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Accessing Your Rights Under Data Protection Law
You have a number of rights under Data Protection laws which include:

· requesting that information you believe to be incorrect is amended

· requesting that information is deleted

· objecting to how your personal data has been handled

There is no charge for these services.

Please complete this form if you wish to exercise these rights regarding the personal information about you which is held by Milton Keynes Council. The form asks you to provide your contact details, details of what you are requesting about the above and to enclose proof of identity. 

The information you give us will only be used to deal with your request and for related administrative purposes. All your information is treated with respect and in accordance with Data Protection laws.  For more information about how we process your personal data please visit www.milton-keynes.gov.uk/privacy
	Accessing Rights about someone else

If you are enquiring on behalf of someone else, please do not complete this form.

Instead, please complete the form ‘Accessing Rights – Form for Representatives’.




	Please return your form, enclosing all relevant information, to: 

Data Protection
Milton Keynes Council 
1 Saxon Gate East
Central Milton Keynes
MK9 3HS
Email: data.protection@milton-keynes.gov.uk 


Access Rights Form (For Self)
PLEASE USE BLOCK CAPITALS
For help with completing this form, please call 01908 254900
Section 1: About you

	Your full name : 



	Your email address (this is our preferred method of correspondence) :



	Your current address : 



	Your contact number : 



	Your date of birth :



What is it that you are requesting to do?

	( Request that existing information is corrected
(Go to Section 2)
	( Request that information is deleted
(Go to Section 2)
	( Complain about how your personal information has been handled (Go to Section 3)


Section 2: The Information you wish to be corrected / deleted
	Please state which department holds this information and what you believe it to say



	If you believe the information to be incorrect, please state why




	If you believe the information should still be held, what do you think it should say?




	If you believe the information should be erased, please state why




Section 3: The Information you wish to complain about

	Please state which department you wish to complain about and why?  What information are you objecting about?  What has / hasn’t happened?




	What are you seeking in order to resolve this matter?




Section 4: Proof of identity

Before we can process your request, we must establish your identity. This helps to ensure that the Council never releases information to anyone who should not have access to it. 

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

Examples include: a birth certificate/adoption certificate, driving license, medical card, passport or any other official document which shows your name and address (eg. gas or Council Tax bill).

If you have given any other names then proof of any name changes must also be provided.
Failure to provide proofs of identity will delay your application. 


	I enclose photocopies of the following two proofs of my identity: 

1.  …………………………………………………………………………………………….

2.  …………………………………………………………………………………………….



	Please add a note here if you are unable to provide the relevant proofs. 

We will phone or write to you about this.


Section 5: Accessing your information rights about yourself – Your declaration
	I wish to access my information rights as specified above and in order to do so I enclose a photocopy of two forms of identification together showing my name, date of birth and address. 

The information I have supplied on this form is correct to the best of my knowledge.

Signed: …………………………………………Date: ……………………………………




What next?

Please return this form and the photocopied proofs of identity to the address on Page 1 of this form.

We will send you an acknowledgement and, within a calendar month / 20 working days, we will provide you with the information requested or explain why we cannot do this.
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