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DATA PROTECTION COMPLAINT FORM
RPP Group is committed to handling personal data fairly, lawfully, transparently, and securely.
This form is provided to facilitate complaints relating to the handling of personal data in accordance with:
· UK GDPR 
· Data Protection Act 2018 
· The Data (Use and Access) Act 2025 
You may complete and submit this form electronically by email or alternatively submit your complaint by post or other reasonable means.
Please complete as much information as possible.

Section 1 – Your Details
	Field
	Information

	Full Name
	Click or tap here to enter text.
	Company Name (if applicable)
	Click or tap here to enter text.
	Postal Address
	Click or tap here to enter text.
	Email Address
	Click or tap here to enter text.
	Telephone Number
	Click or tap here to enter text.
	Preferred Contact Method
	☐ Email ☐ Telephone ☐ Post



Section 2 – Your Relationship with the Business
Please indicate your relationship with RPP:
☐ Client / Customer
☐ Supplier / Contractor
☐ Employee
☐ Former Employee
☐ Website User
☐ Member of the Public
☐ Other: Click or tap here to enter text.

Section 3 – Nature of Complaint
Please select the issue(s) your complaint relates to:
☐ Unauthorised disclosure of personal data
☐ Incorrect or inaccurate personal data
☐ Failure to respond to a Subject Access Request
☐ Delay in responding to a data rights request
☐ Data security or confidentiality concern
☐ Unwanted marketing communications
☐ Failure to delete personal data
☐ Excessive retention of personal data
☐ Improper sharing of personal data
☐ CCTV or monitoring concerns
☐ Automated decision-making concerns
☐ Failure to comply with data protection rights
☐ Other (please specify below)
Other Issue Details:
Click or tap here to enter text.

Section 4 – Details of Complaint
Please provide full details of your complaint, including:
· What happened 
· Relevant dates and times 
· The personal data involved (if known) 
· Any individuals or departments involved 
· Any previous correspondence regarding this matter 
Complaint Details:
Click or tap here to enter text.

Section 5 – Supporting Information
Please indicate any supporting documents attached or available.
☐ Emails
☐ Letters
☐ Screenshots
☐ Copies of correspondence
☐ Subject Access Request correspondence
☐ Other supporting documents
Details of Attachments:
Click or tap here to enter text.

Section 6 – Desired Outcome
Please explain what outcome or action you would like RPP to consider.
Examples may include:
· Correction of inaccurate information 
· Deletion of personal data 
· Restriction of processing 
· Explanation of how data has been used 
· Review of procedures 
· Formal apology 
Desired Outcome:
Click or tap here to enter text.

Section 7 – Declaration
I confirm that:
· the information provided in this complaint form is accurate to the best of my knowledge; and 
· I understand that RPP Group may need to contact me for further information in order to investigate this complaint. 
	
	

	Full Name: Click or tap here to enter text.
	

	Electronic Signature (if applicable): Click or tap here to enter text.
	

	Date: Click or tap here to enter text.
	



How We Will Handle Your Complaint
Once your complaint is received:
· We will acknowledge receipt of your complaint. 
· We may contact you for additional information where necessary. 
· We will investigate the matter fairly and proportionately. 
· We aim to provide a written response within 30 calendar days where reasonably possible. 
If you remain dissatisfied following our response, you may have the right to complain to the Information Commissioner’s Office.

Privacy Notice
The information provided in this form will be used solely for the purpose of investigating and responding to your complaint.
Your information will be processed in accordance with:
· UK GDPR 
· Data Protection Act 2018 
· The Data (Use and Access) Act 2025 
Information will be handled confidentially and retained only for as long as necessary in accordance with our retention procedures.
For further information, please refer to our Privacy Notice.

Submission Details
Please return this completed form to:
Data Protection Lead
RPP Limited
First Floor, Riverside West, Whitehall Road, Leeds, LS1 4AW
privacy@rpp.co.uk 
0113 243 3731



Office Use Only
	Field
	Information

	Complaint Reference Number
	Click or tap here to enter text.
	Date Received
	Click or tap here to enter text.
	Acknowledged By
	Click or tap here to enter text.
	Assigned To
	Click or tap here to enter text.
	Investigation Deadline
	Click or tap here to enter text.
	Outcome
	Click or tap here to enter text.
	Date Closed
	Click or tap here to enter text.
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