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Spotlight on…



What do you know? 
• Right of Access (Article 15 UK GDPR)

• Entitles a data subject to:

• Confirmation as to whether or not personal data concerning the DS is being 
processed

• A copy of their personal data (in electronic form)

• Other supplementary information 

• No fee

• 1 month (can be extended by 2 months - complexity and number of requests)

• Specific exemptions may apply 



Formalities

• Does a SAR have to be in writing? – No (unlike an 
FOI request)

• No formal requirements for a valid request

• Can be made verbally

• Can be made to anyone within the organisation

• Doesn’t have to refer to it being a subject access 
request



Can you narrow an SAR down?

• You can try but you can’t force them

• Clarification

• Large amount of personal data e.g. for an employee

• Genuinely required



Can you narrow an SAR down?

➢Strategy tip: Reduce the scope of your search and 
the personal data to be reviewed

➢Strategy tip: Seeking clarification stops the clock

➢Strategy tip: Keep the ICO happy – act without 
undue delay

➢Strategy tip: Present the request for clarification in 
terms of its benefits to the data subject



Identification

• Must be satisfied of the identity of the requester

• Enough information to judge whether the requester is 

the subject of the SAR

• Be reasonable and proportionate

• Not appropriate where requester’s identity is obvious

➢Strategy Tip: the clock doesn’t start until you received the ID 

information



Extending Time

• Complex request; or

• Received a number of requests from the same 

individual (including other individuals’ rights e.g. 

erasure)

• Three months from the original start date



A reasonable search

• High expectations to provide information in response to 

SAR under the UK GDPR 

• Reasonable efforts

➢Strategy Tip: Searches that are reasonable and proportionate 

are sufficient

➢Strategy Tip: Consider appropriate search parameters and 

agree them with the requester



What do you have to give in response to 
an SAR?
• The data subject’s own personal data
• General information

➢ Strategy Tip: Keep the definition of personal data in mind

• A copy of their personal data (in electronic form)
➢ Strategy Tip: Remember there’s no requirement to provide full copies of 

original documents
➢ Strategy Tip: Consider providing a copy of the personal data in a different 

form

• “The right…shall not adversely affect the rights and freedoms of 
others” (Article 15(4))
➢ Strategy Tip: Consider the 3rd party data exemption



When can you refuse to comply?

• Manifestly unfounded

• no intention to exercise their right of access

• the request is malicious in intent and is being used to harass an organisation with no 
real purpose other than to cause disruption

• makes unsubstantiated accusations clearly prompted by malice;

• targets a particular employee against whom they have some personal grudge; or

• systematically sends different requests as part of a campaign

• Excessive

• clearly or obviously unreasonable

➢ Strategy Tip: Keep a record all subject access requests



When can you refuse to comply?

• An exemption applies

• Enable you to withhold information a from Data Subject 

• Require detailed case by case application

• Free to provide information even if an exemption is 

applicable, but should consider implications

• Ensure audit trail to justify exemption



Examples of relevant exemptions

• References (in confidence)

• Management forecasts 

• Negotiations 

• Legal professional privilege

• 3rd party data



3rd Party Data

Determine whether the 
request requires the 

disclosure of 
information that 

identifies the 3rd Party

Obtain consent

Consider whether it is 
reasonable in all the 

circumstances to 
disclose the information 

in any event
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