
Data Protection Act 2018 – Subject Access Request Form

Under the Data Protection Act 2018 and the UK GDPR you have the right to ask for a copy of the information we hold about you. You are only entitled to make a request for personal information on behalf of another living adult if you have authorisation to do this. Parents or guardians are allowed to make a request for personal information on behalf of their children, although if the children are aged 13 or over then they must give their written permission for this.

We need some details from you to help us to find the information that you are interested in and to deal with your request as efficiently as possible. We also need proof of identity, as we need to be satisfied that you are entitled to the information.

	Question 1 - Who is the Data Subject?


	Data Subject's full name

Mr/Mrs/Miss/Ms/Mx

	Date of Birth


	

	Address 
	

	
	

	
	

	
	

	
	

	Post code
	


	If the Data Subject has lived at this address for less than 2 years, please tell us their previous address
	

	
	

	
	

	
	

	
	

	
	

	Post code
	

	Telephone No
	

	E-mail address
	


(a) Has the Data Subject ever been an employee of Bradford District Council? 

	Yes 
	No 
	Don't know 

	
	
	


(b) Has the Data Subject ever lived in Bradford? 

	Yes 
	No 
	Don't know 

	
	
	


	Question 2 - What are your Personal Details?


	Yes 
	No 


 (a) Are you the Data Subject?

If you answered 'Yes', go straight to Question 3 on page 3. Otherwise, please provide the information below. 

	Your full name

Mr/Mrs/Miss/Ms/Mx

	Date of Birth


	

	Address 
	

	
	

	
	

	Post code
	

	Daytime Telephone No
	


(b) If you are NOT the Data Subject, state your relationship to them. 

	What is your relationship to the Data Subject?
	

	
	

	
	


(c) If you are NOT the Data Subject, explain why you believe you are entitled to receive details of their Personal Data, and enclose the written authority (e.g. from the Data Subject) which supports this entitlement.

	Why are you entitled to their Personal Data?
	

	
	

	
	


	What written authority have you enclosed?
	

	
	

	
	


	Question 3 - How do you believe we process the Data Subject's Personal Data?


We could hold and use information about you for a variety of purposes, some of which are listed below. It will help us to deal with your request if we know what information you are looking for and in which service it may be held. Please tick the box(es) and tell us as precisely as you can the personal information you are seeking. 

	Adult Social Care


	
	Children’s Education 
	
	Human Resources 
	

	Council Tax 
	
	Benefits


	
	Licensing 
	

	Housing
	
	Planning 


	
	Other 

(specify below)
	


Please say what information you would like: 

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Continue on a separate sheet if necessary. If you are seeking a specific piece of information, please say this as it may enable your request to be dealt with more quickly. 

	Question 4 - What documents can you send or produce to confirm the identity and address of the Data Subject?


To enable the Council to process the request we require 2 forms of identification to establish the identity of the Requester and the Data Subject as follows:

· One from list A - name and date of birth; and,

· One from list B - name and current address (dated within the last 3 months)

Examples of the types of documents that are accepted are listed below, please note copies of the documents will be accepted and originals should not be sent.  Please tick the appropriate boxes to indicate which documents you have enclosed.

List A (Name & date of birth)

	Full valid Driving Licence.
	

	Birth Certificate or Certificate of Registry of Birth OR Adoption certificate.
	

	Valid current Passport.
	


List B (Name & Current address)

	Gas, Electric, Water or Telephone bill in Data Subject’s name within the last 3 months.
	

	Bank, Building Society or credit card statement in the Data Subject’s name within the last 3 months.
	

	Letter to the Data Subject from a Solicitor/Social Worker/Probation Officer within the last 3 months.
	


Please note; if your request for information is in relation to a child, please provide their full birth certificate to confirm parental responsibility.  Additionally, if your request for information is in relation to a child aged 13 and over, we will require the child’s written consent to enable us to proceed. 

	Formal Declaration


In exercise of the right granted to me under the terms of the Data Protection Act 2018, I request that you provide me with a copy of the Personal Data about the Data Subject which you process for the purposes I have indicated above.  

I confirm that this is all of the Personal Data to which I am requesting access. I also confirm that I am either the Data Subject, or am acting on their behalf.

	Signed
	

	Print Name
	

	Date
	


Make sure you have:

(a) Completed this form

(b) Signed the declaration above

(c) Enclosed photocopies of proof of identification document(s) 

Please send them to:

Subject Access Request
Corporate Information Governance Team
City of Bradford Metropolitan District Council, 
City Hall

Centenary Square, 
Bradford, 
BD1 1HY

We recommend that you send your form and documents by secure method e.g. Recorded Delivery 

City of Bradford Metropolitan District Council does not currently charge any fee for Subject Access.
The Act is administered in the UK by: The Information Commissioner, Wycliffe House, Water Lane, Wilmslow, SK9 5AF.  

Tel: 0303 123 1113 URL:  http://www.ico.gov.uk 
If you need any help please call 01274 434506 or e-mail dpo@bradford.gov.uk 
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