Devon

County Council

Access to Your Information

Your Rights

You have a right under Section 7 of the Data Protection Act 1998 to be told whether
any information is held about you and a right to receive a copy of that information
(subject to exemptions), providing that you put your request in writing, enclose proof
of your identity and explain what information you are requesting.

Devon County Council

Devon County Council may deny access to information where the Data Protection
Act allows.

Devon County Council is not permitted to disclose any information which identifies
another person, unless that person agrees or if it is reasonable to override refusal of
consent. If you think that the information you want identifies someone else, you may
wish to obtain their written permission for the release of their information and enclose
it with your completed application form.

The Application Form

Section 1: Asks you to give information about yourself which will help Devon
County Council to confirm your identity. We have a duty to ensure
that the information we hold is secure so we must be satisfied that
you are who you say you are.

Section 2: Asks you to provide evidence of your identity by producing TWO
official documents (which between them show your name, date of
birth and current address). Photocopies are preferred.

Section 3: You must indicate which particular department you want to request
your information from and what type of information you are looking for.

Section 4 : Must be signed by you or someone authorised on your behalf.

When you have completed and checked this form, send it together with copies of the
required identification to:

Strategic Intelligence, Devon County Council, Room L10, County Hall
Topsham Road, Exeter, Devon, EX2 4QD
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Section 1: About Yourself

The information requested below is to help Devon County Council satisfy itself
of your identity and to find any personal data held about you.

D)
B PLEASE USE BLOCK LETTERS

Title (tick box if appropriate): Mr[ ] Mrs[ ] Miss[ ] Ms [ ]

Other Title (e.g. Dr, Rev etc.):

Surname / Family Name:

First Name:

Maiden / Former Names:

Sex (tick box): Male [ ] Female [ ]

Date of Birth:

Your Current Home Address
(to which we will reply)

Postcode: [ ]
A telephone number will be helpful Telephone Number: | ]

Section 2: Proof of Identity

To help establish your identity, your application must be accompanied by TWO
official documents which between them show your name, date of birth and current
address. Photocopies are acceptable.

For example : A birth certificate/adoption certificate, drivers licence, medical card,
passport or any other official document which shows your name and address.

Failure to provide this proof of identity will delay your application.

If you have any queries regarding this form, contact the
Information Compliance Team on 01392 384682
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COMPLETE THIS SECTION AS FULLY AS POSSIBLE

Section 3: Information Requested

What directorate do you think your information is held in?

Children & Young People’s Services

Name of Contact(s) (if applicable)

Dates of Contact (if applicable)

From:

To:

Adult & Community Services

Name of Contact (if applicable)

Dates of Contact (if applicable)

From:

To:

Environment, Economy & Culture

Name of Contact(s) (if applicable)

Dates of Contact (if applicable)

From:

To:

Personnel & Performance

Name of Contact (if applicable)

Dates of Contact (if applicable)

From:

To:

Health & Wellbeing at Work

Name of Contact (if applicable)

Dates of Contact (if applicable)

From:

To:

Chief Executives

Name of Contact (if applicable)

Dates of Contact (if applicable)

From:

To:

Finance, IT and Trading Directorate

Name of Contact (if applicable)

From:

To:

Continued overleaf ..................
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Section 3: ....c ontinued

IMPORTANT: ADDITIONAL INFORMATION REQUIRED

Now that you have told us where to look for your information, you now need to tell us what
information to look for.

To ensure that we provide you with the right information, please state below exactly what
information you would like us to look for. Please don't just ask for “everything you hold on

me".

If you would like a copy of a particular file/document, then please state this below.
Additionally, if you do not want particular information then please let us know. If you narrow
your request to the specific information which you want, this will help us provide it to you
much quicker.

We have statutory time limit of 40 days in which we must provide you with the information
which you are entitled to under the Data Protection Act, upon receipt of your identification.

Please write in the box exactly what information yo u would like to request.

Before returning this form, please check that you have completed ALL the sections, have
enclosed copies of TWO identification documents of yourself and have signed and dated the
application form.

Section 4: Declaration

The information which | have supplied in this application is correct. *| am the person whom
this request relates / *| am authorised to act on behalf of the person who this request relates
t0. *please indicate correct answer

Signed by: [ | Dated: [ ]
Office Use Only

Date application was received:

Who received the request?

Application checked and legible? Yes / No

Identification documents checked? Yes/No

What identification was provided?

Identification documents returned? Yes / No / Not applicable
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