5 WESTBURY
= "HARRIERS

Procedure for Handling Data Subject Access
Requests (SARS)
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Purpose

Any individual (data subject) that the club holds data on is entitled to ask for that data through a
process known as a Subject Access Request (SAR). The purpose of this Data Breach Handling
Procedure is to ensure that Subject Access Requests are handled appropriately, in line with the
club’s Data Protection Policy and legal obligations.

Roles and Responsibilities

The Committee is responsible for handling Subject Access Requests and should follow the
procedure below, if a SAR is received.

Procedure

1. Upon receiving a SAR, the Committee should ask the data subject to complete a SAR
form, which is available in the England Athletics Club Hub

2. The Committee should also ask the data subject to provide proof of identity in the form of
a current passport or driving license

3. The Committee should record the date by which the completed SAR form is received
and identification checks have been completed, in the club’s GDPR Framework Register

4. The Committee should discover all instances where the data subject’s personal data is
present and obtain copies of the data to send to the data subject. The Committee should
ensure that any identifying information about third parties is omitted or redacted

5. The Committee should respond to the data subject with the requested data in electronic
format, unless otherwise requested, and obtain written confirmation from the data
subject that they have received the requested data.


https://www.englandathletics.org/clubhub/resource/subject-access-request-form-sar/
https://www.englandathletics.org/clubhub/resource/subject-access-request-form-sar/

