


General Data Protection Regulation
Application for Access to CCTV Surveillance

How to apply for access to information held on the Bristol City Council Emergency Control Centre CCTV Surveillance System

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

CCTV Footage retention.
Bristol city council automatically deletes CCTV footage after 28 days.

Your Rights
As an individual you have the right to be informed about the collection and use of your personal data.

Subject to certain exemptions, you have a right to be told whether any personal data is held about you. You also have a right to be informed about the purposes of processing your data along with the right to a copy of that information. For a full list of your rights please refer to www.bristol.gov.uk Bristol City Council will only provide information if it is satisfied as to your identity. If release of the information will disclose information relating to another individual(s), who can be identified from that information, Bristol City Council is not obliged to comply with an access request unless- 

1. The other individual has consented to the disclosure of information, or
2. It is reasonable in all the circumstances to comply with the request without the consent of the other individual(s).

Bristol City Council may also deny access to information where the law allows. The main exemptions in relation to information held on the CCTV System are where the information may be held for:

1. Prevention and detection of crime
2. Apprehension and prosecution of offenders.

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

Fee
In exceptional circumstances Bristol City Council may charge if a request is considered unfounded or highly repetitive. The fee will be proportional to the administrative costs of providing the information. You will be advised if this is the case.

Further information on Data Protection legislation can be obtained from: Information Commissioner: Wycliffe House, Water Lane, Wilmslow, Cheshire. SK9 5AF. 
www.ico.gov.uk Enquiry/Information Line: 01625 545 745 
Fax: 01625 524 510 DX: 20819 Wilmslow.




Guidance notes on completing this form: 

· All applicants should complete Sections 1, 2 and 5. 
· If you are applying on behalf of someone else you will also need to complete Section 3. 
· If you are a parent applying for access on behalf of your child, please complete Section 4. 

Bristol city Council has a duty to ensure that information it holds is secure and it must be satisfied that you are who you say you are before releasing any personal information to you.

Please provide the following forms of identification:

Evidence of your identity
Such as a passport, photo driving licence or full birth certificate.  

Evidence of your current address
This can be for example, a recent utility bill or a bank statement showing your address. 
You must also provide a recent full face photograph of you or the person you are applying on behalf of.

View a full list of documents that can be used to verify identity.


If you have difficulty with the form, the Council’s Data Protection Officer will help you to complete the form. You may wish for assistance or support from outside the Council; the Citizen’s Advice Bureau may be able to help you.

When you have completed and checked this form, please send it together with the required identification documents and photograph to : 
subjectaccessrequest@bristol.gov.uk
Or post to 
The Disclosures Team, Bristol City Council,
City Hall
PO Box 3399
Bristol BS1 9NE
Insurance claims
We expect requests for CCTV footage to support an insurance claim involving third parties to be submitted via an Insurance Company or the Police. This is because a Subject Access Request can only be made for your information and cannot include identification of a third party. 
Please contact one of these options to request CCTV footage on your behalf.
We would like to remind you that we only keep CCTV images for 28 days. 

Section 1 
Name of Applicant: 

Address of Applicant: 

Date of Birth: 

Height:

Email Address: 

Telephone Number: 

Section 2 
To help us find your information please provide as many details as possible

Description of the information you would like



Place

Date

Time 

Description of appearance, clothing, vehicle etc




If you are applying on behalf of someone else continue to section 3, if you are applying on behalf of a child
go to section 4. Otherwise go to section 5.
Section 3 

Complete this Section if you are authorised to act on behalf of the applicant. 

When making a request on behalf of someone else you need to provide proof of authority, this could be a written letter or power of attorney.

I have been authorised to act on behalf of: 
(User of the service(s)) 

Full name and address of the person you’re applying on behalf of:




I declare that I will not disclose any information from the records other than to the person on whose behalf I am acting, unless they give me their express permission. 

Signed: 									Date: 
(Agent)

When making a request on behalf of someone else you also need to provide: 
· Proof of authority. This can be a power of attorney or letter of authority.
· ID for the person that you are applying on behalf of. View a full list of documents that can be used to verify identity. 

This needs to be supplied in addition to your ID, when submitting this form.





Section 4
If you are a parent applying for access on behalf of your child please complete the following and tick the relevant box. 

A parent can only be granted access to their child’s records if this is considered in the child’s interests. 

Name of Child: 							Date of Birth: 

Address of Child: 




I:                                                      
(Name of parent) am making a request for access to records on behalf of the child named above, and 

The child is incapable of understanding the request and I am making the request on his/her behalf:

The child has consented to making this request on his /her behalf, 
and this consent was freely given:


Signed:	                  Date:

Signed (parent) 

When making a request on behalf of your child you need to provide proof that you have parental responsibility. 

This can be the full birth certificate that shows your name as a parent or documentation that awards you parental responsibility

This needs to be supplied when submitting this form.


Section 5
All applicants must sign and date the following:

I wish to request access to personal information held by the Bristol City Council, in accordance General Data Protection Regulations. 




Signed:	Date:

(User of service, or agent/parent if section 3 or 4 has been completed)


A response will be sent to you to acknowledging your application.


	For completion by CCTV Manager only

	

	Request
	(Please tick)
	Granted
	
	Denied
	
	

	Reason if Denied :

	

	If Granted, please complete the following section:

	

	Search carried out by:
	

	Date:
	

	Result:
	

	Copy or Viewing
	

	DVD Unique Reference Number
	

	Date DVD Copy Made:
	

	By Whom:
	

	
	

	Subject Access Signature or Proof of delivery address

	

	

	CCTV Managers
Name
	
	CCTV Managers
Signature
	

	

	Date:

	Comments

	




	Completion of process and audit trail

	Details sent to subject
	                                                                                          (Date)

	Signature of officer
	

	By
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