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Subject Access Request (SAR) Policy 

Purpose of this Policy 

This policy sets out how Whiteshill and Ruscombe Parish Council will comply with 
the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 
2018 when responding to Subject Access Requests (SARs). 
A SAR is a request made by an individual to access their personal data held by the 
Parish Council. 

Scope 

This policy applies to: 

• All personal data held by the Council in any format (paper, electronic, audio, 
CCTV, emails, phone messages (e.g. Cllr WhatsApp etc.). 

• All staff, councillors, contractors, and volunteers who process personal data 
on behalf of the Council. 

What is a Subject Access Request? 

A SAR is a request from an individual asking to: 

• Confirm that the Council processes their personal data. 
• Obtain a copy of that personal data. 
• Receive supplementary information (“privacy information”) required under 

Article 15 UK GDPR. 

A SAR can be made: 

• In writing (email or letter) 
• Verbally (including by telephone or in person) 
• Through a representative (with proof of authority) 

The Council cannot require use of a specific form, though one may be offered to assi 

How to Make a Request 

mailto:clerk@whiteshillandruscombe-pc.gov.uk
http://www.whiteshillandruscombe-pc.gov.uk/


Individuals can submit SARs to: 

Data Protection Officer / Clerk: 
 
Helen Dunn 
clerk@whiteshillandruscombe-pc.gov.uk 

PO Box 125, Dursley, GL11 9BZ 
07943 894637 

If a request is made verbally, the Clerk will record it accurately and confirm details 
with the requester. 

Identity Verification 

Before responding, the Council must verify the identity of the requester to protect 
personal data. Acceptable forms include: 

• Passport or driving licence 
• Recent utility bill 
• Council tax statement 

If additional identity information is needed, the response time will pause until it is 
provided. 

Timescales for Response 

The Council must respond within one month of receiving the request and sufficient 
ID. 
This may be extended by up to two further months if the request is complex or 
involves numerous records. 
If an extension is required, the Council will notify the requester within one month of 
receiving the request. 

Fees 

SARs are free of charge. 
A reasonable fee may be charged only where requests are: 

• Manifestly unfounded or excessive, or 
• For additional copies of previously provided information. 

The requester will be informed in advance if a fee is applicable. 

Locating and Reviewing Information 

The Clerk (as data controller on behalf of the Council) will: 

1. Identify systems and records containing personal data. 
2. Ask staff/councillors to supply relevant data. 
3. Review data to: 
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o Confirm it relates to the requester. 
o Ensure third-party data is not improperly disclosed. 
o Remove or redact exempt information. 

Third-Party Data and Exemptions 

The Council must protect third-party personal data. Before disclosing: 

• Third-party data will be removed or redacted unless the individual has 
consented or disclosure is otherwise lawful. 

Common exemptions under the Data Protection Act 2018 include: 

• Management information relating to negotiations. 
• Legal professional privilege. 
• Crime and taxation exemptions (in specific cases). 

If an exemption applies, the Council will explain why information is withheld unless 
doing so would prejudice lawful purposes. 

Format of Response 

Information will be provided: 

• In a clear and accessible format. 
• Electronically or in hard copy, depending on the requester’s preference 

(where feasible). 

The response will include: 

• The personal data requested. 
• Reasons for any withheld or redacted information. 
• Required privacy information (purposes of processing, rights, retention 

periods, etc.). 

Record Keeping 

The Parish Council will maintain a SAR log including: 

• Date request received 
• Identity verification steps 
• Details of data searched 
• Response date 
• Any exemptions applied 
• Notes of communications with the requester 

SAR logs will be retained in accordance with the Council’s retention schedule. 

Responsibilities 



• The Parish Council is the Data Controller. 
• The Clerk oversees the SAR process and ensures compliance. 
• Councillors and staff must provide requested data promptly and securely. 
• Contractors and third parties must cooperate where the Council holds 

personal data jointly. 

Complaints and Appeals 

If an individual is dissatisfied with how their SAR was handled, they may: 

1. Request an internal review by the Clerk 
2. If still dissatisfied, contact the Information Commissioner’s Office (ICO). 

Policy Review 

This policy will be reviewed annually or sooner if legislation or guidance changes. 

 


