
Content 
Discovery 
Complete

Is legal advice needed? YESNO

This flowchart MUST only be engaged with 
after the data discovery exercise is complete 

or a partial submission is intended

This MUST be 
initially referred to 

the DPO for risk 
assessment

Content Release

STOP action 
until approved

The requester 
may need to be 
notified of the 

delay

Have exemptions been 
applied?

YES

NO

N/A

STOP action 
until approved

Refer to DPO for action

Redact ALL signatures
Redact non-consented 

names
Redact non-consented 

email addresses
Redact non-consented 

job titles

Does the content 
identify non-consented 

data subjects?
YES Redact appropriatelyNO

Appropriate 
exemptions will be 
applied by the DPO

Is the time needed to 
uphold acceptable?

YESNO

Estimate time 
required to uphold 

request

Remove 3rd party 
documents from 

discovery

Refer to DPO for action

Release requested 
documents

Follow DSAR release 
procedure

STOP action 
until approved

Appropriate actions 
will be taken by the 

DPO with the 
requester

If safeguarding records have been supplied 
to the Group from 3rd parties (such as 

schools) and they are the only safeguarding 
records that exist, these are classified as 
being RNN Group controlled content and 

would be subject to this process

Identity records such as copies of passports 
held on the HR personnel file are not 

classified as 3rd party content by the Group 
and would be subject to this process

Is the serious harm test 
met?

YESNORefer to DPO for action
STOP action 

until approved

Appropriate actions 
will be taken by the 

DPO
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