SUBJECT ACCESS REQUEST PROCEDURE FLOWCHART

Request for access to
information received

Inform the Data Protection
Lead who will record the
request in the SAR Log

Schools

DPO

Is the request
from the data

Is it clear what
data is being
requested?

Acknowledge receipt as
quickly as possible and
within 3 working days

Search systems for relevant
personal data

Provide access to data
subject via a secure link;

include link to privacy notice.

Note any exemptions if
appropriate to do so

Acknowledge
receipt and seek
clarification

Request further
information to
verify identity

Is the data

subject’s

identity clear?

subject?

Is it from a third
party acting on
behalf of the data
subject?

Is the third
party’s authority
to make a
request clear?

Request further information
to verify authority to act for
data subject

Check whether
any exemptions

Internal independent review
of prepared data and use of
any exemptions

Keep copies of
response and data

apply to any of
the collated data

Review data and
redact or withhold
as appropriatein
line with any
exemptions

Update SAR Log to reflect response
and decisions, including any
exemptions relied on to withhold
data and reasons why




