
Data Protection Complaints Procedure 

Guildhall Chambers and its Members take the protection of personal data seriously. If you 
believe that we have not handled your personal data in accordance with data protection law, 
you may make a data protection complaint to us using the procedure below. We have this 
procedure so that concerns can be raised and addressed directly and promptly.  

What is a data protection complaint? 

A data protection complaint is a complaint about the way we have collected, used, stored, 
shared, retained, protected or otherwise handled personal data, or about the way we have 
dealt with one of your data protection rights. Examples may include concerns about: 

 how we responded to a subject access request or other data rights request;  
 the accuracy, retention, use or disclosure of personal data;  
 the security of personal data or our response to a personal data breach.  

You do not need to use legal terms or refer to legislation for us to treat your correspondence 
as a data protection complaint. 

How to make a complaint 

You may make a data protection complaint to us by any of the following methods: 

 Email: DataProtection@guildhallchambers.co.uk  
 Post:  Data Protection Manager, Guildhall Chambers, 5-8 Broad Street, Bristol, BS1 

2HW. 
 Phone: 0117 930 9000 

If you send your complaint to another contact at Chambers, or raise it through another 
channel, we will still accept it and route it to the appropriate person internally.  

What information to include 

To help us investigate your complaint, please provide: 

 your full name and contact details;  
 enough information for us to identify you and the matter concerned (for example, file 

reference, dates, or the name of the barrister, staff member or service involved, where 
applicable);  

 a clear explanation of what you think has gone wrong and when;  
 copies of any relevant correspondence or supporting documents;  
 if you are acting on behalf of another person, evidence that you are authorised to do 

so.  
You may still complain even if you cannot provide all of this information immediately, but we 
may need to ask for further details before we can investigate fully.  



What we will do 

When we receive your complaint, we will: 

 acknowledge receipt within 30 days of receiving it;  
 consider the issues raised and make appropriate enquiries where needed;  
 keep you informed of progress if our investigation is ongoing;  
 tell you the outcome of the complaint without undue delay.  

Our response will usually explain: 

 whether we uphold your complaint in whole or in part;  
 any corrective steps or further action we have taken or propose to take, where 

appropriate;  
 any further options available to you if you remain dissatisfied.  

Complaints made on behalf of another person 

If you are making a complaint for someone else, we may need evidence that you are 
authorised to act for that person before we can discuss personal data relating to them.  

If you remain dissatisfied 

We hope to resolve your complaint directly. However, if you remain dissatisfied after 
receiving our response, you may raise the matter with the Information Commissioner’s Office 
(ICO).  The ICO says that in most cases it will expect individuals to raise a complaint with the 
organisation first before complaining to the ICO.  

Further information about making a complaint to the ICO and contact details for the ICO are 
available on the ICO’s website: Make a complaint about how an organisation has used your 
personal information.  

 


