Data Protection Complaint Form
Dorset Hypnotherapy Practice
Form version 1.0  |  August 2026

	Use this form if you are unhappy about the way your personal information has been handled by Dorset Hypnotherapy Practice.
You do not have to use this form — you can email, write, phone or simply tell me. It is here to make things easier, not to create a hurdle. You do not need to use any legal language.
If your concern is about the therapy itself rather than your data — the sessions, my conduct, or fees — please raise it with me directly. That is dealt with under the Client Agreement, not this form.


1.  About You
	Your name
	

	Email address
	

	Telephone number
	

	Address
	only if you would like a written reply by post

	How should I contact you?
	email  ☐      phone  ☐      post  ☐

	Any adjustments you need?
	e.g. large print, more time, a phone call rather than email


Your relationship to the practice
☐   Current client
☐   Former client
☐   Parent or guardian of a client
☐   I enquired but did not book
☐   Mailing list subscriber or website visitor
☐   Workshop or workplace wellness participant
☐   Other  ................................................................................
Are you complaining on behalf of someone else?
	On behalf of another person?
	Yes ☐    No ☐

	If yes, their name
	

	Your relationship to them
	

	Evidence of authority
	e.g. written authority, parental responsibility — I may need to ask for this


2.  What Your Complaint Is About
Tick anything that applies - or leave blank and just describe it in your own words in section 3.
☐   How my request for my records was handled, or how long it took
☐   Information held about me is inaccurate or out of date
☐   How long my information has been kept, or a refusal to delete it
☐   My information was shared with someone without my consent or knowledge
☐   Security of my information, or a suspected data breach
☐   Marketing emails, or difficulty unsubscribing
☐   Cookies or tracking on the website
☐   I was not given clear information about how my data would be used
☐   Something else  ..................................................................
3.  What Happened
Please describe what happened in your own words. Include dates if you can remember them, and mention anyone else involved. There is no need to keep it short.
	


When did this happen?  ................................................................
4.  Have You Raised This Before?
	Raised with me previously?
	Yes ☐    No ☐

	If yes, when and how
	

	What was the response?
	


5.  What Would You Like to Happen?
Telling me what a good outcome looks like for you genuinely helps - for example correcting a record, deleting something, an explanation, or an apology.
	


6.  Declaration
The information I have given on this form is accurate to the best of my knowledge. I understand that Helen Wilks will use it to investigate and respond to my complaint, and will keep a record of it as set out in the Data Protection Complaints Procedure.
Signature: .........................................................        Date: .................................
	What happens next
I will acknowledge your complaint within 30 days of receiving it, and usually much sooner. I will then look into it without undue delay, keep you updated, and write to you with the outcome and my reasons.
If you are unhappy with my response, or I have not responded, you can take your complaint to the Information Commissioner’s Office at ico.org.uk/make-a-complaint or on 0303 123 1113.


How to return this form
1. Email: helen@dorsethypnotherapypractice.co.uk
1. Post: Helen Wilks, Dorset Hypnotherapy Practice, Cardinal House, 76 Golf Links Road, Ferndown, Dorset BH22 8BZ
1. Or complete the online version at www.dorsethypnotherapypractice.co.uk  [insert link]

For Office Use Only
	Reference number
	

	Date received
	

	Received via
	form / email / post / phone / in person

	Acknowledgement sent
	date .......................   (statutory deadline: 30 days from receipt)

	Acknowledgement due by
	

	Investigation notes
	see complaints log

	Outcome
	upheld ☐   partly upheld ☐   not upheld ☐

	Response sent
	date .......................

	Date closed
	

	ICO details provided?
	Yes ☐    No ☐

	Breach reportable to ICO?
	Yes ☐    No ☐    — if yes, 72-hour clock from awareness

	Change made as a result
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