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	Data Protection Complaint Form
 
This form should be used to lodge a complaint under the University’s Data Protection Complaints Policy and Procedure.

The University endeavours to treat all information submitted as part of a complaint in a confidential manner. Please be advised that information contained in this complaint will be reviewed by members of University staff.

This form should be sent to dataprotection@swansea.ac.uk once complete.

This form is not to be used to complain about issues relating to bullying or harassment – please see Dignity at Work and Study - Swansea University for more information. 

Accessibility

The University is committed to ensuring that its complaints process is accessible, inclusive, and easy to use.  If you are unable to access or complete this form, require related information in an alternative format (including large print, easy-read, audio, braille, or another language), or require support or reasonable adjustments to make a complaint, please contact the Information Compliance Team at dataprotection@swansea.ac.uk. 

The University will consider requests for reasonable adjustments and accessibility support on an individual basis and in line with our obligations under the Equality Act 2010.

Individuals can submit their complaints in Welsh. To request a Welsh version of our Data Protection Complaint Form, please contact the Information Compliance Team at dataprotection@swansea.ac.uk. 

Children and young people (PLEASE READ)

This form is for anyone who is worried about how the University has used their personal information.

You can use this form yourself, or an adult can help you fill it in. If you are unable to complete this form, please email your concern directly to the Information Compliance Team at dataprotection@swansea.ac.uk who will help you.  Please tell us what you are worried about, how quickly you need help and why.

Where complaints are made by or on behalf of children, the University will communicate in clear and age-appropriate language.



	SECTION A (Personal Details)

	For students (including applicants, current students, former students and alumni):

	Name in full: 
	

	Student Number:
	

	School and Course:
	

	Contact Telephone Number (Optional):
	

	Contact Email Address:
	

	
	

	For staff (including academic staff, professional services staff, temporary staff, visiting lecturers and agency workers):

	Name in full:
	

	Staff Number:
	

	Faculty, directorate or services team:
	

	Contact Telephone Number (Optional):
	

	Contact Email Address:
	

	
	

	For externals (including but not limited to stakeholders, contractors, research partners, other third parties acting on behalf of the University, landlords, parents and guardians of students, and members of the public):

	Name in full (including organisation, if applicable): 
	

	Relationship to the University: 
	

	Contact Telephone Number (Optional):
	

	Contact Email Address: 
	

	

	Please tick one of the following boxes if they apply:

	☐ I am under the age of 18
☐ I am submitting this complaint on behalf of someone else


	*Please complete this section if you are submitting a complaint on someone else’s behalf:

	Name of individual / organisation submitting complaint:
	

	Name of complainant:
	

	What is the complainant’s relationship to the University?


	☐ Student
☐ Staff member
☐ Other (please specify):


	Contact Telephone Number (Optional):
	

	Contact Email Address:
	

	What best describes your relationship to the complainant? (Please tick):



	☐ I am a family member (please specify): 
☐ I am a solicitor
☐ I have legal power of attorney
☐ Other (please specify):


	What evidence are you providing to demonstrate your authority to submit this complaint? (Please tick):

*Please note that if you are a family member of the complainant and there is no legal power of attorney in place, the complainant will need to email the Information Compliance Team directly (dataprotection@swansea.ac.uk) confirming their authority.  We require that nobody else is copied into the email.

(NB The Information Compliance team reserves the right to request appropriate evidence of authority upon receipt of a complaint).

	☐ Signed letter of authority
☐ Legal Power of Attorney
☐ The complainant will email the Information Compliance Team separately


	SECTION B (Complaint details)

	What category of personal data does your complaint relate to? 

For further information on personal data, please see the ICO website: Personal data | ICO 

	


	Which aspect of personal data does your complaint relate to? (Please tick the options which apply):

	☐ Collection of personal data
☐ Use or sharing of personal data
☐ Data accuracy
☐ Minimisation of data
☐ Data security or data breach
☐ Retention or deletion of data
☐ Access to personal data (e.g. Subject Access Request)
☐ Failure to uphold data protection rights
☐ Other (please specify): 


	Please confirm which faculty, directorate or services team your complaint is about:

	

	Please tick this box if your complaint also relates to a third party (such as another organisation which has jointly controlled or processed your data):

	☐ Yes (please specify):

	Please provide details of your complaint. Please include details of: 

· What happened;
· When it happened (including specific dates);
· Which faculty, directorate or services team(s) of the University were involved;
· Why you consider the University has not complied with data protection law;
· What evidence (if any) you are attaching in support of your complaint.

	





	Please provide details of any evidence you are attaching in support of your complaint.

	


	Please tick this box if you have raised this complaint (or any of the issues listed) with the University previously.  Please provide details of this and of any responses received:

	☐ Yes:

	Please tick the box to confirm that you agree to the University providing your complaint and supporting documents to the faculty, directorate or services team(s) or with third parties (such as regulators or other organisations involved in the complaint) subject to the complaint so they can respond to your allegations:

	☐ I agree 


	SECTION C (DECLARATION / CONSENT)

	
In signing this complaint form:

(1) I confirm that, to the best of my knowledge, the information I have provided in this complaint is true and accurate.

(2) I understand that the organisation will process the personal data contained in this form for the purpose of investigating and responding to my complaint, in accordance with applicable data protection legislation, including the UK General Data Protection Regulation, the Data Protection Act 2018 and the Data (Use and Access) Act 2025.

(3) I acknowledge that my information may be shared with relevant internal faculties, directorates or services teams and, where necessary, with third parties (such as regulators or other organisations involved in the complaint) where this is required to investigate and resolve the matter.

(4) I understand that the Information Compliance Team will release details of the outcome of my complaint/related documentation to relevant members of University staff, or third parties where relevant, for the purpose of processing the outcome of my complaint.


	
Signed:

	
Date:

	
Please return the completed form by email only to: 
Dataprotection@swansea.ac.uk


	FOR INFORMATION COMPLIANCE TEAM USE ONLY:

	Received: 

	Date:
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