TEN OLD SQUARE

CHANCERY AND COMMERCIAL BARRISTERS

Data Handling — Complaints Procedure 2026

From 19 June 2026, individuals in the UK have a statutory right to complain about the handling
of their personal data by an organisation.

As aresult, every data controller in the UK (which includes all barristers and the Chambers they
practise from) are required to have a formal procedure in place for handling such complaints.

The obligation was introduced by Section 103 of the Data (Use and Access) Act 2025, which
inserts a new Section 164A into the Data Protection Act 2018.

How we manage your personal data.

Ten Old Square [“Chambers”] and its barristers are data controllers. We handle personal data in
accordance with various internal data policies. Each barrister publishes a Privacy Notice on our
website which sets out how they handle personal data.

Your right to complain

If you feel that your personal data is not being handled correctly by any member of Chambers,
or by its staff, you have the right to complain directly to us.

As a data subject you must first raise a complaint with the data controller (i.e. the instructed
barrister or Chambers) before you can escalate the complaint to the Information
Commissioner’s Office [ICO].

How to complain

You may do this in writing. You can write to me at the address given below or submit your
complaint electronically to datacomplaints@tenoldsquare.com.

I am the Senior Clerk in Chambers, and | will acknowledge your data handling complaint within
30-days of receipt.

| will make reasonable enquiries into the complaint, keep you informed of progress, and
communicate the outcome to you in plain and accessible language. If your complaint relates to
steps taken by me in handling your data, a senior member of chambers other than the relevant
data controller will be appointed to investigate the complaint, and you will be informed of the
identity of that person.

The outcome of the investigation will be provided to you within three months of receipt of your
complaint, unless exceptional circumstances apply.

If you are not satisfied with the outcome of my investigations, you then have the right to escalate
your complaint to the ICO in the following ways: -

e By telephone to the ICO helpline on 0303 123 1113 (Monday to Friday, 9am to 5pm)


mailto:datacomplaints@tenoldsquare.com

e Usingthe live chat on their website - https://ico.org.uk/make-a-complaint

You can also check the GOV.UK Data Protection Complaints Guide for additional information.

Confidentiality

All conversations, documents and data relating to the data handling complaint will be treated as
confidential and will be disclosed only to the extent that is necessary.

Disclosure may be to the Head of Chambers, members of our management committee and to
any members of chambers or member of staff involved in the data handling complaint and its
investigation. Such people will include the barrister or member of staff who you have
complained about.

The ICO is entitled to inspect the documents and seek information about the complaint and our
complaints handling process, and depending on the nature of the complaint, the Bar Standards
Board [BSB] may be entitled to inspect the documents and seek information about the complaint
and our complaints handling process when discharging its auditing and monitoring functions.

Record Keeping

As part of our commitment to client care we will make a written record of any complaint and retain
all documents and correspondence generated by the complaint for a period of six years.

Our management committee inspects the records regularly with a view to improving services. A
central register is kept of all data handling complaints.

June 2026.

Keith Plowman — Senior Clerk
Ten Old Square

Lincoln’s Inn

London WC2A 3SU

T: 020 7405 0758
E: datacomplaints@tenoldsquare.com
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