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Accessing personal information
Any parties who the organisation processes their personal information has the right to access their personal information and also have details of how it is processes and for what purpose. 

A response is required without delay – attempt for one month as the maximum period

There is no charge for the request.

Checklist:

· Confirm the identity of the person requesting access – verification 
· If relevant confirm they have lasting power of attorney or parental responsibility and have the right to request access to information
· Confirm what information they are requesting to have access to and in what format. 
· If the information is to be provided electronically make secure arrangements
· Review information to ensure it does not contain any third party information – it is only the own personal data 
· Review information to ensure that it is the best interest of the person requesting to see the information to do so – if relevant seek advice and approval from social worker, health care professional or police
· Keep a record of the request and response, including any restrictions and the reason and who made decision. Advise the person of their right to appeal. 
· Is support required through the process and access to counselling services? 
· If the requests become excessive and frequent there is a right to refuse to respond (with right to appeal) or charge an administrative fee.
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