[name]

[address]

[address]
Rathlin Energy (UK) Ltd

8 Wimpole Street

London W1G 9SP
[date]
Dear Sir/Madam,
I am writing to request all the information I am entitled to under section 7 of the Data Protection Act 1998 (a subject access request). 

I request a complete copy of any personal data about me (contained in documents, correspondence and including images and image data) held by Rathlin Energy that was gathered by your security staff (or contractors employed in this capacity) at or near your site at [address of site], between [date] and the date of this letter. 
If relevant, I also request details of any personal data shared by Rathlin Energy with other organisations or public bodies, including dates and copies of any correspondence.
I enclose 
· a photocopy of [proof of your address, such as gas/electricity bill] as confirmation of the above being my home address.
· a photocopy of my [passport or driving licence] and a recent photograph to aid my identification.

If you do not normally deal with these requests, please pass this letter to your Data Protection Officer. If you need any more information from me, or a fee, please let me know as soon as possible. 

It may be helpful for you to know that a request for information under the Data Protection Act 1998 should be responded to within 40 days. I would be grateful if you could confirm in writing that you have received this request. Please note that failure to abide by the 40 day deadline will result in an immediate ‘request for assessment’ to the Information Commissioner’s Office.

I also wish to take this opportunity to draw your attention to a Decision Notice issued by the Information Commissioner to the effect that a data controller should not redact the names of its own employees where they perform roles which involve “decision making for which the employee has accountability”. This definition would apply to all Rathlin Energy security staff, managers and contractors and you will therefore have no need to redact their names. 

I trust you will take a reasonable view as to whether any employee mentioned in the data meets the description given by the Information Commissioner. I will require your full written reasons to the extent to which you consider you are entitled to redact the names of any staff member.

 I look forward to hearing from you in the near future.

Yours faithfully,
