Data Subject Access Request (DSAR) Template
[bookmark: _Toc78457012]Your email address
[bookmark: _Toc78457013][Today’s date]
[bookmark: _Toc78457014][Insert your employer’s address]
Dear [Insert name – a contact in your HR department, if possible],
DATA SUBJECT ACCESS REQUEST UNDER DATA PROTECTION LAW
I am writing to make a data subject access request under data protection law.
I [am/was] employed by [insert the name of your employer] as [insert your role and the department you work(ed) in]. My dates of employment are from [insert date] until [the current date/if you are no longer with the employer, insert the date when you left your employment]. 
I understand that you hold and process data about me.
[bookmark: a441040]SCOPE OF MY REQUEST
[bookmark: a441809][bookmark: _Toc78457015]I understand that [insert the name of your employer] processes a wide range of personal data about me. However, this request is confined to data concerning:
Allegations about [sexual harassment/sex discrimination/other allegations/incidents that took place etc]
[If you think your employer holds data about other matters that you would like to obtain a copy of, for example, notes of meetings that you had with certain individuals, emails about incidents that happened etc, insert the details in these bullet points]
[If relevant - CCTV footage situated at [location] taken on [dates]]
My personnel file.
[bookmark: a377024]LOCATING THE PERSONAL DATA
[bookmark: a938806][bookmark: _Toc78457016]I envisage that several individuals at [insert the name of your employer] may process personal data in connection with the matters described above. Some of the data processed will be in the form of emails (including sent, received, deleted and archived emails) and word-processed documents. These documents and emails can easily be identified with online search tools.
[bookmark: a439270][bookmark: _Toc78457017]In relation to emails, you may limit the search to emails between [insert the names of individuals that you know will have sent and received emails about the allegations] during the period [insert dates, ensuring that the search dates are wide enough to capture the emails sent during the timeline of events]. However, in relation to the [sexual harassment/sex harassment/sex discrimination/other allegations/description of other incidents] set out above, please ask [insert the same names of the individuals who are listed above in this paragraph e.g. John Smith and Sarah Jones] whether any of them is aware of other individuals who are likely to have exchanged emails containing personal data relating to me. If so, please let me know who those other individuals are and search the emails of any individuals identified as well as those individuals I have mentioned above.
[bookmark: a864108]REQUEST FOR FURTHER INFORMATION
[If an event happened or decisions were made by your employer but you do not know who took the decisions or who was involved in the incident, you could include the following wording: I have mentioned above those individuals who I believe may have processed data about me. However, I am also concerned about [a decision that was taken that [insert details of the decision]/an event that happened when [describe the event]]. Please could you let me know which individuals were involved [in the decision-making in relation to that process/involved in the event described above] so that I can decide whether to make a more specific subject access request in relation to that situation].
[bookmark: a330818]VARIATIONS OF MY NAME
[bookmark: a893312][bookmark: _Toc78457018]My full name is spelled [insert your name]. However, sometimes my name is also spelled as [insert the variations on your name,]. I am also referred to as [insert any other names or nicknames]. I would like you to search for each of these variations, particularly when searching email records and other word-processed documents.  I would also like you to search against my initials of [insert your initials, although note that a reasonable search against your initials may be difficult for your employer to do depending upon what your initials are e.g. an email search against “XR” will retrieve less emails than a search against the initials “HR”. However, it is worth including your initials here and waiting for your employer to explain if they cannot perform the search based on your initials, and the reasons why].
[bookmark: a550137]INFORMATION TO SUPPLY
[bookmark: a411099][bookmark: _Toc78457019]Once you have identified personal data within the scope of this request, please provide a copy of the information constituting personal data to me [include details of whether you would like printed out copies or if you would like the copies in an electronic format e.g. on a USB stick].  You will also need to:
Provide a description of the data and the categories of personal data concerned.
Explain the purposes for which the data is processed. 
Identify the source or sources of the data.
Set out to whom the data has been disclosed or may be disclosed, including recipients in third countries or international organisations.
Set out, where possible, the envisaged period for which the data will be stored, or, if not possible, the criteria used to determine that period.
State whether there has been any automated decision-making using the data, including profiling, and if so, any meaningful information about how it was based, as well as the significance and the envisaged consequences for me of such processing.
[bookmark: a804106]CONFIRMATION OF MY IDENTITY
[bookmark: _Toc78457020][bookmark: a964154]I assume you are aware of who I am. However, to avoid any doubt or delay, I enclose a copy of my [driving licence] [passport] to confirm my identity.
If you do not normally deal with data subject access requests, please pass this letter on to your data protection officer or relevant staff member as soon as possible.
I look forward to hearing from you in relation to the above request within one month of receipt of this request [give the specific date which is one month away], as required under data protection law. 
Yours sincerely

	[XXXX]



