Data Protection Act 1998

Subject Access Request Form

APPLICATION FOR ACCESS TO PERSONAL INFORMATION
e All applicants must complete Sections 1, 2 and 7.

e If you are applying on behalf of someone else, then they must complete Section 4
and you will also need to complete Section 3.

e If you are under 18 years, then your parent, guardian or social services care
manager should complete Section 5.

e If you are a parent applying for access on behalf of your child, please complete
Section 6.

Please note: Before disclosing the information, we will require proof of identity by
production of a passport or photo-driving licence. In order not to cause unnecessary

delays, could you please supply your proof of identity when making your application.
A scanned or photocopied copy will be sufficient.

1. CONTACT DETAILS
Name of Applicant: ...

Address of Applicant: ...

Date of Birth: ... e
Telephone NO: ... e e
11 0o o T1 =0 1 o 2

Em Al AdAreS S ..o
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2. ADDITIONAL INFORMATION

To help us locate any personal information that we hold, please supply any
relevant information:

Name of Department(s) Concerned:

Please supply any other information that you think might help us to locate
your personal information:
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3. AUTHORISATION TO ACT ON BEHALF OF THE APPLICANT

Please complete this section if you are authorised to act on behalf of the
applicant.

Ly e e a e (Name of Agent)

(Name of person who received the service)

| declare that I will not disclose any information that | am supplied with other than

to the person on whose behalf | am acting, unless they give me their express

permission.

Signed (AQENT) .....ccoovviiiiei e Date: ..o,
4. SERVICE USER’S AUTHORISATION

Please complete this section if an agent is acting on your behalf:

Ly e (Name of user of services/employee) authorise

.................................................. (Name of person or agent acting on your

behalf) to seek access to personal information held by Calderdale Council. |

declare that this authorisation was freely given.

SIGNEA ..o Date: ...,
(User of Service/lemployee)

5. APPLICATION BY UNDER 18’S
If you are under 18 years, a parent, guardian or Social Services Care Manager

should certify that you fully understand the nature of this application and your
application will then be considered:

Certify that the applicant, .........ccccooiiiiiiiii i, (Name of applicant)
Who is under 18 years, understands the nature of this application for access to
his/her personal information.

SIGNEA ... Date: ..coooeviiiiiieeee e
(Parent, Guardian, Social Worker, etc)
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6. PARENT APPLYING FOR ACCESS ON BEHALF OF CHILD

If you are a parent applying for access on behalf of your child, please complete
the following and tick the relevant box.

Please note that you must be able to establish that you are legally able to act on behalf of
your child. This generally means that you must have parental responsibility for him or her.
It should be noted that a parent can only be granted access to their child’s records if this

is considered to be in the child’s interests.

Name of Child: ...oonieieee e, Date of Birth: ..o

I (Name of parent) ... am making a request
for access to records on behalf of the child named above and:

Tick as appropriate:

e The child is incapable of understanding the request and | am making
the request on his/her behalf

e The child has consented to my making this request on his/her behalf
and this consent was freely given

SIGNEA: oo Date: ...,
(Child where consent is given)

SIGNEA: o Date: ..o,
(Parent)

7. SIGNATURE
All applicants must sign and date the following:

| wish to request access to personal information held by Calderdale Council
about:

(Name of user of service)
In accordance with the Data Protection Act 1998, | understand that to ensure

confidentiality for the Council to obtain further information to confirm my identity
and to locate the information sought.
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Please return this form to:

Corporate Information Manager
Calderdale Council

Information Governance Team
Town Hall

Crossley Street

HALIFAX

HX1 1UJ

Or by email to information _management@calderdale.gov.uk

Please note:

e The Council may contact you for further information regarding the information
required.

e Once the information has been collated, you will be notified that your file is ready
for collection or posting out.

e Information can only be disclosed once proof of identity has been seen or
received.

Information Governance Team
August 2017
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PRIVACY NOTICE

Calderdale Council is registered with the information Commissioners Office

(ICO) under the provisions of the Data Protection Act 1998. The Council takes
its responsibilities under the Act very seriously.

The information provided by you is collected purely for the administration of
your Subject Access Request (SAR). We need to collect this information in
order to complete and respond to your request within statutory timescales.
Information will be shared with relevant departments in the Council to provide
the Information Governance Team the necessary information required for the
request. Completion of this form/sharing your information with us constitutes
explicit consent from you for us to process your data for this purpose. .You
may withdraw this consent at any time by writing to Tracie Robinson,
Corporate Information Manager, Town Hall, Crossley Street, Halifax, HX1
1UJ.In addition you have the right to see what information is held about you,
to have inaccurate information corrected, to have information removed from
our system unless we are required by law or a statutory purpose to keep it
and the right to complain to the Data Protection Officer if you feel that your

data has not been handled in accordance with the law.

The Councils Data Protection Officer is Tracie Robinson and can be

contacted at information management@calderdale.gov.uk

Your name, contact details and details of your request are recorded
electronically on our system. This information will be kept for a maximum of 3
years or until such time as the data is reviewed by us or removed at your

request.
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