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The Data Protection Act 2018 gives any individual the right to request, to be told and see what information is held about them by Shetland Islands Council.  The term “Data Subject” refers to the person about whom the information is being requested.

This form should be used wherever possible in making a request for personal information.  Using this standard form will greatly assist the Council in meeting a request for information.    Guidance has been provided overleaf to assist you in identifying what information you are seeking.  Please read this before completing the form.  

	1. Details of person requesting the information

Full Name 
..........................................................................................................................................

Address
..........................................................................................................................................

Post Code
..................................................
Date of Birth
........................................................

Tel. No.
..................................................
E-mail
………………………………………………..



	2.
Are you the Data Subject?


YES

If you are the Data Subject please supply evidence of your identity, e.g.              Driving Licence, Birth Certificate (or photocopy).  We can arrange to take copies for you.  PLEASE NOW SIGN THE DECLARATION.

NO    

If you are not the Data Subject, but acting on behalf of the Data Subject please read Paragraph 2 of the Guidance attached and complete the information in section 3 and 4 of the form. 



	3.
Details of the Data Subject (if different to Question 1).

Full Name
..........................................................................................................................................

Address
..........................................................................................................................................

Post Code
.......................................................
Date of Birth 
........................................................

Tel. No. 
……………………………….

E-mail ………………………………………….



	Please describe your relationship with the Data Subject that leads you to make this request for information on their behalf

..................................................................................................................................................................

..................................................................................................................................................................

4.
Please describe the information you seek, together with any other relevant information that will help us to identify the information you require, include dates where possible.  

..................................................................................................................................................................

..................................................................................................................................................................

..................................................................................................................................................................




	If you can be specific about the particular Council Service(s) in which this may be located, please tick the appropriate box(es) next to the relevant service name

	
	
	
	
	

	Chief Executive’s Office
	
	
	
	

	
	
	
	
	

	Children’s Services
	
	
	Community Health and Social Care Services
	

	Children and Families
	
	
	Adult Services
	

	Children’s Resources
	
	
	Community Care Resources
	

	Psychological Services
	
	
	Community Care Social Work
	

	Quality Improvement
	
	
	Criminal Justice
	

	Schools
	
	
	Mental Health
	

	Shetland Library
	
	
	Occupational Therapy
	

	Sports and Leisure
	
	
	
	

	
	
	
	
	

	Corporate Services
	
	
	Development Services
	

	Capital Programmes
	
	
	Community Planning and Development
	

	Finance 
	
	
	Economic Development
	

	Governance and Law
	
	
	Housing
	

	Human Resources 
	
	
	Planning
	

	ICT
	
	
	Shetland College
	

	Performance and Improvement 
	
	
	Transport Planning
	

	
	
	
	
	

	Infrastructure Services
	
	
	
	

	Environmental Health & Trading Standards
	
	
	
	

	Ferry Operations
	
	
	
	

	Harbour Master & Port Operations
	
	
	
	

	Roads
	
	
	
	

	Environment and Transport
	
	
	
	


DECLARATION to be completed by all applicants.  Please note that any attempt to mislead may result in prosecution.  
I certify that the information given on this Subject Access Request form to Shetland Islands Council is true.  I understand that it is necessary for the Council to confirm my/Data Subject’s identity and it may be necessary to obtain more detailed information in order to locate the correct information.

Signature .....................................................................
Date ..........................................................

Please return the completed form, ID and any supporting documents to the Data Protection Officer, Governance and Law, 8 North Ness Business Park, Lerwick, Shetland, ZE1 0LZ.

Documents provided with this application are:

	(a) evidence of your identity, or
	
	

	(b) written authority and evidence of the Data Subject’s identity 
	
	

	If required:
	
	

	(c) Power of Attorney
	
	

	(d) Proof of Parental Consent (full birth certificate) 
	
	


Data Protection Statement:  The information provided in this form will only be used for processing your request, and for no other purposes. 
Official Use only
	Date Received
	SAR ID Number

	
	


GUIDANCE ON COMPLETING A REQUEST FOR PERSONAL INFORMATION FORM
Who is seeking the information?
1. Your own information - If you are seeking your own information you are required to provide proof of identity and complete the form.  

2. Information about another person - Are you are seeking information about or on behalf of another individual (known as “the subject”), if so: 

· 
As a general guide, a child of 12 or older is presumed to be of sufficient age or maturity to have such understanding to make a request for their own personal information.  Unless the contrary can be shown, or with their written consent you can act on their behalf.  
· 
Under the age of 12 you are required to provide proof of your parental responsibility by providing a full birth certificate that shows the names of each parent or court order proving guardianship.  An abbreviated birth certificate is not sufficient. 
· 
You are required to provide power of attorney if that has been arranged. 
· 
You are required to provide proof of your own identity and that of the subject, by providing a copy of a birth certificate, or photo ID. 

What information are you seeking? 

3. Information from the Council as an Employee or Customer - This is a subject access request under the Data Protection Act 2018.  You must receive a response within a month of the Council receiving a valid request.  A valid request is deemed to be when the form has been completed and the relevant ID and documentation has been received.  The Council takes account of the provisions of the Data Protection Act 2018 and Guidance provided by the ICO.  More information can be found at the following web address:  ico.org.uk 

4. Information about a Child 

a. Scottish Schools (Parental Involvement) Act 2005

There is a duty for teachers to be available to provide advice to parents under the Scottish Schools (Parental Involvement) Act 2005, in regard to a child’s class work.  You can therefore arrange to meet with the Head Teacher or the relevant class teacher to discuss your child’s class work.   You can find more information on this duty by viewing Section 12 of the Scottish Schools (Parental Involvement) Act 2005 at the following web address: http://www.legislation.gov.uk/asp/2006/8/contents. 

b. Pupil Educational Record

A request for Pupil Educational Records made under the Data Protection Act 1998 can be made by a parent if the child is under the age of 12 or if the child is unable to make a request themselves (see paragraph 2, first bullet point) or if the child of 12 years or above has given written consent.  You are required to provide proof of your parental responsibility by providing a copy of your child’s Birth Certificate.  An abbreviated Birth Certificate is not sufficient.  Guidance on access to pupil records can be found at https://ico.org.uk/for-the-public/schools/pupils-info. 

Once the above request has been made, the Council must respond to you within 15 working days.  It is free for a parent to view the pupil record information but a copy 
can be provided for a fee as follows depending on the number of pages provided. The fees for copies are:  1 to 19 pages will cost £1.20; 20 to 29 pages will cost £2, and so on, up to a maximum of 500+ pages which will cost £50. 

c. Information outwith Pupil Educational Records

If the request is for information that does not include a Pupil Educational Record then this is referred to as a Subject Access Request.  You should refer to paragraph 3. 
How to apply
5. The Request for Personal Information form should be completed and returned.  Proof of ID from the requestor and data subject should also be provided if they are not also the requestor together with written consent if 12 years or over.  See paragaphs 1 and 2 above for a more detailed explanation.  
6. The completed form and relevant supporting documents must be provided to the Data Protection Officer, Shetland Islands Council, Corporate Services Department, 8 North Ness Business Park, Lerwick, Shetland, ZE1 0LZ.
7. If you require any assistance in completing the form, you can email dataprotection@shetland.gov.uk or Tel. 01595 744551. 

Your right to a review

8. If you are dissatisfied with this response, you may in the first instance wish to contact the Data Protection Officer, Shetland Islands Council, Corporate Services Department, 8 North Ness Business Park, Lerwick, Shetland, ZE1 0LZ, to seek a review of the process undertaken in response to your request.  You can email dataprotection@shetland.gov.uk or Tel. 01595 744551. 

Your right to make a complaint

9. Alternatively, you can contact the Information Commissioner’s Office (ICO).  The ICO’s website is www.ico.gov.uk/complaints, or you can write to the ICO at: The Information Commission’s Office, Casework & Advice Division, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF.

If your complaint is not about a data protection matter 
10. You can find details on how to make a complaint on the Council’s website at: http://www.shetland.gov.uk/comments_complaints/default.asp
Request for Personal Information 
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