IM01 F20: Subject Access Request: External Applicants
Please read the following information carefully before completing the form below.
This application form should be used by members of the public who want to apply for access to personal data held within the National Crime Agency. 
Data Protection Legislation provides individuals with a right of access to their personal data and further supplementary information; this right is subject to restrictions where appropriate and necessary.
If you require a disclosure for employment purposes; contact the following organisations: Disclosure and Barring Service (residents of England and Wales); Disclosure Scotland (residents of Scotland); AccessNI (residents of Northern Ireland).
If your application relates to Europol or Interpol data please refer to the guidance notes.
For Police National Computer (PNC) data refer to ACRO: https://www.acro.police.uk 
Please note: Although you are not required to complete any section of the form to exercise your right of access, you must supply (as a minimum and in any format) enough information to process your request; please refer to the guidance note for further details. Failure to provide sufficient information may limit our ability to locate data relevant to your submission and may result in a determination that your request is excessive. To prevent delays you are advised to provide as much information related to your request as possible. You may be contacted for further details or to clarify the scope of your request.
Information on how to complete this form can be found in the guidance notes. 
Processing your data
For further information on how the NCA will process the information you provide please refer to the NCA Privacy Policy[footnoteRef:1]. [1:  https://www.nationalcrimeagency.gov.uk/privacy-and-cookie-policy] 
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Subject Access Request: Members of the Public

	Section 1 – About you (to be completed by the data subject)

	1.1
	Title 
	

	1.2
	Surname / family name
	

	1.3
	First name(s)
	

	1.4
	Former / Other name(s)
Only include these where you are also looking to obtain information related to these alternative names and can provide evidence that they relate to you. 
	

	1.5
	Date of Birth
(DD/MM/YYYY)
	

	1.6
	Place of Birth 
	

	1.7
	I have had previous interaction with the NCA as a/in relation to
(Please specify which departments/NCA officers are the best points of contact to obtain further information, alongside when this interaction took place and a basic outline of the circumstances e.g. Suspect – I was arrested in 2016 in relation to a charge of money laundering, this later progressed into civil proceedings; Person A was my arresting officer and Person B the Financial Investigator.)
	|_| Victim/Survivor
|_| Suspect
|_| Contractor/Supplier
|_| Witness
|_| Civil Proceedings
|_| Other 

	
	
	The nature of this interaction was:

	1.8
	Preferred contact number(s)
	

	1.9
	Preferred email address 
	

	1.10
	Current address 
(All correspondence will be sent to this address unless you specify otherwise. The identity documents must relate to this address.)
	

	1.11
	Other Addresses 
(Any other address that may help locate any information held about you)
	

	1.12
	I would like to receive disclosure via
	[bookmark: Check13]|_| Email (to the email address provided above)
[bookmark: Check12]|_| Post (to your current address)
[bookmark: Check14]|_| Other (please provide details below*)

	1.13
	*Further instructions for disclosure/contact (e.g. alternative address / address of nominated representative)
	




	

Subject Access Request: Members of the Public

	Section 2 – About your nominated representative (where applicable)

	If you wish to nominate a representative to handle a request on your behalf you must provide their details below and specify in section 1.13 where disclosures should be made. Unless otherwise stated in section 1.13, completion of section 2 below indicates that your representative should be contacted in your place for all matters in relation to your request.
A signed letter of authority with specific permission to obtain the data subject’s personal data must be included with any request submitted by a nominated representative. There is also a requirement to ensure the identity documents provided include the data subject’s signature as shown on the letter of authority.

	2.1
	Relationship to data subject (e.g. legal representative, parent/guardian)
	

	2.2
	Surname / family name
	

	2.3
	First name(s)
	

	2.4
	If you are representing the data subject in a professional capacity please provide details of your organisation 
	

	2.5
	Preferred contact number(s)
	

	2.6
	Preferred email address 
	




	Section 3 – About your data

	In order to help us to find the information to which you are requesting access, please provide details of the specific information you require in the sections below.
Failure to provide sufficient information may limit our ability to locate data relevant to your submission. To prevent delays, and to ensure that we are able to provide you with the information you are seeking to access, you are advised to provide as much information related to the data requested as possible. You may be contacted for further details or to clarify the scope of your request.

	The following is to assist you in supplying sufficient information to allow SDT to identify your data; examples in italics below are non-exhaustive.

	3.1
	Description
[This should specify the subject of the data you are requesting, for example: 
1 - Notebook entries and decision logs related to my arrest on suspicion of money laundering under operation XXXX and the subsequent NFA;
2 - Data related to my complaint against the NCA with regard to XXXX, specifically notes regarding the consideration of my complaint and correspondence between the Commission and the NCA;
3 - Copies of crime reports and statements made in relation to me as a victim within Operation XXXX.]
	

	3.2
	Time Period
[MM/YYYY-MM/YYYY]
	

	3.3
	Relevant Departments
[List the name of any teams, departments, or individuals who are likely to hold the information you seek or may be able to give further context to your request; you should include their role in any relevant circumstances; for example: 
1 – Joe BLOGGS was the arresting officer.
2- Jane DOE within the Professional standard unit was my previous contact with regard to this matter.
3 - John SMITH was my family liaison officer in relation to incident X”.]
	

	3.4
	Please give any further details that may assist SDT in processing your request / locating data relevant to your request if not captured by the above. 
(e.g. previous names, surrounding circumstances/events and any further context relevant to your request, further unique identifiers, information you are not interested in)
[1 – I was also involved in Operation Y where there is a current prosecution bring brought against me. I am not interested in data relating to Operation Y as this will be provided via the CPIA disclosure regime throughout the trial.
2 – My surname has changed since my previous interaction with the NCA regarding my complaint. To ensure there is no doubt regarding my identity as the data subject I have included my marriage certificate to indicate the change.
3 – I will have been referred to by my nickname throughout statements made by other survivors, this name is ####.]
	



	Section 4– Proof of Identity

	To help establish your identity your application must be accompanied by copies of two official documents bearing your name, date of birth, signature and current address. (For further details refer to section 4 in the guidance notes). 
Please note in some circumstances it may be necessary for us to request original identification documents.

	Section 5 – Declaration

	Declaration 
[bookmark: Check15]|_| The information supplied in this application is correct, and I am the person to whom it relates.
OR
[bookmark: Check16]|_| The information supplied in this application is correct to my knowledge, and I am acting on behalf of the person to whom it relates. (A signed letter of authority or letter of proxy is required in this instance including proof of identity from the data subject that includes a signature.)

	Signature
	[bookmark: Text19]     
	Date
	[bookmark: Text20]     

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



What to do next
You have now completed all the relevant sections of the form. Please check you have:
|_|	Completed all of the parts you need to (clearly and legibly).	
|_|	Enclosed official forms of identification (section 4).	
|_|	Signed the form (section 5).	
|_|	Provided sufficient information to enable NCA to locate your personal data (section 1 and 3).
|_|	Provided a signed letter of authority or proxy if applying on behalf of another. 
When you have completed the form send it, together with the required identity documentation, to: 
The NCA Statutory Disclosure Team,
PO Box 58345, London NW1W 9JJ
Or via email to:
StatutoryDisclosureTeam@nca.gov.uk

Annexe A
	

Subject Access Request: 

	Additional Sheets

	Please use the left hand column to record the section and/or question number to which the additional information relates.
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