Southern Health
HSC and Social Care Trust
FLOWCHART FOR MANAGEMENT OF SUBJECT ACCESS REQUESTS
(SAR) IN LINE WITH UK DATA PROTECTION LEGISLATION (UK GDPR)

If the SAR Co-
ordinator is not
identified by
day 4, or if the
Head of
Service
indicates there
will be issues
with providing
the records on
time, IG Team
should notify
Information
Governance
Manager for
escalation.

If all records
have not been
received by IG
Team by Day
25: 1G Team to
notify the Head
of Information
Governance
for escalation
to relevant
Director.

cc AD

SAR Request received by Trust

Request forwarded to Information Governance Team to be logged

Department/Team who hold records to be identified by the IG Team.

The SAR will be forwarded to the Head of Service to identify which

member of professional staff will be SAR Co-ordinator. The 30 day
deadline will be outlined bv IG Team.

Relevant Head of Service advises |G Team of their nominated SAR
Co-ordinator. SAR to be scanned and emailed to response Co-
ordinator (advice about response dates provided by IG Team) cc HOS.

IG Team issue a reminder to SAR Co-ordinator advising of response
date. By this date records should be located, copied and reviewed by
the professional for 3rd party data which must be redacted. If the
request is deemed complex the requestor should be informed.

The records should now be forwarded to IG Team to organise
Collection/Delivery to the Data Subject/Requester.

The copied/redacted records should be with IG Team by this stage at
latest. Once received IG Team will organise Collection/Recorded
Delivery with the data subiect/requester.

Records should be issued to requester by either collection or recorded
delivery for simple SAR requests. IG Team to update Infreemation and
record any reasons for delay. Complex SAR will continue to be
processed to ensure delivery within 90 days.
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If the SAR Co-
ordinator does
not believe that
the deadline will
be met they
should notify IG
Team to advise
an extension is

required and
provide
reasons. This is
only applicable
in complex
cases.

If records have
not been
received by the
IG Team on day
221G Team to
contact
Information
Governance
Manager for
escalation to
relevant Head of
Service. cc AD




