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Subject Access Request Form 

 

It is not a requirement that you complete this form. However, it does make the 

process quicker and helps us to establish who you have been in contact with so that 
we can carry out appropriate searches, gives us enough information to help us verify 
your identity and lets us know what data you are looking for and how you would like 

to receive it. 
 

The personal information collected from you by this form will only be used for the 
purposes of identifying the personal data you are requesting and sending the 

information to you. We will retain a copy of our correspondence any any personal data 
disclosed for 6 years. 

 
We will respond in no later than one calendar month. In exceptional circumstances, 

where it is not possible to comply within this period you will be informed of the delay, 
the reason for the delay, and given a timescale for when you request is likely to be 

met. 
 

In certain circumstances, Data Protection legislation permits Daisy Chain to withhold 
information, for example information likely to cause serious harm or risk to the 

physical and/or mental health of you, or any other person, and information relating to 
our provided by a third person who has not consented to the disclosure. 

 

Section 1 – The Enquiry 

Are you the Data Subject? (The individual who is the subject of the required 
information). Please mark the appropriate box. 
 

☐ I AM the Data Subject 

☐ I am NOT the Data Subject but am acting on their behalf. I have written 

authority, which I enclose. 

☐ I am NOT the Data Subject, but I am acting on their behalf as their parent or 

legal guardian. 
 

  

Section 2 – Details of the Data Subject 

Full Name  

Any Former Name  

Date of Birth  

Current Address (including postcode)  

Former Address(es)  

Contact Number  

Email Address  

Any additional information that may help 
identify your relationship with Daisy 

Chain 

 

Office Use Only:   

AdvicePro Reference (if applicable):  
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Section 3 – Details of Representative 
Please complete this section if you are not the data subject, but are authorised to act on 

their behalf) 

Full Name  

Any Former Name  

Date of Birth  

Current Address (including postcode)  

Former Address(es)  

Contact Number  

Email Address  

Relationship with the data subject that 
leads you to make this request for 

information on their behalf 

 

 

 

Section 4 – Requested Information 

In the box below, please describe the information you are requesting, including any 
relevant dates, names, and the type of documents you would like to be searched.  

 
 

 
 

 
 

 
 

 
 

 

 

Section 5 – How you would like to receive this information 

Please indicate which method you would like to receive the information 

 

☐ Electronic copies sent by email  

☐ Hard copy sent to postal address 

☐ Collect from Daisy Chain 

☐ Explanation via telephone 

 
If you have any particular access requirements – such as the need for large 

print, please advise of these requirements in the space below. 
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Section 6 - Declaration 

I certify that the information given on this form is true. I understand that it is 

necessary for Daisy Chain to confirm my/the data subject’s identity and that it 
might be necessary to obtain more detailed information from me in order to locate 

the correct information. 
 

☐ If you are submitting this form by email, please cross this box in 

replacement of your signature. 

 

Signed:  
 
 

Date: 

 

Please return the completed form with a copy of your ID (and the data 

subject’s ID where you are a representative) to: 

Daisy Chain Project Teesside 
Calf Fallow Farm 
Calf Fallow Lane 

Norton 
Stockton on Tees 

TS20 1PF 

 

Or 

 

Email: Info@daisychainproject.co.uk  

 

We are registered with the Information Commissioner's Office under 

Z8991905 and will process your personal data in accordance with the UK 

General Data Protection Regulation 2021 and Data Protection Act 2018. 

Please refer to our online Privacy Policy at 

https://www.daisychainproject.co.uk/privacy-policy/ for more information 

on how your personal data will be processed and stored. 
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