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What Are Data Protection Complalnks?

If you are u,nho,PPH with the way thal Springfield Primo,rH School has handled your Personal do,ko,, your concerns will be lrealed

as a complo,'mk under dala Prokechon legislahon‘ Exo,mples of @ complo,mk include:
® Being unhaPPH with the way o Subjeck Access Requesf (SAR) has been responded ko;

® OI" concerns over Hwe securitH measures we emploH |50 I(GEP HOUF Persono,l dQlfO, secure

If Hour concern is relal’ed [o a mo,Her ou[side Of do,|,’o, Pro[echon, H‘»is wi“ be deo,”,’ wi[’h u,nder our normal complo,‘mks Process.

For more 'mformo,hon on who,[ does o,nd does no[ consh[u[e a do,l’q Profechon complaink see Whak are data Iprokechon

complamks? | ICO

How To Make o Daka Protection Complaink
In the J;irsk instance concerns, queshons or complo,inl's should be direcled lo the Dala Protection Lead (DPL) of

sue.ross@springfieldsandweu.sch.uk You,r complainf wi“ be acknow[edged o,nd Processed as ouHined belowe

Confirming Your Idenmg and/or Au.H'wrikH

If we do no|,' alreadH have sufficienk 'LnJ:ormo,hon ko be so,hsfted Of Hour idenl’ikﬂ, we maH need ko o,s|< UOU’ for PrOOf Of
idenl’ifical'ion. We wiH as|< Hou for Hwis 0,|,’ Hle earliesl’ oPPorhmil'H wiHl'm Hle complainl’s handling Process
If Hou are making a complainl’ on behalf OJ‘; ano[’her Person (e.g. 5our child, or someone Hou ac|,’ for ina [ego,[ caPacikH), we wi“

need |,’o confirm Hou are aul’horised ko o,c|,' on er OH‘ICI“ Person‘s beha[f before Hme inveshga[’ion ‘ml’o Hle compla‘mf can commence.

What We Will Do

In line with obligahons seb oul in dala Prokechon lo,w, the J;ouowmg skeps will be taken as Part of the complainks process.

Your comPlo,'mk will be acknow[edged within 30 do,gs of receiv'mg ik

The DPL will review the comPlaint bo ensure it is relahng to dala Prokechon. IJ; your complo,'mk is related to mallers oulside of
dala Prokechon, this will be dealt with under our normal complo,'mks process. Fo“owing review, LJ: your ccmplaink is relaled lo dala
Prokechan, the DPL will lead on the inveshgahon and response. The Dala Protection OJ;J;icer (DPO) oulsourced lo SIPS may also
be consulled and may suppork the school to mveshgake your complo,'mk

If required, you may be conlacled for clo,rij:ico,hcn aboul aspecl’s of your comPlain[.

WiH’mouk u,ndu,e delaH, Hw approprio,te skeps ko respond to Hour complaink wi” be ko,ken. This moH include:
® Reviewing all of the relevant J;acks khoroughl‘tj, J;airltj and accuratelg;

® Speaking with relevant members of skaﬂ;;

®  Comparing inpormalion provided in the complaink, with information we hold within the Springgield Primary School;
®  Check policies and process have been upheld;

® Discuss with you whal oulcome you are looking for to help us resolve the complaink;

® Keep you updaled about the progress of the investigalion;

o Where Possible, Provide you with o Provisional hmefro,me for the resolution of your complamk
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Fo“owing the inveshgo,hon, the DPL will share the outcome with you, including an exPlo,no,hon of wha! has been done lo resolve

your complaint o,nd whak achons H‘»e Sprmgfield Primo,rg School has ko,ken as a resulk

Fouowlns The Oulcome

If you are unhaPPH wiH\ H‘»e oukcome of our comp[o,'mks ho,ndlmg Process, we would encourage you [0 discuss Hlis wiH1 us.
If you require J:UFH’ICF assistance o,fter conkachng H'le Do,ta Prokechon Lead, H'lis shou[d H’ICI’I be discussed with the Daka

Prokechon Officer who can be contacked ak

Email: gdpr@slps.co.uk
Telephone number: 0121 296 3000,

After conkachng the Data Profeclion Lead and Dala Protection OJ;J;icer, LJ: you remain dissahsﬂed with the assistance you have
received, you can make a J;ormal complaint bo the Inj;ormo,hon Commissioners Office.

The Informahon Commissioner can be contacted ak:

Informahon Commissioners Oj;fice, Wgc[iﬂ;e House Waler Lane Wilmslow Cheshire, SK9 5AF

Tel: 0303 123 1113

Website: hitps://ico.orq.uk
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