Clubs

SUBJECT ACCESS REQUEST FLOWCHART

Isita
request
for personal
data?

This is not a subject

Subject Access
Request recieved

NO

access request

YES

Confirm the identity of the data subject

Contact the requester
Isita and ask for additional This is not a subject
valid request? NO — details/or further access request
clarification

Acknowledge the request offer logging it and noting the date (of valid request).
You have 1 month to provide the data starting this date

Inform the requester about the
complex/numerous nature of

Can the data
be provided
within 1 month

NO the request and that additional
time will be required (no more
than 2 additional months)

YES

Locate and gather
the information sought

Does the
information
containt
personal
data?

Right of access does
not apply. Inform the
data subject accordingly

YES

Consult ICO Guidance
and decide which information

Is there
information
identifying third
party?

YES identifying third party should
be withheld or disclosed.

NO

Review ICO Guidance
on exemptions from disclosure

Do any
exemptions Record the reasons
from disclosure for applying exemptions

apply?

Redact any third party indentifiying information
and/or exempt information

Supply the personal information to the data
subject and keep a record



