Data Protection Complaints Procedure
The Purpose of this Procedure

Desk101 Ltd takes data protection seriously. We are committed to handling personal information fairly,
lawfully, securely and transparently.

If you are unhappy with the way we have collected, used, stored, shared or otherwise handled your

How to make a complaint

Our named contact for data protection complaints is Margaret Unsworth, Director, Desk101 Ltd. You
can reach her by:

Method Details
Email (preferred) Margaret@desk101.co.uk
Post Desk101 Ltd, 16 Coopers Close, Alnwick,

Northumberland NE66 1BU

Telephone 07747 614 587

Please include:
> Your name
» Your contact details
» What your complaint is about
> Any relevant dates, emails, forms or correspondence
» What outcome you are looking for, if you know

You do not have to use the words “data protection complaint” for us to treat it as one. If your concern is
about how we have handled your personal information, we will deal with it under this procedure.

Although email is our preferred method because it helps us keep a clear record, we will accept data
protection complaints, however they are received.

Complaints through social media:
Please do not send personal or sensitive information through public social media comments or messages.

If you contact us through social media about a data protection issue, we may ask you to email us instead
so that we can deal with your complaint securely.

If you are complaining on behalf of someone else:

If you are making a complaint on behalf of another person, we may need evidence that you have
authority to act for them.


mailto:Margaret@desk101.co.uk

This may include a signed letter of authority, power of attorney, or another appropriate form of
confirmation.

We will not share personal information with someone acting on behalf of another person unless we are
satisfied they have the right authority.

Proof of identity:

If we have reasonable doubts about your identity, we may ask for proof before responding to your
complaint.

We will only ask for information that is necessary and proportionate.
What happens next?
We will acknowledge your complaint within 30 days of receiving it.

We will then investigate the complaint without undue delay. This may include reviewing our records,
checking relevant systems, speaking to those involved and considering whether we have followed our
privacy notice, policies and data protection obligations.

We will keep you informed of progress, especially if the complaint is likely to take longer to investigate.

Once we have completed our investigation, we will explain the outcome and let you know what action we
have taken, where appropriate.

If you remain unhappy

If you are unhappy with our response, you can contact us again, and we will consider whether a further
review is appropriate.

You also have the right to complain to the Information Commissioner's Office (ICO), the UK's independent
regulator for data protection. The ICO will normally expect you to have raised your concern with us first,
so please give us the chance to put things right.

ICO website: www.ico.org.uk
ICO telephone: 0303 123 1113

Making a complaint to us, or to the ICO, does not affect your right to take legal action through the courts.

About this procedure

This procedure is part of our wider approach to data protection and sits alongside our Privacy Policy. It
was last reviewed in October 2026 and is reviewed at least once a year, or sooner if the law or ICO
guidance changes.

Desk101 Ltd is a company registered in England and Wales, company number 14132385. ICO registration
number: ZB336403



