Making a Data Protection Complaint About a School
Making a Data Protection Complaint – Word Version
This form is used to gather basic information about you to enable the DPO to understand and investigate your concerns and to provide you with a response. The complaint process is not about your personal information – it is about the process the school has followed and whether that process has deviated from their policy / procedures or from the compliance requirements of the UK General Data Protection Regulation.
Please only include key facts, such as key dates. Where children are mentioned please use initials or references, such as my son / daughter. If you are referring to members of school staff you can use names, but please include their title when first mentioned, such as Headteacher / DSL.
Please save your completed form with your name in the title and email to rsimmonsltd@gmail.com
Please provide some information about you.
By providing this information you are aware it will be used by the DPO to help investigate and resolve your complaint.
	What is your name
	


	What is your contact email address
	


	What is your contact phone number
	


	Whose information is this complaint about (you, son, daughter – initials and relationship)
	


Please provide some information about the school you are making a complaint about.
By providing this information you are aware it will be used by the DPO to make contact with the school to discuss your concerns and to establish if the school has acted within the law.
	What is the name of the school
	


	What is the school’s address
	


	Who is your contact at the school
	


	What is the contact’s job title
	


	What is the contact’s email address
	




Please provide some information about your communication with the school in respect to your personal data
By providing this information it will allow the DPO to understand your concerns and identify those details that will need to be gathered from you and the school to assess the complaint. 
	Do you have an on-going disagreement with the school (if so, please indicate the broad nature of the disagreement, without the inclusion of specific details)
	

	What aspect of data protection are you unhappy with (this may be access to your information, your individual rights, a data breach)
	

	Is there a specific issue / incident that you believe is not compliant with the school’s obligations
	



	What harm / impact has the school’s use of your data caused
	


	Have you already raised your concerns with the school (If so, what was the outcome)
	



	What would you like the school to do to resolve your complaint (key actions)
	



	Is there anything else you feel the DPO should be aware of when reviewing the complaint
	




Please identify the chronology of the communications with the school and any relevant documents that may help understand the complaint
	Can you share a brief chronology of the communication with the school 
(This need only relate to the aspect you wish to make a complaint)
	

	Can you identify any key documents that will support your complaint 
(The name of the document, when it was sent and who sent it to who is sufficient. The DPO may ask to see a copy of this information during the review)
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