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23 April 2026



Dear Sir/Madam					
Request for Access to Records
Your Client: Agnes Murdoch
I refer to your letter dated 21 April 2026 requesting access to your client’s Social Work Services records.

Before we can process this request it will be necessary to receive a ‘wet signed mandate’.  

In terms of the Data Protection Act, the Council cannot comply with a request for personal data unless we have an approved mandate.  I should perhaps explain that this is a normal part of our procedure, for the purposes of data security and compliance with the Data Protection Act, as permitted within section 7(3) (a) of the Act. 
This is no reflection on you personally or professionally. I have no reason to doubt your credentials. However, we require a ‘wet signed’ mandate’ to allow us to release any requested information to yourself on behalf of your client.
I would therefore be grateful if you could arrange for a wet signed mandate from Ms Murdoch nominating yourself to act on her behalf to be sent to this address with the completed DPA 1(b) form and we will process the request.  

It is highly unlikely that we will be able to respond to your request within the statutory deadline of one calendar month.  We may still be able to meet this deadline where requests are for relatively small amounts of personal data, however due to the complexity of processing requests for social work records, which are often detailed, can be of significant size, and frequently hold personal data relating to persons other than the data subject, we have extended the timescale for response to your request. This decision has been made in line with the provisions of the Data Protection Act 2018, which permits us to extend the timescale for response by a further two months if necessary.

Once we are in receipt of the mandate we can action your request.  If we do not receive this by 23 May 2026, your request will be closed.

We aim to directly resolve all complaints about how we handle personal information. If your complaint is about how we have handled your request for personal information, you can contact the Council’s Data Protection Officer by email at dataprotection@glasgow.gov.uk 

However, you also have the right to lodge a complaint about data protection matters with the Information Commissioner's Office, who can be contacted by post at:  Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF. By phone on 0303 123 1113 (local rate). Visit their website for more information at- https://ico.org.uk/make-a-complaint/ 



Yours sincerely

Elaine McCorkell
Elaine McCorkell
Administration Officer
Complaints, FOI and Investigations Team
Email DataProtection@sw.glasgow.gov.uk
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