SAR Procedure   |   Birkdale Village Care Home
BIRKDALE VILLAGE CARE HOME
Subject Access Request (SAR) Procedure
Document 7 of the Portal Data Protection Pack  ·  Version 1.0 — 3 June 2026
	Data Controller
	SBS-Services Limited (Company No. 05991566)

	Registered office
	60 Murray Crescent, Pinner, HA5 3QE

	Trading as
	Birkdale Village Care Home, 20 Crescent Road, Southport, PR8 4SR

	Data Protection Lead
	Hinesh Patel, Director

	Registered Manager
	Andrea Tomkins

	ICO Registration
	ZA400710

	Contact for data matters
	admin@birkdalevillagecarehome.co.uk

	Applies to
	The Birkdale Village Care Home in-house digital Portal

	Last updated
	3 June 2026

	Next review
	2027 (annually or on significant change)



	PURPOSE:  This procedure sets out how we handle a request from someone to see the personal information we hold about them (a Subject Access Request), and how we handle data-protection complaints — as required by the UK GDPR and the Data Protection Act 2018.




1.  What is a Subject Access Request?
Any individual (a resident, family member with authority, member of staff or job applicant) has the right to ask for a copy of the personal information we hold about them. This is called a Subject Access Request, or SAR. A request can be made verbally or in writing, to any member of staff.
	Key rule: we must respond to a SAR within ONE MONTH of receiving it (this can be extended by up to two further months for complex requests, but we must tell the person within the first month if so).


2.  How staff should handle a request
If anyone asks to see their information, or you think they are making a SAR:
1. Do not refuse or delay it. Recognise it as a SAR even if they don’t use those words.
1. Pass it to the Data Protection Lead (Hinesh Patel) / Registered Manager immediately — the clock starts the day the request is received.
1. Record the date it was received.
3.  The steps we follow
1. Log the request and the date received.
1. Verify the identity of the person making the request (and their authority, if asking on someone else’s behalf, e.g. Power of Attorney).
1. Gather all the personal data we hold about them — across the portal, PCS, paper files and emails.
1. Review it: remove or redact any information about other people (third-party data), and check for anything exempt.
1. Provide the information in a clear, accessible format, securely, within one month.
1. Record that the request was completed and the date.


4.  Fees and refusals
We provide the information free of charge. We may charge a reasonable fee, or refuse, only if a request is manifestly unfounded or excessive (for example, repetitive) — and if we refuse, we tell the person why and that they can complain to the ICO.
5.  Data-protection complaints
If someone is unhappy about how we have handled their personal data, they can complain to us at admin@birkdalevillagecarehome.co.uk. We will acknowledge and respond to a data-protection complaint within 30 days. If they remain unhappy, they can escalate to the Information Commissioner’s Office (ICO) at ico.org.uk or 0303 123 1113.
6.  SAR / complaints log
Every request and complaint is recorded here:
	Date received
	Name
	Type (SAR / complaint)
	Date completed
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Role
	Name
	Signature / date

	Data Protection Lead
	Hinesh Patel
	

	Director (co-sign)
	Sam Balasundaram
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