Subject Access Request (SAR) - Process Map
for Parishes

Step 1: Acknowledge
and Verify

Prepare response
acknowledgement
including: Cover letter, a
SAR form, request their ID
ask how they want to
receive the info

Calculate a target
response date for the
individual

Inform Data
Protection Rep
(DPR) in parish

Send to individual
and keep a copy

A SAR is received

Remember!
Once the SAR is

received there is a

1 month time
frame in which

you must respond

Liaise with 3rd party
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Step 4: Gathering
Additional Information

Gather additional
info on processing
including:

Collate all

additional info

Step 5: Developing your
Response

Collate all information Final check & verify S
gathered HEnsure IDis verlfledH that all is in order H Write cover letter HMake copy of all |nfoH

end response within
1 month

Step 6: Keeping
a Record

Close the file and keep
secure

Log and record all Subject
Access Requests including:




