Subject Access Request
Use this template to request your personal information from a local authority, adoption agency or care provider.


Your full name: ______________________________
Previous names (if any): ______________________________
Date of birth: ______________________________
Current address: ______________________________

To: [Name and address of the organisation]
Date: [Date]


Dear Sir or Madam,
I am writing to make a subject access request under Article 15 of the UK General Data Protection Regulation (UK GDPR) and section 45 of the Data Protection Act 2018.
Please provide me with a copy of all personal data you hold about me. This includes, but is not limited to, my care records, adoption records, placement records, social work records, photographs, correspondence and any other information held in electronic or paper form.
To help you locate my records, I was in your care / placed by your agency between [insert dates or approximate years]. My previous address while in care was [insert if known].
Please send the information to me at the address above. If you hold electronic records, I would prefer to receive them by secure email or on a password-protected device where possible.
I understand you must respond within one calendar month. If you need more information to identify my records, please contact me as soon as possible.
If you refuse any part of this request, please explain your reasons and tell me how I can appeal or complain.


Yours faithfully,
______________________________
Signature

Email: [your email]
Phone: [your phone number]
