CUERDEN Parish Council    Subject Access Request (SAR) Policy													Ref GDPR 03 1. Introduction
1.1. Individuals have the right under the Data Protection Act and UK GDPR to access their personal records held by Cuerden Parish Council. This is known as a Subject Access Request (SAR).
1.2. Personal data includes any information held both electronically and manually, such as emails, meeting minutes (if an individual is identifiable) and personnel files.
2. Making a Request
2.1. A request can be made verbally or in writing, by letter or email.
2.2. Although individuals do not need to use specific terminology, requests should ideally be directed to the Parish Clerk to ensure prompt logging and handling.
2.3. The request must clearly state that the individual is asking for their own personal data. 
3. Verifying Identity and Scope
3.1. To protect personal data, the Council must be certain of the requester's identity before releasing information.
3.2. The Clerk may request photographic ID (such as a passport or driving licence) and proof of address (such as a recent utility bill).
3.3. If the request is too broad, the Clerk may contact the requestor to clarify exactly what information or specific timeframes they are seeking. 
4. Timescales for Responding
4.1. The Council will respond to a valid request without undue delay, and at the latest within one calendar month of receipt and identity verification.
4.2. If the request is complex or numerous requests have been received, the period can be extended by up to a further two months. The requestor will be informed of this extension within the first month. 
5. Providing the Information
5.1. The Council will provide the requested data in a commonly used electronic format (e.g., PDF) unless the individual specifically requests otherwise.
5.2. Third-Party Data: If the documents contain the personal data of other individuals (e.g., a complaint mentioning a neighbour), the Council will redact (black out) or withhold the third party's details, unless they consent to the disclosure or it is reasonable to release without their consent.
5.3. Certain statutory exemptions apply, meaning the Council may not be required to disclose all information (e.g., legally privileged documents).
6. Costs
6.1. Information will be provided free of charge.
6.2. However, the Council may charge a "reasonable administrative fee" (e.g., £10) if the request is manifestly unfounded, excessive, or if the individual asks for further copies of the same information.
7. Complaints
7.1. If the requestor is dissatisfied with the Council’s handling of their SAR, they should first raise it as a formal complaint with the Parish Council.
7.2. If the requestor remains unhappy, they have the right to lodge a complaint directly with the Information Commissioner’s Office (ICO). 
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