
Is the information required 
extensive (e.g. Full HR Record), 

not readily available and/or from 
more than one department?

Direct the requestor to the 
University SAR web page or 

to email the Information 
Compliance Team at 

dpa@westminster.ac.uk 

Information Compliance Team to 
process 

ONE MONTH STARTS 
HERE OR REQUEST 

CLARIFICATION

The  Information Compliance Team 
contact the relevant departments for 

the information.  They collate, copy and 
make sure it clearly contains no visible 

third party information

The  Information Compliance Team 
send out the information securely, 

keeping a copy for their records in line 
with their retention schedule

Data Protection Act 2018 Subject Access Request (SAR) Handling Flowchart

Requestor completes SAR Form and 
sends to Information Compliance 

Team with consent if required, and 
copy ID 

YES NO
Information is basic and easy 

to provide (e.g. student 
enrolment form)  

Ensure individual has relevant 
ID (e.g. student/staff card) 
and provide information

Individual requests to see personal 
data/files

END

END
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