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To comply with the General Data Protection Regulation (GDPR) I need to inform you of the data I 
hold about you in relation to services provided to you as a Counsellor. I also need to inform you 
how this data is stored, protected and used.


You have the right to see any information that I hold about you. You will need to make a request in 
writing and I will provide any information I hold within 20 working days.


Any information I keep about you is held securely on a password-protected laptop, password-
protected mobile phone or locked in a filing cabinet. If I am made aware of any unauthorised 
access to my record-keeping systems I am required to notify you, my professional organisation 
The British Association of Counselling and Psychotherapy (BACP) and the Information 
Commissioners Office (ICO). In the event of my incapacity I have nominated a professional 
colleague who will be able to remove or retrieve information from my record-keeping systems in 
accordance with this notice.


I hold your contact details supplied in order to contact you whilst delivering the counselling 
service to you. Your phone number will be saved on my work sim card under your first name. Your 
email address (if supplied) will be added to my work gmail contacts with your name. Any meetings 
we arrange will be stored on my work gmail calendar using your initials. The referral form will be 
stored in a locked filing cabinet at my home address.


It is a condition of my insurance that I take and maintain accurate, descriptive client session 
records. These records must be retained for a minimum period of five years after my service to 
you ends. After this period I will delete and shred all information I hold about you.


Any financial information regarding the service has to be kept for seven financial years in order to 
meet Her Majesty’s Revenue & Customs (HMRC) taxation requirements. If specific services 
related to you are listed on an invoice to an organisation you will be referenced by a code not your 
name.


I will not share your information with anyone apart from in the event of a medical emergency or if I 
am legally required to. I will always attempt to gain your agreement to share your information 
unless you are incapacitated or unreachable.
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