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The Freedom of Information Act 2000 and 
Environmental Information Regulations 2004 
Complaint form

You should only use this form to complain about the way your request for information was handled. Do not fill in this form until you have read the leaflet, ‘Freedom of Information: your right to know: how to complain’. 
If you need help to fill in this form please contact our Helpline on 01625 545745. 

1. Your details 
Title: 
     
First name: 
     
Other names: 
     
Last name: 
     
Address: 
     

Postcode: 
     
Daytime telephone: 
     
Fax:
     
Email: 
     
2. Previous contact with the ICO 
Please provide any reference number we have already given you. 

     

This will help us to process your complaint. This is the first time I have contacted you.  FORMCHECKBOX 
 

3. Have you given anyone else permission to speak to us on your behalf about your complaint? If so, please give us their details.

Title: 
     
First name: 
     
Other names: 
     
Last name: 
     
Address: 
     
Postcode: 
     
Daytime telephone: 
     
Fax:
     
Email: 
     
4. Who do you want to complain about? (This will be a public-sector organisation known as a ‘public authority’.)  Please also provide details of the person you have been in contact with there. 
Organisation:
     
Contact: 
     
Address:
     
Postcode: 
     
Telephone: 
     
Email:
     
Website:
      
5. Details of the problem 
Please give details of your complaint by ticking the relevant box below and using the space provided to explain what you think the organisation has done wrong.  Please attach extra sheets if necessary, and provide the relevant supporting documents (see 6 below). 

 FORMCHECKBOX 
  I requested information but I have not received any response. 

 FORMCHECKBOX 
  I received information but not within 20 working days. 

 FORMCHECKBOX 
   I was charged too much. 

 FORMCHECKBOX 
  The information I received was not what I requested.   

 FORMCHECKBOX 
  I requested information but this was refused.  (Please note: Normally we will not deal with complaints where information has been refused unless you have first been through the authority’s internal complaints process. However, if you were not offered an internal review or if there is exceptional urgency we may consider your complaint. If you think there is  exceptional urgency, please give your reasons in the space below.) 

 FORMCHECKBOX 
 Other complaint. Please give details. 


     
6. Supporting documents 
We will not be able to investigate your complaint unless you provide us with:  
 FORMCHECKBOX 
  A copy of your information request or, where this is not available, evidence that you made the request. 

If the public authority has replied to your request, we will also need to have copies of the following: 
 FORMCHECKBOX 
  A copy of the initial response and refusal notice from the public authority. 
 FORMCHECKBOX 
  A copy of your request for an internal review. 

 FORMCHECKBOX 
  A copy of the public authority’s internal review decision. 

If further supporting evidence is required, we will contact you in due course. 
7. Important information about your supporting documents   
Any paper documents will be scanned and held as electronic records   In most cases, we will destroy the paper documents you send us after six months.  You should only send us copies of these documents and make sure you keep the originals in case we need these 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. What happens next? 
· We will give your complaint a case reference number and send you an acknowledgement letter. Your case will then go in a queue.  We usually deal with cases on a ‘first come, first served’ basis. We will write to you monthly during this period. 
· When your case reaches the front of the queue, it will be given to a case officer. 
· The officer who takes on your case will carry out an assessment and decide whether we can deal with your complaint.  When they have made their assessment they will contact you. 
· We deal with a very large number of complaints. There may be a delay before your case can be given to a case officer. While your case is in the queue, we ask you not to contact us unless you want to send extra supporting documents.  
· We will treat any further issues you raise after you have submitted this form as a new complaint, and we will deal with these in line with the procedure described here. 
9. Your agreement 
· I would like you to look into my complaint detailed in 5 above. 
· I confirm that to the best of my knowledge I have given you accurate information relating to this complaint. 
· I also understand that your policy is to destroy documents relating to complaints after six months. I have clearly indicated those documents that you should not destroy and should return to me. 
· I have read the ‘Freedom of Information: your right to know: how to complain’ leaflet. 
· If we need more information to investigate your complaint we will normally expect you to respond within 20 working days. If you do not do this, your case may be treated as abandoned. 
Please check this box to confirm  FORMCHECKBOX 






  

We recommend that you take a copy of this form before you send it to us. 
12. Sending your complaint to us:

Using our Online Enquiry Form
If you have electronic copies of the supporting documents you need to send us please 

use this online enquiry form to send your complaint to us.

By regular mail

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:

The Case Reception Unit

Customer Service Team

The Information Commissioner’s Office

Wycliffe House

Water Lane

Wilmslow

Cheshire    SK9 5AF. 
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