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Privacy Statement 
 
I will be retaining personal information about you and this document explains what information I 
hold, how long it will be stored, in what format and how it will be destroyed.   

 
What data will I keep and why?  

 
We will complete an assessment questionnaire at the beginning of your contact with me. Within 
that document you will be asked to confirm the following information: -  

  
Contact Details, including Name, Address Phone & Email  
Occupation, relationship & number of dependants 
Historical Mental Health details; Details of any previous counselling experience  
Your goals following counselling   
GP contact details & any medication you may be taking  

  
Session notes  

 
I will make and retain brief notes of your sessions. All information is confidential unless otherwise 
explained in my privacy statement. All documentation is held on a secure, encrypted database 
that only I can access. 

 
Will I share your data and if so, who with and for what purpose?   

 
It is unlikely that I will ever have cause to share your data with third parties, however, there may be 
occasions when this is unavoidable. For example, if I suspect there may be serious harm caused to 
you or a vulnerable person. 
 
I am bound by law to report any of the following activities: Proceeds of Crime, Money Laundering, 
Insurance Fraud, Acts of Terrorism and harm caused to a vulnerable person.   
 
The list is not exhaustive and there may be other instances where disclosure is required. If I believe 
I have cause to contact a third party, where possible, I will bring this to your attention before taking 
any action.  
 
I may be required to disclose any session notes if subpoenaed to do so by the Court.  
 



I will not sell your data to third parties or use it for any unethical purpose.   
 
I have regular supervision to comply with regulations and will talk about my work during those 
sessions, however, I will only use your first name.  Supervisors are also bound by the General Data 
Protection Regulation.  
 
In the event of illness or sudden severity to prevent my communication directly with you, I have 
appointed my Clinical Supervisor as the Trustee of my Clinical Will. They will have access to your 
name and contact details alone, and you will be contacted and supported in my absence.  
 
How will I store your data?   
 
All documentation is held on an online database which uses encryption to protect patient data 
and comply with security standards like ISO 27001. It encrypts data at rest using AES-256 
encryption and employs end-to-end encryption for its Zoom feature for online sessions.  

  
How long will I store your data and how will I dispose of it?   

 
I will retain your session notes for a period of 7 years following your final session after which your 
session notes are shredded along with your assessment material. I will retain your name, address, 
contact number and unique client reference number for a period of 7 years, after which time those 
details will be disposed of securely.  
 
If you have contacted me by email, I will delete your message from both my inbox and deleted 
folder. Emails will not be printed or stored with your client file.  Calls are not recorded and answer 
machine messages are deleted once accessed.   
 
Data Subject Access Requests.  
 
You may wish to apply for a DSAR (Data Subject Access Request) this is an instruction to any 
organisation which you have had a relationship with, usually made via the Information 
Commissioners Office, but can also be made directly. Upon receipt of your written request, I will 
forward to you copies of all documentation I hold, as noted above, within 30 days. This complies 
with ICO regulations.  
  
Right to Withdraw Consent: You have the right to ask that I dispose of your records before the 
above expiry dates. Please make this request in writing to the address at the top of this page. 


