 
DATA PROTECTION LEGISLATION
SUBJECT ACCESS REQUEST
 
Please read the following information carefully before completing the application.

This guidance is for the use and completion of requests for information held by Greater Manchester Police i.e. ‘locally held’ personal information only.

This request form is not for use for the following purposes;

1.    Applying only for data held on the Police National Computer (PNC).
2.    Applying only for a police certificate for the visa or emigration purposes for specific countries.

For guidance and application forms for these purposes please refer to the information on the ACRO website https://www.acro.police.uk/ 

If you require a disclosure for employment purposes, and you live in England, Scotland or Wales, please contact the following for assistance:

England and Wales: Disclosure and Barring Service (DBS) https://www.gov.uk/request-copy-criminal-record 

Scotland: Disclosure Scotland www.mygov.scot/disclosure-types/ 

Northern Ireland: AccessNI via their website https://www.nidirect.gov.uk/campaigns/accessni-criminal-record-checks 

Certain employers and organisations such as recruitment agencies may attempt to exploit the subject access process by requiring individuals to use it to obtain a copy of their criminal convictions (or evidence that there is nothing held) as part of recruitment or continuing employment processes.

This practice is known as enforced subject access as covered by Section 184 of the Data Protection Act 2018. It is a criminal offence for a current or prospective employer or recruitment agency to require an individual to make a subject access request as a condition of employment or for the provision of goods or services.  They should instead be using the existing formal criminal records check arrangements operated by the Disclosure and Barring Service, Disclosure Scotland or Access Northern Ireland.

Your Subject Access rights (to ‘locally held’ information)
You will be provided with information about any processing of your personal data that is being carried out, recipients of your personal data and the sources from which we obtain information.  You have a right to a copy of such information, unless certain exemptions apply.  You will be informed of the retention periods which apply to your personal information, and any rights to rectification, erasure, restriction or objection of processing, depending upon the legislation.  You will also be informed of your complaint rights. 
 
You will receive a response within one month of our receipt of your request; or our receipt of any further information we may ask you to provide to enable us to comply with your request.

The legislation allows us to extend the period of compliance by a further two months where requests are complex or numerous.  If this is the case, we will inform you within one month of receipt of your request and explain why the extension is necessary.
 
Chief Constable’s rights
The provisions of the Data Protection Act mean that in certain circumstances some personal data will not be provided. For example you will not be provided with personal data if releasing it to you would be likely to prejudice a criminal investigation, and we may not provide you with information that identifies other individuals. 

The information you provide on this form will be used for processing your request.

[Type text]	[Type text]	[Type text]
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WHAT TO DO NEXT – COMPLETION OF THE FORM (please complete sections 1, 2, 3 & 4):

Section 1
Please complete as much detail as possible to assist us in locating your information. You also need to provide us with an address to which the response can be sent.
 
Section 2  – Nature of Information Requested
Please provide as much detail as possible in respect of the nature of the information you are requesting.
 
Section 2A (Local Policing Information) – should be completed by any person requesting information held by GMP relating to policing matters (e.g. prevention/detection of crime, apprehension/prosecution of offenders, victims of crimes, incidents or road traffic accidents, offenders or suspected offenders, witnesses, complainants, etc.).

Section 2B (Employee Information – for Police Officer / Police Staff only) – should be completed when requesting information held by GMP relating to staffing matters (e.g. information on current, past, full time and part time members of GMP (police officers and police staff), job applicants, contract workers, consultants, etc.).

Section 3 – How would you like your subject access disclosure to be delivered
Please select one option of delivery method, email/post and specify address.

Section 4 – Declaration
When you sign and date the form you are declaring that the information you have supplied is correct.

Proof of Identity
Before information can be searched for and sent to you, your identity must be established. This is to ensure that not only do you receive the correct data but that other individuals cannot fraudulently obtain your data.  
Therefore we require you to provide proof of your identity, please provide photocopies of two suitable documents that between them clearly show your name, date of birth and current home address.  
DO NOT SEND ORIGINAL DOCUMENTS AS THESE WILL NOT BE RETURNED.

Acceptable documents of identity
Passport, driving licence, birth certificate, medical card, utility bill, bank statement. 

Please note: If you are requesting CCTV / video footage or photographs please also submit a clear photograph of your face (e.g. passport photo) with your form to assist in the search for your images.

Fee
There is no administration fee, although “reasonable” fees can be charged for manifestly unfounded or excessive requests, or for provision of further copies, which you will be informed of.

What happens next?
Once you have completed your request form, you may wish to either post your form to the address below or take it into any Greater Manchester Police Station (a list of police stations open to the general public can be found at the www.gmp.police.uk). Whilst forms and ID documents emailed to the subject access email address given below, will be accepted, please note that, unless you have a secure email address, you will be sending them over an insecure connection via the public internet and you do so at your own risk. 

Postal Address:
Information Compliance and Records Management Unit
Greater Manchester Police
Openshaw Complex
Lawton Street
Manchester
M11 2NS

GMP will process your request and send a response to the address (email/postal) that you have provided in section 1 or the alternative address you have nominated in section 3.

Help and Assistance
If you have any queries and require further information or assistance please visit the Accessing Information page at www.gmp.police.uk or contact the Information Compliance and Records Management Unit on 0161 856 2529 or by email at subjectaccess@gmp.police.uk.
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Application for information held about you by GMP

This form should only be used if you require information held locally by Greater Manchester Police.

Please complete Sections 1, 2a and/or 2b, 3 and 4

Please note that fields marked * are mandatory

	Section 1 – About Yourself



To make a request for information you will need to supply certain personal details and indicate the type of information you require.

	*Title (please tick)
	[bookmark: Check1][bookmark: Text2]Mr |_| 
	Mrs |_| 
	Miss |_| 
	Ms |_| 
	Dr |_|
	Other      

	*Surname/family name
	[bookmark: Text3]     

	*First names
	[bookmark: Text4]     

	*Other/previous/maiden names in full: 
	[bookmark: Text5]     

	*Sex (please tick)
	[bookmark: Check6]Male |_|  
	[bookmark: Check7]Female |_|

	*Date of birth:
	[bookmark: Text6]     

	*Place of birth
	[bookmark: Text7]Town      
	[bookmark: Text8]Country      

	[bookmark: Text9]*Home address (Current)
	     

	*Postcode
	[bookmark: Text10]     

	Email address
	[bookmark: Text11]     

	Telephone Number
	[bookmark: Text12]Home      
	[bookmark: Text13]Work      

	Other/previous addresses

	[bookmark: Text14]     
	[bookmark: Text15]     
	[bookmark: Text16]     

	[bookmark: Text38]     
	[bookmark: Text39]     
	[bookmark: Text40]     

	[bookmark: Text41]     
	[bookmark: Text42]     
	[bookmark: Text43]     

	[bookmark: Text44]     
	[bookmark: Text45]     
	[bookmark: Text46]     
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	Section 2A – GMP Local Policing Information



This purpose relates to all the policing activities carried out by GMP that enable us to prevent and detect crime,
and to apprehend and prosecute offenders. It also relates to individuals who have had dealings with GMP in some way, for example: as current or past victims of crimes, incidents or road traffic accidents, offenders or suspected offenders, witnesses, complainants, etc.
 
	Type of information held


 
Information held for this purpose includes:
 
Information relating to operational policing such as incidents, crimes, and road traffic accidents reported to GMP;
arrest, custody and detention records; statement, interview record; reports of antisocial behaviour; 
lost/stolen/found property records; criminal intelligence; stop check/search, etc.; and information relating to more specific or specialised tasks, operations or investigations such as serious crime investigations, fraud enquiries, football intelligence; family support units; CCTV, body worn camera and imaging; vehicle crime etc.
 
	Your request



To help us to find information that may be held about you, please provide sufficient information in order to enable GMP to locate the personal data you want: (In all cases ensure you have completed Section 1)

Please specify /describe the nature of the information you are looking for:

	[bookmark: Text17]     





(where necessary please supply further description of the information you are looking for on an extra sheet of paper)
 
	Crime number 
	[bookmark: Text18]     

	(and/or) Incident number
	[bookmark: Text19]     

	Regarding this crime/incident, were you a
	[bookmark: Check8][bookmark: Check11]Victim |_|
	Witness |_|
	Person reporting |_|
	Person accused |_|

	Were you arrested and/or charged?
	[bookmark: Check12]Yes |_|  
	[bookmark: Check13]No |_|

	Date of incident/crime 
	[bookmark: Text20]     

	Times of incident/crime
	[bookmark: Text21]     

	Location/address of incident/crime 
	[bookmark: Text22]     

	Postcode
	[bookmark: Text23]     

	Vehicle details (if your request involves your vehicle)

	Reg. No. Make Model
	[bookmark: Text24]     



	IMPORTANT



Your request for local policing information may require us to seek consent from other individuals and 
organisations that have provided information about you to the police (such as victims, offenders, witnesses, etc.). In seeking consent, it may be necessary to disclose the fact that you have made this subject access application.  If you do object, this may result in some information being withheld where third parties can be identified.
 
Please indicate below whether you object to disclosure to relevant third part individuals.
	|_| I have no objections to details of my application being disclosed for the reasons defined above.

	Signature
	[bookmark: Text25]     

	Date
	[bookmark: Text26]     




	Section 2B – Employee Information (Police Officers/Staff /job applicants etc. only)



This purpose relates to the internal personnel function and is applicable to: current, past, full time and part time
members of GMP police officers and police staff, job applicants, contract workers, consultants, etc.
 
	Type of information held


 
Information held for this purpose includes:
 
Recruitment details, personal employment record, payroll, staff development, training received and scores or results of tests undertaken, pensions, resource management, performance monitoring, duty rotas, email, 
complaints investigations and disciplinary hearings/actions, details of grievances lodged and outcomes, and medical, health, and welfare information*.

*Important note: your application to this category will be progressed by the Information Compliance & Record Management Unit (ICRMU) in conjunction with the force medical officer/occupational health and welfare manager. A copy of the information will be retained securely by the ICRMU for two years.

A fee of up to £50.00 may be charged in relation to requests for medical records. (Charges for Health Records may be subject to change).
 
	Your request


 
To help us to find information that may be held about you, please provide sufficient information in order to enable GMP to locate the personal data you want: (In all cases ensure you have completed Section 1.
 
Please specify/describe the nature of the information that you are looking for:

	[bookmark: Text27]     






(where necessary please supply further description of the information you are looking for on an extra sheet of paper)

Are you a:
 
Police officer:

	[bookmark: Check28]|_| Serving
	[bookmark: Check27]|_| No longer serving 
	[bookmark: Text28]PIN/collar no.      
	[bookmark: Text29]Last date of service:      



Support staff:

	[bookmark: Check29]|_| Serving
	[bookmark: Check32]|_| No longer serving 
	PIN/collar no.      
	Last date of service:      



Job applicant:    

	[bookmark: Check30]|_| Current
	[bookmark: Check31][bookmark: Check26]|_| Past
	Job title:      
	Job Ref:      



	IMPORTANT



Your request for such information may require us to seek consent from other individuals and organisations that have provided information about you to GMP. In seeking consent, it may be necessary to disclose the fact that you have made this subject access application. If you do object, this may result in some information being withheld where third parties can be identified.
 
Please indicate below whether you object to disclosure to relevant third part individuals.

	|_| I have no objections to details of my application being disclosed for the reasons defined above.

	Signature
	     

	Date
	     




	Section 3 – Delivery of your disclosure


 
	3a.  *How would you like your subject access disclosure to be delivered?


 
[bookmark: Check17][bookmark: Check16]Please select only one option:  Email |_|    Post |_|   
 
Email disclosures will be sent to the email address specified on page 1.  Please be aware that whilst your email response will be sent from GMP secure network, unless you have a secure email address the delivery to your personal inbox is an insecure connection via the public internet.  GMP cannot accept responsibility for any loss or inappropriate access to the email response once it has left our secure network.  It is also the responsibility of the applicant to ensure that the email address submitted is accurate.
 
	3b.  Alternative postal address:



Only complete the below if you do not want correspondence to be sent to your current home address.  Disclosures by post will be sent by Royal Mail Special Delivery (signed for).

	Address
	     

	Postcode
	     





	Section 4 – Declaration & Signature



To be signed by the applicant. 

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

	Signature
	     

	*Date
	     



If the person completing the form is not the data subject, a Power of Attorney or an original letter of authority signed by the data subject has been enclosed:
		 
	[bookmark: Check18]|_| Letter of authority
	[bookmark: Check20]|_| Lasting or enduring Power of Attorney

	[bookmark: Check19]|_| Evidence of parental responsibility
	[bookmark: Check21][bookmark: Text37]|_| Other (give details):      



Warning: a person who impersonates or attempts to impersonate another may be guilty of a criminal 
offence. 


	Returning the application form – Checklist – (Applicant – Please tick the relevant answer)



 
	[bookmark: _GoBack]Have you fully completed all the sections you need to? 
	[bookmark: Check22]|_|

	Have you signed the application form? 
	[bookmark: Check23]|_|

	Have you enclosed the photocopy identity documents needed,

	(i) Name & date of birth
	[bookmark: Check24]|_|

	(ii) Name & current address
	[bookmark: Check25]|_|



	Sending the completed form



Post - post your form to the address below:

Information Compliance and Records Management Unit
Greater Manchester Police
Openshaw Complex
Lawton Street
Manchester
M11 2NS

Sending your form by post is sent at your own risk, and GMP cannot be held responsible for its safety until it reaches GMP premises. For this reason please ensure an appropriate type of postage service is used.


Hand deliver to a GMP Public Enquiry Counter - list of police stations open to the general public can be found at www.gmp.police.uk.
 
	Should any advice or guidance be required in completing this application, please contact us on 0161 856 2529 or by email at subjectaccess@gmp.police.uk.






	OFFICIAL USE ONLY


 
Administration details
 
To be completed by the Officer taking receipt of this application
 
	Application checked and legible
	|_| 

	2 x photocopy of identity documents provided
	|_| 

	(Please ensure photocopies of I.D documents are attached to the application form and sent to the Information Compliance & Records Management Unit)      



Officer details:
 
	Name
	     

	Rank/post held 
	     

	Collar/PIN 
	[bookmark: Text33]     

	Div/Station/Dept 
	[bookmark: Text34]     

	Signature
	[bookmark: Text35]     

	Date
	[bookmark: Text36]     
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