
 
Subject Access Request (SAR) – Reasonable and 

Proportionate Search Checklist 
This checklist helps UK schools assess whether their response to a Subject Access Request (SAR) meets 
the "reasonable and proportionate" standard under the Data (Use and Access) Act 2025. 

1. Request Scope 
• Is the request specific or vague? 
• Have you asked the requester for clarification if needed? 
• Have you identified the time period the request covers? 
• Have you identified the type of data requested (e.g. emails, reports, assessments)? 

2. Data Sources 
• Have you identified which systems or departments are likely to hold the relevant data? 
• Have you excluded systems that are clearly irrelevant to the request? 
• Have you considered whether the data is already accessible to the requester (e.g. parent portal)? 

3. Staff Time and Resources 
• Would fulfilling the request require excessive staff time or disrupt core educational duties? 
• Have you limited the search to what is practical and targeted? 
• Have you documented the time and effort required to fulfil the request? 

4. Technical Feasibility 
• Are there technical limitations that prevent access to certain data (e.g. archived systems)? 
• Have you considered whether data retrieval is possible without disproportionate effort? 

5. Justification for Exclusions 
• Have you documented why certain data sources or time periods were excluded? 
• Have you ensured that exclusions are based on relevance and proportionality, not convenience? 

6. Final Review 
• Has the Data Protection Officer (DPO) reviewed the scope and exclusions? 
• Are you confident the search meets the legal standard of being reasonable and proportionate? 
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