


What is a subject 
access request? 

One of the main rights which the Data 
Protection Act gives to individuals is the 
right of access to their personal information. 
An individual can send you a ‘subject access 
request’ requiring you to tell them about 
the personal information you hold about 
them, and to provide them with a copy of 
that information. In most cases you must 
respond to a valid subject access request 
within 40 calendar days of receiving it. 

Why is it important?
The right to access personal data,  
commonly referred to as subject access,  
is created by section 7 of the Data Protection 
Act. It is most often used by individuals who 
want to see a copy of the information an 
organisation holds about them. 

An individual can also request information 
about the reasoning behind any automated 
decisions, such as a computer-generated 
decision to grant or deny credit, or an 
assessment of performance at work. It is in 
all of our interests to recognise requests for 
personal information from customers and 
colleagues, and handle them appropriately.

Who is the audience?
Recognising and acting upon a request  
for personal information is relevant to,  
and the responsibility of, everyone in  
your organisation.

How do I share the key messages?
A set of generic communications, included 
on the pages that follow, have been prepared 
for immediate use. They have been designed 
to inform and educate employees about 
requests from customers and colleagues for 
access to their personal data.

What do we want employees to do?
Take appropriate action if they think they 
might have received a subject access request. 
If employees are more aware of the issues, 
they are more likely to act accordingly.



ACCESS AWARE has been created as a simple, 
easy to understand expression of the right to 
access personal information. 

We want to raise awareness among  
employees in a wide range of organisations  
of their obligations in relation to subject  
access requests.

This toolkit has been designed to remind staff 
to be ‘Access Aware’ – acting as a prompt to 
help them recognise a request for personal 
information, and how to deal with it.

Access Aware



Tools for you

We have created this toolkit of materials for 
organisations to download, print, and display 
around your own office – to remind staff to be 
‘Access Aware’.

The posters can be printed on your desktop 
printer and put up in employee areas. (See links 
to download the files on the following pages.)

Each poster can be used on its own, or in 
conjunction with others, and all feature 
a mechanism for you to complete to let 
colleagues know what to do once they have 
received a subject access request.

The roundel device on each page allows you 
to add the name and contact details for the 
person in your organisation responsible for 
responding to subject access requests.

email

call

If you receive a request for  
personal information, you must 
forward it to this person.

IS.Sue Smith

sue.smith@ab
08440 32



If a customer or 
colleague requests 
the information we 
hold about them,  
it may be a subject 
access request.

If you think you’ve 
received one you 
need to take action.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

Campaign overview

Effective handling 
of subject access 
requests will 
reduce complaints 
and the impact 
they have on  
our organisation.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

INTERNAL MEMO

If a colleague 

asks for the 

information we 

hold on them, 

it is a valid 

subject access 

request.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

If someone 

asks you for 

the personal 

information 

we hold on 

them, it’s our 

responsibility

to deal with it.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

Subject

be

requests

must

access

answered

within 40 days.
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A subject access 
request sent by 
email or fax is as 
valid as one sent 
as a hard copy.

A written request 
is a valid request.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

A subject 
access request 
doesn’t need 
to mention the 
Data Protection 
Act to be a  
valid request  
for information.



If a customer or 
colleague requests 
the information we 
hold about them,  
it may be a subject 
access request.

If you think you’ve 
received one you 
need to take action.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

What is a subject 
 access request? 
 poster

A3 A4

Printable pdfs have been created in A3 
and A4 format. Click on the icons below 
to download them to your desktop.  
Print from your desktop printer.

Under the Data Protection Act, individuals have 
the right to access their personal information. 
An individual can send you a ‘subject access 
request’ requiring you to tell them about the 
personal information you hold about them, and 
to provide them with a copy of that information. 

A subject access request might be sent to 
any member of staff within the organisation, 
making it everyone’s responsibility to recognise 
requests, and act upon them.

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/1_Access_Aware_A3_Poster_Finance_WIASAR.pdf
http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/1_Access_Aware_A4_Poster_Finance_WIASAR.pdf


Valid request poster

Printable pdfs have been created in A3 
and A4 format. Click on the icons below 
to download them to your desktop.  
Print from your desktop printer.

A subject access request doesn’t need to 
mention the Data Protection Act to be a  
valid request for personal information –  
be ‘Access Aware’.

We are all responsible for ensuring subject 
access requests are identified and dealt  
with appropriately.

A3 A4
If you receive a request for  
personal information, you must 
forward it to this person.

email

call

A subject 
access request 
doesn’t need 
to mention the 
Data Protection 
Act to be a  
valid request  
for information.

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/2_Access_Aware_A3_Poster_Finance_VR.pdf
http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/2_Access_Aware_A4_Poster_Finance_VR.pdf


Written requests 
 poster

Printable pdfs have been created in A3 
and A4 format. Click on the icons below 
to download them to your desktop.  
Print from your desktop printer.

A subject access request sent by email or fax 
is as valid as one sent in hard copy, a written 
request is a valid request – be ‘Access Aware’.

A request for personal information can come 
in many forms – if you think a customer, or 
employee has made a subject access request, 
make sure you deal with it appropriately.

A3 A4
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A subject access 
request sent by 
email or fax is as 
valid as one sent 
as a hard copy.

A written request 
is a valid request.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/3_Access_Aware_A3_Poster_Finance_WR.pdf
http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/3_Access_Aware_A4_Poster_Finance_WR.pdf


40 days poster

Printable pdfs have been created in A3 
and A4 format. Click on the icons below 
to download them to your desktop.  
Print from your desktop printer.

Subject access requests must be answered 
within 40 days – be ‘Access Aware’.

If you receive a request for personal 
information from a customer, colleague or 
employee, make sure you forward it  
without delay.

A3 A4
If you receive a request for  
personal information, you must 
forward it to this person.

email

call

Subject

be

requests

must

access

answered

within 40 days.

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/4_Access_Aware_A4_Poster_Finance_40DAYS.pdf
http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/4_Access_Aware_A3_Poster_Finance_40DAYS.pdf


If you receive a request for  
personal information, you must 
forward it to this person.

email

call

If someone 

asks you for 

the personal 

information 

we hold on 

them, it’s our 

responsibility

to deal with it.

Responsibility poster

Printable pdfs have been created in A3 
and A4 format. Click on the icons below 
to download them to your desktop.  
Print from your desktop printer.

It’s our responsibility – be ‘Access Aware’. 

We have an obligation to our customers and 
employees to respect their right to access  
the information we hold about them. 

We have a process in place for responding 
to requests for personal information; if you 
receive a subject access request make sure  
you deal with it appropriately.

A3 A4

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/5_Access_Aware_A3_Poster_Finance_RESPONSIBILITY.pdf
http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/5_Access_Aware_A4_Poster_Finance_RESPONSIBILITY.pdf


INTERNAL MEMO

If a colleague 

asks for the 

information we 

hold on them, 

it is a valid 

subject access 

request.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

Employee’s data 
 poster

Printable pdfs have been created in A3 
and A4 format. Click on the icons below 
to download them to your desktop.  
Print from your desktop printer.

Requests for personal information from 
colleagues are valid subject access requests – 
be ‘Access Aware’.

A request for personal information from a 
colleague or employee is just as valid as a 
request from a customer. If you receive a subject 
access request from a colleague or employee, 
make sure you deal with it appropriately.

A3 A4

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/6_Access_Aware_A3_Poster_Finance_ED.pdf
http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/6_Access_Aware_A4_Poster_Finance_ED.pdf


Effective handling 
of subject access 
requests will 
reduce complaints 
and the impact 
they have on  
our organisation.

If you receive a request for  
personal information, you must 
forward it to this person.

email

call

Effective handling 
 poster

Printable pdfs have been created in A3 
and A4 format. Click on the icons below 
to download them to your desktop.  
Print from your desktop printer.

Effective handling of subject access requests 
will reduce complaints and the impact they 
have on our organisation – be ‘Access Aware’. 

We are required by law to respond to requests 
for personal information from our customers  
and employees, and have a process in  
place for doing so. If you receive a subject 
access request, make sure you deal with  
it appropriately.

A3 A4

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/7_Access_Aware_A3_Poster_Finance_EH.pdf
http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/7_Access_Aware_A4_Poster_Finance_EH.pdf


And finally...

A4

A printable pdf has been created in 
A4 format. Click on the icon below to 
download to your desktop and print 
from your desktop printer.

Subject access checklist

It’s one thing employees knowing how to 
recognise a subject access request and knowing 
who to send it to, but once it arrives on your 
desk, are you aware of your obligations and the 
considerations you need to take into account 
when responding?

This checklist provides a handy step by step 
guide through the process of handling a subject 
access request (SAR).

http://www.ico.gov.uk/~/media/documents/access_aware_toolkit/Access_Aware_Checklist_Finance.pdf


What to do next…

Go for it!

Time to get your Access Aware  
campaign underway.


