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DATA PROTECTION COMPLAINTS POLICY
‘This policy will be implemented in a way which honours the vision that every FCJ school is a community of persons - students, staff, governors - bound together in mutual respect and ready to rely on each other in fulfilling their privileged task as educators in a Catholic school.
’
1.	Introduction
1.1	Following the introduction of s164A of the Data Protection Act 2018 on 19 June 2026 data subjects are entitled to raise a complaint if there has been a breach of their data protection rights. 
1.2	This policy sets out how individuals can raise a data complaint at Upton Hall School
1.3	This policy should be read in conjunction with the school’s  data protection policy and privacy notices.
2.	Scope
2.1	The right to make a complaint applies to all data subjects. This includes, but is not limited to:
2.1.1	pupils (deemed to be ‘Gillick Competent’ as explained below);
2.1.2	parents;
2.1.3	staff;
2.1.4	volunteers; and
2.1.5	governors.
2.2	Where a pupil is assessed as ‘Gillick Competent’ the school will treat them as capable of exercising their own data protection rights. Parents will be unable to raise a complaint on their Gillick Competent child’s behalf without the pupil’s consent. 
2.3	‘Gillick Competent’ means that a pupil is mature enough to make their own decisions about something that affects them. In reaching this assessment the school will take into consideration the child’s needs and level of understanding. The determination of whether a pupil is ‘Gillick Competent’ or not remains at the sole discretion of the school.
2.4	Consent from a pupil for a parent to deal with the data protection complaint on their behalf may be obtained:
2.4.1	by a conversation with a trusted adult in the school; or
2.4.2	by written consent.
2.5	Where written consent has been provided which has been obtained independently of the school the school may take steps to verify the consent.
3.	Roles
3.1	The Data Protection Officer (DPO) has overall responsibility for the creation and implementation of this policy.
3.2	The Complaints Co-Ordinator (Co-Ordinator) is responsible for investigating and responding to a data protection complaint. The Co-Ordinator can be:
3.2.1	the DPO;
3.2.2	a Governor; or
3.2.3	any staff member of the school appointed by the DPO.
4.	Data Protection Complaints
4.1	Formal data protection complaints should be made in the first instance to the DPO in writing. The DPO’s contact details are at the end of this policy.
4.2	The DPO will acknowledge receipt of the complaint within 30 days in writing. The acknowledgment shall include:
4.2.1	the name and contact details of the Co-Ordinator; and
4.2.2	the date on which the school will provide an update to the complaint. 
4.3	The Co-Ordinator shall:
4.3.1	take appropriate steps to investigate the complaint; and
4.3.2	inform the complainant about the progress of the complaint.
4.4	The Co-Ordinator shall provide a response to the complaint without undue delay.
5.	Internal Review
5.1	The school operates an internal review procedure for any complainant that is dissatisfied with the handling of their data protection complaint.
5.2	Internal reviews will be carried out by a senior employee of the school or a Governor (the Reviewer) who has not been involved in making the original decision or responding to the request.
5.3	As part of the internal review procedure the Reviewer will consider whether or not the request was handled appropriately and in accordance with the requirements of the Data Protection Act 2018 and the UK GDPR. 
5.4	Complainants seeking an internal review must write to the DPO within 5 school days of the date of the Co-Ordinator’s response to the original request stating the grounds for review. 
5.5	The Reviewer will endeavour to respond to requests for internal review within 20 school days of receipt of request. Where this is not possible the Reviewer will write to the complainant to inform them of the expected date of the response to their request for internal review.
5.6	Requesters who are unhappy with the outcome of the internal review may raise a complaint with the Information Commissioner’s Office.
6.	Data Protection Rights
6.1	Under data protection law, an individual has data protection rights. These can be summarised as follows:
6.1.1	Right to be informed – about how and why your data is being used;
6.1.2	Right of access – you have the right to ask us for copies of your personal data;
6.1.3	Right to rectification – you have the right to ask us to rectify personal data that is inaccurate or to ask us to complete information;
6.1.4	Right to erasure – you have the right to ask us to erase your personal data in certain circumstances;
6.1.5	Right to restriction of processing – you have the right to restrict the processing of your personal data in certain circumstances;
6.1.6	Right to data portability – you have the right to ask that we transfer the personal data we hold about you to another data controller, and to receive personal data in a structured, commonly used and machine readable format.; 
6.1.7	Right to object – you have the right to object to the processing of your personal data; and 
6.1.8	Right to not to be subject to a decision based solely on automated processing – for decisions that have a have a legal or similarly significant effect on individuals. 
6.2	A complaint can be raised in respect of any alleged breach by the school’s of an individual’s data protection rights. All data rights are subject to the conditions set out in the Data Protection Act 2018 and the UK GDPR.
7.	DPO Contact Details
	Name:
	Mrs C Howell

	Email:
	chowell@uptonhall.org

	Phone Number:
	0151 677 7696

	Postal Address:
	Upton Hall School FCJ
Upton 
Wirral CH49 6LJ
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