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 Sarah Barfield Counselling 
Confidentiality and Privacy Statement
Introduction
This privacy statement is written in line with General Data Protection Regulations (GDPR) (EU /2016/679) implemented in May 2018, to ensure that you are aware of how your data is protected and controlled from the point of referral into Sarah Barfield Counselling through to the culmination of your therapy. 'Data controller' is the term used to describe the person/ organisation that collects and stores and has responsibility for people’s personal data. In this instance, the data controller is myself and I am registered with the Information Commissioner’s Office (Registration Ref; ZB861232.)
Please feel free to ask any questions that you may have at any time via the contact details provided to you or directly in session.
Purpose of data collection 
Information will be collected according to both operational and legal obligation.
If you are currently having therapy with me or you are in contact with Sarah Barfield Counselling to consider therapy, I will process special category data (health, disability, medication, GP details etc) and personal data (contact details, emergency contact details, address etc) where it is necessary for the performance of our contract i.e. for assessment, safeguarding and referral purposes. I am also required by law to process personal information for the provision of health treatment (in this case counselling) and necessary for a contract with a health professional (in this case, a contract between myself as counsellor and you as the client.) Finally, it also falls under the lawful basis of ‘legitimate interest’ to process your data as it ensures safe, ethical, and appropriate therapy in line with British Association for Counselling and Psychotherapy (BACP) guidelines. 
Information gathered
[bookmark: _Int_XGk3BgQ3]I will collect different types of data at each stage of your involvement with Sarah Barfield Counselling. All of which will be limited according to the data minimisation principle which states that personal information should be kept in a way which is relevant, adequate, and necessary to accomplish a specific purpose.
Initial contact; When you contact Sarah Barfield Counselling with an enquiry about the counselling service, I will collect certain information to help me satisfy your query. This will include brief details of your presenting issue, your contact details, and previous experiences of therapy. If you decide not to proceed, I will ensure all your personal data is deleted within 1 month. If you would like me to delete this information sooner, just let me know.
[bookmark: _Int_48IvvX1J]While you are accessing counselling; I will keep a record of your personal details throughout therapy to help the counselling service run smoothly. As well as your personal details I will also keep a separate, digitised, and anonymised case log of each session detailing issues and themes explored and reflections made as part of the therapeutic process.  All of this information will be stored securely on a password protected laptop and is not shared with any third party.  Any paper-based information will be stored in a lockable filing cabinet only accessible  myself and shredded within the timescales listed below. For security reasons I will not retain text or email messages for more than 7 days, after which they will be deleted with any essential information added to the client log.
After counselling has ended. Once counselling has ended your records will be kept for a maximum of 5 years from the end of our contact with each other, in line with counsellor insurance guidelines and are then securely destroyed. If you wish for me to delete your information any sooner than this, please inform me at the earliest opportunity. 
Third party disclosure
I sometimes share data with third parties, where I have contracted with a supplier to carry out specific tasks, ( i.e. Microsoft Office 365, Proton mail, HMRC,  Monzo Business Banking, ICO) . In such cases I have carefully selected which partners I work with. I take great care to ensure that I have a contract with the third party that states what they are allowed to do with the data I share with them. I ensure that they do not use your information in any way other than the task for which they have been contracted.
Aside from this, Sarah Barfield Counselling is a confidential service and as such, I will not share your personal data with any other person/organisation unless you ask me to, or I have your full and informed consent. However, there are circumstances in which it would be necessary to breach confidentiality to protect yours or somebody else’s safety in line with my safeguarding policy;
· If you tell me something that indicates an immediate threat or risk to your own life or health, or to anybody else’s then I have a duty of care to report that information to your GP, police or emergency services.  


· If you disclose intent of committing a serious criminal offence including money laundering, acts of terrorism or drug trafficking.
· If any current or potential risk or harm to a child is identified.
· If the courts request a copy of your counselling notes (in this circumstance, I will refer you to my separate pre- trial agreement, which explains in more detail the kinds of information I am obligated to share with the police and CPS and how these requests are managed.)
I will always try to speak to you first about any actions I am likely to have to take, unless there are safeguarding/legal issues that prevent this. 
As part of my own commitment to working with proficiency and ethical responsibility, I engage in monthly clinical supervision, in which I discuss the content of client sessions, but this will be completed in an entirely anonymous manner with a fully qualified clinical supervisor.
Visitors to my website/social pages
When someone visits my website, I use a third-party service, (WebHealer) to collect standard internet log information and details of visitor behaviour patterns. I do this to find out things such as the number of visitors to the various parts of the site. This information is only processed in a way that does not identify anyone. I do not make, and do not allow WebHealer to make, any attempt to find out the identities of those visiting my website. I use legitimate interests as my lawful basis for holding and using your personal information in this way when you visit my website. You can see WebHealer's privacy policy here; https://www.webhealer.net/privacy-policy/ If you fill in a form on my website, that data will be temporarily stored on the web host before being sent to me.
I also use Facebook and Instagram Business Social Pages in order to promote my services and share news, signposting, support and advice related to mental health and wellbeing. You can see Facebook's privacy policy here; https://www.facebook.com/privacy/policy/ It is entirely your choice whether to follow these pages but, please be aware and mindful that, whilst doing so does not automatically identity as you a client, it will list your details under my 'followers.'  I would also strongly encourage you to keep commenting on posts to a minimum, unless you feel comfortable with what you share being visible to others. Please note, in order to maintain boundaries and the privacy of us both, I will not follow your own social media accounts, and I do politely ask that you do not engage with my personal pages unrelated to my business.
Your Rights
You have a right to ask for your personal information to be deleted at any time, to limit how I use your personal information, or to stop processing your personal  data in all or certain circumstances. However, as there is a minimal amount of data required to work with you safely and ethically doing so may impact the service, I am able to provide you with. You can read more about your rights at https://ico.org.uk/for-the-public/
You also have a right to ask for a copy of any information that I hold about you. To do so, please put your request in writing addressing it to; The Data Controller (Sarah Barfield) at Sarah Barfield Counselling via sarahb23@protonmail.com.
Requests will be handled as swiftly as possible.
I aim to handle your information in a manner which is ethical and secure. However, if you wish to raise a complaint about how I have managed your personal data please do not hesitate to contact me by writing to the contact details given above. If you want to make a formal complaint about the way I  have processed your personal information you can contact the ICO which is the statutory body that oversees data protection law in the UK. For more information go to ico.org.uk/make-a-complaint. 
Consent 
I have read and understood the information above and agree to the use, collection, and storage of my data as per detailed in the privacy statement and understand my rights as explained as part of this document. I am aware my records will be kept for a period of 5 years, and I am able to withdraw my consent to data collection at any stage by informing my counsellor.

Client Name and Signature …………………………………  Date ……………………………
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