint records
	Yes |_|

	All personal data we hold
	Yes |_|

	Other Please specify:      
	Yes |_|


Preferred Method of Response
We will provide your personal data report via e-mail unless you request another preferred secure method. If applicable, please state preferred method      
Copyright of Response
Copyright in the case of all materials released in response to a SAR remains with ClwydAlyn, except for materials provided by yourself and third parties. Copyright material must not be copied, distributed, modified, reproduced, transmitted, published, or otherwise made available in whole or in part without the prior written consent of the copyright holder. Any information released as part of your SAR may contain personal data. You should carefully consider the privacy, security, and data protection implications before sharing this information with any Artificial Intelligence service.
Declaration
I confirm that:
Yes |_|	The information provided in this form is accurate. 
Yes |_|	I understand that additional information may be requested to verify my identity. 
Yes |_|	I understand that my request cannot be processed until my identity has been verified (where required). 

	Name:
	     

	Date:
	     

	Signature
	     



Please submit this form to data.controller@clwydalyn.co.uk.
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