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ALCESTER TOWN COUNCIL 

 

SUBJECT ACCESS REQUEST POLICY 

1.Purpose  

This document sets out our policy for responding to Subject Access Requests under 

the GDPR (General Data Protection Regulation), which came into force in May 2018. 

This document explains the rights of the data subject in relation to a Data Subject 

Access Request and Alcester Town Council’s responsibilities when dealing with that 

request. 

2. Individual Rights  

An individual has the right to know what information is held about them. GDPR in 

the UK provides a framework to ensure that personal information is handled 

properly. This information must be:  

• Processed fairly, lawfully and in a transparent manner  

• Processed for specific, legitimate and lawful purposes  

• Adequate, relevant and not excessive  

• Accurate and up to date  

• Not kept for longer than necessary  

• Processed in line with an individual’s rights  

• Secure  

• Not transferred other than in accordance with agreed terms and conditions  

3. Policy on providing information  

Alcester Town Council is committed to meeting all reasonable requests for access in 

accordance with GDPR. 

4. How do you make a Subject Access Request?  

A Subject Access Request is a written request for personal information held about 

you by Alcester Town Council. You must supply your address and valid evidence to 

prove your identity. You have the right to see what personal information we hold 

about you. You are entitled to be given confirmation as to whether we hold or 

process your personal information, and if so you are entitled to access all your 

personal information as well as details of:  

• The purposes for which we process your personal data;  

• The categories of your personal data we process;  



2 
 

• The recipients, or categories or recipient to whom personal data has been or will 

be disclosed, in particular recipients in third countries or who are international 

organisations;  

• How long we expect to store your data;  

• Where you did not give us the personal data, the source from which we collected 

the personal data; and  

• Whether we use any automated decision making in relation to the processing of 

your personal data.  

We will provide a copy of the personal data undergoing processing.  

You are entitled to have any mistakes in your personal data rectified, and to have the 
data deleted if you would no longer like us to store or process your personal data, or 
to request restriction of our processing of your personal data.  

If you are not satisfied with how we have stored or processed your personal data, 
you have a right to lodge a complaint with us, by contacting the Data Controller, 
Alcester Town Council, Globe House, Priory Road, Alcester B49 5DZ. 

Email: administration@alcester-tc.gov.uk 

You can also contact the Information Commissioners Office on 0303 123 1113 or via 
email https://ico.org.uk/global/contact-us/email/ or at the Information 
Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. 

5. What is personal information?  

“Personal data” is any information about a living individual which allows them to be 
identified from that data (for example a name, photographs, videos, email address, 
or address). Identification can be by the personal data alone or in conjunction with 
any other personal data. The processing of personal data is governed by legislation 
relating to personal data which applies in the United Kingdom including the General 
Data Protection Regulation (the “GDPR) and other local legislation relating to 
personal data and rights such as the Human Rights Act. 

6. What do we do when we receive a Subject Access Request?  

• Verify your identity – If we have cause to doubt your identity, we will ask for 

information to verify it. For example, we may ask you for a piece of information 

held in your records that you might reasonably be expected to know.  

• We cannot disclose personal information to anyone other than the individual in 

question.  

• Collating information – We will gather any manual or electronically held 

information and identify any information provided by a third party or which 

identifies a third party.  

mailto:administration@alcester-tc.gov.uk
https://ico.org.uk/global/contact-us/email/
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• Third parties – before sharing information that relates to third parties, we will, 

where possible, anonymise or edit information that might affect another party’s 

privacy.  

• We may also summarise information rather than provide a copy of the whole 

document. The GDPR requires us to provide information, not documents.  

7. Issuing a response  

Once any queries around the information requested have been resolved, copies of 

the information will be sent to you electronically wherever possible or, if this is not 

technically possible, by post.  

8. Will we charge a fee?  

There are no fees or charges for the first request but additional requests for the 
same personal data may be subject to an administrative fee.  

9. What is the timeframe for responding to Subject Access Requests?  

We have one month (30 calendar days) starting from when we received the 

information necessary to identify you, to identify the information you requested, 

and provide you with the information (or explain why we were unable to provide the 

information). Wherever possible, we will aim to complete the request in advance of 

the deadline. 

If the council cannot provide the information requested, we will inform you 

concerning this decision without delay and at the latest within one month of receipt 

of the request. 

Approved by Presidium 24th November 2020 

Approved by Full Council 1st December 2020 

Review due December 2021 

 


