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Carriejaynetherapy
Your privacy and confidentiality are very important to me. This notice explains how your personal information is collected, stored, and protected when you contact or work with me.
Carolyn Atkinson 
working from :Tranquil Living Wellbeing Centre
1D Royal Oak Yard, Skip ton, BD23 1NP
Phone: 07729849521
Email: hello@carriejaynetherapy.com
CO Registration Number: CI970095
Registered Member of the BACP

What Information I May Collect
To provide safe and effective counselling support, I may collect:
· Your name and contact details
· Appointment information
· Brief clinical notes relating to our work together
· Relevant health or wellbeing information you choose to share
Emergency contact details are only collected if you would like me to hold them.

How Your Information is used
Your information is used only to support your counselling and to help me run my practice safely, ethically, and professionally.
This includes:
· Arranging appointments and communicating with you
· Keeping confidential clinical records
· Meeting professional, legal, and insurance requirements

Confidentiality
Everything you share in counselling is treated with care and respect.
In line with professional BACP requirements, I may discuss my work with a qualified clinical supervisor. Any discussions are fully anonymised, and your identity is never shared.
Confidentiality would only be broken in exceptional circumstances, such as:
· If there is a serious risk of harm to yourself or someone else
· If disclosure is required by law

How Your Information is Stored
Your information is stored securely.
· Paper records are kept in a locked cabinet
· Digital records are password protected and encrypted where appropriate
· Clinical notes are anonymised using a client reference code

How Long Records Are Kept
Records are securely retained for 7 years after your final session, in line with professional and insurance requirements. After this time, records are securely deleted or destroyed.

Your Rights
Under UK data protection law, you have the right to:
· Request access to your personal information
· Ask for inaccurate information to be corrected
· Request deletion of your data where appropriate

Questions or Concerns
If you have any questions about how your information is handled, please feel welcome to contact me directly.
You also have the right to contact the Information Commissioner’s Office (ICO):
Website: ico.org.uk
Helpline: 0303 123 1113
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