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Request for Rectification and or Erasure of Personal Data Procedure
Under the General Data Protection Regulation (GDPR) it is your right to have information amended or deleted if it is deemed appropriate. You should have received a reply within one month of your request. If you are not happy with the process, you also have the right to complain to the Data Protection Commission (DPC) https://dataprotection.ie/docs/Home/4.htm. 
The process can be summed up in 5 main steps: 
1. You can access your records by making a Request for Rectification / Erasure of Personal Data and forms are available for this purpose. It is also sufficient to write to us requesting this information. It is important that you provide a copy of government issued photographic identification (passport, driving license, Public service card)
2. Request completed and once we have received your request in writing we’ll need to verify your identity so we can make sure you are who you say you are because only you can amend or delete your personal data. 
3. Data Identification, we will gather the information outlined in the above form or letter and see as per your instructions if the information needs to be altered, amended, completed or deleted.
4. You should have a response within one month of your sending the request outlining if your request have been declined in which a full explanation will follow or that it has been completed etc.
[bookmark: _GoBack]5. If you are not happy with the decision of your request you can make a complaint to the Data Protection Commission, 21 Fitzwilliam Square South, Dublin 2, D02 RD28.
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