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Access to Personal Information Application Form
If you wish to make a “data subject access request” pursuant to the Data Protection Act 1998 , please complete all the relevant sections on the subject access request form (see below). You also need to include the following two items to enable us to process your request: 

1. an administration fee of £10 (this can be, for example, in the form of cash, a personal cheque, banker’s draft, building society cheque or postal order)

2. a copy of proof of identification and residence (one of which must show your current address). Acceptable proof of personal identification includes a copy of your driving licence; a copy of your birth certificate or a copy of your passport with the relevant page(s) showing your name, the passport number and photograph. Proof of residence includes copy of rent card/book; benefit book; Council Tax bill; utility bill/credit or bank statement from within last 3 months or letter from a Government Department. The council reserves the right to ask for further proof of identification and original documents.

Once you have gathered these items please send them and the form to the Council at the address at the bottom of this application form, marked for the attention of the Council's Access to Records Officer. 

N.B. The Council requires proof of identification because it has a legal duty to ensure that personal data is only disclosed to those entitled to have access, usually only the data subjects themselves. Failure to provide adequate information to facilitate a data subject access request search and/or failure to provide acceptable proof of identification and/or failure to pay the application fee will result in a delay to the processing of your application.

The Access to Records Officer will issue a letter of acknowledgement on receiving your request and will begin to process the request as soon as adequate information has been provided by you in order to identify the personal data required, there is acceptable proof of your entitlement to disclosure and the Council has received the administration fee from cleared funds where appropriate. 

Once we receive satisfactory documentation we will process your request as promptly as possible. The law says that we have to respond within 40 working days, although in exceptional circumstances we may ask your permission  to extend this period 

The Council reserves the right to refuse vexatious or repeated requests made within unreasonable periods of time. The Council may be unable to provide information which contains data about or identifies third parties. 

The Data Protection Act 1998 applies to a living individual's personal data on automated equipment (such as computers) and to certain paper records where specific information is readily accessible. 
Access to Personal Information Application Form
	Your Name:

(please print)
	

	Address:
	

	
	Postcode:


	

	Telephone Number:
	
	Email:
	

	Please give us as much information as you can to help us locate your personal data as quickly as possible. 

	Your Date of Birth :

	Name  and Date of Birth of  person’s file or information you wish to see only if different 

from  the one written above*.
	Name:

Date of Birth: 

	Any previous names known by: 



	Any previous address:



	Name of any Social Workers or contacts:



	Date of last contact with Social Services :



	Please now tells us  what information you wish to see  in as much detail as you can:

                                                                    Please continue on a separate page if necessary….

	If you were ADOPTED please tick this box so that we can liaise with the Adoption Team:   

	You may wish to view your files with assistance to find what you want and ask any questions or just have copies sent to you.    Please tick   the appropriate box below.

	I would like to view my files 

with some assistance:                 

NB: we may need to contact you to establish the type of assistance you require
	I prefer copies to be 

securely sent to me:                             

	Your

Signature:
	
	Date:
	

	Please now forward this completed form to :

FOI/Data Protection Team [BIPI]                                       

Northamptonshire County Council                                                  Tel: 01604 367897                              

Ground Floor, John Dryden House, 8-10 The Lakes                      Fax: 01604 367004

Northampton NN4 7YD                         Email: dataprotection@northamptonshire.gov.uk



* If you have authority or responsibility to access records on behalf of another person please also supply proof in the form of Parental Responsibility or Power of Attorney
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