1.0 PERSONAL DATA AND THE INFORMATION COMMISSIONER'S OFFICE (ICO)

At Shoreline I am committed to complying with the terms of the General Data Protection Regulations (GDPR) and to the responsible and secure use of your personal data. Willow Therapy has a legitimate interest in the processing of personal data in order to provide counselling services. The purpose of this statement is to inform you what information we hold, why we collect the data, how long it is kept and your rights over your personal data.
 
1.0.1 Shoreline is registered with the Information Commissioner’s Office (ICO) registration number: A8272186

1.0.2 Information about you is collected in order to set up the initial appointment. This will include your contact details, availability and any other relevant information.

1.0.3 This information will be kept securely in a locked cabinet and/or a password protected PC or phone and in line with the GDPR. Once counselling has finished, information will be held securely for a further seven years and then destroyed.

1.0.4 Your personal information will be used only to provide you with our services and to give you information relating to our services.  We will not share your personal details with any other person or organisation without your knowledge and permission unless there is a legal requirement, if there is a child or adult safeguarding issue or a perceived risk of harm.

1.0.5 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.

1.0.6 We will take all reasonable precautions to prevent the loss, misuse or alteration of the information you give us. You have the right to see the information we hold. If you would like to see the information we hold about you, update or delete any records please request via email to christineatshoreline@gmail.com

1.0.7 If you have any concerns about the use of your data, please contact the Data Protection Officer directly at Shoreline Counselling via email at christineatshorelien@gmail.com. We will do our utmost to resolve any concerns you may have but if they are not resolved to your satisfaction you may wish to contact the ICO.

1.0.8 As a Senior Accredited Member of the (BACP) British Association for Counselling and Psychotherapy we maintain confidentiality and abide the Framework of the BACP Code of Good Practice and Ethics.



ICO Registration Reference: A8272186
Shoreline – Privacy Policy

Shoreline is a business providing counselling, counselling supervision, training and reiki treatment

The Data Controller

Christine Shore (Counsellor, Supervisor, Trainer and Reiki practitioner)
52 Main Street
Heysham
LA3 2RW
07954108909

1. Personal Data Collected for Reiki Clients
Prior to receiving a Reiki treatment, the client must sign a Treatment Consent form, by which they enter into an agreement to receive Reiki. In order to give this treatment safely and in the best interests of the client, certain client information must be collected.

At the first appointment
Name
Date of birth
Address
Contact phone/mobile number
Email address
Emergency contact number
Brief medical background
Brief personal background information (family/occupational information)
Name and address of GP (for safeguarding purposes)

At subsequent appointments
Information is collected regarding any changes in the client’s circumstances and experiences following the previous treatment

After treatments
Information is recorded about the length/nature of treatment given, practitioner comments and any client comments.

2. Personal Data collected for Counselling clients and Supervisees
Name
Date of birth
Address
Contact phone/mobile number
Email address
Emergency contact

At subsequent appointments
Brief anonymised notes on session content


Lawful and Fair Processing Conditions
Data is collected, processed and held under GDPR Conditions:
6(1)(b) – processing is necessary for the performance of the contact between the data subject and the practitioner
9(2)(a) – background information about a client’s health is collected with the explicit consent of the client
	
· Data will be used only for the provision of Reiki treatments or counselling appointments and to arrange/amend appointments with clients. 
· Data will not be disclosed to any 3rd party for any purpose, with the exception of safeguarding purposes should I have concerns for a person’s welfare or the welfare of a 3rd party. In this case permission will be sought if possible, and the client will be informed. 
· Data will not be used for any marketing purposes.

Individual Rights of Access to Data
Clients have a right to see any information or to ask for a copy of any information which is held about them. This will be provided within one month of any request received.

Should a client wish to transfer to another practitioner, a copy of their notes can be provided on request, within one month.

Right to Amend Data
Clients have a right to have any data reviewed and amended should it be inaccurate.

Data Storage and Retention
· Client data is on paper and kept securely and coded.
· Client electronic data is coded and is password protected securely.
· Initial contact information from potential clients is kept until the message has been answered and I have received a read response.
· Data will be retained for 7 years – as required for insurance and financial purposes - after a client’s final appointment and will then be destroyed.

3. Personal Data Collected for Trainee Counsellors and Supervisees
Prior to supervision, supervisees must complete and sign a contract, by which they enter into an agreement. In order to provide supervision, certain client information must be collected, but no information which would identify a client.


Student/Trainee/Supervisee Name
Address
Contact phone/mobile number
Email address

4. Supervision
As a member of a professional body, counsellors are required to attend one to one and/or group supervision, to ensure that you receive the best ethical service. Your personal details will not be given to supervisors or shared with a supervision group and anything discussed in supervision will be treated in confidence.

5. HMRC	Financial Transactions	Tax return
Quickbooks- Intuit

Lawful and Fair Processing Conditions
Data is collected, processed and held under GDPR Conditions:
6(1)(b) – processing is necessary for the performance of the contact between the data subject and the practitioner

· Data will be used only for contacting the trainee or supervisee about supervision and for subsequent ongoing support, which is an agreed part of the contract.
· Data will not be disclosed to any 3rd party for any purpose. 
· Data will not be used for any general marketing purposes.




Individual Rights of Access to Data
Supervisees have a right to see any information which is held about them. This will be provided within one month of any request received.

Right to Amend Data
Supervisees have a right to have any data reviewed and amended should it be inaccurate.

Data Storage and Retention
· Data will be held securely.
· Electronic data is encrypted.
· Contact messages from potential students and supervisees will only be kept until I have answered the enquiry and received a read response.
· Records of students attending training will be retained for 7 years – as required for insurance and financial purposes - after which it will be deleted or shredded.




