Data Protection Act 1998

SUBJECT ACCESS REQUEST FORM

Please complete this form if you require Tamworth Borough Council to inform
you whether they or someone else on their behalf is holding or processing
personal data about you and to supply you with a copy of that information.
Under the Data Protection Act 1998 you are entitled to be given a description of
the personal data, the purposes for which your information is being processed
and those to whom they are or may be disclosed, together with a copy of the
information held about you.

The details you provide on this form will be disclosed to officers dealing with
your request and will be used within Tamworth Borough Council to validate,
locate and review your information.

In complying with a subject access request a data controller (in this case
Tamworth Borough Council) may disclose information relating to an individual
other than the data subject who can be identified from that information. In order
to comply with your request if a third party is referenced within your records it
may be necessary to seek their consent to disclose their information to you.

Tamworth Borough Council will respond as soon as possible to this request but in
any event within 40 days from receipt of this form. Should further information be
required to identify the data requested, and then the 40 days will run from the
date we receive that further information. The Information Officer will retain
your request for a period of 3 years from receipt of your request by Tamworth
Borough Council. Data Controllers are are entitled to a charge a fee not
exceeding £10 for processing this request, this fee may be waived under certain
circumstances.

All information will be treated in compliance with the Data Protection Act 1998.

Please note that all information in respect of this request will be sent directly to
the data subject by Recorded Delivery. If you require an alternative arrangement
please state this in Section 6 below.

Please return this form to:
The Information Officer
Tamworth Borough Council
Marmion House
Lichfield Street
Tamworth B79 7BZ Telephone Number: 01827 709 587
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1. Please enter details of the Data Subject below:
The term “Data Subject” refers to the person about whom the information is being
requested.

Surname:

Title (Mr/Mrs/Ms/Master):

Maiden name (if applicable):

Forename(s):

Present Address: Previous address (if less than 3 years
at Present Address):

Post Code Post Code

Date of Birth:

You are not obliged to disclose your date of birth, but it may be needed in cases
where there is more than one person in a household with the same identifying details.
The date of birth will then be used for verification purposes only.

Daytime Contact telephone number (including dialling code):

You are not obliged to disclose your telephone number but it may help in cases where
there is a query relating to your request.
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2. Please complete the following section if you require information processed by
Tamworth Borough Council relating to the following areas:

Application for employment
Past employment

Current employment
Voluntary Worker / Councillor / Agent / Contractor

If you have never been employed by Tamworth Borough Council please skip this
section and go to section 3.

Have you ever applied for a job with Tamworth Borough Council, if so please
specify which Department/Directorate:

If Yes and it has been within the last six months please give the date of
application:

Department/Directorate you have worked for:

Employee number / Payroll number: (if known)

Commencement date of employment:

Leaving date: (if applicable)

Voluntary Worker / Councillor / Agent / Contractor, please supply details:

Please tick any of the following areas you require a search to be completed
relating to your position:

Occupational Health:

Human Resources (HR):

Payroll:

Please specify which Department/Directorate’s Personnel you require a search to
be completed in relation to your position:

Please specify any other areas within Tamworth Borough Council you require a
search to be completed in relation to your position:
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3. If you are acting on behalf of the Data Subject please complete this section.

If you are not acting on behalf of the Data Subject please skip this section and go to
section 4.

Surname:

Title Mr/Mrs/Ms/Master:

Forename(s):

Address:

Postcode:

Daytime Contact Telephone Number (including dialling code):

You are not obliged to disclose your telephone number but it may help in cases where
there is a query relating to your request.

If you are acting on behalf of the data subject you will need to enclose their
written authority including a signature or other legal documentation (e.g.
parental rights or power of attorney) to confirm this request. You will also need
to enclose evidence of your identity and that of the Data Subject.

Parental rights: For children under 12, rights notices or requests will usually be
made by parents or guardians acting on the child’s behalf. In considering any such
request Tamworth Borough Council must give careful thought as to whether to
accept it. Therefore, if Tamworth Borough Council is in any doubt as to whether
the parent/guardian making the request is entitled to do so, they will be able to
refuse access and leave the issue to be decided by a competent court that can
weigh what is in the best interests of the child.
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4. Below is a list of Council Services. To help us locate the information you
require please TICK the appropriate box(es) and a search will be carried out
within those areas. If you are unable to locate a council service you require then

please go to Section 5.

Chief Executive:

Communications

Policy Development

Cabinet Office

Scrutiny Office

Legal Services

Election’s Office

Regulatory Services

Community and Environment:

Environmental Health

Planning

Economic Development

Leisure and Culture Services

Housing and Property Services:

Housing Management

Revenue and Collection

Housing Maintenance

Land and Property

Home Ownership

Anti Social Behaviour Unit

Arrears and Benefits

Homeless Support

Partnership Management

Community Safety

5. If you require a search of a specific area of Tamworth Borough Council that

we have not listed within Section 4 please give details below.
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6. If there is any additional information you feel may be useful in helping to
locate the data you require, please enter these details below. This may
include any other addresses in correspondence to Tamworth Borough
Council or on what matter(s) you have contacted the Council giving names of
officers and dates or specific details where possible.

7. If you require e-mails, please give further details. For example names of the
authors and recipients of the messages, the subject of the e-mails, the dates or
range of dates upon which the messages have been sent.

8. To be completed by all applicants:

1, , certify that the information given on this subject
access request form is true. | understand that it is necessary for Tamworth Borough
Council to confirm my/the data subjects’ identity and it may also be necessary to obtain
more information in order to locate the correct information.

Print Name:

Signature: Date:

Please note that any attempt to obtain personal data unlawfully may lead to prosecution. If you
are not the data subject or acting on behalf of the data subject (with their written consent) but are
attempting to gain access to information that you are not entitled, you will be in breach of Section
55 of the Data Protection Act 1998.
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Please supply an original proof of your identity when you return this completed
form to us. This should be something with your current name and address, for
example your driving licence, latest utility bill or some other documentation that
can provide Tamworth Borough Council with evidence of who you are and your
current address. You may wish to send your document recorded delivery. The
proof of identity will be returned to you after verification.

For Tamworth Borough Council use only:

Date Application Received

Proof of Identity Checked of Applicant

Proof of Identity returned to Applicant

Proof of Identity Checked of Data Subject

Proof of Identity returned to Data Subject

Information Sent to Data Subject /
Applicant

If information not provided please specify
the reason for non-provision

Your Checklist:

Have you completed all of the appropriate sections?

Have you signed the form?

Have you enclosed evidence of the data subject’s identity?

If acting on behalf of the data subject, have you enclosed evidence of your identity?
Evidence (written consent) from the data subject to act on their behalf?

Please note all information in respect of this request will be sent directly to the
data subject by Recorded Delivery. If you require an alternative arrangement
please state this in Section 6 above. Tamworth Borough Council may require
further evidence of your identity on receipt of the information.

Please return this form to:

The Information Officer
Tamworth Borough Council
Marmion House

Lichfield Street

Tamworth B79 7BZ

717

TBC Subject Access Request form 01/ 07 Version 1.1




	Tamworth Borough Council 

