


THE INFORMATION WHICH WE HOLD

We hold the following information about you

¢ Identity and contact information includes your name, date of birth, gender, form/year group,
school, home address, telephone number, names and contact details of key family members
or carers.

¢ Professional contact information includes details of other professionals, such as a GP or
social worker, who looks after you or your family.

e Counselling information includes information shared by you or others (such as your school)
for the purposes of providing you with counselling, including notes and documents | make for
your counselling file. This may include sensitive information about you.

The information which we hold comes from you, your family, your school and other professionals
who may be assisting you or your family.

WHAT WE DO WITH YOUR INFORMATION

We may use your information for the purposes below:

e Provide you with counselling services

e To organise the counselling service we provide to your school

e Make sure that we comply with our professional and legal obligations (including being
supervised)

e Take steps to ensure that you or anyone else is protected from harm or to protect your or
another person’s wellbeing if we believe you or others are at risk of significant harm

e Respond to complaints or legal proceedings

THE LAWFUL REASONS FOR USING YOUR INFORMATION

We will only use your information where it is lawful for us to do so. This is when it is necessary
to provide you with counselling, to organise our counselling service, to comply with a legal
obligation and to keep records about the counselling service we provide.

When we use sensitive information about you (such as information about your race, religious
beliefs, health), it will be where it is necessary for the purposes of providing a confidential
counselling service, protecting you or anyone else from harm, complying with our professional
obligations to ensure that practitioners practise safely or to deal with legal proceedings.

We do not rely upon your consent in using or holding your information for the purposes above.



WHO WE SHARE PERSONAL INFORMATION WITH

We will only share your personal information where it is necessary for the purposes above.
We may need to share your information as follows:

e With another professional (such as your GP or social worker looking after you or your family)
when we need to communicate with them for the purposes of your counselling. We would
also discuss this with you beforehand where appropriate / possible.

e With your school in order to ensure that you are protected from harm and / or your
wellbeing is protected.

e Qur practitioners are members of a professional organisation (such as the Health and Care
Professions Council), and therefore we may need to report potential breaches of ethical
principles or codes of professional conduct.

e Where we are concerned that you or anyone else may be at risk of harm, we may need to
report to the Designated Safeguarding Lead in the school, the Local Authority or police in
accordance with our safeguarding procedures.

e We will disclose information if we are required to do so by law, such as a court order.

On occasion, we may need to seek the advice of professionals such as our lawyers about
specific issues which arise or IT consultants to assist in the management of our computer
systems for the purposes of managing our organisation.

We only share the minimum amount of information necessary for the purposes above.

HOW LONG WE KEEP YOUR INFORMATION

We hold your information for a period of seven years after the end of our last counselling
session or until your 21st birthday (whichever is later), unless there is a specific reason why it is
necessary to keep your information for longer. This may be because we believe that there is a
risk of harm to you or someone else or there is the possibility of legal proceedings.

HOW WE PROTECT PERSONAL INFORMATION

We make sure that your information is stored securely. When we do need to share your
information for any of the reasons above, this is done securely.



YOUR INFORMATION RIGHTS

You have the right to:

* Request access to your personal information. You can request a copy of your personal
information that we hold and information about how we use your information.
Request correction of the personal information that we hold about you.
Request deletion of your personal information where there is no good reason for us
continuing to use it.

e Object to processing of personal information where you feel the impact upon your rights
outweighs our interests in using this information.

e Request restriction of processing of your personal information. You can ask me to stop using
your information for specific reasons.

These rights belong to you. Your parents or those with parental responsibility are not able to
exercise these rights on your behalf without your specific authority. Where you have provided
your authority for us to share your confidential information with your parents, we may decide
not to do so if this is not within your best interests. We would always seek to discuss this issue
with you first before making a decision.

These rights are limited and subject to various legal exceptions. If you make any of the requests
above, we would explain to you in our response if we relied upon any of these exceptions.

You have the right to make a complaint at any time to the Information Commissioner’s Office
(ICO) if you are concerned about the way in which we use your information. Full details can be
found on the ICO’s website www.ico.org.uk. If you have any concerns, we would be grateful for
a chance to deal with these before you approach the ICO.

CHANGES TO THIS PRIVACY NOTICE

We keep this privacy notice under regular review. This privacy notice was last updated July 2019.
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