Data Protection Complaints Form

Background: In accordance with Section 103 of the Data (Use and Access) Act 2025, all data
controllers are required to facilitate the making of data protection related complaints by providing a
complaint form to data subjects which can be completed electronically and by other means.

If you consider that there has been an infringement of the UK GDPR or you have any concerns
regarding how your personal data is being processed by [insert name of educational establishment]
please complete this form. We will acknowledge receipt of your complaint within 30 calendar days
from the date of receipt, and will investigate and respond without undue delay, in line with the
requirements of the Act.

Section 1: Complainant Details

FUull Name: ... e
EMail @ddress: ......oueiiiiiiiiiiii i s
PhoNne NUMDET: ......ei s s s s s s e nnnrnras
Relationship to organisation: (e.g. staff, student, parent, professional, visitor, governor

T L= =T )

Data subject to which the complaint relates (e.g. my child/ me) ...,

Section 2: Nature of Complaint

Data of Incident (if applicable): .......ccconiii i
Service area involved (if KNOWN): ........ouiiiiiiii e

Type of Data Processing Concern (tick all that apply):

Unlawful data sharing...........ccooviiiiiiiii e

Inaccurate data held .........cooooiiiiiiiiiiii it iiii e rarnn s s rsasnnnnsrrannnnnes

Suspected data breach (including suspected loss of /
inappropriate access to personal data) .............ccoviiiiiiiiiinn

Failure to respond to a Data Subject Rights request................ccovenennnne.

Excessive data ColleCtion.......cccvviiiiiiiiiiiiiiiie i rianns e s rrann e rannnes

Other (please SPecCify): ....ouiuiiiii e

Details of complaint (please describe the issue clearly, including any relevant dates,

communications or individuals involved): ...
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https://www.legislation.gov.uk/ukpga/2025/18/section/103
https://www.legislation.gov.uk/ukpga/2025/18/contents

Section 3: Supporting evidence

| have attached relevant documents / emails / screenshots .........cccvecevviiievineenn.

There are no relevant documents / evidence to attach ..........ccooevviiiiviiiiiiinnnnns

Section 4: Desired Outcome

What resolution are you seeking? (e.g. correction of data, explanation, apology, assurance of future
compliance)

Section 5: Identification and Supporting Documents:

Please provide two supporting documents to confirm your identity (such as passport / driving licence
and recent utility bill)

If you are requesting information on behalf of someone else, please provide a supporting document
to confirm your entitlement to their personal data (for example birth certificate or other proof of
parental responsibility or, for solicitors, specific written consent from the data subject or their carer).

Please be informed that, in circumstances where the data subject is considered to have capacity, we
may seek their consent / opinion prior to processing your complaint.

Section 6: Declaration

| confirm that the information provided in this form is accurate to the best of my knowledge and that
where | act on behalf of another individual, | have entitlement to do so.
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For internal use only:

Date reCeIVEA: ......... e e e e e en s
RefEreNCEe NUIMDEN: .........c.eeee e et ettt et et et et e et s s ne s en e ansansasansnanansannnananannnnns
Yo 1 Lo I8 - 1. = o S
Date of acknowledgement: ..............ooe.eemniieie i et n e n e e e eaan
Relevant ID / Proof of representation received?...............ccccccoecmiiiiicmennncssnensssssmes e
Date of final response to complainant: .................ccceeieiiieiieeieiiieisesr e inrranaanns
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