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Medicina Data Protection Complaints Policy

1. Introduction

1.1 Overview

The Data (Use and Access) Act 2025 (DUAA) is a UK law that updates data protection rules
(UK GDPR), give data subjects and applicable third parties rights in relation to personal data.

This policy details how Medicina Limited identifies, investigates, and resolves complaints
from data subjects and third parties relating to the use of personal data.

1.2 Who are Data subjects ?

Data subjects are any natural living individuals whose personal data LSBU processes
(collects, obtains, stores, retains, disposes of etc.).

Data subjects can include staff members, students, applicants, prospective applicants,
visitors, individuals captured by the University’s CCTV cameras, etc.

1.3 What is a complaint?

A complaint is an expression of dissatisfaction about how Medicina handles data subject’s
personal data or the data of the individual they represent.

This can also include dissatisfaction with how the Medicina has responded to a previous data
request.

2. How to Make a Complaint

You can submit a data protection complaint through any of the following channels:

e Email: info@medicina.co.uk

e Post: FAO Data Protection Officer, Medicina, Unit 4 Rivington View Business Park, Station
Road, Blackrod, Bolton, BL6 5BN

e Online: https://medicina.co.uk/contact-us/

3. What information do | need to include in my complaint?

e Your Details: Full name, address, and telephone number.
e The Problem: A clear, chronological explanation of what happened, including dates.
e Impact: Details of any distress, damage, or harm you have experienced as a result.

e Desired Resolution: What you want the organization to do (e.g., delete data, fix
inaccuracies, provide access).

e Letter of consent If you are complaining on behalf of someone else, a letter of consent from
the person the complaint is about.
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4. Our Timeline and Process
We are committed to handling your complaint fairly and transparently:

e Acknowledgement: We will confirm receipt of your complaint within 30 days.

¢ Investigation: Our Data Protection Lead will investigate the matter. We aim to resolve most
complaints within 30 days; however this could extend to 90 days depending on the complexity
of the investigation.

e Progress Updates: If the investigation takes longer than expected, we will provide you with
regular progress updates.

e Outcome: Once finished, we will send you a final written response explaining our findings and
any remedial actions we have taken.

5. Your Right to Escalate

If you are unhappy with our final response, or if we fail to acknowledge your complaint within
30 days, you have the right to lodge a complaint with the Information Commissioner’s Office
(1C0O).

Website: www.ico.org.uk/make-a-complaint
Telephone: 0303 123 1113

6. Staff Responsibilities

All employees are trained to recognise data protection concerns. If a complaint is received by
a staff member via social media or telephone, it will be immediately forwarded to the Data
Protection Officer to ensure statutory timelines are met.

7. Record Keeping

Medicina Limited maintains a confidential log of all complaints, including the date received,
the nature of the concern, and the final resolution. This helps us improve our internal
processes and demonstrates our compliance with UK data law. This policy is reviewed annually
to ensure it meets current legal standards.
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