


This form is designed to assist the process of making a data protection complaint and may help to resolve your concerns.  It is not suitable for other types of complaint.

However, it is not mandatory and all data protection complaints made via email or post will also be processed.  Please write to;
· DPA@westminster.ac.uk 
· Information Compliance Team, University of Westminster, 3rd floor, 32-38 Wells Street, London, W1T 3UW 


GUIDANCE
Please read this guidance before filling in the Complaint Form.

The University holds and processes a significant amount of personal data in a wide variety of systems across the organisation. It is important that you provide as much information as possible when you raise your complaint.  
You should raise your complaint at the earliest opportunity and within three months of the occurrence of the matter the complaint is about or within three months of you being notified of a data breach.
Upon receiving a complaint, we will check the details of the complaint and may request further information. In some cases, we may request proof of identity.
You can make a complaint on behalf of another person e.g. if you are a solicitor, a family member or another organisation. If you are raising a complaint on behalf of someone else, you must provide a signed letter of authority (or equivalent documentation) before we can investigate the complaint. By providing the letter of authority the complainant gives the University permission to share information relevant to the complaint with their representative. A complainant may revoke representation at any time and must inform the Information Compliance Team in writing as soon as possible. 
Complaints should not be false, frivolous, vexatious or malicious.  Complaints and communications should not be abusive, offensive, defamatory, aggressive, threatening, coercive or intimidating in manner.  We do not accept complaints made anonymously.
Complaints relating to other policies or other regulatory matters will not be addressed under this procedure. Where relevant we will direct you to the appropriate University department or signpost the relevant policy.

We will write to you to acknowledge receipt of the complaint. We aim to do this within 10 days, but at busy times this might take up to 15 days. 

The length of time we require to consider a complaint will be dependent on the nature and complexity of the complaint. We aim to respond to complaints within one month but complex complaints may take up to three months. We will inform you if we consider your complaint to be complex.

What happens to the information I provide?
The information you provide in the form below is used solely for the purposes of investigating your concerns and communicating with you. We hold this information for three years after the last action in line with our records retention schedule.
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SECTION 1 - Are you the complainant? 

· YES If you are the complainant.

· NO If you are acting on the behalf of someone else, please provide evidence of that person’s authorisation.


SECTION 2 - Details of the complainant

	Surname:
	

	Former Surname: (if applicable)
	

	First Name(s):
	

	Email Address:
	

	ID Card number for student and staff members:
	

	Any additional information that may help identify your relationship with the University, eg. When you left the university, how we may have come to hold your information
	




SECTION 3 – Details of the complaint

	Date of the incident
	

	Location 
	

	Details of anyone who has assisted you with your complaint to date
	

	The outcome you are seeking
	

	Have you raised a complaint with the Information Commission?
	


SECTION 2


Page 3 of 5
June 2026
©University of Westminster

SECTION 4 – Complaint description
In the box below, please state in as much detail as possible your complaint.
	
























































SECTION 5 – Declaration

To be completed by all applicants:

I,	(Print Name)

I understand that it is necessary for the University of Westminster to investigate my complaint and that it might be necessary to obtain more detailed information from me.

I understand that the University may need to share relevant information from my complaint with appropriate staff or departments in order to conduct a thorough investigation.

I confirm that the information I have provided is accurate and complete to the best of my knowledge.

I understand that the University may contact me using the details provided to request further information or to update me on the progress of my complaint.

I consent to the University reviewing any supporting evidence I upload, including emails, screenshots, documents, or other materials relevant to my complaint.

I acknowledge that the University may need to cross‑reference my complaint with internal records, systems, or correspondence as part of the investigation.

Signed: ……………………………………………
Date: ……………………………………………..
Documents that must accompany this application:

· Any documentation that you would like to supply to assist us in investigating your complaint.
· Evidence of authorisation to disclose to a third party (if you are acting on behalf of another person).

Data Protection Act 2018
The information on this form will be held in accordance with the Data Protection Act 2018. The University of Westminster is notified as Data Controller under the Act.

Please return the completed form and documentation to:
· DPA@westminster.ac.uk 
· Information Compliance Team, University of Westminster, 3rd floor, 32-38 Wells Street, London, W1T 3UW 
For any related enquiries please contact the Information Compliance Team at the address or email above.
Page 5 of 5
June 2026
©University of Westminster

image1.jpeg
UNIVERSITY OF
LEADING

THE WAY
WESTMINSTERE




