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Information Taken
In order to best help you, I will need to take some information about you prior to our first meeting. This will include:

· Your name

· Your date of birth

· Your address

· Your phone number 

· Your email address 

· How you heard about me

· Your GP's name and address

· Any medication you may take
This information will be taken in electronic format and the completed document you return to me is password protected and kept on a password protected computer. 
​Whenever you communicate with me via email or text, your email address and telephone number will not be stored under any contact in a smartphone or computer. However the email or text itself will be kept in a mailbox folder on a smartphone or computer. Both smartphone and computer are passcode protected. 
I will create and store information relating to your name, contact details, fees, attendance and invoices. Please see below for the relevant article of GDPR*. 
This information will be stored electronically in a password protected document on a password protected computer. 

The information will not be shared with Third Parties without your request or permission unless I am required to do so by law. There may be instances where I may be required to share some details with your insurance company if you are paying for your session via this method. In this instance I will always show you the communications and request your permission before I send them. 

If you use the website contact form this will generate an email to me.  Any emails you send me will remain in my inbox, unless you request their deletion.

Supervision and my professional responsibilities
In order to maintain high quality of service, I undertake regular supervision with a trained professional. The supervision process is protected by confidentiality and clients will be referred to by their first name only. If you wish to be given a pseudonym instead, please let me know at the start of your therapy.
As part of my professional responsibility, I am obliged to take notes on the sessions. These are very brief notes, and no client data is disclosed in these notes.
Emergencies 

In cases where I believe someone may be in danger to themselves or others, I am legally required to action this. This may include consulting with GPs, Social Services or other Emergency Services. You will always be informed and consulted on this first and the process is designed to be collaborative.

Storing information
I will keep any emails you send to me unless you ask for them to be deleted. These emails are kept for information purposes only and are not shared with any third parties.
I will not sell or distribute your personal information to third parties unless I have your written permission, or I am required by law to do so.

I will delete any text messages pertaining to appointments as the appointment date passes.
I do not normally delete or erase any emails you send me unless you request I do so.

What you can ask for
You may request details of your personal information, do request this, please contact me via email and I will respond within 10 working days.
If you believe that any information I am holding about you is incorrect or incomplete, please contact me and I will correct it within 10 working days.  

Your data will be securely destroyed 5 tax years from the date of your last invoice.  However, you have the right to request that your personal data be erased prior to this date.
*Legitimate Interest (Information Commissioner’s Office, Article 6 of GDPR).
Cancellation Policy

Please be aware that I operate a 24 hour cancellation policy and you may be liable to pay for a missed session if you are unable to give more than 24 hours notice. 

Paying for your session
You are welcome to pay either per session or request to be invoiced at the end of the month. You will be invited to decide after our first meeting. If you decide to be invoiced, copies of your invoice will be stored on a password protected smartphone or computer.
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