Knowle, Dorridge and Bentley Heath Neighbourhood Forum

Subject Access Requests (SAR’s)

A Subject Access Request under the Data Protection Act 2018 (DPA) in respect of information held
by the Knowle, Dorridge and Bentley Heath Neighbourhood Forum (KDBH Forum), can be made by
anyone who receives communications from the Forum. The request will be passed promptly to the
Chair.

Chairs knowledge and duties will include:

e Identifying those requests that qualify as a SAR under the Data Protection Act 2018.

e Knowledge of the timetable and procedures for dealing with a SAR.

e Awareness of the information held by the Society and where and in what format it is held.

e Awareness of those with day-to-day responsibility for the different types of personal data
held by the Society.

e Awareness of who can assist with dealing with a SAR.

Subject Access Requests (SAR)
A SAR under the Data Protection Act 2018 can be received in any format and can be in the form of:

e verbal request;

o telephone;

e internet (i.e. through the contact us page on the website);
e formal letter;

e other written request.

The communication need not make any reference to any legal basis for the request. If the request is
from a specific individual and is a request for information relating to that individual held by the
Forum, it must be dealt with in accordance with the DPA 2018.

A request can be to:

e receive information (and or all information held regarding the individual);
e have errors in the information held rectified; or
e have information held erased/removed.

On receipt of the request the recipient should inform the Chair who will inform the Trustees and
record:

e Date request received

e Method of communication

e Measures taken to verify the identity of the requester and confirm that they are requesting
their own information.
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e Date by which the response must be provided, one calendar month from the date of receipt.
e The method of communication to be used for a reply.
e Their understanding of the nature of the request.

The Chair will formally respond to the requester confirming receipt of the request, their
understanding of the nature of the request and the deadline within which a response will be
provided. The deadline for providing information is one month from the date of request.

The Chair is the designated individual or individuals in an organisation tasked with upholding data
protection laws.

The Chair will discuss with the recipient of the request the likely location of the data being requested
and the recipient will apply to the custodian of the relevant data for that data to be retrieved,
rectified or removed in line with the request.

Copies of the data requested, or the data rectified, or the data removed will be made and checked
by the data controllers to ensure that only personal data relating to that individual is being provided.
Once checks have been made, the information will be provided to the requester in the format
agreed.

Where applicable, this will include confirmation that the data has been rectified or removed.

Any final communication to the requester should include details of the person to contact if they
have any concerns.

All information is to be provided free of charge.
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