
DSAR Step by Step Guide 
 
The concept that individuals should have a right to access data held about them has long 
been enshrined in statute law.  
 
An individual can make a Data Subject Access Request (“DSAR”) to discover what 
information a “data controller” (i.e anyone who holds information on others) holds about 
them. The right to make this request is covered by s7 Data Protection Act 1998.   
 
However it can be daunting to know where to start when you are looking to make a DSAR 
from a bank or other institution. Therefore Berg have produced a step by step guide to assist 
you in making this request to the bank and obtaining the information required. 
 
Step 1 – Know the rules 
 
Below we will detail some of the basic rules surrounding a DSAR and how to avoid having 
them rejected: 
 

 A DSAR must be made in writing – while there is no prescribed form for making a 
request, it must done in writing. Certain banks require you to use their forms in 
making a request however this is not compulsory and any written request will suffice. 
We have prepared a precedent letter that will assist you in this regard. 

 Only an individual can make the request –  only “personal data” is covered by the 
Data Protection Act 1998. Therefore this means that you cannot make a request on 
behalf of a company etc. However if an individual can clearly be identified from the 
documentation then it is still possible to make such a request. This is particularly 
useful where a company has taken out a loan with a bank but an individual has given 
a personal guarantee in respect of the company’s loan. In such an event the 
individual can be identified and so a DSAR can be made. 

 Know what you are looking for – While an individual can make a general request for 
all information held on them, experience shows that a more specific request is more 
likely to achieve the desired results. Therefore it would be beneficial to provide 
information that will allow the bank to locate the documents (e.g. reference numbers 
etc.) 

 There is a fee involved – In order to process a DSAR request there is a £10 fee 
involved. Therefore you will need to arrange for a payment to be made or a cheque 
sent to the bank that you are sending the request to. 

 You will need to provide ID – In order to process a DSAR a bank needs to be able to 
identify the individual concerned. Therefore it may be that you will need to provide ID 
and proof of address (i.e. a recent utility bill). However banks are often able to identify 
individuals by their signature and usually will already have ID on file, so this may not 
be necessary in all cases. 

 It will take time – Once the bank receives your DSAR it has 40 days within which to 
provide the requested information, unless they have not received the following: 

 A £10 fee, 
 Evidence to confirm the identity of the individual, and  
 Any information necessary to locate the information sought.  

Once you are aware of the above the next step is to put the request into writing. 

 

 



Step 2 – Making the request: 

We have attached a precedent letter that can be completed and sent to the banks.  

It is important to remember that the more information you add to clarify what you are 
requesting, the easier to it will be for the banks to locate them and therefore they will be more 
likely to provide you with the requested documentation. 

Step 3 – Sending the request: 

Most banks will have a specific Data Request team which processes the DSARs and 
responds to the requestor. However finding the correct address for these can be circuitous. 
Therefore we have included some addresses below: 

The Royal Bank of Scotland 
Subject Access Request Team 
Ground Floor 
Business House B 
PO Box 1000 
Edinburgh 
EH12 1HQ 
 

Lloyds Bank Plc 
Wholesale Data Protection 
Lloyds Banking Group Plc 
First Floor, East Wing 
Tower House 
Chester 
CH88 3AN 
 

Barclays Bank PLC  
Privacy & Data Protection  
Radbroke Hall  
Knutsford  
Cheshire  
WA16 9EU 

HSBC Bank Plc 
8 Canada Square,  
London,  
E14 5HQ 

Make sure that you send the original letter to the bank rather than a copy, as they will not 
accept copies. 

Step 4 – The Wait 

Once the DSAR has been submitted the bank are required to provide the requested 
information within 40 days.  

The banks should usually acknowledge receipt of the DSAR.   

Step 5 – The Next Steps 

Once the 40 days has expired the bank should have provided all the requested information. 
However this is not always the case and so it is important to know what the next steps are 
should the Bank have failed to provide the requested information in accordance with the 
Data Protection Act. 

In order to force the bank to comply with the DSAR rules you could make: 

 An application to court alleging breach of the subject access request rules and 
seeking an order for compliance (under section 7(9), DPA); or 

 

http://uk.practicallaw.com/2-508-9307?pit=


 A statutory request to the Information Commissioner asking the Commissioner to 
determine whether or not it is likely that the subject access request has been carried 
out lawfully. 

Points to Note 

There has been several cases in respect of DSAR that attempt to clarify exactly what 
information can be disclosed under a DSAR. We will discuss these in further detail below. 

Durant v Financial Services Authority (2003) – this case discussed what information would be 
classes as “personal data” under the Data Protection Act 1998. It was held that the mere 
mention of an individuals name in a document was not sufficient for that information to be 
classified as “personal data”. Therefore there needs to be further context in which the 
individual can be identified and the focus of the documents should be upon the individual. 

The information commissioner has recently confirmed that what should be issued on a DSAR 
is relative to the reasoning behind the request – so it always assists if you explain the reason 
why you want the data. 

Edem v the Information Commissioner and the Financial Services Authority (2014) – this 
case discussed whether the data controller was able to withhold information under section 
40(2) of the Freedom of Information Act 2000, where other individuals could be identified 
from the documentation provided under a DSAR. In this case the names of three employees 
of the Financial Service Authority (“FSA” now the FCA)were mentioned in the 
documentation. It was held that these individuals could be identified from their names taken 
together with the contextual information of their grades and dates of employment and as 
such the FSA were within their rights to redact this information when they responded to the 
DSAR. 

As a result of the above cases it would appear that merely having your name on a document 
is not sufficient for this to be classed as “personal data” and so may not be disclosed under a 
DSAR. There needs to be further context by which you can establish the identity of the 
individual.  

Also, it is important to note that banks or other institutions may be able to redact 
documentation in order to protect the identity of other individuals that can be identified within 
it. This could lead to a situation where the documentation has been heavily redacted and so 
now no longer holds any value to the individual making the DSAR request. 

It remains to be seen whether the banks will use these cases to try and prevent individuals 
obtaining access to potentially damaging documentation. However this is something that you 
will need to be wary of when making a DSAR request to the bank. 

 

 

 

 

 


