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Privacy Policy 2026

Recording notes

For the purposes of counselling and supervision, I collect and store personal information that you provide, including contact details, relevant background information, assessment information, and brief session notes. Session notes are typically recorded in short bullet-point form following each session.

These records help me provide a safe, ethical, and effective service and support continuity of care throughout our work together.

All records are stored securely using encrypted systems and password-protected devices. I (John Bristow) am the Data Controller for your information and am responsible for ensuring it is processed in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

If we mutually agree that recording a counselling or supervision session would be beneficial, audio recordings are first transcribed using Meetily, which operates locally on my computer and does not upload recordings to external servers. Once the transcript has been created, the original recording is deleted.

The transcript may then be processed using a secure, custom ChatGPT tool to produce a concise clinical summary and session notes. This service is cloud-based. Where available, privacy settings are configured so that information is not used to train AI models. Only the minimum information necessary is processed, and no transcript is retained longer than is necessary for the production of session notes. You are under no obligation to consent to recorded sessions. If you would prefer not to be recorded, handwritten or typed session notes will be taken instead. If you wish, I am also happy to provide you with a copy of your session summary, as many clients find this helpful for reflection between sessions.

Lawful basis for processing

My lawful basis for processing personal information under Article 6 of the UK GDPR is that processing is necessary for the provision of counselling or supervision services and/or for my legitimate interests in maintaining appropriate professional records. Where information constitutes special category data, including information concerning physical or mental health, I will only process this information where an appropriate condition under Article 9 of the UK GDPR also applies. This may include explicit consent or, where applicable, processing necessary for the provision of health or social care in accordance with UK data protection law.

Storage of counselling and supervision records

Electronic counselling and supervision records, including brief session notes, may be stored securely using Microsoft OneDrive Personal Vault, a cloud-based storage service. Personal Vault provides additional security measures including encryption, restricted access, two-step identity verification and automatic locking. Appropriate security measures are maintained to protect records against unauthorised access, loss or disclosure. Only information necessary for the provision of counselling or supervision is retained, and records are managed and deleted in accordance with the retention arrangements set out in this Privacy Policy.

Online Sessions and Google Meet

Where counselling or supervision takes place online, sessions are conducted using Google Meet, a third-party video-conferencing service provided by Google. Limited personal information may be processed by Google in providing this service.

I take reasonable steps to protect privacy and confidentiality when working online, including using password-protected devices, secure accounts and appropriate privacy and security settings. Clients are encouraged to join sessions from a private space where they feel able to speak freely and to use a secure internet connection where possible.

Google Meet sessions are not recorded through the platform. Neither I nor the client should record an online session without prior discussion and explicit agreement. Where a recording has been mutually agreed for therapeutic or supervision purposes, the recording and transcription arrangements described elsewhere in this Privacy Policy will apply.

As with any internet-based service, absolute security or confidentiality cannot be guaranteed. Electronic communications may be affected by technical failure, interruption or unauthorised access despite reasonable security measures being taken.

If a Google Meet session is unexpectedly disconnected, we will first attempt to reconnect using the same meeting link. If this is not possible, You can contact me by telephone on 07722 152156, if appropriate.

For online work, I may ask you to confirm your current location at the beginning of a session where this is relevant to your safety. I may also ask for appropriate emergency contact and/or GP details. These details would only be used where necessary and in accordance with the confidentiality and safeguarding provisions set out in this policy and our counselling or supervision agreement.

Third-party service providers

I use carefully selected third-party services where necessary to provide counselling and supervision, including Google Meet for online sessions. These providers may process limited personal information on my behalf. I take reasonable steps to ensure that appropriate data protection, confidentiality and security arrangements are in place. Where personal information is processed outside the UK, I take reasonable steps to ensure that an appropriate lawful transfer mechanism or other safeguard required by UK data protection law is in place.

Confidentiality

Information shared within counselling or supervision is treated as confidential. Information will not normally be shared with any third party without your consent, except where necessary for professional supervision or in the circumstances described below. Where clinical work is discussed in supervision, only information necessary for professional and ethical oversight is shared and identifying information is minimised wherever practicable.

However, there are circumstances where confidentiality may need to be breached, including:

• Where there is a serious risk of harm to yourself or another person.

• Where there is a safeguarding concern involving a child or vulnerable adult.

• Where disclosure is required by law or court order.

• Where information is required for the prevention or detection of serious crime.

Where possible, I will discuss any necessary disclosure with you before taking action.

Access to Your Information

You have the right to request access to the personal information I hold about you. Requests should be made in writing. I aim to respond within one calendar month, in accordance with data protection legislation.

You also have the right to:

• Request correction of inaccurate information.

• Request restriction of processing in certain circumstances.

• Request erasure of information where legally permissible.

• Object to certain types of processing.

• Request a copy of your information in a portable format where applicable.

Please note that some records may need to be retained to comply with legal, insurance, safeguarding, or professional requirements.

Retention of Records

Counselling and supervision records are normally retained for a period of seven years following the end of our work together, after which they will be securely deleted or destroyed. In some circumstances, records may be retained for longer where required by law, insurance providers, or safeguarding obligations.

Complaints About Data Protection

If you have any concerns about how your personal information has been handled, I would encourage you to raise these concerns with me in the first instance so that I have an opportunity to address them.

If you remain dissatisfied, you have the right to lodge a complaint with the Information Commissioner's Office (ICO), the UK's independent authority for data protection matters.

Information Commissioner's Office (ICO)

https://ico.org.uk/global/contact-us/contact-us-public/

If you have any questions about this privacy policy or how your information is processed, please contact me directly.

John Bristow
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