Privacy Policy for Adult Clients 
Professionally, I work to provide Psychotherapy and therapeutic coaching services.
To work efficiently and effectively, I act as a data controller. I am responsible for collecting and processing the information that you have provided to me. Processing includes the organisation, retrieval, consultation, use, storing and destruction of information and its disclosure to other parties.  I am registered as a data processor with the International Commissioners Office, (ICO) the UK’s independent authority set up to uphold information rights in the public interest, promoting data privacy for individuals. 
When you provide me with information about yourself and your family, this information is protected and securely stored. The essential information I will need from you in order to deliver services includes:
· Your name, address and phone number. Telephone numbers will be the main way in which I make contact with you, for the purposes of setting up face to face appointments.  I will only store your number on my phone for the duration of our working contract and your name will not be associated with the number.  
· The name and address of your GP
· Email address is only required if you are contracting to take part in online services using a video conferencing platform. Emails will only be used to invite you to scheduled meetings.  I also ask your consent to text message appointment reminders.
The main reason that your data is used, by me, is so that I can provide a professional service to you. This service will be managed through a contract that we each sign, within which you also consent for me to discuss your case anonymously with any supervisors involved in the work. The key legal basis I use for the processing of the data is that it is a necessary part of the contract referred to above.  I also ask for your consent to do so.
The information that you provide is used for the purposes of assessing your needs & clarifying goals to provide services to you.   Some non-identifiable information may be shared with my supervisors who will provide professional support, advice and feedback to me in order to help you succeed and achieve your therapy goals. This will be done anonymously so you will not be identified from this process.  I will securely store the information acquired from the sessions in a locked filing cabinet. It will be kept for no less than seven years but may be kept for longer and this will depend upon a variety of different factors (e.g. legal rules, insurance requirements, changes to ethical policies, returning clients, etc.). 
In exceptional circumstances, I may need to request further information from your GP or from another medical professional.
In rare instances, it may be necessary to share the information that you have disclosed to me with further individuals or organisations. Reasons for doing this include, but are not limited to:
· as part of my duty to protect a child, a vulnerable adult, yourself or the public
· for the prevention and detection of a crime
· if I am required to do so by a court of law
I may also use some of this information for other reasons, such as to:
· maintain records
· respond to any enquiries you make about the services I have provided
· investigate complaints
· meet my statutory obligations
· ensure the accuracy of my records
I keep information about you strictly confidential. This means that I store it securely and control who has access to it. I never use or share it for marketing purposes.
I will only share such information as necessary, and where I am satisfied that the other individual or organisation is entitled to receive it.
If you believe that information I hold about you is incorrect, or if you have concerns about how I am handling this information, please contact me.
Your Rights
You have the right to ask for a copy of your personal information, free of charge in an electronic or paper form.  You also have the right to ask me to amend or change any incorrect information about you.
You have the right to be forgotten, and can ask me to erase any information that I hold about you. This includes personal information that is no longer relevant to original purposes, or if you wish to withdraw your consent.  
Notes taken during our sessions, I have a duty to retain for 3 years, but you have the right to request they are not retained at the end of our work, giving me permission to destroy them.
If you wish to have your personal information deleted, please let me know and I will take reasonable steps to remove it unless I need to keep it for legal, insurance, auditing, internal risk management purposes. 
If you would like further information then please contact me.
Alison Betteridge 
Humanwise
alison@humanwise.co.uk

07717090202 

You can also refer to the Information Commissioner’s Office website at https://ico.org.uk/. Their website explains your rights in relation to the information I hold.

Provision of Consent
I consent to Alison Betteridge (Humanwise) to use my information as described in this Privacy Policy. I have a right to request that my information be deleted or amended. It may not also be possible to delete all information as there could be a valid reason why it needs to be retained. 
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