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Subject Access Request 
Introduction
As part of our remit, the Assembly is required to collect, process, and use certain types of information about people and organisations.  Some information sought may include personal data, as defined by the Data Protection Acts 1988/2009/2018 and the General Data Protection Regulation 2016/679 (GDPR).  The data may relate to current, past, and future Assembly Members, past, current, or prospective employees, suppliers, and members of the public or organisations who engage with the Assembly.  We may also be legally required to collect, process, and use certain types of personal data.
The Assembly intends to ensure that any personal data given to us is: 

· Processed lawfully, fairly & transparently 

· Collected for specific, explicit & legitimate purposes 

· Adequate, relevant & limited to what’s necessary

· Accurate & kept up to date 

· Kept in a form which permits identification for no longer than is necessary 

· Handled and stored in a way to ensure appropriate security 

Rights to access to your personal data

· To know what we do with your personal information

· To access your personal information

· To object to or restrict the usage of your personal information

· To have your personal information deleted, unless we have a reason to keep it

· To stop direct marketing messages

· To receive your personal information in a commonly used format, or to have it passed to another data controller upon your request
In certain circumstances, blocking access to your personal information may delay or halt a service where that information is required by law or for the essential purposes of fulfilling a contract.

Making a Subject Access Request to the Southern Regional Assembly

You must make a subject access request in writing.  Please complete and sign the subject access request form and send it either by post or email to the contact details below.  

To assist us with your application, please include any details that will help to locate any of your personal data we might hold, such as a specific service or activity it might relate to.

To ensure that personal data is not accidentally disclosed to the wrong person, we cannot process your request or provide you with any information about your personal data unless we are fully satisfied as to your identity.  We will ensure that copies will be securely destroyed once we have verified your identity.
There are no fees associated with a Data Subject Access Request.  The Regional Assembly reserves the right under Art 12 (5) of the GDPR to charge a reasonable fee taking account of the administrative cost of dealing with manifestly unfounded, excessive requests, or those of a repetitive nature.

Please submit your request to:

Siobhán Rudden

Data Protection Officer

Southern Regional Assembly

Assembly House, O’Connell Street, Waterford X91 F8PC

Tel: +353 51 860700

Email: srudden@southernassembly.ie 

Web: www.southernassembly.ie 

What can you do if you are unhappy with a decision on your subject access request?

If you are not satisfied with the outcome of your response from the Southern Regional Assembly, you have the right to make a complaint to the Data Protection Commission: 

Data Protection Commission

Canal House, Station Road, Portarlington, Co. Laois R32 AP23

Low Call: 1890 252 231

Email: info@dataprotection.ie
Web: www.dataprotection.ie 

The Assembly reserves the right to amend this statement as appropriate.
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Subject Access Request Form 

Request for access to personal data held by the Southern Regional Assembly under the Data Protection Acts 1988-2018 and the General Data Protection Regulation 2018

The information in Parts 1-3 will be used to enable us to correctly identify any personal data relating to you and to cross-check your identity before records (should any exist) are released.

	1. Contact Details (block capitals)

	Surname 
	

	First Name
	

	Other Name (if applicable)
	

	Address
	

	Contact telephone no.
	

	Email address (if applicable)
	


	2. Relationship with the Southern Regional Assembly

	Current/ Former Staff Member: please state your role & years of service
	

	Current/ Former Assembly Member: please state the local authority represented & years of service
	

	Other: please indicate your relationship with the Regional Assembly
	


	3. Details of your Request

To assist with your application, please include any details that will help to locate your personal data we might hold, such as a specific service or activity it might relate to.

	


We cannot process request or provide you with any information unless it is fully satisfied as to your identity to ensure that personal data is not accidentally disclosed to the wrong person.
	4. Verification of Identity

· Proof of identity (passport, driving licence etc.)

· Proof of address (recent utility bill, bank statement, Government letter etc.)

	


Please complete either Part 5 or Part 6 as appropriate.
	5. Declaration of the Data Subject

I confirm that I am the data subject named in Part 1 of this form and that I am requesting my own personal data. I understand that the information I supplied will be used to confirm my identity and locate my personal information. I also understand that my personal data may be used for statistical or monitoring purposes. I declare that the details I have provided in this form are true and complete to the best of my knowledge.

	Signature 
	
	Date
	


	6. Declaration of the Data Subject for an Agent to Act on their Behalf

I confirm that I am the data subject named in Part 1 of this form and I give permission for the person or organisation named below to act on my behalf in relation to my data access request. I have enclosed verification of my identity as per Part 4 and I confirm that I want the output of this personal data request to be sent to my representative at the address below. I understand that the information I supplied will be used to confirm my identity and locate my personal information. I also understand that my personal data may be used for statistical or monitoring purposes. I declare that the details I have provided in this form are true and complete to the best of my knowledge.

	Signature 
	
	Date
	

	

	Name of Agent
	

	Relationship to Named Data Subject
	

	Address
	

	Contact telephone No.
	

	Email
	


	7. Checklist

	Fully completed Subject Access Request Form     
	□
	

	Signed & dated declaration                                       
	□
	

	Photographic Identification
	□
	

	Proof of address
	□
	

	There are no fees associated with a Data Subject Access Request. The Regional Assembly reserves the right under Art 12 (5) of the GDPR to charge a reasonable fee taking account of the administrative cost of dealing with manifestly unfounded, excessive requests, or those of a repetitive nature.


	8. Subject Access Request Privacy Statement

	We may be required to collect and process various types of documents containing information about people and organisations to fulfil our remit.  Some information sought may include personal data, as defined by the Data Protection Acts 1988/2009/2018 (the Acts) and the General Data Protection Regulation 2016/679 (GDPR).  The data may relate to current, past and future Assembly Members, past, current or prospective employees, suppliers, funding beneficiaries, organisations and members of the public.  


	9. Return Completed Form to

	Data Protection Officer

Southern Regional Assembly

Assembly House, O’Connell Street, Waterford X91 F8PC

T:   051 860700

E:   srudden@southernassembly.ie
W: www.southernassembly.ie 


	For Internal Use Only

	Reference No.
	DP/

	Date received
	

	Identify Verified (Y/N)
	

	Original ID supplied in person, checked & returned to requester (Y/N)
	

	Original ID verified & returned by
	

	Copy ID attached to request verified & documents shredded (Y/N) 
	

	Documents verified & shredded by
	

	Date responded
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