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DATA PROTECTION AND GDPR POLICY

Under GDPR, I need to explain to you what data I collect about you and what I intend to do with it. This data protection policy sets out how I collect, process and protect your data.
If there is any specific data that you do not want me to keep, please let me know. However, this may affect my ability to offer you an appropriate counselling service.

Why I collect your data
When you use my website or otherwise provide data informally, the data is collected and processed based on your having given consent. You can withdraw your consent at any time, and I will delete your data.
When you start counselling, we enter a contract to deliver a service. Data is then collected and processed on the basis on contract.

How I collect your data
In most cases, the data I process is obtained directly from yourself. If a third party referred you, they might have given me some information about you. The information would typically include your name, contact details and your relationship to the referrer. However, I have no control over the information they supply. 

What data I keep and how I use it
I have listed the data I might keep about you. It is impossible to have a comprehensive list, and I do not keep all this information for every client. I only record, and save the information we need.
Name, age and date of birth: this helps me get to know you and identify you.
Relationship status, partner’s name and age and how long you been in this relationship: this information helps me understand your current domestic situation.
Address, email address, phone number(s): I need this information to contact you.
Doctor and emergency contact details: I have a duty of care towards you and, sometimes, might need an emergency contact. I also might need to contact your GP if, for example, you were at risk of serious harm. Except in the most exceptional circumstances, I would contact no one without your prior knowledge and consent.
Employment, living situation and support: I use this information as part of my client assessment process, helping me deliver the best service.
School/employer/agency details: I collect this information where a third-party is paying so we can invoice them for the work we do.
Parents, siblings and children: I often need to know something of your background as part of the assessment process.
Broader familial information: Sometimes, I need more extensive family information. This information is necessary to understand the client’s world and, potentially, for child/vulnerable adult protection purposes.
Assessment forms/scores: I use an audit of the effectiveness of our work as part of the assessment process (CORE-10)
Session notes: I keep brief, factual notes as a record of our work together.
Correspondence: I might store copies of any communication as part of your clinical notes.
Referral information: I need to keep third-party referral details for invoicing purposes. I might use some referral information as part of your initial assessment.
Appointment/attendance/fees: Appointment, attendance and payment details are required for scheduling, reporting, invoicing and accounting purposes.
IP address and metadata: When you use my website, I receive and process your IP address and data about your device and web browser. I need this information to deliver the website. 
Web forms: When you submit a form on my website, the details are sent to me directly by email. 

Do I share your data?
I will never sell your data or use it for any purpose we have not agreed.
I might need share information:
· if you disclose information related to terror or terrorist activities
· if you or anyone you identify to us is at serious risk of significant harm
· in clinical supervision
· as explicitly directed by a court order or coroner request
· according to your explicit, written instruction
· to invoice for our sessions (reference and attendance information only)
· in a discharge/progress report, if required, and with your consent
I would only share the minimum necessary information. Where possible, we would get your explicit consent before sharing any data.

How I store your data
I store all data on a password protected computer system, all personal information is stored on a secure and encrypted software platform. Any hard copy notes or information are kept in a locked, secure filing cabinet.
(See Privacy Policy)

How long I store your data and how I dispose of it
I keep session notes and contact details seven years after our last contact (or seven years after you turn 18, whichever is longer). I will permanently delete any files on the system after this time has elapsed, or if you request for your data to be deleted beforehand.


Data access
You are entitled to access the personal information which I hold about you
under the Data Protection Act 1998 and the GDPR. You also have the right to access your client notes and ensure that it is accurate and current at all times. To review or update this information, simply request that I send you this information, via email: amygibbcounselling@gmail.com.
I will not charge for access to your information and will aim to provide this to you within one week, unless circumstances require longer, which will be explained and discussed with you.
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