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Introduction 
1.1  	Under the UK General Data Protection Regulation (UK GDPR), individuals have the right to receive confirmation that their personal data is being processed and to access that data. This is known as a Subject Access Request (SAR). This policy sets out the procedure to be followed when such a request is received by Eat That Frog Group (Eat That Frog CIC, The Learning Curve and ETF Spain). 
1.2  	This policy applies to current and former employees, workers, volunteers, apprentices, and consultants. It covers all personal data held by the Company and by any data processors acting on the Company’s behalf. 
 
Making a Subject Access Request 
 
 
2.1  	Subject Access Requests must be made in writing, either electronically or in hard copy. A Subject Access Request Form is available to assist. Requestors are encouraged to specify the data they wish to access to facilitate a timely response. The Company may contact the requestor to clarify or obtain further details if necessary. 
2.2  	Requests can be made directly by the individual or via a third party (e.g. a solicitor). Evidence of the third party’s authority will be required if not submitted with the request. 
 
Upon Receiving a Subject Access Request 
3.1  	The Company will respond without undue delay and within one calendar month, unless: 
· The request is subject to legal privilege or involves confidential management planning; in such cases, the individual will be notified with an explanation. 
· The request is complex or involves numerous requests, in which case an extension of up to two further months may be applied. The Company will inform the individual of the delay within one month of receipt. 
3.2 Proof of identity may be required before data is released. 
3.3 SARs are generally fulfilled free of charge. However, a reasonable administrative fee may be charged if the request is manifestly unfounded, excessive, or repetitive, or if additional copies of the same data are requested. 
 
 
 
Refusing a Request 
 
4.1  	A request may be refused if it is manifestly unfounded, excessive, or repetitive. The Company will notify the requestor of the refusal, providing reasons and informing them of their right to contact the Information Commissioner’s Office (ICO) and to seek judicial remedy. 
 
Review 
 
5.1  	This policy does not form part of any employment or consultancy contract and may be amended at any time. It is designed to be compliant with the UK GDPR and Data Protection Act 2018. If a conflict arises between this policy and applicable law, the law will take precedence. 
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5.2 History of policy changes: 
	Date 
	Page 
	Details of the change 
	Agreed By 

	11/06/18 
	ALL 
	New Policy 
	BOD 

	June 2021 
	All 
	Reviewed – no change 
	BOD 

	June 2022 
	All 
	Reviewed – no change 
	Board 

	June 2023 
	All  
	Reviewed – no change 
	Board 

	Next review June 2024 
	All  
	Added the words “Data Protection” Page 2 section 5 
	Board 

	Next review May 2025 
	All 
	Aligned with UK GDPR, added SAR fee clause, updated ICO reference 
	Board 



Subject Access Request Policy 	V4 May 2025 	Page 1 of 3 
 
Subject Access Request Policy 	V4 May 2025 	Page 1 of 3 
 
Subject Access Request Policy 	V4 May 2025 	Page 1 of 3 
 
image1.png
Eat That Frog






Subject Access Request Policy                 Subject Access Request Policy    V4 May 2025    Page  1   of  2             1   Introduction     1.1     Under the UK General Data Protection Regulation (UK GDPR), individuals have the right to  receive confirmation that their personal data is being processed and to access that data. This is  known as a Subject Access Request (SAR). This policy sets out the pro cedure to be followed  when such a request is received by Eat That Frog Group   (Eat That  Frog CIC, The Learning Curve  and ETF Spain) .    1.2     This policy applies to current and former employees, workers, volunteers, apprentices, and  consultants. It covers all personal data held by the Company and by any data processors acting  on the Company’s behalf.         2   Making a Subject Access Request             2.1     Subject Access Requests must be made in writing, either electronically or in hard copy. A  Subject Access Request Form is available to assist. Requestors are encouraged to specify the  data they wish to access to facilitate a timely response. The Company ma y contact the  requestor to clarify or obtain further details if necessary.    2.2     Requests can be made directly by the individual or via a third party (e.g. a solicitor). Evidence of  the third party’s authority will be required if not submitted with the request.         3   Upon Receiving a Subject Access Request     3.1     The Company will respond without undue delay and within one calendar month, unless:    •   The request is subject to legal privilege or involves confidential management planning; in such  cases, the individual will be notified with an explanation.    •   The request is complex or involves numerous requests, in which case an extension of up to two  further months may be applied. The Company will inform the individual of the delay within one  month of receipt.    3.2   Proof of identity may be required before data is released.   

