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What is it you want ?....


- Information about other people including: 
	- information to use in Court;
	- copies of statements made against you;
	- copies of what you have said about other people.

You will not receive this in response to a Right of Access Request (RoAR). If you believe you should be supplied with this information you will need to obtain a Court Order. If you are asking solely for information about other people, this is not a Rights of Access Request and your application will be rejected.


- A copy of information we hold about you.  Please use this form. Please note that your ‘right’ is to information, not particular documents, and some information may be exempted.


- Information for Court.  This is the wrong process because the information supplied is unlikely to be suitable. In particular, if you are hoping to obtain evidence about other people, we will not supply it. Please apply to the Court.


- Information to make a complaint to a regulator.  This is the wrong process. You do not need to obtain information by means of a RoAR to supply to a regulator. The regulator will be able to obtain information from us directly.


- Information about my children.  Whilst parents may apply on behalf of their children, for the purposes of data protection legislation, children own their own data, therefore, whilst we may sometimes accept requests submitted on behalf of children, we may not always provide disclosures in response.



- Information for a Criminal Injuries Compensation (CICA) Claim.  CICA may ask for this on their form, but it is not necessary to have this information before making your application to CICA. We work with CICA directly to ensure they have the right information for any claims they are dealing with. Your CICA request is likely to be processed quicker if you allow us to supply information directly. Do not make a RoAR, just complete your CICA application.


- Information about my business.  That’s not a RoAR, but please use this form, but it would be a voluntary disclosure from us, and therefore we may refuse such a request. If we do process it, we will not provide a timescale.


Other information / FAQs

- Freedom of Information.  A Freedom of Information Request (under the FOI Act 2000) is a request for organisational information, NOT a request for information we hold about you.

- What’s the difference between a SAR and a RoAR?  Nothing, they are interchangeable terms. The most recent legislation uses the term RoAR which stands for Rights of Access Request. SAR stands for Subject Access Request and is a term commonly used within the police service.

- I have been asked to make a RoAR by my solicitor, insurance company or someone else.  Other people / organisation who have asked you to obtain a RoAR for their purposes (usually because this saves them money), may be committing an offence. Ask them to use the correct process for the intended purpose.

- Can I ask for particular documents?  We may provide these, but your ‘right’ is to information, not particular documents. We may reject such a request or provide the information in another form.

- Can you offer me advice around information rights?  We will assist where we can to allow you to exercise your information rights, but we do not provide legal or technical advice.

- Can I have another copy of information I already have or which you have provided before?  We charge for this. We will not consider the request until the matter of payment has been concluded.

- Why should I use your form? - I am not required to use a form.  That’s correct, but the form lays out what we need to find the information you want, to find it quicker and to make sure we find it all.

- Asking for organisational information.  This may be an FOI request rather than a Rights of Access Request. You should find out from the Information Commissioner’s Office website what the difference is prior to making your application.

Returning this form
	The complete form and copies of supporting documents, should be returned to Sussex Police using one of the following methods:

	Post:
	Sussex Information Access, Sussex Police, Church Lane, Lewes, East Sussex, BN7 2DZ

	In Person:
	Return in person to any Sussex Police Station (NOT Headquarters) 

	Email:
	subject.access1@sussex.pnn.police.uk 




Section 1 – Your Information 
Please provide the requested details or tick the box as required
	Title:
	Mr
	☐   
	Mrs
	☐   
	Miss
	☐   
	Ms
	☐   
	Other (specify)
	

	Surname/Family name:
	

	First Name(s):
	

	Former name(s):

	

	Gender:
	Male
	☐
	Female
	☐
	Prefer to self-describe

	

	Date of Birth
	DD:
	
	MM:
	
	YYYY:
	

	Place of Birth:
	Town:
	
	Country:
	

	Current Address
(This address must appear on your identity document)
	

	Telephone Number(s):
	Mobile
	

	
	Home:
	

	
	Work:
	

	Email Address** (Optional)
	

	**Email Disclosures for paperwork only will be sent to the email address specified above**.  
Please be aware that whilst the email response will be send from a secure network, unless you also have a secure email address, the delivery to your personal inbox is an insecure connection via the public internet.  Sussex Police can therefore not accept responsibility for any loss or inappropriate access to the email once sent.  It is also the responsibility of the applicant to ensure the email address listed is accurate and legible.

	Previous Address(es): 


	1. 

	
	2. 

	
	3. 

	How would you like your Subject Access Disclosure to be delivered?  POST / EMAIL

	Alternative Reply Address:
(Only complete this if you wish us to send your reply to an address different from your current address)

	Alternative Email Address:
(Only complete this if you wish us to send your reply to an email address different from the email address above)






Section 2 – Information you require:
To help us find the information that may be held by Sussex Police, please complete the below as fully as possible. Be specific and quote any reference numbers that you may have.

Sussex Police is only able to disclose your own personal information, your request will not include information about third parties.

Please note, Sussex Police will only be able to provide you with information about specific incidents which took place in the Sussex Police force area. 

	Tell us exactly what personal data you are seeking access to:
(Provide a description of the information you are looking for, failure to provide such details may result in your application being rejected and returned to you.)



	Relevant reference number (if known):
i.e. crime reference, custody reference
	

	Specify the date(s) and time of the incident:
Please supply approximate dates if you cannot be certain
	

	Where did this happen and how was it reported?
	

	If you want information about more than one crime/incident, please continue on a separate sheet.

	Regarding this crime/incident, were you; (Please tick the relevant box below)

	A victim
☐
	A witness
☐
	Person reporting
☐
	Person accused
☐

	If your request involves your vehicle, please provide your vehicle details

	Registration number:

	Make: (i.e. Ford)

	Model: (i.e. Fiesta)


	If you have previously made a  Subject Access Request (SAR) to Sussex Police, please provide the previous reference number(s)
	





Section 3 - Proof of Identification
To help establish your identity, your application must be accompanied by photocopies of at least TWO different official documents which between them provide sufficient information to prove your name, date of birth, CURRENT address and signature.
DO NOT SEND ORIGINAL DOCUMENTS
	Please ensure you have included with the form:

1. A photocopy of one of the following forms of identification with your name and current address
	

	a. Valid driving licence (please note a driving licence cannot be used for both current address and date of birth identification
	 

	b. Bank statement (dated within the previous 3 months)
	 

	c. Utility bills (dated within the previous 3 months)
	 

	d. Rent agreement (dated within the previous 3 months)
	 

	e. Other (please specify)


	

	2. A photocopy of one of the following forms of identification with name and date of birth

	a. Passport/identity card
	 

	b. Valid driving licence (please not a driving licence cannot be used for both current address and date of birth identification)
	 

	c. Birth/adoption certificate
	 

	d. Other (please specify)
	 

	
	

	3. Signed letter of authority if you require us to correspond with another person on your behalf
	 

	
	


Section 4 – Declaration and Signature
	· I have read and understood the guidance notes.
· The information, which I have supplied in this application, is correct and I am the person to who it relates
· I have enclosed an original signed letter of authority or Power of Attorney (if applicable)
· I have enclosed an original signed letter of authority if you require Sussex Police to speak to another person on your behalf
· I have enclosed copies of my proof of name, CURRENT address, date of birth and signature

	Signature:
	
	Date:
	

	WARNING
A person who impersonates another or attempts to impersonate another with a view to obtaining personal data may be guilty of an offence



	FOR OFFICE USE ONLY:
Application checked and legible                                   YES / NO
Date Received                                                                  . . . . . . . . . . . . . . . . . . . 
Identification documents checked and attached      YES / NO
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