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Subject Access Request’s (SAR) 

You will appreciate that health data relating to any individual is highly confidential and the Practice must 
ensure that it releases such data only to the person to whom it relates, or to a person authorised to act 
on his or her behalf. If you require to see any health data, please complete our Subject Access Request 
Form as fully and accurately as possible to enable us to locate the exact information you require 

Subject Access Request Form HERE – Please print and take to reception at your usual Surgery. 

 

What is the right of Access? 

You have the right to ask Shore Medical whether or not we are using or storing your personal information. 
You can also ask us for copies of your personal information, verbally or in writing. 

This is called the right of access and is commonly known as making a subject access request or SAR. 

 

Why make a Subject Access Request? 
You can make a subject access request to find out: 

• what personal information Shore Medical holds about you 

• how we are using it 

• who we share it with, and 

• where we got your data from. 

You can also find some of this information in our Privacy Notice on our website www.shoremedical.co.uk 

 

What should your request say if you are not using our Subject Access Request Form? 

Do include: 

• a clear label for your request (eg use ‘subject access request’ as your email subject line or a heading for 
your letter 

• the date of your request 

• your name, address and date of birth 

• any other information used by Shore Medical to identify or distinguish you from other individuals (eg NHS 
number) 

mailto:enquiries.shore@dorsetgp.nhs.uk
http://www.shoremedical.co.uk/
https://shoremedical.co.uk/wp-content/uploads/2021/05/Subject-Access-Request-form-2021.pdf
http://www.shoremedical.co.uk/
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• your up-to-date contact details 

• a comprehensive list of what personal data you want to access, based on what you need 

• any details, relevant dates, or search criteria that will help Shore Medical identify what you want; and 
• how you would like to receive the information (eg by email or printed out). 

 

Requesting information when the data subject is a child 

If the patient is a child (i.e. under 16 years of age) the application may be made by someone with parental 
responsibilities – in most cases this means a parent or guardian. If the child is capable of understanding the 
nature of the application, his or her consent should be obtained or, alternatively, the child may submit an 
application on their own behalf.  Children will, generally, be presumed to understand the nature of the 
application if aged between 13 and 16 however, all cases will be considered individually. 

 

Proof of identity 

Two forms of identity will be requested (one of which must be photographic). This is to ensure 
information is not released to unauthorised individuals. The table below outlines the proof of identity 
we can accept.  

 

Type of application Identification required 
Patient applying for their own  One which must be  

photographic i.e.  
passport. One containing individuals  
name and address 

Third Party Applying. Consent of Patient 
will be  
required  BEFORE the request will be  
processed 

One containing Third Party name and  
address One must be Photographic ID  
of Third Party   

Applying on behalf of a child  
 
We will ALWAYS obtain consent for release 
of  
records from a child age 12+ to <16 if a 
third party is making request 

One which must be Child’s  
birth certificate Photographic ID of person 
with parental rights 

Third Party (for example Solicitor) Signed patient consent form 
 
 

mailto:enquiries.shore@dorsetgp.nhs.uk
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Timescale 
The Practice will deal with your request as quickly as possible. If you request copies of all or part of your 
medical record, these will be ready within the allocated timescales specified by the Regulations (which is 
currently 28 days from receipt of your accurately completed form and confirmation of consent), and we 
will telephone you when they are available for you to come to the Practice to collect them. Under certain 
circumstances, this period can be extended to 3 months but we will keep you informed of the progress of 
your request during this extended period 
 
Fees 
We will not make a charge for the first request for access to your medical records. We may, however, 
charge for subsequent requests or if we deem that the volume of information requested is excessive. You 
have the right to simply view your records (i.e. not receive a copy in a permanent form); information on 
how to arrange this is detailed below. 
 
Type of request 
If you request to see the original records, you will be invited to make an appointment at a mutually 
convenient time to view them.  If you request copies, these will be ready within the allocated timescales 
specified by the Regulations, and we will telephone you when they are available for you to come to the 
Practice to collect them. 
 
 
Frequently asked questions – for more information please visit the ICO website 
https://ico.org.uk/your-data-matters/your-right-to-get-copies-of-your-data/ 
 
Can I make a subject access request verbally? 

Yes. You can make a subject access request verbally, but we recommend you put it in writing if possible 
because this gives you a record of your request. 

Should I use an organisation’s standard form? 

Standard forms are not compulsory and are not always provided. However, an organisation may ask you to 
use theirs. 

Standard forms can make it easier for an organisation to deal with your subject access request.  

 

Can someone else make a request on my behalf? 

Yes, you can authorise someone else to make a subject access request for you. However, you should 
consider whether you want the other person to have access to some or all of your medical history. 

 

mailto:enquiries.shore@dorsetgp.nhs.uk
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Examples of individuals making requests for other people include: 

• someone with parental responsibility, or guardianship, asking for information about a child or 
young person 

• a person appointed by a court to manage someone else’s affairs; 

• a solicitor acting on their client’s instructions; or 

• a relative or friend that the individual feels comfortable asking for help. 

An organisation receiving the request needs to be satisfied that the other individual is allowed to represent 
you. 

They may ask for formal supporting evidence to show this, such as: 

• written authorisation from you; or 

• a more general power of attorney. 

It is the other person’s responsibility to provide this when asked to do so. 
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