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UK GDPR Complaints procedure

We are committed to protecting your personal data and ensuring it is handled in accordance with the
UK General Data Protection Regulation (UK GDPR) Data (use and Access) Act and the Data Protection
Act 2018. If you believe your personal information has been mishandled, you have the right to raise a

complaint.

This procedure explains:
e What you can complain about under this procedure.
e How to make a complaint.
e What happens after you do.

Making a complaint

This section outlines who can file a complaint, how to do so, and which complaints are covered by

this procedure.
Who a complaint can be made by

Anyone whose personal data has been processed by Your Local Family Solicitors can make a
complaint if they believe that their information has not been managed in accordance with the law.

You may also make a complaint on behalf of someone else if you have their written permission or
legal authority to do so, please note that we may request evidence of this.

What issues can be complained about
You may submit a complaint if you believe Your Local Family Solicitors has:

e Not responded fully or in part to your Data Subject Rights requests including Subject Access

Requests.
e Disclosed your data without an appropriate legal basis.
e Maintained inaccurate or outdated information about you.
e Retained your data longer than necessary and/or specified.

e Used your data for purposes other than those originally stated.
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o Failed to ensure the security of your data or take adequate protective measures.
e Not upheld your data protection rights.

How to make a complaint

You can submit your complaint in any of the following ways:

e By email: admin@yourlocalfamilysolicitors.co.uk

e By post: FAO Data Protection Officer, Your Local Family Solicitors, Sandford Court Lichfield
Staffs WS136QA

e By phone: Call 01543441802 and ask for the Data Protection Officer (please note that we will
need to take a contact email or postal address to provide you with a response).

Please include:

e Your full name and contact details.

e A clear description of your concerns.

e Any relevant dates or reference numbers.

e Copies of any supporting documents (please do not send originals).
Complaints process

Our UK GDPR complaints process has two steps. After each step, we will let you know what to do
next if you are still unhappy with the result.

We aim to resolve your concerns quickly, but sometimes a full investigation may take longer. We will
keep you informed of our progress and give you an expected date for our reply.

Stages of the complaints process

Stage one - Complaints to the Data Protection Officer.
If you are unhappy with how your personal information has been processed by Your Local Family

Solicitors, you should raise a complaint with the Data Protection Officer.

The Data Protection Officer will work with other team members involved in your case to investigate
your complaint and put things right quickly. You should expect to receive a formal reply within one
calendar month.

Stage two — if you are not satisfied, Contacting the ICO.

If you are not happy with how your complaint has been handled, and you want to find out more
about what the Commissioner does, you can contact the Information Commissioner's Office (ICO).
The ICO helpline is open from 9am to 5pm, Monday to Friday, and you can call on 0303 123

1113 or 01625 545745.
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This procedure ensures that UK GDPR complaints are reviewed and addressed promptly. The
outcome may not always be what you expect, but please be assured that complaints are considered
impartially and in accordance with legislation, policies, and best practice guidelines.

Step one: Acknowledgement.

Once you submit your complaint, the Data Protection Officer will review this and send you an
acknowledgement within five working days. This email will tell you who is dealing with your
complaint, what stage of the complaints process it is at, and when you can expect a reply.

Step two: Investigation

The Data Protection Officer will review your complaint. They may work with other members of the
team to conduct the investigation. Their goal is to understand your concerns and how the practice
has managed your information. This will help us determine if your information has been handled
correctly.

Step three: Response.

We aim to reply to complaints within one calendar month. If we cannot do this, the Data Protection
Officer will get in touch with you during that month to give you an update.

Step four: Outcome.

We will send you a written reply explaining what we have found, whether we agree with your
complaint (decision is upheld), and what steps we will take as a result.

This procedure ensures that UK GDPR complaints are reviewed and addressed promptly. The
outcome may not always be what you expect, but please be assured that complaints are considered
impartially and in accordance with legislation, policies, and best practice guidelines.



