
1. Introduction
Goughs Solicitors is committed to processing personal data in a lawful, fair and transparent manner and to
respecting individuals’ rights under data protection legislation. If you are dissatisfied with how we have handled
your personal data, or how we have responded to a request made under your data protection rights, you are
entitled to raise a complaint with us using this procedure.

2. Scope of this procedure
This procedure applies to complaints relating to your personal data and how it has been processed, our
response to a Subject Access Request (DSAR), requests for rectification, erasure, restriction or objection, the
disclosure or withholding of information, redactions applied to disclosed documents, delays in responding, and
decisions to refuse all or part of a request including where legal exemptions such as legal professional privilege
have been applied.

3. How to make a complaint
You may raise a complaint by contacting us by telephone, email or post. Please provide your name, contact
details, details of your request, and a clear explanation of your concern. 
The Data Protection Officer is our Head of Risk and Compliance, Mr Jem Quemper, whose contact details are
jemquemper@goughs.co.uk telephone: 01380 736655.

4. Acknowledgement
We will acknowledge receipt within 30 calendar days. Our acknowledgement will confirm the next steps and the
expected response timeframe.

5. Investigation
Your complaint will be reviewed fairly and objectively. This may include reviewing your original request, our
response, and any decisions relating to disclosure, exemptions or redactions.

6. Response timeframe
We will respond without undue delay. Our response time may vary depending on the nature and circumstances
of your complaint however, we will keep you updated as to progress where appropriate. 

7. Outcome
Our response will explain the outcome of our investigation, confirm whether your complaint is upheld, partially
upheld or not upheld, and set out any action taken.

8. Your right to escalate
If you are not satisfied, you may complain to the Information Commissioner’s Office (ICO) or seek a judicial
remedy through the courts.

9. ICO Contact Details | Website: https://ico.org.uk | Telephone: 0303 123 1113

10. Relationship with other procedures
This procedure applies to complaints about personal data and data rights. Complaints about legal services will
be handled under our Client Complaints Procedure.

11. Review
This procedure is reviewed periodically to ensure continued compliance with applicable legislation and
guidance.
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