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Data Protection Complaint Form

Please complete this form to raise a concern about how your personal data has been handled.

	1. Details of the person requesting information 
     Full name ………………………………………………….……………………………………………
     Address    ……………………………………………..………………………………………………..
     Telephone ………….……………………………. Mobile No ……….……………………………….
     Email         ……………………………………………………………………………………….…….


	2. Are you:
☐Student
☐Staff / Contractor
☐Parent / Carer
☐Member of public
☐Oher (Please specify):


	3. Details of the Complaint








	4. What type of issue does this relate to? (Tick all that apply)
☐Inaccurate personal data 
☐Unauthorised disclosure 
☐Loss or breach of data 
☐Failure to respond to a request (e.g. SAR) 
☐Excessive data collection or use 
☐Other (please specify):



	5. Key Information

· Date(s) of incident (if known):
· Where did the issue occur? (e.g. department/system):
· Have you already raised this issue with the college?
☐Yes
☐No
If yes, please provide details:




	6. Impact – How has this affected you?
  






	7. Supporting Evidence
Please list and attach any relevant documents or evidence:
☐Emails
☐Letters
☐Screenshots
☐Other (Please specify):



	7. Declaration
I confirm that the information provided is accurate to the best of my knowledge

Signature:
Date:





Please submit this form to the Data Protection Officer: dataprotection@truro-penwith.ac.uk 


	OFFICE USE ONLY
	
Date request received:
Date completed:

Notes:
	OFFICE USE ONLY
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