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Complaint form
Complaint about how your information was handled

You should complete this form if you have a complaint about how an organisation has
handled your personal information.
If the above doesn’t apply, call our helpline.
This form should take about 10 minutes to complete.
Because most people submit their own complaints, where we ask about ‘you’, we
mean the person with the complaint (the complainant).

1. Who do you want to complain about?
This will usually be an organisation. Please give us the details of the person you have
been in contact with.
Organisation:
Contact name:
Address:

Postcode:

Telephone:

Email:

Website:

2. Your relationship with the organisation
Please tell us the nature of your relationship with the organisation, for example client,
patient, customer etc.

3. Details of the problem
Please select the option that best describes what you want to complain about. You
may tick more than one box.
The organisation holds information about me that is inaccurate, inadequate,
irrelevant, excessive or out of date.
The organisation collected information about me for a particular reason, but is
now using it for something else.
The organisation has kept information about me longer than is necessary.
The organisation has disclosed or released information about me.
The organisation lost information about me, or is not keeping it secure.
The organisation has sent me information about someone else.
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Something else. Please give details.

4. When did you become aware of the problem?
Please tell us the date when you became aware of the problem.

5. Reference number
Please tell us any reference number that the organisation has given you, eg account
number, policy number etc.

6. Supporting documents
You must send us any relevant documents to support your complaint. These should
include the following. Further examples of relevant information are provided below.
 Any letters or emails you have sent to the organisation raising your concerns.
 Any acknowledgement, and any other responses you received from the
organisation.
 Details of any proof that the organisation received your letter (for example if
you sent your letter by recorded delivery).
 Any document showing you have authority to act on behalf of the complainant
(if you are not the person making the complaint).
Mark any documents that you do not want the ICO to disclose, but be aware that this
may hamper our ability to deal with your complaint.
Inaccurate information
If your complaint is about an organisation that holds information that is inaccurate,
inadequate, irrelevant, excessive or out of date, you should also send us:
 A copy of the inaccurate information, or a description of what information you
believe is inaccurate.
 Evidence that supports your view that the information is inaccurate.
Retention of personal information
If your complaint is about an organisation that has kept information about you for
longer than is necessary, you should also send us:
 Details of the information that is being held about you for longer than it should
be.
Disclosure of personal information
If your complaint is about an organisation that has disclosed or released information
about you without your consent, you should also send us:
 A description of when, and how, your information was disclosed.
 Details of who the information was disclosed to (if known).
 A copy of any evidence of the disclosure.
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Security of personal information
If your complaint is about an organisation that has lost or is not keeping information
about you secure, you should also send us:
 Evidence of what (if any) information was lost.
 Any evidence showing that information is not being kept secure.
 Details about how any information was lost.

7. Important information about your supporting documents
We will scan any paper documents you send us, and keep them as electronic records.
In most cases, we will destroy any paper documents you send us after six months.
You should only send us copies of paper documents and make sure you keep the
originals in case we need these later on.
If you cannot provide us with copies and you would like us to return your paper
documents, please tick here.
You will need to make it clear each time you send us something if you would
like us to return it to you.

8. Complainant contact details
Person with the complaint
Please give us the details of the person with the complaint (the complainant).
Title:

Please select

First name:
Last name:
Address:

Postcode:

7elephone:

Email:

Person to contact about this complaint (if different from above)

If you are filling in this form on behalf of the complainant and you have the
complainant’s
permission to act on their behalf, please enter your details below.

Title:

First name:

Last name:

Address:

Please select



Postcode:


7elephone:

Email:
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9. Declaration
Please read the following statements and tell us you agree with them by ticking the
box at the end.
 I have included all the necessary documents to support my complaint.
 I understand that during any necessary investigations, the ICO may need to
share the details I have provided so they can investigate. I have indicated any
supporting documents that I do not want the ICO to share.
 The information I have provided in this complaint is accurate, to the best of my
knowledge.
 I understand that the ICO will scan and electronically store any documents
relating to my complaint, will destroy original hard copy documents after six
months, and keep the electronic records for up to two years after the complaint
is concluded or more if it is appropriate.
I have read and agree to this declaration.

10. Sending your complaint to us
By email
If you have all your supporting documents electronically, please attach them to an
email along with this form and send it to casework@ico.gsi.gov.uk
By post
If you have only paper copies of any of your supporting documents, please print this
form and post it with all your supporting documents to:
First Contact
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire SK9 5AF
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