Subject Access Requests – Erlestoke Parish Council 2025-2026
Erlestoke Parish Council - Subject Access Request Procedure
1. Purpose
Under UK GDPR individuals have the right to request access to personal data held about them.
This is known as a Subject Access Request.
Erlestoke Parish Council will respond to requests in a transparent and timely manner.
2. Submitting a Request
Requests may be made
• in writing
• by email
• verbally to the Clerk
Requests should include enough information for the council to identify the individual and the information requested.
3. Verification
The council may request proof of identity before releasing personal data.
This ensures that information is only provided to the correct person.
4. Timescale
The council will respond within one month of receiving the request.
If the request is complex the council may extend the period by up to two additional months.
The requester will be informed if this is necessary.
5. Information Provided
The response may include
• confirmation that data is held
• a copy of the personal data
• information on why the data is processed
• how long it will be stored
6. Exemptions
Some information may be withheld where exemptions apply under data protection law.
Examples include
• personal data relating to other individuals
• legally privileged information
7. Refusal of Request
If the council refuses a request it will explain the reason and advise the individual of their right to complain to the Information Commissioner.

