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	Request for Information for Legal Aid Proceedings (CIVIL)
The Civil Legal Aid (Procedure, Remuneration and Statutory Charge) (Amendment) Regulations 2018

	Guidance is available to help with the completion of this form.
All sections must be completed.
This form has been designed to facilitate the application for requesting Essex Police to provide evidence to demonstrate whether the criteria is met for the granting of legal aid for Family Court proceedings involving domestic abuse, child protection, or connected financial matters.

This form should not be used for requesting information relating to legal aid for criminal proceedings, for the disclosure of documents relating to an incident, for reporting crime, or for passing information to police. If your request does not relate to information required for civil legal aid purposes your application may be rejected.

If you are requiring disclosure of police material for use in Family Court matters, or you wish to make a Rights of Access application for your own personal data held by Essex Police, please refer to the Essex Police website Request information about yourself or someone else | Essex Police.  



	Previous applications

	Please supply previous Essex Police Right of Access or information request reference numbers if linked to this application.
	[bookmark: Text3][Any previous Information Rights application references e.g. EPROA00000 / EPCRT00000]



	1. Legal representative details 

	If you do not have legal representation, do not complete this section.

Essex Police will not discuss your request with another party or disclose details without your consent. If you have a potential legal representative please provide their contact details below as disclosure will be sent direct to them.

	Representative
	[Representative Full Name]

	Organisation/Company
	[Organisation / Company Name]

	Email address 
	[For correspondence / disclosure purposes]

	Telephone number
	[For correspondence purposes]



	2.  Personal Information - Victim

	Victim Forename(s)
	[Victim Forename(s)]

	Victim Surname/Family name
	[Victim Surname]

	Have you used or been known by any other names
	|_| Yes                    |_| No 

	If you have answered Yes to the question above, provide a list of all your previous names below, including maiden/married names, names prior to and after change by deed poll, and name at birth if different from the above. Failure to answer this question will delay your request and may limit search results. If you run out of space, please supply additional information on a separate sheet.

	Previous name(s) 
	[Forename(s) SURNAME]

	Date of birth
	[DD/MM/YYYY]

	Place of birth
	[Village/Town/County/Country]

	Current address: This must be the physical address you reside at (not a PO Box), indicate dates of residence This should match your ID documents

	Address and postcode
	[Victim current address]
[Postcode]     

	Date from
	[MM/YYYY]

	Previous address, if your request relates to an event when you were residing at a different residence, please provide details below

	Previous address and postcode
	[Relevant address for incident]
[Postcode]     

	Date from and to
	[MM/YYYY to MM/YYYY]

	Identification requirements for applicants without legal representation
Identification must be provided. This must be two forms of identification to confirm proof of name (e.g. passport/driving licence), and proof of address (e.g. utility bill/bank statement not more than 6 months old). A full list of acceptable identification is found on the GOV.UK website: Proof of identity checklist.
www.gov.uk/government/publications/proof-of-identity-checklist/proof-of-identity-checklist





	3. Contact details for disclosure purposes

	Email address 
	[Email address for receiving disclosure]

	NOTE: Disclosures will be made by email direct to the identified legal representation. Applicants without legal representation will receive disclosure directly, provided the identification requirements have been met. If you require disclosure to be provided by post or in person collection from Essex Police Headquarters, please specify below:

	[Please specify if alternative method required]



	4. Suspect details

	Information provided in this section must be in relation to the individual(s) involved within the civil proceedings you are seeking legal aid against.

	Suspect forename(s)/given name(s)
	[Suspect Forename(s)]

	Suspect Surname
	[Suspect Surname]

	Date of birth 
(or approximate age if not known)
	[DD/MM/YYYY]

	Place of birth
	[Village/Town/County/Country]

	Address and postcode
	[Suspect address]
[Postcode]     

	Date from
	[MM/YYYY]

	Suspect relationship to victim
	[e.g. ex-partner]



	5. Details of the offence(s)

	Date      
	[DD/MM/YYYY]

	Location
	[Location/Address]

	Type of incident(s) reported/crimed
	[Please provide details of the incident you are seeking to use for the basis of the legal aid application]

	Any police reference numbers that apply
	[Please identify any known police reference numbers - Investigation references will be in the format 42/XXXX/YY. Incident numbers may be in the format EP-YYYYMMDD-0000, or 0000 of DD/MM/YYYY]






	6. Declaration and signature

	The information I have supplied in this request is correct and accurate and is supplied for the purposes of obtaining evidence for legal aid only. 
I have requested copies of all relevant materials (as listed above) in respect of proceedings relating to the above individuals.
· I undertake that, any evidence supplied by Essex Police will be kept under secure conditions and not left unattended in vehicles or otherwise unprotected. All computer-based security or anti-virus/anti-malware software in place is up-to-date.
· I acknowledge that any materials received from Essex Police are subject to relevant data protection legislation. Appropriate technical and organisational measures are in place to safeguard the disclosed information. Where necessary, I will seek guidance from the Information Commissioner’s Office (ICO) via www.ico.org.uk and implement any recommended measures.
· The information supplied within the disclosure will not be reproduced in any form.
· Any evidence provided will not be supplied to, or shared with, any other person except for the sole purpose of consideration/use for legal aid e.g. by legal representatives and/or Legal Aid Agency representatives. This includes, allowing other individuals to have sight of the information disclosed without approval being obtained from the Legal Aid Agency or Essex Police. 
· I will ensure that any surplus copies of the evidence are destroyed at the conclusion of the proceedings/legal aid funding and any copies kept for assessment purposes are held only for the required retention period. 
· If there is any identified breach of data protection legislation involving the disclosure it is formally notified to Essex Police without undue delay
I will keep a copy of this undertaking and a written record of any persons to whom the
information is released.

	[bookmark: _Hlk189054837]I confirm and understand the undertaking above:

	Full name
	[Full name of individual making application]

	Organisation (if applicable) 
	[Company / Organisation]

	Position within organisation
(if applicable)
	[Position]

	If a legal representative, provide SRA number
	[Solicitors Regulation Authority number]

	Signature
	[Electronic signatures can be accepted]

	Date
	[DD/MM/YYYY]

	Applicants without legal representation:

	Identification documents
	|_|  Copies of two forms of identification attached

	All requests must to be sent to: civil.legal.aid@essex.police.uk



	7. How information collected on this form will be processed

	The information provided within the above form is used for the process of validating and processing this application. 

Please be aware that any information provided may be further processed for law enforcement purposes. For further information regarding policing purposes please refer to the Essex Police registration with the Information Commissioner’s Office.

Information collected by Essex Police as a result of this application will be kept securely for a period of seven years before being deleted. In exceptional circumstances that period may be extended. This decision will be reviewed annually.

Please refer to the Essex Police website for general details in regard to the Fair Processing Notice, Privacy Notice and Retention Policy and further rights under GDPR such as right to be informed, right to rectification, right to erasure/to be forgotten, right to restrict processing, right to data portability, right to object and rights in relation to automated decision making and profiling.
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