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Subject Access Requests

Under UK-GDPR we are required to keep a log of all Subject Access Requests (SARs) 
received into the organisation. A webform has now been developed in OneTrust for 
this purpose. This guide will talk you through the process of completing it.

The person undertaking the SAR should complete this form and will be expected to 
complete this once the SAR has been dealt with.

Guidance to support you undertaking a SAR can be found on Inside Barnardos and 
for further assistance, please talk to your Data Protection Manager.

The Subject Access Request (SAR) form can be found on Inside Barnardos in the 
Data Protection area.

https://privacyportal-eu.onetrust.com/webform/c19c9445-5ec7-4946-a54b-e5e6355430c0/58b898bd-7233-4eb7-8879-3873c7f27a43


When you click on the link, it will take you straight to 
the form.



Please select one option, the below question helps 
to determine which Data Protection Manager is 
notified about the SAR.



The first set 
of questions 
relate to the 
data subject.

Please write a brief summary of the SAR. You should include the 
nature of their request (e.g. what they are asking for).



Please select one of the two options for the below question:

A data subject is a person is asking about their own 
information.

A third-party is a person or organisation requesting information 
about someone else (e.g. their relative, someone acting in a 
legal capacity or on behalf of a public body).



If you select ‘third-party’, please detail the 
relationship of the third-party to the data subject.



The following set 
of questions are 

about you.



The remaining questions on 
the webform relate to how 
you dealt with the request. 

The next slides will offer you 
advice on how to submit this 

webform.



Ready to submit?

If you have left mandatory questions

unanswered, the submit button will be 
greyed out:

Once all mandatory questions are 
completed, the 'submit' button will be blue 
and you can submit:

If this is the case, please go back through to 
ensure you have not missed any questions.



After you have submitted, the following Thank You 
page will appear. You are then free to close the 
webpage.


