TEMPLATE: LETTER FOR INDIVIDUALS (RAISING A COMPLAINT WITH THE DATA CONTROLLER)
THIS TEMPLATE IS PROVIDED FOR GENERAL GUIDANCE ONLY. IT MUST BE ADAPTED TO REFLECT THE INDIVIDUAL CIRCUMSTANCES.



[YOUR FULL ADDRESS]
[DATE]

[NAME AND ADDRESS OF THE ORGANISATION]
[REFERENCE NUMBER (IF ANY)]

Dear [Sir or Madam/Data Protection Officer]

Concern about the processing of my personal data

I am writing to raise a concern regarding the processing of my personal data by [ADD ORGANISATION NAME]. I believe that my data is being processed in a way that may not comply with data protection laws, and I would like further clarification and action to be taken where necessary. 

I understand that before reporting my concern to the Jersey Office of the Information Commissioner (JOIC) I should give you the chance to deal with it.

Details of my concern

[GIVE DETAILS OF YOUR CONCERN. WHAT HAS HAPPENED? ATTACH ANY RELEVANT DOCUMENTATION/CORRESPONDENCE]

Please send me a full response within four (4) weeks. If you cannot respond within that timescale, please tell me why and let me know when you will be able to respond.

If there is anything you would like to discuss or you need any further information from me, please contact me using the details below:

· Telephone number: [INSERT TELEPHONE NUMBER]
· Email: [INSERT EMAIL ADDRESS]

Please note that if I am not satisfied with the response to this letter, I may decide to formally raise my concerns with the JOIC. If I do that, I will give them a copy of this letter and any response from you.

I look forward to your response. Please confirm receipt of this letter.

Yours sincerely,

[Signature]

