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Information Commissioner’s Office




Case review and

service complaint form 
We aim to give the best possible service to all our customers. But if you are unhappy or dissatisfied with our service, you can use this form to tell us. 
If you need help to fill in this form, please contact our Helpline on 0303 123 1113.

1 Your details 
Title:

     
First name:

     
Other names:


Last name:


Address:


Postcode:


Daytime telephone:


Fax:


Email:


2 If you are complaining about the way we dealt with a complaint you made under the legislation we deal with, please give details of: 
The reference number(s) we gave you:
     
3 If you are complaining about any other service we provided, please say which service (you will be asked to give further details later). 

     
4 Please give the names of any ICO staff who dealt with you.

     
5 Have you given anyone else permission to speak to us about this matter? 
Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

If so, please give details. 

Title:
     
First name: 
     
Other names: 
     
Last name: 
     
Address: 
     
Postcode: 
     
Telephone: 
     
Fax: 
     
Email: 
     
What is their relationship to you? 

     
6 What do you think we did wrong? 
We did not come to the right conclusion about your case and want us to review it  FORMCHECKBOX 
 

We did not deal with your case in line with our published service standards  FORMCHECKBOX 

You are dissatisfied with some other aspect of our service  FORMCHECKBOX 
 

Please explain exactly what you think we did wrong for each box you have ticked, attaching extra sheets if necessary. 

You should also give details of the evidence you would like us to consider. This is likely to include references to earlier correspondence between you and us. As we have this on file there is no need to copy it, although it would be helpful if you could describe any parts that are particularly relevant.

     
7 Important information about the documents you send 
In most cases, we destroy any documents sent in connection with case reviews and service complaints after six months. You should only send us copies of these documents and make sure you keep the originals in case we need them later on. 

If you cannot provide us with copies and you would like us to return your documents, please tick here.  FORMCHECKBOX 
  

You will need to make it clear each time you send us something if you would like us to return it to you.

8 Declaration 
To the best of my knowledge I have given you accurate information relating to this review request or service complaint. 

I understand that your policy is to destroy documents relating to reviews and complaints after six months. If I have sent supporting documents, I have clearly indicated those that you should not destroy and should return to me. 

Please check to confirm  FORMCHECKBOX 

Date      
This declaration should be made by the person requesting the review or making the complaint. If this is not possible, please explain why.

     
9 Sending your form to us: 
By email
If you have electronic copies of the supporting documents you need to send us please attach them to the same email as your complaint form, and send to casework@ico.gsi.gov.uk
By post

If you only have paper copies of some of the supporting documents you need to send us, please print this complaint form and post it, along with all your supporting documents to:
Customer Services Team
Information Commissioner’s Office 

Wycliffe House 

Water Lane 

Wilmslow 

Cheshire 
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