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COUNCIL OF THE ISLES OF SCILLY
Town Hall, St Mary’s, Isles of Scilly, TR21 0LW
01720 424000

Subject Access Request 

This form can be used for requesting personal information held by the Council of the Isles of Scilly.

The Council charges a £10 processing fee for each subject access request.

Please enclose a cheque or postal order for £10 per data subject, payable to Council of the Isles of Scilly with your application.

1. Are you the data subject – the person the information is about?

Yes
If you are the data subject you will be required to supply 2 forms of evidence of your identity and the £10 fee before the information you have requested can be released to you.


This can be a birth certificate, driving licence, passport, utility bill etc.

No
Please go to question 3

2. Have you been known by any other name?


    Yes

No
Please go to question 7





(We can send an acknowledgement by e-mail to save paper and postage)



(in case of a query)
You must be acting on behalf of the data subject with their written authority.  That authority must be forwarded with this form.  This can be a letter signed by them or an official document e.g Power of Attorney.

3. Details of Data Subject

4. Have they been known by any other name?


Yes


No



5. Are you requesting information about a child under the age of 12?



Yes
The Council will require sight of proof of parental responsibility e.g. birth certificate, passport, court order.




No

6. Please tick the box which describes your relationship with the data subject that enables you to make this request on their behalf:



Solicitor




Social Care/Health Professional



Advocate




Relative



Friend




7. Please provide a description of the personal data which is required and the dates from which we should search.  If you know which department it may be held by, please let us know.  This will help us locate your information quicker

(Tip: To ensure that we provide you with the right information, please state below EXACTLY what information you would like us to look for.  Please DO NOT ask for “everything you hold on me”).

DECLARATION

This declaration below is to be completed by the applicant.  Please be aware that misrepresentation may result in prosecution.











(Insert your names)

Certify that the information given in this form is true.  I understand that it may be necessary for the Council to obtain further information in order to validate my request and locate the correct information.



Knowingly or recklessly attempting to obtain personal data to which you are not entitled is an offence under section 55 of the Data Protection Act 1998.

This offence is currently punishable by a fine of up to £5000 in a Magistrates’ court or unlimited fine in the Crown Court.

School Records
Unfortunately, the Council of the Isles of Scilly cannot provide copies of records held by schools.  For access to these please contact the relevant school direct.

PLEASE READ THE FOLLOWING BEFORE SUBMITTING YOU APPLICATION

· The Council cannot release personal information without verifying the identity and authority of the person making the request.

· When making an application on behalf of a person who is unable to understand the Subject Access Request process, you must do so with their best interest only in mind.

· The Council reserves the right to refuse a request if the release of personal information to another party is believed not to be in the best interests of the data subject.

· The Council respects your right to privacy and is committed to protecting it in accordance with the Data Protection Act 1998.  The Council will use the details on this form to process your request.

· Staff in departments that may hold information will be provided with this information to help them locate and review your information.

· Other people referenced in your information may be contacted to request their consent to disclose their information to you.

· In some circumstances we may need to forward personal details provided by you in your application to third party agencies in order to obtain permission to release information relating to them.

· By completing and submitting this application you consent to the Council sharing your information with relevant third parties unless otherwise indicated. The 40 day period in which the Council is required to respond to your request under the Act will mot commence until your identity and authority (if applicable) have been validated.

Check List

Have you...?



    √ (Tick)

· Completed question 7



· Signed the form


· Enclosed your ID

· Enclosed your payment

Please return the completed form, ID documents and payment in an envelope marked:

“PRIVATE AND CONFIDENTIAL” 

Senior Officer: Democratic & Corporate

Council of the Isles of Scilly

Town Hall

St. Mary’s

Isles of Scilly

TR21 0LW

























If YES, other name:





Address:








Post Code			





e-mail address:





Telephone number :





Full Name:
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If YES, other name:





Their address:





Postcode:			















































Other (please specify):





2











I, 





Signed:





Dated
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...working for a strong, sustainable and dynamic island community

...working for a strong, sustainable and dynamic island community


