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Soothe Away Counselling is committed to complying with the terms of the General Data Protection Regulation (GDPR) and to the responsible and secure use of your personal data in line with the Data Protection Act 2018. Soothe Away has a legitimate interest in processing personal data to provide counselling services. The purpose of this statement is to let you know what personal information Soothe Away Counselling collects and holds, why I collect this data, how long it is kept and your rights over your personal data. I am registered with the ICO (Information Commissioners Office) no: ZB652461
1. Information about you
1.1 I collect personal information from you when you enquire about my counselling services to set up an initial appointment. This information includes contact details, your availability and other relevant personal information. 
1.2 Once a client finishes counselling, all data regarding their counselling is stored securely for 7 years and then destroyed. This is a requirement of my insurance provider. This information is kept on a password-protected Computer that will only have a code on it, it will not have your name, so there will be no way to identify you if someone were able to access this information. No one else has use of this computer. 
1.2 I have a separate locked filing cabinet for your contact details and this signed form, so they are not kept with your notes. 
1.3 Once you have ended counselling, after a period of one month, I will delete your email address and telephone number from my phone and computer. If you wish to contact me again after this time period, please state your name as I will not know who you are.

2. My use of this information
2.1 Your personal information will be used only to provide you with my services. I will not share your personal details with any other person or organisation without your knowledge and permission with things like adult safeguarding issue or a perceived risk of harm. In some cases, there is a legal requirement, if there is a risk to a child or acts of terrorism or money laundering. A breach of confidentiality is when a person shares information with another in circumstances where it is reasonable to expect that the information will be kept confidential.
3. Security
3.1 I will take all reasonable precautions to prevent the loss, misuse, or alteration of information you give me.
3.2 Communications in connection with this service may be sent by e-mail. For ease of use and compatibility, communications will not be sent in an encrypted form unless you require it and permit me to communicate with you in that way. E-mail, unless encrypted, is not a fully secure means of communication. Whilst I endeavour to keep my systems and communications protected against viruses and other harmful effects, I cannot bear responsibility for all communications being virus-free.
3.3 Payment through the bank, obviously they will have your details when you make your payments through them. No one else has access to my bank statements unless I were to be inspected by the Inland Revenue.
3.4 I use the video platform “Microsoft Teams” which is encrypted. I use a one-time code each time so that no one else will be able to gain access to the room.
4. Your rights over your personal data
4.1 If you would like to see the information I hold about you, or would like to correct, update, or delete any records, please email me at Julia@sootheaway.co.uk If you have any concerns about my use of your data, please contact me. As part of my insurance requirements, I have to keep your details for seven years, if you wish me to delete this information before then, I cannot guarantee that my services for you will still be insured as I would have no records as proof.



Signed: ……………………………………………………………………………………….
Name: ………………………………………………………………………………………….
Address: ……………………………………………………………………………………… ……………………………………………………………………………………………………………………………………………………………………………………………………
Date of Birth:………………………………………………………………………………….
Date: ………………………………………………………………………………………….
Telephone number: …………………………………………………………………………..
Can I leave a voicemail? Text message? Yes/No    (Please circle)
Email address: ………………………………………………………………………………..
GP Name: ……………………………………………………………………………………
GP Address: ..……………………………………………………………………………………………………………………………………………………………………………………………………..
GP Telephone Number: ……………………………………………………………………..
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