
Day 1
CENTRAL & SERVICE SAR PROCESS
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SAR Request 
Received

Log SAR on 
GDPR Sentry

Inform 
Governance 

(email)

Identify SAR 
Lead

Set up initial Focus Group 
Meeting;** discuss/confirm scope & 

parameters ****

I.T

Inform I.T 
Service Desk

Pre-Focus Group Meeting, IT may decide to 
undertake a preliminary search.

Validity & Consent

Acknowledge & Confirm 
Scope under guidance of the 

DPO

Day 2 – Day 13

Subsequent SAR Focus Group  
Meetings** as required

****Collation 
& filtering of 

data  including 
removal of 

duplicates and 
redacting.

Day 14

Regular QA 
checks on 
data sets

Pre –
Submission
Check***

Data Collation 
Complete

Day 15*

Submit Data 
Request under 
the guidance 
of the DPO

Update GDPR 
Sentry

****Send data to 
SAR Lead

*Pupil Information Request 
to be completed within 15 school 
days. Contingency plan to be 
activated if record not provided 
within timeframe.

***Pre-Submission Check
• How is the data being 

submitted to the data 
subject.

• QA check on 
redacted data set/s.

Confirm if 
extension is 
required by 

Day 10
No

Yes

Under the 
guidance of the 

DPO inform 
Data Subject  
of extension 

**SAR Focus Group 
Meeting
• Identify Team
• Define Scope
• Assign owners 
• Create action plan
• Communicate

****Consideration - If SAR is from a previous/current 
employee a ‘first pass’ redaction is required by the 
Group Financial Operations Manager and/or  Head of 
HR Operations.

Post Focus Group** 
agreed actions. 
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