Data Protection Complaint Form
Your right to make a Data Protection Complaint
Under data protection law, you have the right to raise a complaint if you believe that your personal data has not been handled in accordance with the UK General Data Protection Regulation (UK GDPR) or the Data Protection Act 2018. This includes concerns about how your personal data has been collected, used, shared, or stored.
We are committed to protecting your personal data and handling any concerns fairly and transparently. Please use this form to raise a data protection complaint.
Please note that the use of this form is not mandatory for the submission of a complaint. However, completing this form and providing as much information as possible will help us to understand your concerns fully and ensure they are considered appropriately.
Section 1: Your details
This information will help us identify any relevant records and effectively process the complaint.
Please use block capitals and black ink.
	Title  
Mr/Mrs/Miss/Ms/Dr/Rev etc.
	



	Surname/Family Name
	

	First Name(s)
	

	Maiden/Former Name(s) 
(If applicable)
	



	Home Address 
(Including postcode)


	



	Relationship with the school
Parent, student, member of staff etc.
	



	Contact telephone number
	

	Contact email address
	



Section 2: Details of your complaint
Please state what the complaint is about here.
If your complaint relates to a Subject Access Request (SAR) or Personal Data Breach, please reference this here:
	





	Who does this complaint relate to? 
Yourself, your child, another individual etc.
	

	Confirm your relationship to this individual   
Their parent/carer, their partner etc. If not applicable, please state ‘N/A’
	



	Relevant date(s) and time(s) 
	



Please confirm what has happened up until the point of making this complaint:
	





Section 3: Supporting information
Please provide any supporting evidence here, for example, copies of emails, letters, and screenshots:
	



Section 4: Outcome sought
Please state here how you would like the school to resolve your complaint:
	





Section 5: Method of communication
Please confirm your preferred method of communication here:
	Preferred contact method
Telephone, email, post. 
	



Section 6: Declaration
This declaration is to be signed by the individual making the complaint.
I declare that:
· The particulars and facts provided in this complaint are true, accurate, and complete to the best of my knowledge and belief.
· I have not knowingly concealed or misrepresented any material facts relevant to this matter.

Full name:
Signature:

Date:

Section 7: Submit your complaint
Please return this form via post to:
Data Protection Manager
Gildredge House
Compton Place Road
Eastbourne
East Sussex
BN20 8AB
Alternatively, you may contact the Data Protection Manager at dataprotection@gildredgehouse.org.uk or the school’s external Data Protection Officer at dpforschools@derbyshire.gov.uk 
Section 8: What happens next
The school will acknowledge a data protection complaint within 30 days. We will investigate without undue delay and provide a formal outcome once the investigation has been completed. 
Section 9: Further information
If your complaint includes matters not related to data protection, these may be handled under the school’s general Complaints Policy and Procedure. We will notify the complainant if this is the case.

