University of Wolverhampton	Data Protection Complaint Form



Data Protection Complaint Form

For complaints about how The University of Wolverhampton has handled your personal data, under section 164A of the Data Protection Act 2018
Use this form if you think the University of Wolverhampton has not handled your personal data in line with data protection law (the UK GDPR or the Data Protection Act 2018). This could include, for example, the way a subject access request was handled, how long we have kept your data, the marketing you have received from us, a security incident, or how we have shared your data with a third party.
We will acknowledge your complaint within 30 days of receiving it and take appropriate steps to look into it without undue delay. We will keep you informed of progress and let you know the outcome. If you are unhappy with our response, or we have not responded within a reasonable time, you have the right to complain to the Information Commissioner's Office (ICO) – see the end of this form for details.
If your complaint relates to a Freedom of Information request rather than to your personal data, please use our separate FOI internal review procedure instead of this form.
Section 1: About you
	Full name
	 

	Student ID / staff number (if applicable)
	 

	Email address
	 

	Telephone number
	 

	Postal address
	 
 
 



Your relationship to the University
☐   Current student
☐   Current member of staff
☐   Former student / alumnus
☐   Former member of staff
☐   Applicant
☐   Other (please specify): 

Are you submitting this complaint on behalf of someone else?
☐   No
☐   Yes – please give your relationship to that person and attach evidence of your authority to act on their behalf
	 
 


Section 2: Your complaint
	Department, school or service your complaint relates to
	 

	Date(s) the issue(s) occurred
	 



What does your complaint relate to? (tick all that apply)
☐   Handling of a subject access request or other rights request
☐   Marketing communications
☐   How long we have kept your personal data
☐   Transparency – our privacy notice or how we explained our use of your data
☐   A data security incident or breach
☐   Sharing your personal data with a third party
☐   Cookies or other tracking technologies
☐   Other (please specify): 

Please describe your complaint, including what happened, when, and who was involved. Continue on a separate sheet if you need more space.
	 
 
 
 
 
 
 
 



Have you already raised this with the department or service concerned?
☐   No
☐   Yes – please give details, including any response you received
	 
 
 


Section 3: Outcome you are seeking
What outcome would you like to see as a result of this complaint?
	 
 
 
 


Section 4: Supporting documents
Please list any documents you are attaching in support of your complaint (e.g. correspondence, screenshots, copies of responses received).
	 
 
 


Section 5: Declaration
I confirm that the information given in this form is accurate to the best of my knowledge.
	Signature
	 
 

	Date
	 


How to submit this form
Please return the completed form using one of the methods below.
Email: dataprotection@wlv.ac.uk
Post: Data Protection Officer, University of Wolverhampton, Wulfruna Street, Wolverhampton, WV1 1LY
(please ask if you need this form, or our response, in an alternative format)
What happens next
1. We will acknowledge receipt of your complaint and respond within 30 days.
1. We will look into your complaint, making appropriate enquiries, and respond without undue delay.
1. We will let you know the outcome and the reasons for our decision.
1. If you are not satisfied with our response, or we have not responded within a reasonable time, you can complain to the Information Commissioner's Office (ICO).
Website: ico.org.uk/make-a-complaint
Telephone: 0303 123 1113
Post: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
We will use the information in this form to investigate and respond to your complaint. For details of how we handle your personal data, see our Privacy Notices which can be found at Data Protection - University of Wolverhampton
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