
Subject Access 
Request is 
received

Do any restrictions apply?

Both are valid requests and 
the time limit starts. If you 
are unsure about who the 
caller is, see the 'identiy 

unknown' step.

Do any exemptions 
apply?

Disclose to 
requester. 

Speak to DPO if 
you have further 
queries before 

sending.

Forward to DPO

There should be 3 x 
copies:

1. original documents
2. Proposed redactions
3. Redacted copy for 

requester.

If the request was 
received via email, 
you can disclose 
electronically with 
necessary security 

measures.

See 'exemptions' 
document. This 

includes third party 
data i.e. other pupils. 

Remember, 
teachers'/social 

workers' details do not 
need to be redacted.

NO

No

Yes

No

     Include covering 
letter, privacy notice and 

SAR procedure.

Subject Access Request Flow Diagram

Verbally

In writing

Yes

Identity unknown

Identity known

Ask for confirmation of 
identity that the school can 

check: i.e. birth certificate for 
PR, name, address, 

telephone/email. Make a 
note this has been seen.

Make a note that identity has 
been confirmed.

The SAR relates 
to their child?

If the child is 'competent' (usually 
secondary school) to understand their 
rights, they should be responded to 

directly. Discuss with individual about 
whether they are happy for parents to 

receive the disclosure. See 
'maintained schools'.  Academies still 

have a duty to provide academic 
reports to parents so these can be 

shared with parents.

One calendar 
month to respond 

to the request.

Mantained schools

If the school is maintained, 
parents can request to see a copy 
of their child's 'education record' 

under The Education (Pupil 
Information) (England) 

Regulations 2005. This must be  
within 15 school days.

Yes

This can include 'child abuse data', and 
personal data that may cause a 'serious 

risk of harm' if disclosed.

Highlight where 
redactions will 

take place. 
Redact where 

necessary using 
black marker (+ 
photocopy) or 

available 
redaction 
software.

a review is requested

Log actions and 
date of 

completion on 
SAR 

spreadsheet 

If the requester 
wishes for a 

hard copy, make 
sure they sign a 
dated slip stating 

this has been 
received.

Finally

Log receipt of SAR 
on SAR 

spreadsheet and 
send 

acknowledgement 
to requester. 

INCLUDE

SAR Templates:
- Acknowledgement
-Follow Up Covering 

Letter
-SAR Spreadsheet
- SAR Exemptions
- SAR Procedure
- SAR Guidance

-SAR Template Form

https://www.coventry.gov.uk/downloads/file/28617/subject_access_acknowledgement
https://www.coventry.gov.uk/downloads/file/28618/subject_access_follow_up_document
https://www.coventry.gov.uk/downloads/file/28618/subject_access_follow_up_document
https://www.coventry.gov.uk/downloads/file/28618/subject_access_follow_up_document
https://www.coventry.gov.uk/downloads/file/28618/subject_access_follow_up_document
https://www.coventry.gov.uk/downloads/file/28616/subject_access_request_register
https://www.coventry.gov.uk/downloads/file/28616/subject_access_request_register
https://www.coventry.gov.uk/downloads/file/29272/exemptions
https://www.coventry.gov.uk/downloads/file/29272/exemptions
https://www.coventry.gov.uk/downloads/file/29272/exemptions
https://www.coventry.gov.uk/downloads/file/28614/subject_access_procedure
https://www.coventry.gov.uk/downloads/file/28614/subject_access_procedure
https://www.coventry.gov.uk/downloads/file/28619/guidance_for_subject_access_requests
https://www.coventry.gov.uk/downloads/file/28619/guidance_for_subject_access_requests
https://www.coventry.gov.uk/downloads/file/28615/subject_access_template
https://www.coventry.gov.uk/downloads/file/28615/subject_access_template
https://www.coventry.gov.uk/downloads/file/28615/subject_access_template
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