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Data Protection Complaint Form
Birmingham City University are committed to protecting personal information. To make a complaint about how you believe BCU has handled your personal data, please read and follow BCU’s Data Protection Complaint Procedure and then complete this form if appropriate.  

If you have received someone else's information by mistake please follow BCU’s Data Breach Reporting Procedure. If you want to stop receiving marketing emails from BCU please email informationmnagment@bcu.ac.uk 
To submit a data protection complaints, please complete this form and email it to informationmanagement@bcu.ac.uk. Your responses will help us understand the situation and assist with the matter accordingly.
	Information Management Matter Reference Number:
	For Information Management team use only. IM-XXXXXX


	
	Personal Details:

	1. Full Name of person completing this form: 

	Click or tap here to enter text.
	2. Full name of person whose personal data this complaint is about.
If they are a student / BCU staff member please also provide their BCU ID number. 
	


	3. The data subject is the person whose personal data the complaint concerns.

What relationship does the data subject have with BCU?
	☐Associate role providing services to BCU (e.g. contractors, agency staff etc. See list on this iCity page. 
☐ Applicant to study at BCU 
☐ Alumni
☐ Student – Current
☐ Student - Former
☐ Employee – Current
☐ Employee - Former
☐ Job applicant
☐ Research participant 
☐ Someone from a different organisation (please specify): Click or tap here to enter text.
☐ TNE partnership or UK partnership staff member (please specify): Click or tap here to enter text.
☐ Member of Public
☐ Other (Please Specify): Click or tap here to enter text.

	4. If the data subject is someone other than yourself, please specify your relationship to the data subject? (Ignore if you selected ‘Myself’ for Q2).
	

	5. Email Address of data subject:
(Please provide the email you would like us to use for contact. If you are a current BCU staff member or student, please use your BCU email address.)
	

	6. Email address of person completing the form – only if different from the data subject:
	



N.B To protect your personal data, we will seek to confirm your identity if there is any doubt about the identity of the person making a complaint. Acceptable forms of identification include a current staff or student ID card or copy of a passport or a driving licence.

The University will only accept a complaint from an individual’s representative, if the representative provides written consent from the individual authorising the representative to act on their behalf in relation to the complaint, such as a signed form of authority,
	Reason for Complaint:

	7. What is your complaint about?
(Please select all that apply)
	☐ A Subject Access Request that BCU has finished working on.
☐ A different kind of data subject rights request BCU has finished working on.
☐ I believe personal data BCU holds about me has been lost or stolen
☐ I believe BCU has mis-used or disclosed my information to someone who should not have access to it (e.g. a data breach)
☐ Something else

	Complaint Details:

	8. If your complaint relates to something you already have a BCU reference number for please include it here.
It will start with DB, SAR or IM.
E.g. IM-000123
	

	9. Please provide a description of the events that led to this complaint:
Please include the names and roles of relevant parties involved, where applicable.
	

	10. Timeline of Key Events:
Please provide a timeline of the key events related to your complaint. The dates and times do not need to be exact but providing them helps us understand the situation better.
	

	11. What negative impact have you experienced due to the described handling of your personal data?
	

	12. Additional Information:
Please let us know if there’s anything else you believe is relevant to your complaint and experience.
	

	13. What would you like to happen as a result of your complaint? 
Understanding what you would like to happen as a result of your complaint helps us work towards a suitable resolution. While we cannot guarantee a specific outcome, we will consider your preferred result.
	



Thank you for completing this form. Please submit this form to informationmanagement@bcu.ac.uk. We will review your complaint and contact you without undue delay.
To find out how BCU protects and processes your personal data in relation to data protection complaints please read the Privacy Notice for Data Subject Rights Requests (including Data Protection Complaints).
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