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PRIVACY POLICY & DATA PROTECTION

The General Data Protection Regulation (GDPR) is concerned with personal information that is
collected, stored and processed. The Data Protection Act 1998 requires every data controller who
is processing personal information to register with the Information Commission Office (ICO). | am
registered with the Information Commission’s Office (ICO).

PERSONAL DATA THAT MAY BE COLLECTED:

* Name e Relationships & Progeny

* Gender (or preferred identity) e Occupation

e Age e Personal history

e Address e Medical conditions

* Telephone/Mobile Number e Prescribed medication

e Date of Birth o Difficulties/current issue

® Email Address e Hand-written session notes

HOW YOUR DATA MAY BE STORED:

SMARTPHONES
| will store your phone number in my contacts list using only your initials and a code

EMAIL/SMS
Your name and email address will be stored with iCloud by nature of your contact. Electronic
correspondence will be held in relevant apps e.g. iMessages/Mail

ACCOUNTING
Your name, address and email may be stored in a secure online accounting system e.g. Sage.

SESION NOTES
Written session notes will be identified by your initials only. Our contract/agreement, contact sheet and
assessment record and notes will be stored in a lockable filing cabinet.

HOW YOUR PERSONAL DATA MAY BE PROCESSED AND STORED:

SUPERVISION

| attend regular supervision with another therapist (supervisor). The supervision process is to ensure
ongoing ethical and professional practice. In order to protect your privacy, supervisors will not know you
personally nor professionally. You will be referred to you by your initials or your first name only, and only
when this is of relevance to professional practice.

THERAPEUTIC WILL
In the event of my incapacity, your name and contact details will be shared with a Therapeutic Executor so
that you can be contacted, and only if you are currently in therapy.
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EMERGENCY
If your mental health is in jeopardy (as discussed in our agreement), your contact information may be
shared with an emergency healthcare service, but only with your prior knowledge.

If it becomes clear that you intend to cause harm to another person/organisation, the law may require that
an authority is informed without seeking your permission. In such a situation, your personal information
may be shared without your knowledge.

ERASING YOUR PERSONAL DATA:

When your therapy ends, electronic copies of your information and correspondence will be deleted
within one month.

Hand-written information will be stored for up to 7 years past the end of your therapy. Your information
will remain archived in a locked filing cabinet. This is a requirement of therapeutic insurance companies,
and will be shredded after the 7 years.

YOUR RIGHTS:
. To be informed what personal data of yours is held.
. To see the information that is held about you, free of charge (for the initial request).
. To rectify any inaccurate or incomplete personal information.
. To withdraw consent for using your personal information.
. To request your personal information be erased. (This may be declined whilst this information is

needed for professional practice).

I/WE HAVE READ AND AGREE TO THE ABOVE:

Signature: Date:
Signature: Date:




