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GUIDE TO MAKING A DATA PROTECTION COMPLAINT
South Ayrshire Council takes our responsibilities for processing your personal data to comply with UK data protection legislation very seriously. If you experience an issue related to your personal information, you have a right to complain.  Use this quick and easy to complete form to provide us with information on how we have handled your personal information.
Our approach to handling complaints
When you send us a complaint, we will look at the details you have provided carefully. Our complaints from asks you for the information we need, including the details of the data protection issue you are complaining about.
We will review your concerns, and we may contact you to find out further information.
What we will need
When making a data protection complaint you will need to provide:
· Your email address
· Details of the service to whom your complaint relates
· Supporting information on the circumstances of your complaint, including any documents and dates, and a timeline of events.
· If you are complaining on behalf of someone else, a formal consent agreeing to you acting on their behalf.
What Happens Next?
· We will review and log your complaint. 
· The case will be allocated to a member of the Data Protection Team
· We will investigate, and contact the services involved as necessary
· You will receive a response to your complaint within one calendar month, which will outline our findings and actions taken, as well as detail of what you can do if you remain dissatisfied.

If you require any further advice or assistance, please contact DataProtection@south-ayrshire.gov.uk 



DATA PROTECTION COMPLAINT FORM                          [image: A black background with blue text
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Please complete this form and return it to the address outlined below.  If you are making a complaint on behalf of someone else,  you will require their written consent, which you must provide to us.
The following information should be provided to help us give a quick and accurate response to your enquiry. Please complete this form in block capitals.

	PART 1
	YOUR PERSONAL DETAILS

	FORENAME(S)
	

	SURNAME
	

	ADDRESS & POSTCODE


	


	EMAIL ADDRESS
	

	TELEPHONE NO.
	



	PART 2(a)
	INFORMATION ABOUT YOUR COMPLAINT

	Please provide details of your complaint. It would help if you can tell us which Council service ore department your concerns relate to.  Please be as specific as possible.

	






	PART 2(b)
	PERSONAL REFERENCE NUMBERS AND ADDITIONAL INFORMATION

	It would assist us when carrying out our investigation into your concerns, if you are able ot provide the following information, if known: 

	Department/Service details:
	

	Timeline of events, including dates and parties involved:
	

	Any additional information which may help us investigate:
	





	PART 3:
	DECLARATION

	I confirm that I am the person named above complaint and I request that South Ayrshire Council investigate the circumstances and provide me with a written response within one calendar month.  I understand that the Council may need to contact me further to obtain additional information as part of the investigation.  

I understand that my rights under UK GDPR will be protected and that South Ayrshire Council will use the information provided by me in this form only for the purpose of administering my complaint.


	
Signature:

	

	 
Date:

	



Please forward the completed form to: 

The Data Protection Officer
South Ayrshire Council
Information Governance
County Buildings
 Wellington Square
Ayr, KA7 1DR

If you have any further enquiries, please contact Data Protection either by telephone on 01292 612223 or email: DataProtection@south-ayrshire.gov.uk


	Our Privacy Notice
As the ‘data controller’ for the personal information – or data – we hold about you, South Ayrshire Council decides how your personal information is used or processed, and what it is used for.  Our service will always let you know exactly what we will do with your personal information – what information we collect, why we collect it and what we do with it.
We will do this via a ‘Privacy Notice’. Our Subject Access Request Privacy Notice is available at: South Ayrshire Council Privacy Notices. 
If you require a printed copy of this Privacy Notice or wish to discuss its contents, please do not hesitate to contact the Data Protection Team
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