Data Protection Complaints Policy

1. Purpose

The York Diocesan Board of Finance (DBF)is committed to ensuring that all personal data is
handled in accordance with UK GDPR, the Data (Use and Access) Act 2025, and the Data
Protection Act 2018. This policy explains how complaints are managed.

2. Scope
This policy is applicable to complaints about the processing of personal data by or on behalf
of the DBF.

Please note that Bishopthorpe, York Minster, bishops’ offices, parishes and schools are
separate data controllers for the purposes of UK GDPR. Complaints about these organisations
should be addressed directly to the relevant body.

3. What is a Data Complaint?

A complaint may arise where personal data is handled unlawfully, rights are not respected, or
data is lost, altered, or disclosed improperly.

4. How to Make a Complaint

Complaints should be submitted in writing to the Data Protection Co-Ordinator (ideally by
email c/o feedback@yorkdiocese.org.uk). Please include your name, contact details, and
details of the specific problem (including any relevant dates) giving rise to the complaint.

This can be a complaint about your own personal information or the personal information of
someone on whose behalf you are acting (for example, if you hold Legal Power of Attorney).

A template form is provided at Appendix A, but use of the form is not required in order to
make a complaint.
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5. Handling Complaints

The DBF will acknowledge within 30 days, investigate promptly, and respond without undue
delay.

You will be allocated a complaints manager who will keep you updated on the progress of the
investigation including, for example, timeframes and explaining any delays in meeting
previously indicated deadlines.

Your complaint will be assigned to a colleague whom we think is best-placed to address it.
That person will look into the issues you have raised and speak to others involved as
appropriate in order to understand the situation.

6. Outcomes

We will explain what has been done to resolve your data protection complaint and, where
appropriate, any actions which have been taken as a result. We will endeavour to provide
enough information to help you understand how the conclusion has been reached and
provide appropriate evidence, where that is possible.

7. Escalation
We hope that you will be satisfied with the response that you receive.

If, however, you are unhappy with the outcomes you may refer your complaint to the
Information Commissioner’s Office (ICO). Further details can be found here: Make a

complaint | ICO

8. Confidentiality

All complaints will be managed confidentially.

9. Record Keeping

All complaints will be logged and retained in line with the Church of England retention
policies which can be found here: Records and Information Management | The Church of

England

10. Review

The Policy will be reviewed every two years or earlier if necessary to comply with legislative
changes.
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Appendix A: Data Protection Complaint Form

Full Name:
Address:
Email:

Telephone:

Description of Complaint:
Relevant Dates:

Area Involved:

Supporting Evidence:

Signature:

Date:
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Appendix B: Complaint Handling Process

This flowchart outlines the standard process for handling data protection complaints within
the Diocese of York.

Complaint Receved

Acknowledge Receipt

Assess Validity
Investigate
h_4

Decision Made

Communicate OQuicome

Close or Escalate
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