Fife Council CCTV Systems


Access to Information Request Form

How to Apply for Information Held on a CCTV System.

These notes explain how you can find out what information, if any, is held about you on the Council’s CCTV Systems.

Your Rights

Subject to certain exemptions, you have the right to be told whether any personal data is held about you. You also have the right to a copy of that information in a permanent form except where the supply of such a copy is not possible or if you agree otherwise. Fife Council will only give that information upon satisfactory confirmation of your identity.
If release of the information will disclose information relating to another individual(s), who can be identified from that information, then Fife Council is not obliged to comply with an access request unless:

· The other individual(s) has/have consented to the disclosure of information. Or it is reasonable in all the circumstances to comply with the request without the consent of any other individuals.

The Council’s Rights
Fife Council may deny access to information where the Act (Data Protection Act 1998) allows. The main exemptions in relation to information held on the CCTV System are where the information may be held for:
· Prevention and detection of crime
· Apprehension and prosecution of offenders

And giving you the information may be likely to prejudice any of these purposes.

Fee

There is no charge for the first subject access request (SAR) made by a data subject to Fife Council. However repeat requests, particularly detailed requests or multiple requests made over a short period of time may incur a small charge (£10). Fees will be applied on a case by case basis; cheques or postal orders should be made payable to Fife Council.

Application Form
NB. All sections of the form must be completed. Failure to do so may delay your application.

Section 1
Asks you to give information about yourself that will help us to confirm your identity. We are legally bound to ensure that we are satisfied that you are who you say you are, and that any personal information that we collect from you is held securely.
Section 2
Asks you to provide proof of your identity.

Section 3
Asks for details of the images which you are requesting.

Section 4
The declaration must be signed by you.
When you have completed and checked this form, and verified your identity, take or send the form together with the required photograph and fee (if applicable) to:

Fife Council,Property Services Manager,

Bankhead Central

Bankhead Park

Glenrothes

KY7 6GH
Section 1 – About Yourself
The information requested below is to help us (a) satisfy ourselves as to your identity and (b) find any data held about you.

PLEASE USE BLOCK LETTERS

	Title

(Tick as appropriate)
	Mr
	
	Mrs
	
	Miss
	
	Ms
	

	Other

(e.g. Dr. Rev,etc)
	

	Surname/family

name
	

	First names


	

	Maiden

name
	

	Sex


	Male
	
	Female
	

	Height


	

	Date of Birth


	

	Place of Birth


	Town
	
	Country
	


	Your Current Home Address

(to which we will reply)


	

	A telephone number will be useful in case you need to be contacted
	Postcode
	
	Telephone

No.
	


Section 2 – Proof of Identity
To verify your identity you can visit a Fife Council Local Office or Library and provide original copies of TWO official documents which between them clearly show your name, date of birth and current address. For example: a birth certificate, driving licence, medical card, passport or other official documents that show your name and address (e.g. recent electricity, gas, telephone bill). A Council Officer will check your documents and verify your identity. We do not require copies of your documents.
We do require a recent full face photograph of yourself (to help us locate the correct CCTV images). Please sign the back of the photograph and send it in with your completed application form.
Failure to provide this proof of identity may delay your application.

Section 3 – Image Details

	Details of Data Extraction

NB: this refers to CCTV image data only

	Details
	
	Notes

	Date when image was 

recorded
	
	Please provide details of when the image(s) of you were recorded – ideally to within 1 hour. 

This will help us to locate the image(s) you require 

	Approximate time when image was recorded
	
	

	Location where image was recorded
	
	Please identify where the image was taken.

	Media to be used for sending to the customer
	
	Data requested will be provided on CD or DVD media in the first instance. Data may be copied to memory stick, whereby the memory stick is provided by the customer.

	Detail of incident – please try to provide as much information as possible so we can locate the correct incident
	
	It is helpful if you can provide details of what you were wearing at the time the image was taken, or details of your activities.


Section 4 – Declaration

To be signed by the applicant.

The information that I have provided in this application is correct and I am the person to whom it relates.

	Signed by:


	
	Date:
	


Warning – a person who impersonates or attempts to impersonate another to gain access to their personal information may be guilty of an offence.

	Before returning this form:

· Have you completed all sections in the form?
Please check:

· Have you verified your identity with a Council Officer?
· Have you provided details of the image(s) you require? 
· Have you signed your photograph?
· Have you signed and dated the form?



Please note that this form is for individuals who wish to request access to their own personal data. Solicitors or other organisations who wish request information relating to a third party should use form TPIR1 which is available on the website www.fife.gov.uk on the CCTV page.

For Office Use: Task Details�
�
Operator undertaking the extraction�
�
�
Date extraction taken from site�
�
�
Date sent to customer�
�
�
Job number�
�
�






CCTV Form PIDR1


