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About this form:
Use this form to exercise your rights to make a complaint regarding your personal data.
Please provide as much information as possible to enable us to identify you, the records relevant to you and the basis of your Data Protection complaint.
Details of the Data Subject:
	Full Name:
	     

	Previous Name:
	(If applicable)      

	Known as 
	     

	Email Address(s):
	     

	Telephone Number:
	     

	Address of Data Subject:
	     


Relationship of the Data Subject to ClwydAlyn
	Description of Data Subject and their Relationship to ClwydAlyn
	Answer

	Resident/Former Resident
	Yes |_|

	Employee/Former Employee
	Yes |_|

	Applied for employment with ClwydAlyn
	Yes |_|

	Supplier/Contractor
	Yes |_|

	Service User (used ClwydAlyn services)
	Yes |_|

	Other Please specify:
     
	Yes |_|


Are you acting on behalf of someone else?
If you are completing this complaint on behalf of the data subject, please provide full details below:
	Your full Name:
	     

	Your relationship to the Data Subject
	     

	Do you have explicit consent to act on their behalf?
	Please supply evidence      


Identity Verification
To protect personal information, we may need to verify your identity. The data protection team may contact you to provide one or more of the following:
· Passport 
· Driving Licence 
· National Identity Card 
· Utility Bill 
What is the basis of your Data Protection Complaint
	My personal data has been lost, disclosed or accessed incorrectly.
	Yes |_|

	My personal data has been used or shared in a way I did not expect.
	Yes |_|

	My personal data is inaccurate or has not been corrected.
	Yes |_|

	My personal data has not been deleted or restricted when I believe it should have been.
	Yes |_|

	I have concerns about how my personal data was collected or why it was used.
	Yes |_|

	I am unhappy with the response I received to my Data Subject Access  Request.
	Yes |_|

	I am concerned about how long my personal data is being kept.
	Yes |_|

	I have another concern about how my personal information has been handled. Please specify:      
	Yes |_|


Preferred Method of Response
We will normally respond to your Data Protection Complaint via e-mail unless you request another preferred secure method. If applicable, please state your preferred method:
     
Please describe your complaint in your own words
This can include what happened or what do you think went wrong. You do not need to quote any law or use any technical terms. We understand that the use of Artificial Intelligence for example ChatGPT, can be helpful however, we encourage you to carefully consider the privacy, security and data protection implication before sharing this information with any AI. 
     
Supporting Information
Do you have any supporting documents or evidence to provide? Yes |_|	No |_| 
Examples include relevant correspondence, screenshots or letters. Only provide information that is relevant to your complaint and avoid including unnecessary sensitive personal information.
Have you already contacted ClwydAlyn about this data protection issue?
Yes |_|	No |_| 
If you have answered yes, please give some details of who you contacted and dates of contact.
     
What outcome would resolve your Data Protection Complaint?
     
ClwydAlyn Data Protection Information
You can find the following on ClwydAlyn’s website under External Publications https://www.clwydalyn.co.uk/documents/
· Privacy and Cookies Policy - Clwydalyn
· Complaints Policy (GOV-POL-19)
· Data Protection Complaints Procedure (GOV-P-05).pdf
Declaration
I confirm that:
Yes |_|	The information provided in this form is accurate. 
Yes |_|	I understand that additional information may be requested to verify my identity or the details of the data protection complaint.	
	Name:
	     

	Date:
	     

	Signature
	     



Please submit this form to data.controller@clwydalyn.co.uk.
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