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Subject Access Request Form

Under data protection law, you have a right to access your personal information held by Carlisle City Council by making a Subject Access Request (SAR). 

To do so, please complete this form to tell us what information you are looking for and to help us confirm your identity. From the date when we receive your completed form and have confirmed your identify, we will have 1 calendar month to provide you with a response.
Please give us as much detail as possible to help find the information you are looking for. If you do not fill in all the fields, we may need to contact you for more information or, we may not be able to process your request. Carlisle City Council will treat your personal information in line with the data protection law and it will not be inappropriately shared with any third parties or used for any other purpose.  

Please be aware that in some circumstances we may not be able to provide you with all personal information held by the Council. This would likely be the case if disclosure of the information would prejudice the prevention or detection of crime, or where the information relates to a third party. 

If you are making a request for someone else, you must provide us with signed authorisation that you are able to act on their behalf or a Power of Attorney. We will also need to confirm your identity.
When you have completed the form, we recommend that you either hand in your form and supporting documents, such as proof of identity and authorisation to act on behalf of someone else, at the Council’s main offices: Carlisle City Council, Civic Centre, Rickergate, Carlisle, CA3 8QG and mark it for the attention of the Data Protection Officer. Or, send it by a safe and secure means, for example by recorded delivery.
For any queries or for help to complete the form, please contact the Data Protection Officer at the above address or:

Email: Dataprotection@carlisle.gov.uk 
Tel: 01228 817200
	1
Details of data subject

	Title

	

	First name

	

	Surname

	

	Postal or e-mail address
	

	Telephone number
	


	2
Details of request

	Please use this section to tell us what information you are looking for and any other details that may help us find it. For example, the services or staff members you have been in contact with and period of time your request relates to. 



	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 NOW COMPLETE SECTON 4 THEN READ AND SIGN THE DECLARATION AT SECTION 5]
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 or have Power of Attorney.  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 OF SECTION 3 BEFORE COMPLETING THE REST OF THE FORM]
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
	

	Send by post (recorded delivery) to specified postal address
	

	Other (please state)
	


	5
Declaration


I confirm that the information provided 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 to help find the correct information. I understand that the information given on this form will be used to monitor and fulfil my request and will be passed to the relevant Council services to find the information. 

	Signature
	Date:


Office use only

	Date fee received:
	

	Name:
	

	Job title:
	


