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DATA PROTECTION COMPLAINT FORM

Please complete and return to the data protection lead/DPO via secretary@reading-school.co.uk who will acknowledge receipt and explain what action will be taken.
This form is for complaints about how Reading School has collected, used, shared, retained, secured or otherwise handled personal data. It should not be used solely to request copies of personal data, access to a child’s educational record, correction or deletion of personal data, or a freedom of information response. If your correspondence includes one of those requests, the school may handle that part under the relevant procedure while also considering any data protection complaint.


	Your name:

Pupil’s name, if relevant:

Your relationship to the pupil, if relevant:

Address:



Postcode:

Daytime telephone number:                         Evening telephone number:

Email address:

Are you complaining on behalf of another person? Yes/No. If yes, please provide evidence of authority to act.

Does your complaint include a concern about how the school has collected, used, shared, retained, secured or otherwise handled personal data? Yes/No/Not sure.

Are you asking for copies of personal data about you or your child, or asking to access your child’s educational record? Yes/No/Not sure.

Are you asking the school to correct, delete, restrict or stop using personal data? Yes/No/Not sure.


Are you reporting a suspected personal data breach? Yes/No/Not sure.

Please give details of your data protection complaint:






What action, if any, have you already taken to try and resolve your complaint?
(To whom did you speak and what was the response)?




What actions do you feel might resolve the problem at this stage?



Are you attaching any paperwork? If so, please give details.


Signature:                                                        Date:


Official use
	Date acknowledgement sent:

By whom:

Complaint referred to:

Date:
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