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Thomson-Leng Provident Fund and                                        Thomson-Leng Superannuation Fund
Data Protection Complaints Form
Notes for members


Introduction
The Trustee of the DC Thomson pension arrangements, the Thomson-Leng Provident Fund and the Thomson-Leng Superannuation Fund is required to inform members that it holds information about them (personal data) and the purposes for which that personal data is processed. The Trustee acts as the data controller in relation to members’ personal data. Members’ personal data will be used for the purpose of administering their pension benefits. In order to do this, the Trustee may disclose members’ personal data to professional advisers and other third parties appointed to assist with the administration of the arrangements. The Trustee may also disclose members’ personal data to a member’s current or future employer and to other companies in the same corporate group. 

The Trustee may also disclose information to government or regulatory bodies when required to do so by law. It may be necessary for it to process certain information, such as medical or health information, which constitutes "special category personal data" under data protection legislation. When required by law, the Trustee will obtain members’ explicit consent to process this information.

The Trustee Directors’ Privacy Policy can be found on the Company’s website on the Pension Fund page.

The complaint procedure
From 19th June 2026, all organisations acting as data controllers must comply with new statutory data protection complaints handling requirements, including enabling members to make specific complaints to the Trustee regarding the Trustee’s data protection responsibilities. A data protection complaint may relate to:
· Data security or accuracy, 
· Administrator errors with personal data,
· Delays or handling of subject access requests (SARs),
· Data used in automation, tracing, dashboards, transfers, or bereavement cases.

Importantly, the right to make a complaint is not limited to scheme members. Beneficiaries, dependants and, in some circumstances, employers or representatives may also be entitled to complain.

You can complete the attached form and send this to the Trustee at the address shown on the form. Your complaint will be acknowledged within 30 days of receipt. The Trustee will investigate your complaint and provide a response without undue delay.

If you are not satisfied with the Trustee’s response, you have the right to refer your complaint to the Information Commissioner’s Officer (ICO).

Who can use this procedure?
Before completing the attached form, you should ensure that you are eligible to make a complaint under this procedure. To be eligible you must fall within one of the following categories.

(a) 	Existing scheme member 	- in active service
			- with deferred benefits
			- in receipt of a pension
			- a pension credit member (following pension sharing on divorce)

(b) 	Widow(er), registered civil partner or dependant of a deceased member

(c) 	Prospective scheme member

(d) 	Someone who, following a member's death, is entitled to benefits from the Fund but who is not a dependent of the member.    	

A complainant may also be a person who previously fell within one of the above categories before making a written complaint.

You may nominate a representative (for example a friend, relative, solicitor or trade union representative) to make the complaint on your behalf.

This procedure applies only to disputes between a beneficiary or prospective beneficiary and the Trustee. It does not apply to disputes between members and the Company or between the Trustee and the Company. 

How to make a complaint
If you wish to make a complaint, you must submit the attached form to the Trustee via David Armstrong, Pensions Manager, DC Thomson & Co Limited, Courier Buildings, Albert Square, Dundee, DD1 9QJ, pensions@dcthomson.co.uk.

When will you hear?
Your complaint will be acknowledged within 30 days. The Trustee will investigate your complaint and respond without undue delay. If you are not satisfied with the Trustee’s response, you may refer your complaint to the ICO.
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Thomson-Leng Provident Fund and                                Thomson-Leng Superannuation Fund
Data Protection Complaint

Part One - Details of Member

	Full Name
	

	Address


	

	Telephone Number
	

	Date of Birth
	

	National Insurance No
	

	Please tick which category of complainant refers to you
	An active/deferred/pensioner/pension credit member of the Fund
	

	
	A widow/widower, surviving civil partner or surviving dependant of a deceased member
	

	
	A surviving non-dependant beneficiary of a deceased member
	

	
	A prospective member 
	

	
	A person who ceased to be within the above categories before the date of the application
	

	
	A person claiming to be within the above categories
	



Part 2 - Details of Representative acting on behalf of complainant (if any)

	Full Name
	

	Address

	

	Telephone Number
	

	Relationship to member
	

	Detail of information provided confirming your representation for this member
	(e.g. written authority, power of attorney, letters of administration)



Part 3 - Details of the Complaint

Please provide details of your data protection complaint. Please explain what you think has gone wrong with the handling of personal data, (you may attach additional pages if needed).

For example:
· inaccurate data
· inappropriate disclosure
· data security concerns
· delay or handling of a subject access request
· use of your data without proper explanation

	

















































Part 4 – Additional information

	When did this issue occur? 
	Please include approx. dates if required.  


	Who was involved, if known?
	For example, administrator, employer, AVC provider, insurer, tracing agent.




	What outcome are you seeking?
	Please tell us what you would like us to do to resolve your complaint
(e.g. correction of data, explanation, apology, confirmation of actions taken).





	Supporting information
	Please list and attach any documents you believe are relevant.



	How would you like us to contact you?
	Email/post/telephone/a different method





Part 5 – Declaration

	Signed
	
	Date
	



Please return the completed form to David Armstrong, Pensions Manager, DC Thomson & Co Limited, Courier Buildings, Albert Square, Dundee, DD1 9QJ, pensions@dcthomson.co.uk.
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