
 

 

 

 

 

Appendix 1 - Subject Access Request Flow Chart 

 

 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

ANY DELAYS IN THE PROCESS MUST BE REPORTED TO THE DPO IMMEDIATELY  

Subject Access Request (SAR) received by Alexandra Surgery 

One calendar month deadline begins 

Is it a request for personal information? 

If unsure, pass immediately 
to the DPO or your manager 
    

Treat as routine 

request - 

Business As 

Usual (BAU) 

 

DPO sends out acknowledgement within two working days of receipt using the template response 

DPO commissions and provide and guidance where required  

DPO reviews the response and if satisfied, provides the applicant with the 

information requested 

Details of the right to complain/appeal are given in the template response 

 

DPO complete entry on the Log 

YES 

NO 

Has the applicant 
provided proof of 
identity?  
    

No 

Request 
proof of 
identity 

YES 


