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Responding to a request for personal information -  

Data Subject Access Request (DSAR) 
 

 

Is the request 
for Personal 

Data?

NO: Send letter to 
inform it is not a 

DSAR

YES: Has the request 
come from a third 

party?

YES: Has the third party 
evidenced their authority 
to make the request on 

the Data Subject's 
behalf?

NO: Send third party 
decline letter YES

NO: Do you have any 
reasonable doubts about the 

identity of the requestor?

NO

Is the request manifestly 
unfounded or excessive (e.g. 
due to repetitive character)?

NO: Complete and submit 
DSAR Form (within 1 

working day)

Are there many 
requests or is it 

complex?

YES: the time limit for 
responding can be 

extended by 2 months 
(3 months in total) -

consult Legal Services

Inform requestor of  
extention within 1 

month of reciept with 
reasons for delay

NO: must 
respond within 1 

month from 
reciept

Prepare documents 
for disclosure but 

seek approval from 
DO before sending 

YES: We can 
refuse request 

or charge a 
reasonable fee 
- consult Legal 

Services

YES: Obtain 
proof of identity 

before 
proceeding

Notes: 
 

• Where the requestor makes the 
request by electronic means, the 
response should be provided 
electronically unless the requestor 
requests otherwise. Always check 
the requestor’s preference.  

• We can no longer charge a fee for 
complying with a data subject 
access request, but a reasonable 
fee may be charged if multiple 
copies of documents are requested 
or if the request is otherwise 
manifestly unfounded or excessive.  

• Communication with the requestor 
must be concise, transparent and 
intelligible using clear and plain 
language. 

• Review the information collected 
and redact any information that 
should not be provided (for example 
because it  refers to third parties). 

• Retain a copy of all documents sent 
to the requestor.  
 

Timeframe to respond  
1 month (see notes) 


