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Subject Access Request (SAR) Procedure 
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1. Purpose of this Procedure 

This procedure sets out how Edenbridge Town Council (“the Council”) will recognise, 
manage, and respond to Subject Access Requests (SARs) in accordance with the UK 
General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. 

This is an operational procedure, intended to support staff and councillors in handling 
SARs consistently, lawfully, and within statutory timescales. 

 

2. What is a Subject Access Request? 

A Subject Access Request is a request made by an individual to obtain: 

• Confirmation that their personal data is being processed; and 
• Access to that personal data. 

A SAR does not need to: 

• Mention data protection law 
• Be in writing 
• Use the phrase “subject access request” 

Requests may be received verbally, by email, letter, social media, or in person. 

 
3. Recognising a SAR 

A SAR may be recognised where an individual asks: 

• What information the Council holds about them. 
• To see, receive, or copy their personal data. 
• How their personal data is used. 

All staff and councillors must promptly notify the Town Clerk if they receive a request that 
may constitute a SAR. 
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4. Responsibility for Handling SARs 

Overall responsibility for SAR compliance rests with the Council. 

Day-to-day responsibility for handling SARs is delegated to the Town Clerk, who will: 

• Log the request 
• Assess its validity 
• Coordinate searches for information 
• Issue the response 

The Town Clerk may seek support from relevant officers or councillors as necessary. 

 

5. Timescales 

The Council must respond to a SAR without undue delay and within one calendar month 
of receipt. 

The response period may be extended by up to two further months where the request is 
complex or numerous. Where an extension is required, the applicant will be informed within 
the original one-month period, with reasons provided. 

 

6. Verifying Identity 

Before responding to a SAR, the Council must be satisfied as to the identity of the requester. 

Identity verification will be: 

• Proportionate 
• Appropriate to the sensitivity of the data 
• Requested only where necessary 

The response time will begin once sufficient identification has been received to 
confirm the identity of the requester or their authority to act. 

Identity Verification – Practical Guidance (Internal) 

When handling a Subject Access Request, the Council must be satisfied as to the identity of 
the requester or their authority to act. Verification should be proportionate to the nature and 
sensitivity of the data requested. 

The Council may verify identity by: 

• Confirming the request has been made from an email address already held on 
record. 
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• Asking the requester to confirm information already known to the Council (for 
example, address, reference number, or details of recent correspondence). 

• Requesting a copy of identification where necessary (for example, a utility bill or 
similar document). 

• Accepting a written authority where a request is made on behalf of another individual. 

The Council will: 

• Request only the minimum identification necessary. 
• Not require formal photographic identification in all cases. 
• Begin the statutory response period once sufficient identification or authority has 

been received. 

 

7. Locating and Retrieving Information 

The Town Clerk will coordinate searches for relevant personal data, which may include: 

• Electronic records (email, documents, databases) 
• Paper files 
• Records held within Council systems 
• Records held by councillors when acting on behalf of the Council 

Councillors who hold personal data on behalf of the Council must cooperate with SAR 
searches when requested. 

Personal data held independently by councillors in connection with constituency or ward 
casework may fall outside the scope of the Council’s SAR response where the councillor is 
acting as a data controller in their own right. 

 

8. Reviewing Information and Redactions 

Before disclosure, information will be reviewed to: 

• Identify personal data relating to the requester. 
• Consider whether exemptions apply. 
• Redact third-party personal data where appropriate. 

Where information is withheld or redacted, the Council will explain the reason in its 
response. 

 

9. Format of the Response 

Information will normally be provided: 
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• Electronically, where possible; or 
• Iin another format requested by the applicant, where reasonable. 

The Council will provide information in a clear and accessible form. 

 

10. Refusals and Excessive Requests 

A SAR may be refused, or a reasonable fee charged, where a request is manifestly 
unfounded or excessive, in accordance with UK GDPR. 

Any decision to refuse a request or charge a fee will be approved by the Town Clerk and 
clearly explained to the applicant. 

 

11. Complaints 

If an individual is dissatisfied with the Council’s response to a SAR, they may complain to the 
Council in the first instance. 

Individuals also have the right to complain to the Information Commissioner’s Office 
(ICO). 

 

12. Recording and Audit Trail 

The Council will maintain a SAR log recording: 

• The date of receipt 
• The nature of the request 
• Actions taken 
• The date of response 

This log will be retained in accordance with the Council’s Retention and Disposal Policy. 

 

13. Review of this Procedure 

This procedure will be reviewed periodically and updated where necessary to reflect 
changes in legislation, guidance, or Council practice. 

 

This procedure should be read alongside the Council’s Privacy Notices, Data Protection 
Policy, Retention and Disposal Policy, and Freedom of Information and Publication Scheme 


