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EUROCONTROL

HOW TO FILE A COMPLAINT — NON-STAFF

In case you believe that your personal data was processed in breach of the EUROCONTROL

Regulation on Personal Data Protection (‘the Regulation’) you may bring a complaint before the Data

Protection Supervisory Board (DPSB), in accordance with article 25.2 of the Regulation.

Before you submit a formal complaint, you need to first try to resolve the matter with the Data
Protection Officer (DPO) (cf. article 25.4 of the Regulation).

If you are not satisfied with the outcome of the intervention of the Data Protection Officer, you may

submit your complaint to the Data Protection Supervisory Board.

A complaint can only be lodged for alleged infringements of the Regulation which negatively impact
you personally as a data subject (cf. article 25.4 of the Regulation).

Submitting a Complaint

You have three (3) months from the date on which you became aware of the act or omission

adversely affecting you to lodge the complaint (cf. article 25.4 of the Regulation).

Complaints must be made in writing. If you decide to make a complaint, please use this complaint
formto be completed in English or French. You need to provide at least the following information,
according to article 8.4 of Annex IV of the Regulation — Rules of Procedure of the EUROCONTROL

Data Protection Supervisory Board:

e your identity and contact details (anonymous complaint are not accepted)

o thealleged infringement, date of becoming aware of the alleged infringementand the date
of contacting the DPO to seek resolution

o astatement of the facts

o the reason for your complaint, including the negative impact of the infringement of the
Regulation on you

o the remedies you are seeking

e any other relevant documentation

You must send the complaint form by email to dpsb.se@eurocontrol.int.
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EUROCONTROL

Handling of your Complaint and Decision

A complaint is admissible if it is submitted in writing, in English or French, the three (3) months’ time
limit for its submission is respected, the form contains the required information, and the data subject

has attempted to solve the issue with the DPO before filing a complaint.
In addition, the complaint must concern your own personal data to be admissible.

The DPSB has sixty (60) days to inform you about the progress or outcome of the complaint (cf.

article 25.4 of the Regulation).

i) Preliminary report

For each complaint, the DPSB nominates a rapporteur fromamong its members, who will draft a
preliminary report including an admissibility check, and, if the complaint is admissible, makes an
analysis of the relevant issues and infringement of the Regulation raised in your complaint.

In this context, the rapporteur will also advice as to whether further information is needed in order to
assess your complaint. The DPSB can therefore require further clarifications (request for written
statement / documentation, interviews etc.) fromthe DPO, the internal controller, the processor or

from you.

i) DPSB’s conclusions

Once finalised, the preliminary report is discussed at a meeting of the DPSB and conclusions are

drafted by the rapporteur.
The conclusions will take into account:

e the nature and gravity of the alleged violations of the Regulation

e the importance of the damage that you may have suffered as a result of the violation

e the exact date on which the underlying events occurred, on which the conduct in question
ceased to have an effect, on which the effects were removed or on which an appropriate

guarantee of such removal was provided.

The DPSB’s conclusions are communicated to you, to the Director General and to the DPO.

If the DPSB is not in a position to reach a decision within sixty (60) days of receipt of the complaint

the Secretariat of the DPSB will inform you about the progress of the complaint procedure.

iii) Director General’s decision

The Director General adopts a decisionin accordance with the conclusions of the DPSB and informs
you, the DPSB and the DPO accordingly (cf. article 25.5 of the Regulation).
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EUROCONTROL

Appeal

Should your complaint be rejected, whether by express or implied decision, you may challenge the
decision by arbitration in accordance with the Rules of Arbitration of the International Chamber of

Commerce (cf. article 26.2 of the Regulation).
The notice of arbitration shall be filed within three (3) months from

e the date on which you received the final decision by the Director General
e the date of the implied decision (60 days from your complaint without information on the

progress or outcome of the same).
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This document is published by EUROCONTROL for information purposes. It may be copied in
whole or in part, provided that EUROCONTROL is mentioned as the source and it is not used
for commerdial purposes (i.e. for financial gain). The information in this document may not
be modified without prior written permission from EUROCONTROL.
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