


Our contact details 
Name: Emma Southgate
E-mail:emmasouthgatepsychologist@gmail.com
This privacy notice was completed on 1st February 2024.
 
The type of personal information we collect 
When you use our service we currently collect and process the following information:
· Name
· Contact information including email address, skype address, telephone number, postal address
· Your GP details
· Your next of kin
· Your insurance details
· Details of any relevant organisations or professionals you may be engaged with (e.g. Social Services, Psychiatrists, Specialist Medical Teams)
Under the ethical guidelines set out by the British Psychological Society (BPS) it is a professional requirement that attendance records and brief notes of contact with you are made. These are kept to a minimum, these are anonymised and do not have any of your personal identifying details on them. They will be securely stored separately from your personal information and contact details.  This information will not be shared with anyone without your knowledge and/or agreement. 

How we get the personal information and why we have it
The personal information we process is provided to us directly by you. 
We need to have your personal data in order to: enable us to communicate with you; deliver a service to you; verify your identity (to ensure we are communicating with the right person); process your payment for services; contact you in case there is a problem; and provide you with information about the services.  
We may share this information with your permission with other Health and Social Care Professionals. However, there may be exceptional circumstances where there is an ethical or legal obligation to share information without your permission. For example: 1) if you or someone else is in danger of serious harm we may have to talk to another professional to keep you or someone else safe (where appropriate and possible this would first be discussed with you in order to try to work out the best course of action); 2) there is a legal responsibility as a psychologist to break confidentiality without your consent or knowledge regarding any information relating to terrorism, drug trafficking or money laundering; and 3) in a court of law where we may legally be required to answer questions about a client.
Under the UK General Data Protection Regulation (UK GDPR), the lawful bases we rely on for processing this information are your consent (you are able to remove your consent at any time by contacting emmasouthgatepsychologist@gmail.com) and we have a contractual obligation.

How we store your personal information 
Your personal information is securely stored in an encrypted and two factor password protected portable data storage device. 
We keep personal data whilst you are working with us but once work is complete we no longer need this information and this data is deleted. 
Session notes are anonymised, password protected and kept on a laptop computer (access to which is password protected) and once sessions are complete these are backed up securely on an encrypted and two factor password protected portable data storage device. The notes are then securely deleted from the laptop computer. 
Your notes will be kept for seven years after your last therapy session and will then be deleted. This is in line with good practice guidelines for independent psychologists as outlined in the BPS Practice Guidelines, 2017. 

Your data protection rights
Under data protection law, you have rights including:
Your right of access - You have the right to ask us for copies of your personal information. 
Your right to rectification - You have the right to ask us to rectify personal information you think is inaccurate. You also have the right to ask us to complete information you think is incomplete. 
Your right to erasure - You have the right to ask us to erase your personal information in certain circumstances. 
Your right to restriction of processing - You have the right to ask us to restrict the processing of your personal information in certain circumstances. 
Your right to object to processing - You have the the right to object to the processing of your personal information in certain circumstances.
Your right to data portability - You have the right to ask that we transfer the personal information you gave us to another organisation, or to you, in certain circumstances.
You are not required to pay any charge for exercising your rights. If you make a request, we have one month to respond to you.
Please contact us at emmasouthgatepsychologist@gmail.com if you wish to make a request.

How to complain
If you have any concerns about our use of your personal information, you can make a complaint to us at emmasouthgatepsychologist@gmail.com.
You can also complain to the ICO if you are unhappy with how we have used your data.
The ICO’s address:            
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF

Helpline number: 0303 123 1113
ICO website: https://www.ico.org.uk


Date: 01/02/24 
