                Privacy Policy Everleigh Counselling
· Introduction
I take your privacy seriously, this policy explains why I collect personal information, how I store this information and your rights under UK GDPR and the data protection act 2018 to access this information. I understand no online system is fully secure; however I do everything I can within my capability of providing as much privacy and security that I can to any personal information I gather and hold.
· Confidentiality
I take brief non per Batum notes during or after session, these are my own reflections are not transcribed, they are in accordance with my BACP membership and are in paper form held in fireproof cabinets which are locked at all times when not in use by me. I do not disclose to employers, relatives, 3rd parties or legal representatives your attendance in counselling unless there is a safeguarding issue with a child under the age of 18 or vulnerable adult or I am obligated by law. I do have supervision each month where I may discuss some of my clients, this is part of my BACP Ethical Framework guidelines, my supervisor is MBACP senior accredited.
If your appointment is online via Zoom, I do not transcribe or use their note taking function and use as much privacy settings and safeguarding within my availability to do so.
· Information I collect.
Your name, email address and phone number.
Emergency contact and G.P name and number to only be used if I feel there is a legitimate harm or danger to yourself.
Appointment dates and time.
Overview of reasons for contacting which is for the sole purpose for me to ascertain if I can support you within my BACP ethical framework model and qualification limits.
I understand the information shared regarding seeking support is personal and of a sensitive nature, this information is for me to ascertain if I am able to support you within my BACP ethical framework model. Your emergency contact and G.P information is optional, it’s use is for safety and safeguarding purposes only and you can refuse or withdraw consent at any time.
· How I use this information.
The information I gather is used to respond to email and phone correspondence, to book in, change, confirm or cancel appointments, request reviews and review consent, send any paperwork including worksheets and helpful information or to respond to complaints, any legal or SAR requests which I will aim to respond to within the legal time required for action to be taken.
· Website and analytic information.
I use trusted 3rd party service providers for my website, the information gathered including request booking details are held on secure servers in the US and is not accessible unless I give permission and authentication code, cookies used in my website are for performance and website functions and is optional by reject all button. Details of cookies used can be attained through the relevant website provider and consent settings. 
· How long I keep information for.
Under my insurance, I keep all information gathered up to 5years after your last appointment, unless required longer for legal reasons. This may be a result from safeguarding or legal disputes or grievances, SAR requests or complaints. 
· Who can access this information.
I have a living will which outlines the person who can access information in the event of my death or medical if I am medically unable to continue my role as therapist. They have instructions on contacting clients and disposing of personal information under the BACP guidance, the person is a trusted fellow counsellor and a member of the BACP. No one else has access to any of my files.
· Your data protection rights.
You have the right to request personal information I hold regarding you including deleting or amending information.
Raise any concerns you might have regarding information gathered or how it is handled.
Change or update any incomplete or incorrect information I hold about you.
Withdraw consent where applicable within the information I have obtained.
Any concerns you raise regarding how your information is gathered, handled or stored.
Please note some information and notes are held for legitimate legal reasons or obligations and these rights are subject to conditions and exemptions. 
· Complaints
Please contact me at: Jackie.hare@everleighcounselling.co.uk if you have any concerns regarding personal information and I will respond as soon as possible, then a reasonable amount of time needed to investigate this matter.
You can also make a complaint to the ICO (Information commissioners office) 
https://ico.org.uk
03031231113
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