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ANNEX A 
 
Data Protection Complaint Form 
Please complete this form if you wish to make a complaint about how your Personal Data has been handled. We will 
acknowledge your complaint within 30 days and respond without undue delay, in line with the Data (Use and Access) Act 
2025, the Data Protection Act 2018 and the UK General Data Protection Regulations Retained Regulation (EU) 2016/679). 

 
YOUR DETAILS 
 
Full Name: 

 
Email Address: 

 
Preferred Contact Method: 
 
☐ Post 
☐ Email 
☐ Phone  
 
Phone Number (if applicable): 
Postal Address (if applicable):  

 
COMPLAINT DETAILS 
 
Date of Incident (if applicable): 
Nature of Complaint: 
 
(Please describe what happened, including any relevant dates, communications or documents.) 

 
 
 
 
 

 
Declaration and Consent 
☐ I confirm that the information provided in this form is accurate to the best of my knowledge. 
☐ I agree to the use of this information for the purpose of investigating and responding to my complaint. The terms 
of our General Privacy Notice for Clients will govern the use of your personal data. 
 
Signature: 

 
Date: 

 
 
What Happens Next 
 We will acknowledge your complaint within 30 days. 
 We will investigate and respond without undue delay. 
 If you are not satisfied with our response, you may escalate your complaint to the Information Commissioner’s Office 

(ICO) at https://ico.org.uk/concerns or by calling 0303 123 1113. 
 
 


