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Application for 
General Data Protection Regulations (GDPR)
Subject Access Request form
	     

	For office use only

	Date Received
	
	Date Proofs Returned
	

	Received By
	
	Date Sent To Services
	

	Extension Number
	
	

	Proof Of Identity Provided
	
	Due Date
	

	Proof Of address Provided
	
	Response Sent
	


Please note, you can complete this form on your computer and if possible email back to dpo@eastdunbarton.gov.uk or alternatively, print and complete in ink using block capitals and send by post. Due to Covid-19 pandemic, the Council strongly recommend email option as the post may delay the process. 
	Personal Details (of the individual whose data is being requested)

	Name
	

	Address
	

	Postcode
	

	Telephone Number (Day)
	
	Telephone Number (Eve)
	

	Email Address
	


	Description of the Information Required

	Please provide a description of the information you require. Please include any additional information that you think we might need to find the personal data that is being requested. (Please continue on a separate sheet if necessary)

	

	Proof of Identity and Address

	East Dunbartonshire Council must take steps to ensure that the individual requesting the personal data is in fact that person. To prevent against the release of personal information to an unauthorised individual we must take steps to confirm your identity and your address. 

The Council will accept photographs of the documents listed below. It is suggested that you send this request along with photographs of the original documents via email to dpo@eastdunbarton.gov.uk or by post including photocopies of the documents to the address below.


	Please provide one of the following

	Proof of Identity
	Full Valid Driving License
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	Birth Certificate or Certificate of Registry or Adoption Certificate
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	Full Valid Current Passport or ID Card
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	Please provide one of the following

	Proof of address
	Gas, electricity, water or telephone bill in your name for the last quarter
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	Bank, building society or credit card statement in your name for the last quarter
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	Letter to you from East Dunbartonshire Council/ a solicitor/ a social worker/ a probation officer/ a Justice of the Peace or a Councillor in the last year
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	If you are unable to provide any of the requested proofs of identity or address, please contact East Dunbartonshire Council’s Information Management Team who will be happy to identify another suitable form of identification.


	Declaration

	I, ______________________________ certify that the information given on this application form to East Dunbartonshire Council is true.  
Alternatively, if applying on behalf of another individual, please provide a mandate authorising you to act of their behalf and sign the following declaration.

I ________________________________ confirm that I am acting on behalf of the individual and have enclosed a letter of authorisation or other authority (e.g. power of attorney)


	Signature
	
	Date
	


Privacy Notice:

Subject Access Requests
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The personal information provided you provide in your request will be used by East Dunbartonshire Council to provide you with the response to your Subject Access Request (SAR). The personal information will be sent to the area(s) of the Council best placed to provide you with the information you require. 

The personal information you have provided for in your request will not be shared outwith the Council. 

The personal information you provide in your request will only be used to provide you with the response to your enquiry. 

The Council has legal obligations to use your personal information. 

These obligations are set out under:-

· General Data Protection Regulation (GDPR)
In order to comply with the legislation and provide you with the information you require the Council must use your personal information. 


East Dunbartonshire Council uses the Scottish Council on Archives Records Retention Schedules to manage the length of time the Council keeps information. Further information on these can be found here. http://www.scottisharchives.org.uk/scarrs
The information you have provided is classed as 

17.001.001: Data Protection - record of subject access request processing, 6 years after completion of request.
· Right of Access

The right being your personal information is now being used for.

· Right to rectification

You have the right to request the Council correct any information held about you that is inaccurate. 

· Right to erasure

You have the right to request that the Council delete the personal information about you. This right is known as the right to be forgotten.

· Right to restrict processing

You have the right to request that the Council stops using your personal information, while retaining a copy of it.
 
You have the right to complain to the Information Commissioner’s Office (ICO) should you be unhappy with the way the Council has used your personal data. 

Details on how to report a concern can be found here:- https://ico.org.uk/concerns/

Should you have any questions or concerns about the Council’s handling of your personal data you can contact the Council’s Data Protection Officer.

Karen Donnelly

Data Protection Officer

East Dunbartonshire Council 

12 Strathkelvin Place
Kirkintilloch
G66 1TJ

Tel: 0300 123 4510

dpo@eastdunbarton.gov.uk
Other Formats & Translations
This document can be provided in large print, Braille or on CD and can be translated into other community languages. Please contact the Council’s Corporate Communications Team at 12 Strathkelvin Place, Kirkintilloch, G66 1TJ, Tel 0300 123 4510
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Who will process your personal information?





What will your personal information be used for?





What is the Council’s lawful basis for using your personal information?





How long will your personal information be held for?





Your rights over the personal information being held by the Council to answer your request for information.





Details on how to complain to the ICO





Details on how to Contact the Council’s Data Protection Officer








When completed please email this form to dpo@eastdunbarton.gov.uk or post to Information Management, East Dunbartonshire Council, 12 Strathkelvin Place, Kirkintilloch G66 1TJ.

