Data Protection Policy
[Your Counselling Service Name]
1. Purpose
This policy outlines how [Your Counselling Service Name] collects, processes, and safeguards personal data to ensure compliance with the UK General Data Protection Regulation (UK GDPR) and other relevant legislation.
2. Scope
This policy applies to all staff, counsellors, volunteers, and anyone handling client data within [Your Counselling Service Name].
3. Principles of Data Protection
· Personal data is processed lawfully, fairly, and transparently.
· Data is collected only for specified, legitimate purposes.
· Only necessary data is retained and kept accurate.
· Data is stored securely and protected against unauthorized access.
· Personal data is kept only for as long as necessary.
4. Types of Personal Data Collected
We collect and store the following types of personal information:
· Client contact details (e.g., name, address, phone number, email).
· Counselling session records (notes taken during sessions).
· Payment and administrative information (where applicable).
5. Lawful Basis for Processing Data
We process personal data under the following lawful bases:
· Consent: Clients provide explicit consent for their data to be used.
· Contractual necessity: Data is required for service provision.
· Legal obligation: Compliance with safeguarding and other legal requirements.
· Legitimate interests: To provide a professional and ethical counselling service.
6. Data Storage and Security
· Electronic records are securely stored with password protection and encryption.
· Physical documents are locked away when not in use.
· Access to personal data is restricted to authorized personnel.
7. Data Sharing and Confidentiality
Personal data will not be shared with third parties unless:
· The client gives explicit consent.
· It is legally required (e.g., safeguarding concerns).
· It is necessary for service provision (e.g., referral to another professional).
8. Client Rights
Clients have the right to:
· Request access to their personal data.
· Correct inaccurate data.
· Withdraw consent for data processing, except where legal obligations apply.
· Request data deletion under certain conditions.
9. Data Retention
Personal data will be retained only as long as necessary for service delivery, legal compliance, or ethical requirements. Client records will be securely deleted after the retention period.
10. Contact Information
For any data protection queries, please contact:
[Your Contact Details]

