
DATA PROTECTION COMPLAINTS POLICY

1. Purpose

The Faculty Office of the Archbishop of Canterbury (‘the Faculty Office’) is 
committed to protecting personal data and complying with applicable data 
protection legislation, in accordance with the UK General Data Protection 
Regulation (‘UK GDPR’), the Data Protection Act 2018 and the Data Use and 
Access Act 2025. 

This Policy sets out the procedure for receiving, investigating, and responding to 
complaints concerning the Faculty Office’s processing of personal data.

2. Scope 

The Policy applies to: 

 Complaints made by data subjects or their representatives regarding the 
processing of personal data by the Faculty Office;

 Complaints concerning the exercise of data subject rights;
 Complaints regarding to the accuracy, security, retention, sharing, 

disclosure, or other handling of personal data, and 
 Complaints regarding compliance with applicable data protection 

legislation. 

This Policy does not apply to general service complaints unless they specifically 
concern the processing of personal data. 

3. Principles

The Faculty Office will:

 Treat all complaints seriously and fairly;
 Investigate complaints promptly and impartially;
 Maintain confidentiality throughout the complaint process;
 Keep appropriate records where necessary; and 



 Seek to learn from complaints to improve data protection compliance 

4. How To Make A Complaint 

Complaints may be submitted: 

By Email -  Faculty.Office@1thesanctuary.com 

In writing -  The Faculty Office 
1 The Sanctuary 
London 
Westminster 
SW1P 3JT 

By Telephone: 0207 222 5381

To help us resolve your issue quickly, please provide:

 Your full name and contact details.
 A clear description of what happened, staff members involved, and why you 

believe your data was mishandled.
 Any supporting evidence or correspondence.

5. Receipt and Acknowledgement

The Faculty Office will acknowledge receipt of a Complaint within five working 
days where practicable. 

The acknowledgement will:

 Confirm receipt; 
 Explain the complaints process; and 
 Provide contact details for any further enquiries 

6. Investigation

Complaints will be referred to the Faculty Office Data Protection Officer (‘DPO’) 
or other appropriately authorised individuals for investigation. 

The investigation may include:

 Reviewing relevant records and correspondence;
 Interviewing relevant personnel;
 Assessing compliance with data protection legislation and internal policies; 

and 
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 Seeking further information from the complainant where necessary

All staff and office holders are expected to comply and cooperate fully with 
any investigation.

7. Response

The Faculty Office will aim to provide a substantive response within 30 days of 
receiving the compliant. 

Where the complaint is complex or requires extensive investigation, the response 
period may be extended by up to a further two calendar months. The complainant 
will be informed of any extension any the reasons for it. 

The response will, where appropriate:

 Summarise the complaint;
 Explain the findings of the investigation;
 State whether the complaint is upheld. partially upheld, or not upheld;
 Describe any remedial action taken or proposed; and 
 Explain any further rights available to the complainant. 

8. Remedial Action 

Where a complaint is upheld, the Faculty Office may take one or more of the 
following actions: 

 Correct inaccurate personal data;
 Restrict or cease unlawful processing;
 Improve security measures
 Amend procedures or guidance 
 Provide additional staff training; or 
 Take any other action considered appropriate to address the issue.

9. Escalation and External Remedies 

If a complainant remains dissatisfied after receiving the Faculty Office response, 
they may contact the Information Commissioner’s Office to ask them to consider 
the complaint further. Their contact details are: 

The Information Commissioner’s Office
Wycliffe House, Water Lane 
Wilmslow, Cheshire 



SK9 5AF
Tel: 0303 123 1113

Website: Information Commissioner's Office

10.Record Keeping 

The Faculty Office will maintain a register of data protection complaints, 
including:

 The nature of the complaint;
 Dates of receipt and response;
 Investigation findings;
 Actions taken; and 
 Outcome.

     Records will be retained in accordance with the Faculty Office’s record keeping 
policy

11.Monitoring the Review 

The Faculty Office will review complaints periodically to identify trends, recurring 
issues, and opportunities for improvement. 

This policy will be reviewed at least every two years, or sooner if required by 
changes in legislation, regulatory guidance, or organisation practice. 

12.Responsibility

The Data Protection Office is responsible for advising on compliance, monitoring, 
implementation of the Policy, and supporting the investigation of data protection 
complaints
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