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Introduction
Under Data Protection Legislation, data subjects have a right of access to personal data relevant to them that is processed by sportscotland. This is called a Subject Access Request (SAR).
This form allows you to request access to your personal information held by sportscotland. Please fill in all sections carefully to help us locate the relevant data and respond to your request efficiently. If you have any questions or need help completing the form, you can contact our Data Protection Officer using the details provided below. 
Please ensure you refer to the sportscotland Subject Access Request Policy for guidance.
How to Use this Form
1. Complete the first section with your details (full name, address, date of birth and contact details).
2. In the Information requested section, describe the personal information you want as clearly as possible, including relevant dates, teams/departments and any reference numbers.
3. Provide proof of identity and proof of address as requested (copies are acceptable).
4. Read the declaration and sign and date the form.
5. Return the completed form and supporting documents to the Data Protection Officer by post or by email at DPO@sportscotland.org.uk.
6. If you are applying on behalf of someone else, complete the final section and provide proof of your authority to act for the data subject.




Your Details
	Full Name:

	Home Address:

	Postcode:

	Date of birth:

	Contact Telephone Number:

	E-mail address:

	Position within sportscotland (if applicable):


[bookmark: _Information_requested]Information requested
	Please state the personal information required in detail, including relevant dates and department details e.g. 
“Training records from HR for date [ ] to [ ].”
Please also provide details of any reference numbers, if relevant, that will assist us to locate the information you require.
*Giving as much detail as possible regarding the personal information you require will assist the Data Protection Officer in retrieving your information accordingly
	

	Date range
		

	Type of record
	

	Preferred format for disclosure
	

	State proof of identity enclosed: (i.e. driving license, passport, birth certificate)
	

	State proof of address enclosed: (i.e. utility bill, council tax letter, bank statement)
	

	Declaration:
☐ I request access to the personal data indicated above and have enclosed the required 2  proofs of identification.
☐ I confirm that I am the data subject and am not acting on behalf of someone else.

	Signed
	Date

	The following section should be completed by persons other than the data subject when acting on behalf of the data subject

	If you are not the data subject (the person the information relates to) please tick the appropriate box below:
☐ I have been asked to act on behalf of the person named above and enclose proof of this
☐ I am the parent or guardian of the person named above and that person is under 12 years old and enclose proof of this 
☐ I am the parent or guardian of the person named above and that person is under 16 years old and is not able to understand the request and enclose proof of this
☐ I have been appointed by the court to manage the affairs of the person named above and enclose proof of this 
*Please note: We will presume children can understand the nature of the application if they are aged between 12 and 16, however, we will consider all cases individually.

	Declaration:
☐ I confirm that I am acting on behalf of the data subject and have submitted proof of my identity and authority to receive this data including, where applicable, producing a current signed and dated mandate from the data subject giving permission for me to make the subject access request on their behalf.

	Name:

	Address:

	Postcode: 

	Signed:
	Date:


What happens next
Once we receive your completed form and supporting documents, we will log your request and begin the process of locating the personal data you have asked for.
· Acknowledgement: We will confirm receipt of your request
· Identity and clarification: If we need further information to verify your identity or to clarify what you are requesting, we will contact you
· Timescales: We aim to respond within one month
· How you will receive the information: We will provide your information in the format you requested where possible, and we may use secure methods to send it to you
· If you are unhappy: If you have concerns about how your request is handled, please contact the Data Protection Officer using the details below

How to contact the Data Protection Officer
By post:
sportscotland 
Head Office
Doges
Templeton on the Green
62 Templeton Street, Glasgow
G40 1DA 
By email:
DPO@sportscotland.org.uk
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