PRIVACY POLICY p Clare Therapies

How I Collect, Use, Store and Protect Your Personal Information Therapist & Supervisor:
Marjorie Jane Clare (MBACP Accredited) Location: Leigh, Greater Manchester Contact:
07949 765703 | marjecomplemed@gmail.com

This Privacy Policy explains how | collect, use, store, and protect your personal information
in line with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act
2018, and the BACP Ethical Framework.

It applies to:

¢ Individual therapy clients
e Couples therapy clients
o Supervisees (trainee, qualified, and experienced)

1. What Information | Collect

| collect and store the following information:

Personal details

Name

Contact information (phone number, email address)

e Emergency contact (optional)
eGP details (optional but recommended)
Administrative information

¢ Appointment dates and times
e Payment records
e Cancellations and attendance

Therapy or supervision information
Brief, factual session notes
Information you choose to share with me

Relevant background information
Risk or safeguarding information (if applicable)

For couples therapy
Information is held relating to the couple as a unit, not as two separate clients.

For supervisees

I hold brief notes relating to your client work, professional development, and supervision
discussions.

| do not collect unnecessary information.
2. How Your Information Is Collected

Information is collected through:
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Initial enquiries

Email or telephone communication

Intake forms (if used)

Information shared during sessions
Supervision discussions (for supervisees)

| do not use automated decision-making or profiling.

3. Why | Collect Your Information (Lawful Basis)

Under UK GDPR, | must have a lawful basis for processing your data. | rely on:
Written Contract/Agreement

To provide therapy or supervision safely and effectively.

Legitimate Interests

To maintain records, manage appointments, and ensure continuity of care.
Legal Obligation

In situations involving safeguarding, risk of harm, or court orders.

Consent

Only where explicitly required (e.g., sharing information with a third party at your request).
4. How Your Information Is Used

Your information is used to:

Provide therapy or supervision

Maintain accurate records

Arrange appointments and communicate with you

Monitor risk and safeguarding
Meet ethical and professional requirements

I do not use your information for marketing or share it with third parties for commercial
purposes.

5. Confidentiality
Everything you share is confidential except where:

e There is risk of serious harm to you or others
e There are safeguarding concerns involving a child or vulnerable adult
e | am required to disclose information by law or a court order
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¢ You disclose involvement in serious criminal activity
e Your therapy or supervision is funded by a third party who requires brief factual
updates

Where possible, | will discuss any need to break confidentiality with you beforehand unless
legally prevented from doing so.

Couples therapy

Confidentiality applies to the couple as a unit. | do not hold secrets between partners.
Supervision

| discuss my work in my own clinical supervision. Your identity is protected.

6. How Your Information Is Stored

Your information is stored securely in:

o Password-protected digital files
¢ Encrypted devices
e Secure email systems

Paper notes are kept in a locked location.
Only | have access to your records.
7. How Long Your Information Is Kept

| retain therapy and supervision notes for 7 years after our work ends, in line with
professional guidance and insurance requirements.

After this period, records are securely destroyed.

8. Sharing Your Information

| will not share your information with anyone unless:
You request this in writing

It is required by law

It is necessary for safeguarding or risk management
A third-party funder requires brief factual updates

| do not share information with family members, employers, or other professionals without
your explicit consent.

9. Your Rights Under UK GDPR
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You have the right to:

Access your information

Request corrections

Request deletion (where appropriate)
Restrict processing

Object to processing

Request transfer of your data

Requests will be responded to within 30 days.
10. Communication & Digital Privacy
| use email and telephone for administrative communication.

| cannot guarantee the security of information sent via email or text, so please avoid sharing
sensitive details outside sessions.

I may only respond during my working hours: Monday, Tuesday, Thursday — 10am to
4:30pm. | do not respond after 6pm, at weekends, on bank holidays or annual leave.

11. Website, Cookies & Analytics

| do not use cookies, analytics tools, tracking pixels, or any other technology that collects
personal data through my website.

If you visit my website, no personal information is gathered automatically, and no browsing
data is stored or analysed.

Any information you choose to share through the website’s contact form is sent directly to
me and processed in line with this Privacy Policy.

12. If You Have Concerns

If you have concerns about how your data is handled, please contact me so we can discuss
it.

You also have the right to contact:

Information Commissioner’s Office (ICO) www.ico.org.uk

End of Privacy Policy

You are welcome to ask questions at any time.


https://www.ico.org.uk/
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