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Disclosing the BundleDisclosing the BundleInitial Admin and ChecksInitial Admin and Checks Preparing the BundlePreparing the Bundle

Request is received

Request Logged on 
icasework
• Acknowledge
• Check clarity and 

scope
• Initiate verification

Verification Complete Nature of SARyes

Contact Data Subject to 
establish identity

no

Allocation and 
Information 
Gathering

Assess Complexity

Assess Complexity :
• External File Retrieval
• Grievance
• External Redaction
• Notify 90 day requirement (where necessary)

Case Management 
System

Apply Exemptions and 
Redactions

Response Letter and 
Disclosure Bundle

Close

Request HR Records:
• Paper
• Electronic

Request info
• Outlook
• Whatspp
• Texts
• Teams

Assess Appripriate for 
Disclosure

Paper Records

Response Letter and 
Disclosure Bundle

Close

Response Letter and 
Disclosure Bundle

Close

If there is a 
complaint about the 
response, trigger the 

Internal Review 
Process for 

Information Rights 
(separate 

document) 

Complaint
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