Kushti Bok Subject Access Request
(S5AR) Procedure

A Subject Access Request (SAR) is a request made by an individual to obtain access
to their personal data held by the Kushti Bok.The purpose of this Subject Access
Request (SAR) Procedure is to outline the process by which individuals can request
access to their personal data held by Kushti Bok in accordance with data protection
regulations. This procedure applies to all requests made by individuals seeking
access to their personal data held by Kushti Bok.

Procedure

1. Submission of SAR:

¢ Individuals wishing to make a SAR should submit their request in

writing to the Kushti Bok.

e The request should include the following information:
Full name of the individual making the request.
Contact information (e.g., address, email, phone number).
Details of the specific personal data being requested (if known).
Any relevant information to assist in locating the personal data.
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2. Verification of Identity:

o Kushti Bok will verify the identity of the individual making the SAR to
ensure the security and confidentiality of personal data.

e Acceptable forms of identification may include a copy of a valid photo
ID (e.g., passport, driver's licence) and proof of address.

3. Processing of SAR:

e Upon receipt of a valid SAR, the Kushti Bok will promptly acknowledge
receipt of the request.

e The CEO or designated personnel will review the request and locate the
requested personal data within the organisation's systems and records.

e Personal data will be retrieved and compiled in a format suitable for
inspection and provided to the individual within the statutory timeframe
prescribed by data protection regulations.

4 Exceptions and Limitations:

e In certain circumstances, the Kushti Bok may be unable to fulfil a SAR
in full, such as when disclosure would adversely affect the rights and
freedoms of others or is prohibited by law.

e If a SAR cannot be fulfilled in full, the individual will be informed of the
reasons for any limitations and their rights to appeal the decision.

5. Communication and Response:

e The Kushti Bok will communicate with the individual making the SAR
throughout the process, providing updates on the status of their
request and any relevant information.



e Upon completion of the SAR, the individual will receive a written
response detailing the personal data provided, any relevant
explanations or clarifications, and instructions for further action if
necessary.

Contact Information
For questions or concerns regarding SARs or to submit a SAR, please contact:
Elizabeth Billington
Position:CEO
Email: Betty.b@kushtibokdorset.co.uk
Tel n0:07412 061391

Review

This SAR Procedure will be reviewed periodically and updated as necessary to
ensure compliance with data protection regulations and best practices.
Adopted 08/04/2026

Review 08/04/2028
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