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This privacy notice explains how | collect, use, store and protect personal information in my
therapy practice.

| am Louise Dawson, a Counsellor working in person, and on occasions by telephone. | am
the data controller for personal information | collect through Louise Dawson Counselling.

This means | am responsible for deciding how personal information is used and for keeping
it safe.

If you have any questions about this privacy notice, or about how your information is
handled, you can contact me at:

Email: info@louisedawsoncounselling.co.uk
Phone: 07799 211748
Website: louisedawsoncounselling.co.uk

This privacy notice applies to people who contact me about counselling, current and former
clients, and visitors to my website.

Information | collect

I may collect and use the following information.
When you contact me, | collect:

your name
your email address
your phone number
the information you choose to share in your enquiry

If we arrange an introductory appointment or begin counselling, | also collect:

your address

your date of birth

your GP details

emergency contact details

relevant health, mental health or wellbeing information
details of any dependants

information about your personal history, relationships, work, identity, family,
circumstances and reasons for seeking counselling

brief clinical notes
attendance, payment and appointment information
correspondence between us



Some of this information may be classed as special category data under UK data
protection law. This includes information about health, mental health, sexuality, ethnicity,
religion or other sensitive areas where these are relevant to counselling.

I only collect information that is necessary for providing counselling safely, ethically and
professionally.

How | use your information

| use your personal information to:

respond to enquiries

arrange calls and appointments

provide counselling

keep appropriate clinical records

manage payments, invoices and appointments

communicate with you about sessions

meet legal, professional and ethical responsibilities

manage risk, safeguarding or emergency situations where necessary
e maintain insurance, tax and accounting records

e respond to data protection requests or complaints

| do not sell your personal information.

Lawful basis for using your information

Under UK GDPR, | need a lawful basis for using personal information.

For different parts of my work, | may rely on different lawful bases under Article 6 UK GDPR.
For example, | may rely on contract where processing is needed to arrange or provide
therapy, legitimate interests where | need to run my practice safely and keep appropriate
records, and legal obligation where | need to keep or share information to comply with the
law.

e contract: where information is needed to arrange and provide therapy

o legitimate interests: where | need to use information to run my practice safely,
respond to enquiries, keep appropriate records and protect both you and me

¢ legal obligation: where | need to keep or share information to comply with the law

Where | process special category data, such as information about health or mental health, |
must also identify a separate condition under Article 9 UK GDPR before | begin that
processing and reflect this in my privacy information. Depending on the reason for
processing, | may also need to meet additional conditions and safeguards under the Data
Protection Act 2018.

Where | ask for your consent for something specific, | will explain what | am asking for and
whether you can withdraw that consent. Consent is not the only lawful basis available under
data protection law, and | will only rely on it where it is appropriate to do so.



Confidentiality

Counselling is confidential, but confidentiality is not absolute. | will not share what you tell me
unless there is a lawful, ethical or safeguarding reason to do so, and where possible | will
limit any sharing to the minimum information necessary.

There are some limits to confidentiality. | may need to share information if:

e | believe there is a serious risk of harm to you or someone else

e there is a safeguarding concern involving a child, vulnerable adult or person at risk
| am required to do so by law, court order or legal process

disclosure is necessary to prevent or detect a serious crime

there is a medical emergency and information is needed to protect life

| need to consult my clinical supervisor, while protecting your identity as far as
possible

Where possible and appropriate, | would aim to discuss this with you before sharing
information. However, | may not be able to do so if this would increase risk, prejudice
safeguarding action, undermine the purpose of the disclosure, or would otherwise not be
possible.

Supervision

I have clinical supervision to support safe and effective practice.

In supervision, | may discuss aspects of client work to support safe and effective practice. |
aim to minimise identifying detail where possible and appropriate, and my supervisor is also
bound by confidentiality and professional standards.

Clinical notes and records

| keep brief clinical notes to support safe and ethical counselling. These are usually factual,
proportionate and relevant to the work.

Clinical records may include:

session dates

brief themes discussed, and any theories used
relevant risk, safeguarding or clinical information
agreed actions or important decisions

e contact and administrative information

| do not aim to keep a full transcript of sessions.

How long | keep information

| keep information only for as long as necessary for the purpose for which it was collected.
Retention periods may vary depending on the type of record, the nature of the work, legal



and professional requirements, and whether the work involved a child or young person. As a
general guide:

e enquiry information may be deleted if we do not begin counselling, usually within 6
months

e client records may be kept for 7 years after counselling ends, based on my retention
policy and the reasons for keeping them

e if the work involved a child or young person, a different retention period may apply

o financial records may be kept for the period required for tax and accounting purposes

e emails, messages and administrative records are reviewed periodically and deleted
when no longer needed

There may be times when | need to keep records for longer, for example where there are
safeguarding, legal, insurance, complaint-related or professional-body reasons. | keep my
retention periods under review and aim to make sure they remain justified and proportionate.

Where your information is stored

Your information may be stored in the following systems:

e Website / contact form: Webhealer

Email: Roundcube/Webhealer

Payments: Monzo

Cloud storage or backup: iCloud and external hard drive
Secure paper system: Locked cabinet, x3 security locks
Phone / messages: Email, text, voice message

| use appropriate technical and organisational measures to keep information secure. This
may include password protection, device security, two-factor authentication, restricted
access and secure storage.

Where | use external providers, they may process data on my behalf. | aim to use reputable
providers with appropriate data protection and security arrangements.

Outdoor Counselling

If we meet outdoors, | will discuss confidentiality with you in advance. Outdoor counselling
can be discreet, but it cannot guarantee the same level of privacy as a private counselling
room. We will agree how to manage the possibility of seeing other people, being overheard,
or needing to pause the conversation.

Al Tools, Transcription and Recording

| do not record, transcribe or use Al tools to process counselling sessions.

Website visitors and cookies

When you visit louisedawsoncounselling.co.uk some technical information may be collected
automatically, such as your IP address, device type, browser type, pages visited and the



time of your visit. This may happen through website hosting, security, analytics or cookie
tools.

My website is hosted by Webhealer. The website may use cookies or similar technologies to
make the site work, improve performance, understand visitor behaviour or support security.

You can usually control cookies through your browser settings. If | use cookies or similar
technologies that are not strictly necessary, | will make sure the website provides the level of
notice, choice or consent required by law. In some cases, current UK rules may allow limited
exemptions for certain analytics or functionality cookies, but only where the legal conditions
for those exemptions are met.

Sharing your information

I will not share your personal information unless there is a clear reason to do so. Depending
on the circumstances, | may share limited information with the following people or
organisations where this is necessary, proportionate and lawful:

e my clinical supervisor

e safeguarding services, emergency services or your GP, where there is serious risk or
a safeguarding concern

a court or legal authority, if required by law

an appointed clinical executor if | die or become unable to contact clients myself
professional advisers, such as an insurer or legal adviser

my professional body, if required in relation to a complaint or ethical matter
trusted digital service providers who process data on my behalf

Where | share information, | aim to share only what is relevant and necessary for that
purpose. If | or one of my providers transfers personal information outside the UK to a
separate organisation, | will only do so where the law allows it and an appropriate transfer
mechanism or other safeguard is in place where required.

Clinical Will

| have arrangements in place so that clients can be contacted if | die or become seriously
incapacitated.

This would involve my clinical executor having access to the minimum information needed to
contact current clients and manage records appropriately. That person would be bound by
confidentiality, would only access information if necessary, and would not take on an ongoing
therapeutic role unless separately agreed and appropriate.

Your Rights

Under UK data protection law, you have rights over your personal information. These may
include the right to:

be informed about how your data is used

access a copy of your personal information

ask for inaccurate information to be corrected

ask for information to be deleted in some circumstances
o restrict or object to certain processing



e complain about how your information has been handled

Some rights are not absolute and may depend on the circumstances. For example, | may
need to keep some information for legal, professional, safeguarding, insurance or
complaint-related reasons, and there may be limits on what can be disclosed where
information includes third-party data or where a relevant exemption applies.

If you would like to exercise your rights, please contact me using the details above. | will
respond to a request about your rights within one month. If a request is particularly complex,
or if | need to consider whether any restriction or exemption applies, | may need longer, in
which case | will let you know.

Data Protection concerns and complaints

If you have a concern about how | have handled your personal information, you can make a
data protection complaint by contacting me using the details in this notice. | will acknowledge
your complaint within 30 days and take appropriate steps to look into it without undue delay.

Please include:

your name
what your concern is about

what you would like me to look into
how you would prefer me to respond

| will investigate your complaint as appropriate, keep you informed where necessary, and tell
you the outcome without undue delay.

If you are not satisfied with my response, or if you would prefer to contact the UK regulator
directly, you can contact the Information Commissioner’s Office, who | am registered with.

Information Commissioner’s
Office

Website: www.ico.org.uk
Telephone: 0303 123 1113

Changes to this Privacy Notice

I may update this privacy notice from time to time to reflect changes in my practice, legal
requirements, professional guidance or the systems | use.

The latest version will be available on my website.



