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Please complete this form and return it using the details in section 7 below.
This form should be used if you have a complaint about the way the Student Law Office has handled your data.
Fields marked * are required. You may leave other fields blank if they do not apply to you.
1.  Personal Details
	Full name *
	

	Preferred pronouns (optional)
	

	Contact email address *
	

	Contact telephone number
	

	Contact postal address
	

	Your relationship with the SLO * (e.g. client, prospective client / enquirer, student adviser, opponent, third party, member of public)
	

	If you are or were a client: your case reference number (if known)
	

	If you are a student adviser: your student number
	



2.  Details of your Complaint
Please tell us as much as you can about your complaint. You should include:
1. What you believe the SLO has done (or failed to do) with your personal data
1. When the events you are complaining about took place (as far as you know)
1. Which member of SLO staff or which student was involved, if known
1. What impact or consequence this has had, or may have, on you

	Click or tap here to enter text.



Supporting documents: You may attach supporting documentation along with this form. Please list any attachments below.
	Attachments (list file names or descriptions)
	



3.  Previous Action Taken
Please summarise any previous attempts to resolve this complaint, for example, if you have already spoken to an SLO solicitor, student adviser or administrator, or if you have raised a legal services complaint with Sarah Wade, Senior Clinical Supervising Lawyer. If no previous action has been taken, please leave this section blank.

	Date(s) of previous contact
	

	Who did you contact?
	

	What was the outcome?
	

	Why are you dissatisfied with that outcome?
	



4.  Outcome Sought
Please indicate what outcome you are seeking, for example, deletion of data, an explanation of how your data has been used, rectification of inaccurate information, or a change to the SLO's practices. This helps us to understand your complaint. The ultimate outcome may differ from your preference, and completing this section does not limit the SLO's investigation.

	Click or tap here to enter text.



5.  How We Use the Information in This Form
Privacy Notice — SLO Data Protection Complaint Handling
	Controller
	Northumbria University. ICO registration number: Z7674926

	Purpose
	The SLO and University process the personal data in this form to investigate and respond to your data protection complaint, and to maintain complaint records as part of the University's accountability obligations.

	Legal basis
	The University is required by law to respond to individuals exercising their data protection rights, including the right to lodge a complaint. Where special category personal data is processed as part of investigating your complaint (for example, if your complaint relates to health data, criminal records data or other sensitive information held in a client file), additional legal conditions for legal claims apply.

	Who we share your information with
	Your complaint will be handled by the SLO's Senior Clinical Supervising Lawyer who may seek guidance from the University Data Protection Officer. Where necessary to investigate your complaint, information may be shared with relevant SLO staff, supervising solicitors or students on a need-to-know basis. If your complaint concerns the conduct of a specific individual, that person will be informed of the issues raised. We will not share your information outside the University except where required by law.

	Retention
	Records of complaints and their outcomes are retained for 3 years from the date the complaint is closed, in accordance with the SLO Retention Schedule.

	Your rights
	You have the right to access the personal data we hold about you, to have inaccurate data corrected, and to restrict processing in certain circumstances. You also have the right to complain to the ICO if you believe your data has been handled unlawfully.

	Contact — SLO
	Senior Clinical Supervising Lawyer, Student Law Office, Room 114, School of Law, Northumbria University, Newcastle upon Tyne, NE1 8ST. Email: studentlawoffice@northumbria.ac.uk  Tel: 0191 227 3909



6.  Declaration
Please confirm the following before submitting your form:

	The information I have provided in this form is accurate and complete to the best of my knowledge.
	☐

	I understand that the SLO and University will need to share the details of my complaint with relevant staff members in order to investigate it.
	☐

	I understand that the outcome of the investigation may differ from the outcome I have requested.
	☐

	I have read the privacy notice in section 5 above.
	☐

	Full name
	

	Signature (if submitting by post)
	

	Date
	



7.  Submitting Your Form
	Email
	studentlawoffice@northumbria.ac.uk 

	Post
	Senior Clinical Supervising Lawyer, Student Law Office, Room 114, School of Law, Northumbria University, Newcastle upon Tyne, NE1 8ST

	Telephone
	0191 227 3909 (new enquiries) / 0191 227 4034 (existing clients)

	In person
	Student Law Office, Room 114, School of Law, Northumbria University, during office hours (Mon–Thu 9am–5pm, Fri 9am–4.30pm)



8.  Right to Complain to the Supervisory Authority
You do not need to submit this form or exhaust the SLO’s complaints procedure before contacting the ICO. You have the right to complain to the ICO directly at any time.

	Website
	ico.org.uk

	Telephone
	0303 123 1113

	Post
	Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
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