PRIVACY POLICY
Counselling Practice – Sarah Harrison

1. Your privacy and personal information

I am committed to respecting your privacy and protecting your personal information. This privacy policy explains how I collect, use, store and protect your information when you access my counselling services.

I work in accordance with the BACP Ethical Framework for the Counselling Professions, the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other applicable legal and professional obligations.

2. Information I collect

I may collect and hold personal information such as your name, contact details, emergency contact details where appropriate, and relevant information relating to your counselling sessions.

I keep records that are relevant to providing a safe and effective counselling service. I aim to ensure that records are accurate, appropriate, secure and limited to what is necessary for my professional practice.

3. Secure storage and retention of records

I take appropriate measures to protect your personal information against unauthorised access, loss, misuse or disclosure.

Paper session notes are stored securely in a locked filing cabinet. Where appropriate, your personal details are stored separately from your session notes, using a reference or code to reduce the likelihood of identification.

Counselling records are retained for seven years after your last session and then securely destroyed. For clients under the age of 18, records are retained for seven years after their 18th birthday, in accordance with my stated retention policy.

These retention periods reflect my professional record-keeping arrangements and may be subject to applicable legal, safeguarding or other professional requirements.

4. Confidentiality and sharing information

Information you share during counselling is treated as confidential. I will not disclose your personal information to others without your consent unless there is a lawful and ethically justified reason to do so.

There are circumstances in which information may need to be shared, including:
· Where there is a serious risk of harm to you or another person.
· Where there are safeguarding concerns involving a child or an adult at risk.
· Where disclosure is required or authorised by law, including in response to a valid court order where applicable.
· Where disclosure is otherwise justified by a relevant legal or professional obligation.
· 
Where appropriate and safe to do so, I will discuss any proposed disclosure with you. I will share only information that is necessary and proportionate to the circumstances.

Relevant client information may also be discussed in professional supervision to support safe and ethical practice. I take care to protect your identity and confidentiality when doing so.

In exceptional circumstances, my supervisor or another designated person may need access to your contact details if I become unable to continue working. This would be solely to inform you of the situation and, where appropriate, discuss alternative arrangements for support. Any such person would be expected to respect your confidentiality.

5. Use of artificial intelligence (AI)

I may use AI tools as part of my professional practice, in accordance with the BACP Ethical Framework, my confidentiality obligations and applicable data protection legislation.
I take appropriate steps to protect client privacy and minimise the sharing of personal or identifying information. I delete each AI conversation immediately after use. I ensure that my use of AI remains ethical, responsible and consistent with my professional obligations.
I do not use AI as a substitute for my professional judgement or the therapeutic relationship. I remain responsible for decisions made in my professional practice.

6. Your rights regarding your personal information

Under data protection legislation, you have rights in relation to the personal information I hold about you. Depending on the circumstances, these include:
· Right of access: You can request a copy of the personal information I hold about you.
· Right to rectification: You can ask me to correct inaccurate or incomplete information.
· Right to erasure: You can request the deletion of your personal information. This right is subject to certain exceptions, including where information must be retained for legal or professional reasons.
· Right to restrict processing: In certain circumstances, you can ask me to restrict how your information is used.
· Right to data portability: Where the legal requirements are met, you can request certain personal information in a portable format.
· Right to object: In certain circumstances, you can object to the processing of your personal information.

Requests will be considered in accordance with applicable data protection legislation. I will explain if I am unable to comply with a request, where the law requires or permits me to do so.

You can raise any questions or requests about your personal information directly with me.

7. Complaints and concerns
If you have concerns about how I handle your personal information, I encourage you to raise them with me so that I can respond appropriately.

You also have the right to complain to the Information Commissioner's Office (ICO), the UK's independent data protection regulator, at www.ico.org.uk.

8. Data controller
For the purposes of data protection legislation, the data controller is:
Sarah Harrison  – Counsellor

I am responsible for determining how and why your personal information is processed and for ensuring that it is handled in accordance with applicable data protection requirements.


9. Acknowledgement
I confirm that I have been given the opportunity to read this privacy policy and ask questions about how my personal information is collected, used, stored and protected.
I understand the circumstances in which confidentiality may be limited and how my counselling records are managed.

Client name: __________________________________
Client signature: _______________________________
Date: _________________________________________
Counsellor signature: ____________________________

