
 

Subject Access Request  

Standard Operating Procedure – short version 

Please refer to full Operating Procedure for full details 

 

 

Request 
received

• Request sent to Governance Team within 1 working day of receipt via SAR 
inbox; SubjectAccess@staffsstoke.icb.nhs.uk.

• Log and Acknowledged within three working days.

•If information held, request collation of the information from data source.

• If information not held advise requester and re-direct where approriate to 
whoever holds the information.

Identity 
checked

• Staff - Access to information contained in personnel file; ask applicant to 
complete a SARs request form detailing information required.

• Member of Public- complete identity check, requiring two forms of ID; 
photographic and confirming address.

Seek 
information

• Member of the Public: Seek information from the relevant department.

• Staff: Pass request to HR for collation of the information.

Caulicott 
Guardian 

• Identify exemptions and redact if appropriate.

• Present to Caldicott Guardian for sign off; Heather Johnstone or Lynn Tolley 
Deputy Caldicott Guardian.

•Note Caldicott Guardian signs off all public and staff Subject Access 
Requests.

Send 
information

• Add covering letter signed by the Caldicott Guardian.

• Send information by secure route.


