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Data Protection Complaints Procedure

Prevent Breast Cancer is committed to protecting your personal information and handling it
in a way that is lawful, transparent and fair. If you believe we have not met these standards,
you have the right to make a data protection complaint. This page explains what a data
protection complaint is, how you can contact us, and what you can expect from our process.

1. What Is a Data Protection Complaint?

A data protection complaint is a concern raised by an individual who believes Prevent Breast
Cancer has not complied with data protection legislation in the way we collect, store, use or
respond to requests about their personal information.

Examples include concerns about:
¢ How we respond to a subject access request

o Whether our security measures are adequate (e.g., if your data has been involved
in a breach)

o How we collect, store, retain or ensure the accuracy of your personal information

Sometimes a general complaint may include a request to exercise your data rights (for
example, asking us to delete your information after an interaction with a staff member or
volunteer). In these cases, the matter may not be treated as a data protection complaint, but
we will still process your data rights request appropriately.

2. How to Make a Data Protection Complaint
You can make a complaint using any of the following methods:

Email: info@preventbreastcancer.org.uk Please use the email subject line: Data Protection
Complaint

Phone: 0161 291 4400

Post: Prevent Breast Cancer The Nightingale Centre Wythenshawe Hospital Southmoor
Road Manchester M23 OLT

When submitting your complaint, please include as much detail as possible about:
¢ Which data protection rights you believe we have not upheld
e Why you believe this has happened
e Any supporting information or evidence

3. What Happens After You Submit a Complaint

Once we receive your complaint, we will:
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e Acknowledge your complaint within 30 days, using the same method you used to
contact us

e Assign the complaint to the Head of Operations (or another appropriate member of
the Senior Leadership Team)

¢ Request any further information if needed to investigate your concerns

¢ Investigate the complaint, which may include reviewing the data we hold and
speaking to relevant staff

o Keep you updated on the progress of the investigation
¢ Provide you with a written outcome once the investigation is complete

If you are unhappy with the outcome, you can discuss this with us and we will do what we
can to resolve the issue. You also have the right to raise your complaint directly with the
Information Commissioner’s Office (ICO).

4. How We Record Complaints
We keep a record of all data protection complaints, including:
e The date the complaint was received
e Our acknowledgement
¢ Relevant conversations and documents
e The outcome of the investigation
¢ Any actions taken as a result
5. Confidentiality

All complaint information is handled sensitively and shared only with those who need to
know, in line with data protection requirements.

6. Responsibility

Overall responsibility for this procedure and its implementation lies with the Head of
Operations.

7. Review

This policy will be reviewed every two years, or sooner if required.
Date created: 15/05/2026

Next review due: 15/05/2028
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