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Subject Access Request Form

Request for information under section 7 of the Data Protection Act 1998

Carlisle City Council wishes to fulfil its obligations under the Data Protection Act 1998.  This form is used to confirm the identity of the data subject, the identity of any representatives if applicable, and the information you require.  Please complete this form below providing as much detail as possible to help the council to identify and locate the information requested.  An asterisk (*) indicates a required field, as without these the council will be unable to process your request.  Please complete it and send it to the address at the end of the form.  

Please be aware that in line with current legislation, Carlisle City Council can charge a fee for this service.  This fee is set at £10.00.  

	1
Details of data subject

	 Title

	

	 *First name

	

	 *Surname

	

	*Postal or e-mail address
	

	Telephone number
	

	Data Protection Act 1998

Carlisle City Council will treat your personal information in line with the Data Protection Act 1998.  In particular, the information you provide on this form will be used to monitor and fulfil your request.  It will not be shared with any third parties, will be kept securely and will not be used for any other purpose.  


	2
Details of request

	*Please use this section to tell us any other details that may help us to locate the information required.  The more specific you can be the easier it will be for us to find the information. 



	3
Details of applicant

	PART 1
Are you the data subject (the person the information is about)?

Yes      FORMCHECKBOX 
       
If you are the data subject we will need to verify your identity.  Please supply photographic evidence to support this (eg photocopy of passport, driving licence etc).  [PLEASE SIGN THE DECLARATION ON THE NEXT PAGE]
No        FORMCHECKBOX 
       
If you are not the data subject we will need to ensure that are you acting on behalf of the data subject with their written authority.  Written authority must be enclosed with this request form together with evidence of your identity and that of the data subject.  [PLEASE NOW COMPLETE PART 2]
For official use only – I confirm identity     



	Name
	

	Job title
	

	Date
	

	PART 2
If you are not the data subject, then please complete this section, otherwise proceed to section 4.  


	*Name
	

	Organisation 
(if applicable)
	

	*Address
	

	E-mail address
	

	*Relationship to the 
data subject
	

	Telephone number
	

	*Written authority enclosed
	


	4
How would you like to receive the information?

	Please could you state how you would like to receive the requested information?

	Come in to collect
	

	Sent by post (recorded delivery) to specified postal address
	

	Other (please state)
	


	5
Declaration


To be completed by all applicants.  Please note that any attempts to mislead may result an offence under section 55 of the Data Protection Act 1998 and may lead to prosecution
	*I (name) 
	
	certify that the information given on this subject 


access request form to Carlisle City Council is true to the best of my knowledge.  I understand that it is necessary for Carlisle City Council to confirm my/the data subject’s identity and it may be necessary to obtain more detailed information in order to locate the correct data.  I understand that the information given on this form may be passed to the relevant sections in order to locate the data, but it will not be used for any unrelated purpose nor shared with any other organisation.  
Carlisle City Council has 40 calendar days from the date of receipt of the £10 fee to respond to this request.  
Please note that the Data Protection Act 1998 provides exemptions to disclosure, for example if disclosure of the information would prejudice the prevention or detection of crime, or where the information relates to a third party and disclosure would breach one or more of the principles of the Data Protection Act 1998.  
	*Signature
	*Date:


Please return this form to:



Or if you wish to bring proof of identity in to the 
Corporate Information Officer



Civic Centre, please contact:
Legal Services 




01228 817165
Carlisle City Council




information@carlisle.gov.uk  

Civic Centre





 

Rickergate

Carlisle

CA3 8QG

Please remember to enclose the £10.00 fee (cheque payable to City Of Carlisle) and proof of your identity.  
	 Documents which must accompany this application:
1) The fee for £10 (cheques to be made payable to "City Of Carlisle").  

2) Proof of identity.

We strongly recommend that you send your form and documents by a secure method, for example recorded delivery.   




Office use only

	Date fee received:
	

	Name:
	

	Job title:
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