Leader’s Surgery Action Sheet


[bookmark: _Hlk188455573]PLEASE NOTE *The consent/data protection notice on page 3 (overleaf) must be completed*

Date: Click or tap here to enter text.     Time: Click or tap here to enter text.

Place: Click or tap here to enter text.
Constituents Name: Click or tap here to enter text.

Telephone number (home and/or mobile): Click or tap here to enter text.

Address: Click or tap here to enter text.

Postcode: Click or tap here to enter text.

Email address: Click or tap here to enter text.



Details of the main issue being raised (e.g. Housing, Benefits, Debt, Parking etc) – please be as specific as possible: Click or tap here to enter text.






Outcome you are hoping for? Click or tap here to enter text.












	For office use only:

Policy or Casework? Click or tap here to enter text.
Which staff member is the action for? Click or tap here to enter text.

Is the issue time sensitive? Y / N (deadline: Click or tap here to enter text.)

What are the identified actions? Click or tap here to enter text.


























Constituent(s) Data Protection Notice and written authority

To: Councillor Bella Sankey

From (name/s in capitals): 						 

The information that you have provided on this form and elsewhere will only be used (subject to consent below) by Councillor Bella Sankey and Brighton and Hove City Council’s officers in relation to the issues you raise. To deal with these issues, it may be necessary to pass your details to third parties including, but not limited to, officials and elected representatives of local and national authorities and bodies.

Please read and sign one of the statements below to show that you understand and that you are happy, or not happy, for your information to be used for the purpose described, and that you consent, or not, to the proposed processing. If you have any questions or concerns about how your information will be processed or about your rights under the Data Protection Act 1998 & General Data Protection Regulations (GDPR) on Brighton and Hove City Council Website (or ask to see a copy at an advice surgery if you are attending one, or we can send you a copy if you do not wish to access the website).


We cannot proceed without this section being completed, please tick one of the following.


☐ I confirm that I want you to pursue the matters I have discussed with you and/or your staff. To do so you may use all information I have provided about me, whether written or spoken, and including sensitive personal information as may be required. I also confirm that I authorise you to obtain any such medical reports, documents, papers and other information as may be required to pursue these matters. I understand that you will do so in accordance with the requirements of the Data Protection Act 1998 and GDPR.

OR

☐ I confirm that I want you to delete the information I have provided about me and I do not want you to pursue the matters I have discussed with you and/or your staff (any existing file and correspondence with me will be deleted and Councillor Sankey will not contact me in relation to these matters I have raised – the only exceptions to this are those exceptions as allowed under GDPR e.g. public interest relating to disclosure of criminal offences etc)   



Signed: Click or tap here to enter text. Date: Click or tap here to enter text.
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