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Data Protection Complaint Form

Use this form to raise a complaint about how Queen Mary University of London has handled your personal data or a data protection rights request

	How to submit this form
Email: data-protection@qmul.ac.uk 
Post: Information Governance Team, Directorate of Governance and Legal Services, Queen Mary University of London, Mile End Road, London, E1 4NS
Alternative formats or assistance: please contact the Information Governance Team using the details above.



Please complete as much of this form as you can. If needed, we may ask for proof of identity, further information, or written authority if you are acting for someone else.
Complaints may also be made by other means, but using this form helps us review and respond to your complaint efficiently.
We will acknowledge receipt of your complaint within 30 days of receiving it and will aim to provide an outcome without undue delay, usually within one calendar month of receipt.
We will use the information you submit to receive, assess, investigate and respond to your complaint, to keep records of complaint handling, and to improve our services and compliance processes. The information will be accessed only by staff who need it for these purposes and may be shared internally or externally where necessary and lawful, for example with relevant departments, advisers, or the Information Commissioner’s Office. If you provide personal data about another person, you should ensure you are authorised to do so and that you have directed them to the relevant privacy information where appropriate.
1. YOUR DETAILS
	Full name
	

	Preferred title / pronouns (optional)
	

	Relationship to Queen Mary
	☐ Applicant  ☐ Student  ☐ Alumni  ☐ Staff              ☐ Research participant  ☐ Other: __________

	Student / staff / applicant number (if applicable)
	

	Postal address
	

	E-mail address
	

	Telephone number
	



2. ARE YOU THE DATA SUBJECT?
	Please select one
	☐ Yes – I am complaining about how my own personal data has been handled
☐ No – I am making this complaint on behalf of someone else

	If acting for someone else, give the Data Subject’s full name
	

	Your relationship to the Data Subject
	

	Written authority enclosed?
	☐ Yes      ☐ No



3. DETAILS OF COMPLAINT
	Reference number(s) (if known)
	

	School / department / team involved (if known)
	

	Name(s) of staff member(s) involved (if known)
	

	Date(s) of the event / issue
	

	Date you became aware of the issue
	

	Have you already raised this issue with Queen Mary?
	☐ Yes    ☐ No
If yes, please provide details and dates:


	What are you complaining about? (Tick all that apply)
	☐ A failure to respond properly to a request for personal information
☐ Personal information is inaccurate
☐ Personal information has been disclosed inappropriately
☐ Personal information is not being kept secure
☐ Personal information is being kept longer than necessary
☐ Personal information was collected for one reason and is being used for something else
☐ Data protection rights have not been upheld
☐ Other data protection concern (please specify below)

	Please describe your complaint in full, including what happened, when it happened, which personal data was involved, and why you believe this is a data protection issue
	



4. OUTCOME YOU ARE SEEKING
	Please give details of the outcome you are seeking

	






5. SUPPORTING INFORMATION
	Documents attached
	☐ Copies of correspondence
☐ Screenshots
☐ Decision letter / response
☐ Evidence of authority to act
☐ Other: ____________________

	Do you require any reasonable adjustments or an accessible format?
	☐ No  ☐ Yes – please specify: ______________________________



6. DECLARATION
I confirm that, to the best of my knowledge, the information I have provided in this form is accurate and complete. I understand that Queen Mary may ask me for proof of identity and/or further information in order to investigate this complaint. Where I am acting on behalf of another person, I confirm that I am authorised to do so and have enclosed evidence of that authority.
	Signature

	

	Print name
	

	Date
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