

[image: image1.wmf]
THE ROYAL HOUSEHOLD

DATA PROTECTION ACCESS REQUEST 

Under the terms of the 1998 Data Protection Act any person may request their own personal data, if that data is accessible. In the interests of answering access requests as fully as possible, The Royal Household would be grateful if all applicants complete this form. 

In accordance with the terms of the Data Protection Act, The Royal Household will levy a charge of £10 to cover administrative costs. Cheques should be made payable to the Treasurer to The Queen. Applications will be processed within 40 calendar days of the receipt of payment.

This form is only intended for requests to access your own information. Requests for access to historical information should be made to the Registrar, Royal Archives, Windsor Castle, Berkshire, SL4 1NJ. All other information requests should be made to the Information Officer, the Private Secretary’s Office, Buckingham Palace, London, SW1A 1AA.

Please be advised that each Royal Household, The Royal Collection and The Queen’s Private Estates are separate legal entities as defined under the Data Protection Act, and a single request for information held by all bodies is not possible.  

APPLICATION

This form should be completed in BLOCK CAPITALS in black ink or type. Completed forms should be returned to 

The Data Protection Administrator, Records Management, Buckingham Palace, London, SW1A 1AA.
	SECTION 1

	Surname     
	Forenames     

	Title     
	Former name (if applicable)     

	Address     

	     
	Postcode     

	Daytime Telephone No     
	E-mail      

	Please indicate from which Royal Household or organisation you wish to request access to your personal data.  Please tick ONE box only.  (If you tick multiple boxes this will result in your form being returned to you and your request being delayed.)  If you wish to make a request for access to your personal data from more than one of the organisations listed below please submit a separate form for each request.

	The Household of HM The Queen                             
	 FORMCHECKBOX 

	The Household of TRH The Duke and Duchess of Gloucester
	 FORMCHECKBOX 


	The Household of HRH The Duke of Edinburgh      
	 FORMCHECKBOX 

	The Household of HRH The Duke of Kent
	 FORMCHECKBOX 


	The Household of HRH The Duke of York
	 FORMCHECKBOX 

	The Royal Collection
	 FORMCHECKBOX 


	The Household of TRH The Earl and Countess of Wessex
	 FORMCHECKBOX 

	Royal Collection Enterprises Ltd
	 FORMCHECKBOX 


	The Household of HRH The Princess Royal                                                                                                           
	 FORMCHECKBOX 

	Sandringham Estate
	 FORMCHECKBOX 


	The Household of HRH Princess Alexandra
	 FORMCHECKBOX 

	Balmoral Estates
	 FORMCHECKBOX 


	If your request relates to The Household of TRH The Prince of Wales and The Duchess of Cornwall, please contact The Treasurer and Records Manager to TRH The Prince of Wales and The Duchess of Cornwall, Clarence House, London, SW1A 1BA.


	SECTION 2

	Are you currently employed by the organisation indicated in Section 1?
	YES / NO  (Please delete as applicable)

	If YES please give the title of your current position:
	     

	Are you a former employee/honorary officer of the organisation indicated in Section 1?
	YES / NO  (Please delete as applicable)

	If YES please provide the following information below. Please continue on additional sheets as necessary.

If you answered NO to both questions please proceed straight to Section 3.

	Previous Posts (please include the post title together with the Section and/or Department within which the post was held)
	Date from
	Date to

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Do you wish to gain access to information, in addition to your personnel record?
	YES / NO  (Please delete as applicable)

	If YES please continue to section 3. 

If NO please proceed straight to section 4.


	SECTION 3

	In what context might the organisation have retained your personal information? For example, have you attended an event or function at one of the Royal Palaces? If so please give the title of the event, the location and the date. Have you corresponded with personnel in that organisation? Please list out all information contexts, continuing on additional sheets as necessary.

	     

 FORMTEXT 
     



	SECTION 4

	Fraud: Requests for access to another person’s information will be deemed to be fraud.

Verification of identity: In order to be issued with information, photocopies of two forms of identification must be submitted with this form. One form of identification must be a birth certificate, passport, driving licence or medical card; the second may be a utilities bill or a statement from a bank or building society.
Data Protection: The information you provide on this form will be processed on databases by the Royal Household, for the purpose of processing your request and in accordance with relevant legislation. This may involve the Household disclosing your details to regulatory bodies and/or third parties.

Declaration: I confirm that the information I have supplied in this application is correct and I am the person to whom it relates.

	Signature      
	Date      

	Please print name      


	CHECKLIST

	( Have you completed all relevant sections of the form.

( Have you enclosed a cheque for £10 made payable to the Treasurer to The Queen.

( Have you enclosed two forms of identification as outlined above.


	FOR OFFICE ADMINISTRATION ONLY

	To be completed by the Data Protection Administrator

	Date application received      
	Application checked and legible                                FORMCHECKBOX 


	Identification provided and checked                         FORMCHECKBOX 

	Payment provided and checked                                 FORMCHECKBOX 


	Details of information issued      


	Date information issued      

	Signature      
	Date      

	Please print name       
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