

Subject Access Request form.
Please complete sections one – four and eight if you are applying to access your
own personal information. If you are giving permission to someone else to apply
for access to your personal information on your behalf, all sections must be
completed. Please print clearly in pen.


1. Personal Details (of data subject)
Surname                                                                                                                      Forename                                                                                                                    Previous/other names                                                                        
Address                                                                                                                        Tel no.                                                                                                               
[bookmark: _GoBack]Email                                                                                                                 

Before processing a request we need to have proof of the identity of the data subject. This is to protect the identity of the data subject and ensure compliance with the Data Protection Act 1998.



2. Proof of identity (of data subject)
To help us establish your identity you must enclose proof of your identity
(this should be current and can be a copy).
Passport [   ] Driver’s licence  [   ] Birth certificate  [   ] Other [  ]



3. Details of information required (please be as specific as possible)

4. Authorisation of data subject



Signature   		Date    	



If the information is being requested on behalf of the data subject by a third party we also need to establish proof of their identity.



5. Personal Details (of third party acting on behalf of the data subject)
Surname                                                                                     Maiden name                                                                  
Forename                                                                                   Address                                                                                      Tel no.                                                                                  
Email                                                                                    



6. Proof of identity (of third party acting on behalf of the data subject)

If you are acting on behalf of the data subject you must enclose a copy of your identification and official documentation showing that you are authorised to apply on behalf of the data subject’s. This is to protect the identity of the data subject and ensure compliance with the Data Protection Act 1998.



7. Authorisation of data subject for third party request (if possible)



Signature   		Date    	

8. Checklist
Proof of identity of data subject [  ]
Proof of authorisation (if applicable) [  ]

In line with the General Data Protection Regulation (2018) you will receive a response to your request within 30 calendar days of receipt of this form and the necessary identification. Please return the completed form to:
Data Protection Officer
Shakespeare’s Globe
21 New Globe Walk
SE1 9DT
Telephone no: 020 7902 1441
You may also submit the SAR electronically by emailing it to:
data.p@shakespearesglobe.com

























Please note that it is an offence to impersonate an individual to obtain personal data under the Data Protection Act.

Shakespeare’s Globe will process your data collected from this form in accordance with the Data Protection Act 1998 and General Data Protection Regulation (2018). This information* will only be used to handle your request and will not be kept any longer than necessary.

*Your full name will be retained for two years. This is for recording and auditing purposes that may arise from a request from the Information Commissioners Office, or from the right of Shakespeare’s Globe to challenge repeat or unreasonable SAR requests.

In line with the General Data Protection Regulation 2018, Shakespeare’s Globe will provide a Subject Access Request free of charge provided that it is not deemed excessive.
The Globe reserves the right to charge a £10 administrative fee for any additional subject access requests made within 365 days of the initial request, and then within 365 days from each subsequent request.
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