TEMPLATE SAR TO HOME OFFICE
[ADDRESS]

The Salvation Army UK and Ireland Territorial Headquarters
1 Champion Park 
London 
SE5 8FJ 

By email: mstsar@salvationarmy.org.uk

Our Ref: XXXXX

[DATE]

Dear Sir/Madam 

Our client: [NAME]
Date of birth: [DOB]
NRM Ref: XXX

Right of Access under Article 15 of the General Data Protection Regulations (“GDPR”) 2018 and Section 45 of the Data Protection Act (“DPA”) 2018

We write in relation to the abovenamed client to request access to our client’s personal data under the GDPR 2018/DPA 2018. 

DELETE/COMPLETE AS APPROPRIATE - [We understand our client was referred to Salvation Army as a designated First Responder on [DATE]. We understand our client was contacted by the Salvation Army on [DATE] and asked questions about their trafficking experiences. We understand that our client received a reasonable grounds decision on [DATE] and was referred on [DATE] to receive support under the MSVCC.] 
We request a copy of all personal data held in both paper and electronic form by the Salvation Army in respect of our client. This request includes but is not limited to the following: 

1. A copy of any file containing personal data pertaining to our client held both manually and/or electronically including but not limited to:
0. A copy of any trafficking assessments completed in relation to our client; 
0. A copy of any needs based and risk assessments completed in relation to our client; 
0. A copy of any onward referrals into the National Referral Mechanism or otherwise in relation to our client;
0. A copy of any response to the referrals listed at (c); 
0. A copy of any safeguarding concerns or referrals sent by the Salvation Army in relation to our client;
0. A copy of any and all correspondence between the Salvation Army and any third parties including but not limited to: 
5. The Single Competent Authority and/or the Immigration Enforcement Competent Authority; 
5. The Home Office; 
5. Our client’s asylum support accommodation provider; 
5. Migrant Help; 
5. Any responsible local authority; and
5. Any health or social professionals involved in our client’s support or care;  and/or the asylum accommodation provider, in relation to our client’s needs and suitability of his current accommodation at [INSERT NAME OF LARGE SITE]; 
1. A copy of any records held electronically not included in (1) above, in particular, any email correspondence held in individual staff members’ electronic mail system (i.e. Outlook or equivalent) in inbox, sent, deleted and/or subfolders.

Our client’s authority 

We enclose with this letter a copy of our client’s signed authority confirming their consent to the release of this material to us. 
[IF ID IS AVAILABLE] – Please also find a copy of their ID.

[IF ID IS NOT AVAILABLE] Our client does not have access to the usual forms of identity documents. However, we enclose copies of the following documents: [ARC/Bail 201] issued by the Home Office which confirms his name and date of birth. 

We trust that this will suffice to satisfy you as to the identity of the data subject. 

Processing this request

If you do not have in your possession any of the documents listed above, please confirm in writing that this is the case. 

If you have in your possession the information requested above, but do not intend to disclose it, please confirm this to be the case and cite the specific data protection exemption upon which you intend to rely, and the reason you consider it to be applicable.

We should be grateful if you could provide the disclosure electronically either by email to [EMAIL] or by a secure data sharing platform. If this is not possible, please provide hard copies to the address on this letterhead.

Concluding remarks

We should be grateful if you could confirm receipt of this request and let us know promptly should you have any queries. We look forward to receiving the substantive response to our client’s subject access request promptly and within one calendar month as stipulated by the GDPR 2018/DPA 2018.

Yours faithfully, 

[NAME]
[ROLE]
[ORGANISATION]






















TEMPLATE SAR TO CLEARSPRINGS READY HOMES

Clearsprings Ready Homes
26 Brook Road 
Rayleigh 
SS6 7XJ 

By email only: info@ready-homes.com  

[DATE]

Dear Sir/Madam 

Our client: [NAME]
Date of birth: [DOB]
Port Ref: XXXXX
Home Office Reference: XXXXX

Right of Access under Article 15 of the General Data Protection Regulations (“GDPR”) 2018 and Section 45 of the Data Protection Act (“DPA”) 2018

We write in relation to the abovenamed client to request access to our client’s personal data under the GDPR 2018/DPA 2018. 

Our client is currently accommodated by the Home Office under section 95 IAA 1999. [They are currently accommodated at [SITE] / From [DATE] to [DATE], they were accommodated at [SITE] which we understand is operated by Clearsprings Ready Homes. We understand that our client [has had/had] multiple encounters with the onsite welfare team and the asylum safeguarding teams within Clearsprings Ready Homes including daily welfare checks.  

We request a copy of all personal data held in both paper and electronic form by Clearsprings Ready Homes in respect of our client. This request includes but is not limited to the following: 

1. A copy of any file containing personal data pertaining to our client held both manually and/or electronically, including but not limited to: 
0. Any and all welfare checks conducted in relation to our client; 
0. Any and all incident reports recorded in relation to our client; 
0. Any and all safeguarding referrals made in relation to our client; 
0. Any and all records kept in relation to any other encounters our client had with any members of Clearsprings staff during his stay at [INSERT NAME OF SITE]; 
0. Any and all records of any internal or external meetings held in relation to our client including electronic or handwritten notes in relation to the same;
0. Any and all internal correspondence between Clearsprings staff in relation to our client; 
0. Any and all correspondence between Clearsprings staff and third parties in relation to our client including but not limited to any teams within the Home Office, Migrant Help, the onsite medical team, the local authority or any other organisation. 
1. We are aware that weekly multidisciplinary team meetings (“MDTs”) may occur in relation to certain residents of Large Sites and that Clearsprings employees may attend and keep records of the same, to the extent our client has been discussed at any of these meetings please provide extracts of the meeting minutes relating to him; 
1. A copy of any records held electronically not included in (1) above. In particular any email correspondence held in individual staff members electronic mail system (i.e. Outlook or equivalent) in inbox, sent, deleted and/or subfolders which are not included in (1) above. 

Our client’s authority 

We enclose with this letter a copy of our client’s signed authority confirming their consent to the release of this material to us. 

[IF ID IS AVAILABLE] – Please also find a copy of their ID.

[IF ID IS NOT AVAILABLE] Our client does not have access to the usual forms of identity documents. However, we enclose copies of the following documents: [ARC/Bail 201] issued by the Home Office which confirms his name and date of birth. 

We trust that this will suffice to satisfy you as to the identity of the data subject. 

Processing this request

If you do not have in your possession any of the documents listed above, please confirm in writing that this is the case. 
If you have in your possession the information requested above, but do not intend to disclose it, please confirm this to be the case and cite the specific data protection exemption upon which you intend to rely, and the reason you consider it to be applicable.

We should be grateful if you could provide the disclosure electronically either by email to [EMAIL] or by a secure data sharing platform. If this is not possible, please provide hard copies to the address on this letterhead.

Concluding remarks

We should be grateful if you could confirm receipt of this request and let us know promptly should you have any queries. We look forward to receiving the substantive response to our client’s subject access request promptly and within one calendar month as stipulated by the GDPR 2018/DPA 2018.

Yours faithfully, 

[NAME]
[ROLE]
[ORGANISATION]






















TEMPLATE SAR TO HOME OFFICE
[ADDRESS]
Subject Access Request Unit (SARU)
Home Office
2 Ruskin Square 
Dingwall Road
Croydon 
CR0 2WF

By email only: subjectaccessrequest@homeoffice.gov.uk 

Our Ref: XXXXX

[DATE]

Dear Sir/Madam 

Our client: [NAME]
Date of birth: [DOB]
Port Ref: XXXXX
Home Office Reference: XXXXX

Right of Access under Article 15 of the General Data Protection Regulations (“GDPR”) 2018 and Section 45 of the Data Protection Act (“DPA”) 2018

We write in relation to the abovenamed client to request access to our client’s personal data under the GDPR 2018/DPA 2018. 

We request a copy of all personal data held in both paper and electronic form by the Home Office in respect of our client. This request includes but is not limited to the following: 

1. A copy of any and all Home Office records pertaining to our client including but not limited to: 
0. GCID records; 
0. A copy of any health screening carried out in relation to our client on arrival into the UK;
0. A copy of our client’s asylum screening interview; 
0. A copy of the information held on the “sifting spreadsheet” relating to our client relating to the assessment of our client’s suitability for Large Site Accommodation  and any other records evidencing any consideration given to our client’s suitability for Large Site Accommodation pre-transfer;
0. A copy of our client’s section 95 application (ASF1) and any further communications between our client and Migrant Help and/or Clearsprings and/or those onsite at Large Site Accommodation in relation to the information recorded on the ASF1.
0. A copy of any request for relocation submitted by our client;
0. A copy of any “requests for further information” sent to our client in relation to his asylum support application or relocation request; 
0. A copy of any and all records of “welfare checks” kept by onsite Large Site Accommodation staff in relation to our client; 
0. A copy of any and all correspondence with the Home Office Medical Advisor (“HOMA”) or the Home Office Psychiatric Advisor (“HOPA) in relation to our client’s suitability for Large Site Accommodation including but not limited to:
8. Any initial referrals to the HOMA and/or HOPA; 
8. Any and all documents sent to the HOMA and/or HOPA; 
8. Any correspondence between any Home Office officials and the HOMA and/or HOPA; 
8. Any correspondence between the HOMA and the HOPA;
0. A copy of any suitability decisions taken in relation to our client’s suitability to be accommodated at Large Site Accommodation; 
0. A copy of any consent forms signed by our client;
0. A copy of any safeguarding referrals or Asylum Safeguarding Hub Referral Forms relating to our client; 
0. A copy of any incident reports recorded in relation to our client. 
1. [FOR CLIENTS WHO ARE POTENTIAL VICTIMS OF TRAFFICKING/OR HAVE HAD A NRM INTERVIEW]A copy of any and all records held by the IECA or SCA in relation to our client including but not limited to: 
1. A copy of any referrals made by the Home Office or a third party into the National Referral Mechanism; 
1. A copy of any decisions in relation to our client’s trafficking claim including but not limited to positive or negative reasonable or conclusive grounds decision or any relevant reconsiderations; 
1. A copy of any minutes accompanying the decisions requested at (2)(b) and any documents relied upon in those minutes; 
1. Confirmation of whether any relevant decisions were served on our client and confirmation and proof of the method of service used where relevant; 
1. Where a relevant decision in relation to our client’s trafficking claim was not served on our client, confirmation of the reason(s) why the decision(s) was withheld from our client and any evidence in support of those reasons; 
1. A copy of any reconsideration requests made in relation to a decision on our client’s trafficking claim. 
1. A copy of any internal correspondence between departments within the Home Office regarding our client including but not limited to between the Asylum Safeguarding Team, New Sites Internal Reassessment and the Large Sites Team. 
1. A copy of any external correspondence or communications with third parties regarding our client including but not limited to correspondence with: 
3. the onsite medical team at [INSERT NAME OF LARGE SITE]; 
3. Clearsprings Ready Homes; 
3. Any other third party organisations including but not limited to charities or NGOs, local authorities and NHS Trusts;
1. We are aware that weekly multidisciplinary team meetings (“MDTs”) occur in relation to certain residents of Large Site Accommodation and that Home Office officials attend and keep records of the same, to the extent our client has been discussed at any of these meetings please provide records of the same; 
1. A copy of any correspondence with our client including but not limited to: 
5. Any correspondence between Migrant Help and our client including but not limited to emails, webchats, call logs and case notes kept in relation to contact had with our client; 
5. A copy of any letters sent by the Home Office to our client;
5. A copy of any information or evidence sent to the Home Office by or on behalf of our client. 
1. A copy of any records held electronically not included in (1)-(6) above, in particular, any email correspondence held in individual staff members’ electronic mail system (i.e. Outlook or equivalent) in inbox, sent, deleted and/or subfolders which are not included in (1)-(6) above. 

Our client’s authority 

We enclose with this letter a copy of our client’s signed authority confirming their consent to the release of this material to us. 
[IF ID IS AVAILABLE] – Please also find a copy of their ID.

[IF ID IS NOT AVAILABLE] Our client does not have access to the usual forms of identity documents. However, we enclose copies of the following documents: [ARC/Bail 201] issued by the Home Office which confirms his name and date of birth. 

We trust that this will suffice to satisfy you as to the identity of the data subject. 

Processing this request

If you do not have in your possession any of the documents listed above, please confirm in writing that this is the case. 

If you have in your possession the information requested above, but do not intend to disclose it, please confirm this to be the case and cite the specific data protection exemption upon which you intend to rely, and the reason you consider it to be applicable.

We should be grateful if you could provide the disclosure electronically either by email to [EMAIL] or by a secure data sharing platform. If this is not possible, please provide hard copies to the address on this letterhead.

Concluding remarks

We should be grateful if you could confirm receipt of this request and let us know promptly should you have any queries. We look forward to receiving the substantive response to our client’s subject access request promptly and within one calendar month as stipulated by the GDPR 2018/DPA 2018.

Yours faithfully, 

[NAME]
[ROLE]
[ORGANISATION]
















TEMPLATE SAR TO MEDEVENT MEDICAL
[ADDRESS]
Medevent Medical
By email: info@medeventmedical.co.uk; 
[DATE]

Dear Sir/Madam 
Our client: XXXX
Date of birth: XXXX
Port Ref: XXXX
HO Ref: XXXX
Subject Access Request under Article 15 General Data Protection Regulations (‘GDPR’) 2018 and Section 45 of the Data Protection Act (‘DPA’) 2018
We write in relation to the above-named client to request access to our client’s personal data under the GDPR 2018/DPA 2018.
We understand that Medevent carry out the initial screening of small boat arrivals when they enter the UK. Our client entered the UK on [DATE]. 
We request a copy of all personal data held by Medevent Medical (both manually and in electronic form) in respect of our client. This request includes, but is not limited to the following:
1. A copy of any file containing personal data pertaining to our client held both manually and/or electronically.
2. A copy of any records held electronically not included in (1) above. In particular any email correspondence held in individual staff members electronic mail system (i.e. Outlook or equivalent) in inbox, sent, deleted and/or subfolders which are not included in (1) above.
Our client’s authority 

We enclose with this letter a copy of our client’s signed authority confirming their consent to the release of this material to us. 
[IF ID IS AVAILABLE] – Please also find a copy of their ID.

[IF ID IS NOT AVAILABLE] Our client does not have access to the usual forms of identity documents. However, we enclose copies of the following documents: [ARC/Bail 201] issued by the Home Office which confirms his name and date of birth. 

We trust that this will suffice to satisfy you as to the identity of the data subject. 

Processing this request
If you do not have in your possession any of the documents listed above, please confirm in writing that this is the case. 
If you have in your possession the information requested above, but do not intend to disclose it, please confirm this to be the case and cite the specific data protection exemption upon which you intend to rely, and the reason you consider it to be applicable.
We should be grateful if you could provide the disclosure electronically either by email to [EMAIL] or by a secure data sharing platform. If this is not possible, please provide hard copies to the address on this letterhead.
Concluding remarks
We should be grateful if you could confirm receipt of this request and let us know promptly should you have any queries. We look forward to receiving the substantive response to our client’s subject access request promptly and within one calendar month as stipulated by the GDPR 2018/DPA 2018.
Yours faithfully, 
[NAME]
[ROLE]
[ORGANISATION]














TEMPLATE SAR TO HOME OFFICE
 [SPECIFICALLY FOR THOSE WHO HAVE BEEN REFERRED INTO THE NRM]
[ADDRESS]
IECA Disclosure Team 
By email only: IECompetentAuthority@homeoffice.gov.uk; and IECADisclosures@homeoffice.gov.uk  

Our Ref: XXXXX

[DATE]

Dear Sir/Madam 

Our client: [NAME]
Date of birth: [DOB]
NRM Reference: XXX

Right of Access under Article 15 of the General Data Protection Regulations (“GDPR”) 2018 and Section 45 of the Data Protection Act (“DPA”) 2018

We write in relation to the abovenamed client to request access to our client’s personal data under the GDPR 2018/DPA 2018. 

We request a copy of all personal data held in both paper and electronic form by the IECA in respect of our client. This request includes but is not limited to the following: 

1. A copy of any and all IECA records pertaining to our client including but not limited to: 
a. A copy of any and all referrals into the National Referral Mechanism (“NRM”) made in relation to our client; 
b. A copy of the transcript of any and all interviews held with our client in relation to their referral into the NRM, whether conducted prior to their referral or afterwards; 
c. A copy of any and all reasonable grounds decisions made in relation to our client; 
d. A copy of any and all conclusive grounds decisions made in relation to our client; 
e. A copy of any and all minutes to any reasonable or conclusive grounds decisions made in relation to our client; 
f. A copy of any and all documents relied upon in reaching a reasonable or conclusive grounds decision in relation to our client or referenced in the minutes thereto;
g. A copy of any and all reconsideration requests made in respect of our clients;
h. A copy of any and all evidence, information and representations submitted by any party in support of any decisions made in relation to our clients; 
i. A copy of any correspondence with our client including but not limited to correspondence in relation to our client’s referral into the NRM, their reasonable or conclusive grounds decisions, or their reconsideration requests;  
j. Confirmation that any relevant decisions in relation to our client’s NRM referral were served to our client and proof of the same; 
k. Where relevant, a copy of any and all documents, correspondence or information or evidence relied upon evidencing the IECA’s reasoning for not personally serving any relevant decision on our client; 
l. A copy of any and all recorded safeguarding concerns or alerts raised; 
m. Confirmation and proof of our client’s consent to be referred into the NRM and/or to be contacted by the police in relation to any matter raised in their NRM referral; 
n. A copy of any and all referrals made to support providers commissioned under the Modern Slavery Victim Care Contract (“MSVCC”) made in relation to our client; 
o. A copy of any recovery needs assessment completed in relation to our client; 
p. A copy of any and all correspondence with third parties in relation to our client, including but not limited to correspondence with the Home Office, Migrant Help, the Salvation Army, the police, any other First Responder organisation, or medical or social care professionals involved in our client’s care; and 
q. A copy of any and all internal correspondence regarding our client. 
2. A copy of any records held electronically not included in (1) above, in particular, any email correspondence held in individual staff members’ electronic mail system (i.e. Outlook or equivalent) in inbox, sent, deleted and/or subfolders which are not included in (1) above. 

Our client’s authority 

We enclose with this letter a copy of our client’s signed authority confirming their consent to the release of this material to us. 
[IF ID IS AVAILABLE] – Please also find a copy of their ID.

[IF ID IS NOT AVAILABLE] Our client does not have access to the usual forms of identity documents. However, we enclose copies of the following documents: [ARC/Bail 201] issued by the Home Office which confirms his name and date of birth. 

We trust that this will suffice to satisfy you as to the identity of the data subject. 

Processing this request

If you do not have in your possession any of the documents listed above, please confirm in writing that this is the case. 

If you have in your possession the information requested above, but do not intend to disclose it, please confirm this to be the case and cite the specific data protection exemption upon which you intend to rely, and the reason you consider it to be applicable.

We should be grateful if you could provide the disclosure electronically either by email to [EMAIL] or by a secure data sharing platform. If this is not possible, please provide hard copies to the address on this letterhead.

Concluding remarks

We should be grateful if you could confirm receipt of this request and let us know promptly should you have any queries. We look forward to receiving the substantive response to our client’s subject access request promptly and within one calendar month as stipulated by the GDPR 2018/DPA 2018.

Yours faithfully, 

[NAME]
[ROLE]
[ORGANISATION]
















TEMPLATE SAR TO ONSITE MEDICAL
[FOR WETHERSFIELD ONLY]

[ADDRESS]
Commisceo Primary Care Solutions 
Wethersfield MDP 
Braintree
CM7 4AZ

By email only: special.allocation@nhs.net and wethersfield.as@nhs.net 

Our Ref: XXXXX

[DATE]

Dear Sir/Madam 

Our client: [NAME]
Date of birth: XXXX
NHS number [if known]: XXXX

Right of Access under Article 15 of the General Data Protection Regulations (“GDPR”) 2018 and Section 45 of the Data Protection Act (“DPA”) 2018

We write in relation to the abovenamed client to request access to our client’s personal data under the GDPR 2018/DPA 2018. 

We understand that our client has been seen by the onsite medical facility several times since [DATE].

We request a copy of all personal data held in both paper and electronic form by Commisceo in respect of our client. This request includes but is not limited to the following: 

1. A copy of any file containing personal data pertaining to our client including but not limited to: 
a. Any health screening undertaken in relation to our client on arrival at Wethersfield; 
b. Any registration forms completed by or on behalf of our client on arrival at Wethersfield;
c. Our client’s GP summary record; 
d. Any and all appointment notes; 
e. Any and all assessments including but not limited to mental health assessment questionnaires completed in relation to our client; 
f. Any and all referrals completed on behalf of our client; 
g. A copy of any consent form signed by our client relating to the sharing of information between Commisceo and the Home Office. 
h. A copy of any correspondence between Commisceo and  our client. 
2. A copy of any internal correspondence between Commisceo staff regarding our client. 
3. A copy of any external correspondence with third parties regarding our client including but not limited to: 
a. the Home Office; 
b. Clearsprings Ready Homes; 
c. any local authorities; 
d. any NHS Trusts; 
e. Migrant Help;
f. Any other third party organisations including but not limited to charities and NGOs;
4. We are aware that weekly multidisciplinary team meetings (“MDTs”) occur in relation to certain residents of Wethersfield and that Commisceo employees attend and keep records of the same, to the extent our client has been discussed at any of these meetings please provide extracts of  the records of the meetings pertaining to him; 
5.  A copy of any document relied upon in or attached to correspondence with any third party including but not limited to those listed at (3)(– (4) above.
6. A copy of any records held electronically not included in (1)-(4) above, in particular, any email correspondence held in individual staff members’ electronic mail system (i.e. Outlook or equivalent) in inbox, sent, deleted and/or subfolders which are not included in (1)-(4) above. 

Our client’s authority 

We enclose with this letter a copy of our client’s signed authority confirming their consent to the release of this material to us. 
[IF ID IS AVAILABLE] – Please also find a copy of their ID.

[IF ID IS NOT AVAILABLE] Our client does not have access to the usual forms of identity documents. However, we enclose copies of the following documents: [ARC/Bail 201] issued by the Home Office which confirms his name and date of birth. 

We trust that this will suffice to satisfy you as to the identity of the data subject. 

Processing this request

If you do not have in your possession any of the documents listed above, please confirm in writing that this is the case. 

If you have in your possession the information requested above, but do not intend to disclose it, please confirm this to be the case and cite the specific data protection exemption upon which you intend to rely, and the reason you consider it to be applicable.

We should be grateful if you could provide the disclosure electronically either by email to [EMAIL] or by a secure data sharing platform. If this is not possible, please provide hard copies to the address on this letterhead.

Concluding remarks

We should be grateful if you could confirm receipt of this request and let us know promptly should you have any queries. We look forward to receiving the substantive response to our client’s subject access request promptly and within one calendar month as stipulated by the GDPR 2018/DPA 2018.

Yours faithfully, 

[NAME]
[ROLE]
[ORGANISATION]

























TEMPLATE SAR TO MIGRANT HELP
[ADDRESS]
Migrant Help UK
By email only: sar@migranthelpuk.org

Our Ref: XXXXX

[DATE]

Dear Sir/Madam 

Our client: [NAME]
Date of birth: [DOB]
Port Ref: XXXXX
Home Office Reference: XXXXX

Right of Access under Article 15 of the General Data Protection Regulations (“GDPR”) 2018 and Section 45 of the Data Protection Act (“DPA”) 2018

We write in relation to the abovenamed person to request access to his personal data under the GDPR 2018/DPA 2018. 

We request a copy of all personal data held in both paper and electronic form by Migrant Help in respect of [NAME]. This request includes but is not limited to the following: 
1. A copy of any and all Migrant Help records pertaining to [NAME]. including but not limited to: 
a) A copy of any and all case notes recorded in relation to our client; 
b) A copy of any and all communications and correspondence between our client and Migrant Help, including but not limited to letters, emails, webchat transcripts and call logs; 
c) A copy of any records between Migrant Help and the onsite medical or welfare teams at [INSERT NAME OF LARGE SITE] in relation to our client.

d) A copy of any and all interview records relating to our client;

e) A copy of any and all assessments held relating to our client and his eligibility for asylum support.

f) A copy of any and all referrals into the National Referral Mechanism relating to our client made by Migrant Help;

g) A copy of any and all records held by any support workers from Migrant Help.

h) A copy of any and all safeguarding referrals made by or received by Migrant Help in relation to our client and any correspondence relating to the same;

i) A copy of any and all correspondence between Migrant Help with third parties in relation to or on behalf of our client including but not limited to:
i. the Home Office;
ii. the IECA or SCA; 
iii. the Salvation Army or any other First Responder organisation;
iv. the police;
v. Clearsprings Ready Homes;
vi. Any NHS Trusts; 
vii. Any medical and social care professionals;
j) A copy of any and all internal correspondence in relation to our client including but not limited to correspondence between departments such as:
viii. the Asylum Helpline;
ix. Modern Slavery Victims Care Services (MSVCS); 
x. Victims of Slavery Support Services (VSSS); 
xi. Trafficking and Exploitation Support Service (TESS); or 
xii. the UK Resettlement Scheme (UKRS); 
k) A copy of any and all referrals made or received in relation to our client; and 
l) A copy of any and all consent forms signed by our client. 
2. A copy of any records held electronically not included in (1) above, in particular, any email correspondence held in individual staff members’ electronic mail system (i.e. Outlook or equivalent) in inbox, sent, deleted and/or subfolders which are not included in (1) above. 
Our client’s authority 
We enclose with this letter a copy of our client’s signed authority confirming their consent to the release of this material to us. 

[IF ID IS AVAILABLE] – Please also find a copy of their ID.
[IF ID IS NOT AVAILABLE] Our client does not have access to the usual forms of identity documents. However, we enclose copies of the following documents: [ARC/Bail 201] issued by the Home Office which confirms his name and date of birth. 

We trust that this will suffice to satisfy you as to the identity of the data subject. 

Processing this request
If you do not have in your possession any of the documents listed above, please confirm in writing that this is the case. 
If you have in your possession the information requested above, but do not intend to disclose it, please confirm this to be the case and cite the specific data protection exemption upon which you intend to rely, and the reason you consider it to be applicable.
We should be grateful if you could provide the disclosure electronically either by email to [EMAIL] or by a secure data sharing platform. If this is not possible, please provide hard copies to the address on this letterhead.
Concluding remarks
We should be grateful if you could confirm receipt of this request and let us know promptly should you have any queries. We look forward to receiving the substantive response to our client’s subject access request promptly and within one calendar month as stipulated by the GDPR 2018/DPA 2018.
Yours faithfully, 
[NAME]
[ROLE]
[ORGANISATION]

