
NORTH AYRSHIRE COUNCIL

 INFORMATION REQUEST FORM  (IRF11)

This form has been provided by the Council for members of the public to use when requesting access
to either personal information (under the Data Protection Act) or council information (under the
Freedom of Information Act).

Section 1 Everyone should complete this section as it will give us general details about you and
allow us to process your request and then also complete either Section 2 or Section 3
depending on what your request is about.  If your request is only in respect of public
information recorded by the council (also known as a Freedom of Information Request)
then Section 2 may be ignored.

Section 2 Complete this section in addition to Section 1, only if your request relates to access to
personal information processed by the council in respect of yourself or someone you
are acting on behalf of.  This is also commonly known as a Data Protection Subject
Access Request.

SECTION 1 PARTICULARS OF APPLICANT

Surname:_____________________________   Forename:_______________________________

Address:_______________________________________________________________________

_______________________________  Post Code:______________________________________

Tel No:____________________  e-mail address:_______________________________________

INFORMATION REQUESTED
(please provide as much information as possible including dates, contact names/departments &
references)

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________



SECTION 2 DATA PROTECTION ACT REQUESTS (Personal Information)

Please be advised that the making of false or misleading statements in order to obtain
access to personal information to which you are not entitled is a criminal offence.

In order to process requests involving personal information, the Council require the following to be
provided:

•  Additional Personal Details (to allow us to specifically identify you as an individual)

•  Sex_____________________________________________________________________

•  Date of Birth______________________________________________________________

•  £10 fee for access to data held under each register entry number. Cheques and Postal Orders
should be made payable to “North Ayrshire Council” and crossed “A/C Payee Only”.

•  Proof of identity.  We require 2 items of identification such as either

•  originals or copies of utility bill, bank statement or current council tax bill (any documents
provided will not be returned) or

•  Signature of an NAC employee who knows you & can sign the following confirming your
identity in lieu of the 2 documents.

•  I __________________________________________(print name) can confirm that

 _______________________________________(print name) is the subject of the

information being requested.  ______________________________________________
(Signature of NAC Employee & Position)

In order to maintain your privacy, we may, in some cases, request further proof of identity,
depending on the type of data being sought.  Please note that under data protection legislation, there
are a few instances where information requested may be withheld & we will advise you of such if
applicable.

Signature of Applicant:___________________________       Date:__________________

Return this form to:
Information & Records Mgr
North Ayrshire Council
Cunninghame House
Irvine
KA12 8NY

 [Request for Access to Personal Data (v. 1.3)]


