a m a ze for disabled children

helping you through and young people in Sussex

Subject Access Request (SAR) Policy

1. Purpose and legislation

Under UK GDPR all individuals have the ‘right to access’ their personal data this is known as
a Subject Access Request (SAR). Under Data Use and Access Act 2025 (DUAA) we only need
to carry out a reasonable and proportionate search when responding to a SAR and we can
‘stop the clock’ (on response time) when asking for clarification about a request.

This policy explains how Amaze will respond when an individual asks for access to their own
personal information (a Subject Access Request or SAR).

2. Scope
This policy applies to:
o all staff, volunteers and trustees

o all personal data we hold and in any format, including:
o email, documents, spreadsheets, case management systems
o paper files, handwritten notes, meeting minutes
o messaging platforms used for charity business (eg Teams/WhatsApp/SMS)
¢ this policy covers third-party requests, for example, a parent carer requesting
information about their child.

3. What is a Subject Access Request? (SAR)

An SAR is a request made by an individual to find out whether we hold their personal data
and to obtain a copy of any data we hold about them. An SAR can be made in any format, in
writing, verbally or via social media. It may be expressed very informally, if you think
someone is making an SAR, clarify with the requester.

When handling SARs, we will:
¢ be helpful and transparent
o verify identity where necessary
o respond within legal time limits
¢ provide information securely
e protect the rights of other people (third parties)
e apply exemptions only where appropriate and documented
o keep records to show compliance.

Although the requester does not need to explain why they are making the request, we will
try to engage with them to understand better what they require. This can save time



providing data they may not need, for example, copies of emails we have sent them, and it
can uncover something they are not happy about, which we can address.

4. Roles and responsibilities
All staff and volunteers
Assume any request for “my information”, “my records”, “what you hold about me” could be
an SAR. You must:
e recognise an SAR
e pass the request immediately to the Data Protection Officer (DPO)
¢ not delete, amend, or hide records related to the requester

o keep the request confidential.

Line managers / service leads
e support searches for relevant information
e ensure staff meet deadlines
e help identify third-party data and sensitive information.-party data and sensitive
information

Data Protection Officer
e logs and manages SARs end-to-end-to-end

confirms identity checks and clarifications
e coordinates searches across systems
reviews exemptions/redactions

approves the response pack

handles any Information Commissioner Office (ICO) escalation support.

Senior management team
o assist the DPO in handling the searches, redactions and response pack
e ensure adequate resources and training
e approve this policy and oversee compliance
¢ handles complaints.

5. Identity verification
We may require proof of identity and parental responsibility such as copies/photos of ID (eg
passport/driving licence) and adoption or birth certificates.

6. Third-party requests

If the request is made by a professional on behalf of an individual, consent will be needed
from the individual. If they do not have capacity to provide this consent or the request is
made by a parent carer about their child, we need to consider whether the child or young
person is able to consent for themselves, that is are they mature enough and do they have
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capacity to agree to Amaze releasing this information to a third party. If they are too young
to consent or not able to consent to the request, we must consider if releasing the
information is in the best interests of the child or young person and if there are any risks to
them by sharing information (see safeguarding policy).

For example, a support worker in a children’s home requests the SAR on a child’s behalf to
support them claiming benefits, this is likely to be deemed in their best interests. If the
request was made by an estranged parent who had lost contact with their child where there
have been historic allegations of domestic violence, this would be unlikely to be in the child’s
best interests.

Usually if we have not been in contact with a child directly and their parent carer has
provided the information we hold about their child, we will provide this data. If the request
is made by their other parent carer who has not provided all the child data we hold, we will
need to understand the circumstances of the request and review the case for the child’s
capacity to consent and what is in their best interests. Where necessary we will discuss the
case anonymously with the Information Commissioner’s Office (ICO) for guidance.

7. Timeframes and extensions

Standard timeframe

We will respond to the request as soon as possible and usually complete the request within
one calendar month of:

e receiving the SAR
e confirming identity (if required)
e receiving any clarification needed to locate data (if applicable).

Extensions
We may extend the response time by up to two additional calendar months if the request is
complex or numerous. If we extend, we will tell the requester:

e within one month of receiving the request

e why an extension is needed

e when they can expect a response.

8. About the information we provide
We will provide information:
o usually in an electronic format, but will consider requests for paper
e securely, the file will be password protected and sent via Egress Switch
e any paper files can be collected in person (ID may be required) or sent recorded
delivery
¢ redact any information relating to third parties, this can include the names of other
professionals.
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9. Fees

Amaze SARs are normally free, but we may charge a reasonable fee for administrative costs
if a request is manifestly unfounded or excessive, or if an individual requests further copies
of the same information. Any fee decision must be approved by the CEO and documented
with reasons.

10. Refusing or limiting an SAR
We may decline a request or limit what we provide:

o if the disclosure would reveal information about another person, unless the other
person has consented to the disclosure or it is reasonable to disclose the information
without their consent

e the request is manifestly unfounded or excessive (we must be able to justify this)

e alegal exemption applies under data protection law (for example, where disclosure
would reveal another person’s personal data and it is not reasonable to disclose it, or
where legal privilege applies).

If we refuse or limit a request we will:
e explain the reason (unless the law prevents us)
¢ tell the requester how to complain to us and to the ICO
e document our decision, including the exemption relied upon.

11. Protecting other people’s information (third-party data)

Where the information we hold contains information about other people such as colleagues,
family members or other clients we will redact this information unless we have their
consent.

12. Record keeping and retention
We keep an SAR case file including:
¢ the request and correspondence
¢ identity checks (if any)
e search notes and system locations searched
e decisions on exemptions/redactions
e alist/summary of disclosed documents
Retention: SAR case files are retained for 5 years after closure (Information Management
Policy: retention schedule), then securely deleted/shredded.

13. Related Policies
Please also see the following related policies:
e Disciplinary Policy
e Privacy Policy
e Data Protection and Confidentiality Policy
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Appendix 1 — Process for handling an SAR

As soon as staff or volunteers are made aware of an SAR they must inform the DPO
immediately (within one working day), providing contact details and the details of
the request.
The DPO records details of the request on the ‘GDPR Request Log SAR Anonymisation
Deceased Clients’. They create an electronic folder for all correspondence and
documents relating to the request.
The DPO informs the CEO/Services Manager/Team manager to discuss the case, this
could include:

o if Amaze holds any records

o where/what records are held

o the extent of the request

o whether ID is required

o details of a third-party request.
As soon as (within 5 working days) the DPO is clear on the details of the request and
the expected response, they will contact the requester to:

o Acknowledge receipt of the request

o Request ID, if required

o Confirm any details about the request

o Advise the timescale for completing the request
If a request is declined, for example, a third-party request, details of this decision will
be recorded in the allocated folder and the requester informed as soon as possible;
providing details of how they can complain to ICO, if they disagree with our decision.
Amaze have one calendar month to complete the request from the request date,
excluding any wait time for ID checks or responses to clarification about the request.
Within deadlines agreed with those responding to the request information should be
collected from all systems including:

o Charitylog/Beacon CRM

o email accounts

o OneDrive folders

o Teams/WhatsApp/SMS

o paper files and archived storage
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¢ The information gathered will be reviewed and redacted where necessary:
o removing data that identifies other people (third parties), unless we have
consent or it is reasonable to disclose
o removing information that could cause serious harm or compromise
safeguarding where a lawful exemption applies
o ensure the disclosure is accurate and appropriate.

e The information will be prepared in a response pack with:
o copies of the data
o an explanation of what has been included
o if the response has been limited/redacted then we will explain why and
inform the referrer that they can complain to ICO if they disagree with our
decisions.

e Where possible the pack will be sent electronically, the files will be password
protected and sent via Egress Switch. Any paper copies can be collected by hand (ID
may be required) or sent special delivery.

e The DPO will close the log record of the SAR, ensuring all decisions and documents
have been saved in the allocated folder.
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