How do I request my personal information?  

To make a request for access to personal information you will need to obtain a Data Subject Access form. This can be obtained by either calling Customer Services and asking for one to be posted to you, making a personal visit to the Council Offices when they are open, clicking on the link below and printing off the form that is returned.  When you havecompleted and signed the form it should be sent, together with proof of identity, to:
The Data Protection Officer

Melton Borough Council,

Council Offices,

Nottingham Road,

Melton Mowbray,

Leicestershire

LE13 0UL
Request for Personal Information
How is my request processed?  

On receipt of your completed request form and proof of identity, the Data Protection Officer will review the request and if satisfied that all of the information required to process the request is available, will then gather together the personal information held. This will be printed and sent to you with an accompanying letter.If, on reviewing the form, the Data Protection Officer decides that more detail is required to be able to satisfy the request, they will write to you requesting such information. Once this has been provided, the process is as above. Should you require the personal information to be provided by some other media, this can be done on request.You should receive the information requested within 40 days of your request being received by the Data Protection Officer, subject to any further information that may be requested.

When you have received your personal information  

If , when you have received your personal information, you have any questions or are not satisfied in some way, then you should write to the Data Protection Officer stating why. The Data Protection Officer will attempt to answer your concerns, but if you are still not satisfied you have the right to contact the Information Commissioner to seek redress. Details about the Information Commissioner can be found on the link to their website below.

Information Commissioner 

How do I ask for personal information on behalf of someone else?  

To make a request for access to personal data on behalf of someone else you will need to obtain a Third Party Access form. This can be obtained by either calling Customer Services and asking for one to be posted to you, making a personal visit to the Council Offices when they are open, clicking on the link below and printing off the form that is returned.  When you have completed and signed the form it should be sent, together with proof of identity, to

The Data Protection Officer

Melton Borough Council

Council Offices,

Nottingham Road,

Melton Mowbray,

Leicestershire,

LE13 0UL
Request personal information for someone else
How is my request processed?  

On receipt of your completed Third Party Request form and proof of identity, the Data Protection Officer will review the request and if satisfied that all of the information required to process the request is available, will then gather together the personal information held. This willbe printed and sent to you with an accompanying letter.If, on reviewingthe form, the Data Protection Officer decides that more detail is required to be able to satisfy the request, they will write to you requesting such information. Once this has been provided, the process is as above.Should yourequire the personal information to be provided by some other media, this can be done on request.You should receive the information requested within 40 days of your request being received by the Data Protection Officer, subject to any further information that may be requested.

When you have received the information  

If , when you have received your personal information, you have any questions or are not satisfied in some way, then you should write to the Data ProtectionOfficer stating why. The Data Protection Officer will attempt to answer your concerns, but if you arestill not satisfied you have the right to contact the Information Commissioner to seek redress.Detailsabout the Information Commissioner can be found on the link to their website below.

Information Commissioner 

How do I request a CCTV image?  

To make a request for CCTV images you will need to obtain a CCTV Image Access Request form. This can be obtained by either calling Customer Services and asking for one to be posted to you,  making a personal visit to the Council Offices when they are open,  clicking on the link below and printing off the form that is returned.  When you have completed and signed the form it should be sent, together with 2 proof of identity document and a full face photograph, to

The Data Protection Officer

Melton Borough Council

Council Offices,

Nottingham Road,

Melton Mowbray,

Leicestershire

LE13 0UL

There is a charge for the provision of CCTV images. Click on Costs and Discounts for the latest charge and how payment can be made:

Request CCTV Image Form
When you have received your personal information  

If, when you have received the CCTV image, you have any questions or are not satisfied in some way, then you should write to the Data Protection Officer stating why. The Data Protection Officer will attempt to answer your concerns, but if you are still not satisfied you have the right to contact the Information Commissioner to seek redress. Details about theInformation Commissioner can be found on the link to their website below.

Information Commissioner 

