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PRIVACY POLICY 

Introduction 

Your privacy is a top priority. I’m committed to always being a good custodian of your personal infor-
mation, handling it in a responsible manner, and securing it with industry standard administrative, tech-
nical and physical safeguards.  I follow two guiding principles when it comes to privacy: transparency - I 
work to be transparent about what personal information I collect and process and simplicity - I use easy-
to-understand language to describe my privacy practices to help you make informed choices 

About me 

I am registered as a data controller with the Information Commissioner’s Office (ICO) and I am also regis-
tered with the National Counselling Society, The Calm Academy, the EFTMRA, Gloucestershire County 
Council, Gloucestershire Care Services (NHS), Tappy Twins Charity, and the NRAS Charity. 

How I use your information 

a) Storage and management of personal information 

My principal data management system is Google WIX system which is maintained and developed by a third 
party processor. This system enables me to efficiently store any information about my clients, former cli-
ents and other stakeholders in a way that ensures adequate security and only allows me to access personal 
information. It also simplifies my responsibilities for data retention and subject access requests. 

b) Visitors to my website 

When someone visits my Website I use a third party service, Google Analytics, to collect standard internet 
log information and details of visitor behaviour patterns. I do this to find out things such as the number of 
visitors to the various parts of the site. This information is only processed in a way that does not identify 
anyone. I do not make, and do not allow Google to make, any attempt to find out the identities of those 
visiting my Website. I use Google Analytics so that I can continually improve my service to you, I also use 
WIX as the content management system for my website (you can read more about that their respective 
websites.  Like most Websites I use cookies to help the site work more efficiently.  No user-specific data is 
collected by me or any third party. If you fill in a form on my Website, that data will be temporarily stored 
on the host before being sent to me for example. 

 

c) Clients and former clients 
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The legal basis I have used with former and for processing existing or new clients’ personal information is a 
combination of factual information supplied from the client, alongside any notes I might make in connec-
tion with assessments and any techniques used during a session.  I carefully safeguard the information I 
hold about clients and keep notes taken to a minimum.  The information may also come from clients’ in-
teractions with me, for example, through social media, Website usage or surveys. It may include, for ex-
ample, contact details, interests or guidance documents downloaded from my Website. 

What the information is used for 

I collect this information to provide services to clients and to inform them of my development of new and 
improved services to continue to meet my clients’ needs.  I may also make a record of any communications 
with clients (e.g. notes from a phone call) and this may be done to help me remember what we have talked 
about or to note important information that might be given to me.  I may also share some information with 
my supervisor for the purpose of obtaining advice guidance or support and / or to improve my services and 
for training and quality purposes. 

I send messages by post, telephone, text, email or other digital methods. These messages may be: 

 to arrange appointments 

 provide brief support between appointments 

 to meet my obligations, for example to review outcomes 

 to keep you informed about the features and benefits of any other services available to you that 

may be of interest 

I will never pass on your information to a third party to use in their own direct marketing without your 
consent. 

Sharing your information 

During your contact with me, I will not share your information with any third parties unless: 

 you have consented to this (for example by gaining your permission before contacting your GP) 

 it is required for the management of your case (e.g. seeking guidance from my supervisor) 

 it is as part of my duty to protect a child, a vulnerable adult, yourself or the public (e.g. safeguard-

ing) 

 for the prevention and detection of a crime or the assessment of any tax or duty (e.g. prevent duty) 

 I am required to do so by any law or any relevant regulatory authority 

 to protect the rights, property or safety of my regulatory bodies or any third parties (for example 

for the purposes of fraud protection) 

 I transfer my rights and duties to provide services to another therapist or organisation  

By engaging with my services, you grant me permission to process personal data which you have provided. 



When you make a payment to online, I use a third party processor to manage the process e.g. internet 
banking or payments. 

I will keep records for financial audit and insurance purpose reasons for six years, I'll also keep records of 
qualifications, complaints and adjudications for six years. The basic records of a client’s name will be kept 
indefinitely in case ex-clients wish to re-engage my services. All data is kept very securely. Paper records 
are kept in locked cabinets and then archived in a secure facility. 

Service audit 

I may need to share some information during an audit / inspection by my regulatory bodies e.g. NCS.  This 
would only be in accordance with their policies and procedures and only specific information would be 
shared on a need to know basis e.g. avoiding any identifiable or sensitive information. 

Clients of the public who make enquiries 

I do not usually record or process any data from clients of the public who ring me with general enquiries or 
if I was to provide a 15 min free telephone consultation. If a query does require me to take personal data I 
will explain this at the time.  I do not normally record phone calls or sessions (audio / video) unless express 
permission has been granted.  I retain emailed queries from the general public for a maximum of one year. 

e) Clients and non-clients who attend my classes / workshops / events 

If you attend one of my classes / events I will hold the information I need in order to deliver this event. My 
legal basis for holding your data will be a combination of contract and legitimate interest.   

Recording / Photography and filming 

There may be occasions where it might be beneficial for me to record your session.  If this is the case, I will 
discuss the reasons with you beforehand and obtain your consent.  E.g.  I am training to become a supervi-
sor and need to record a session to help evidence my practise.  

If you attend an event or take part in a promotional activity, I may ask to take your photograph or film you. 
Any images I hold, whether in still photographs or video, may be covered by the definition of personal data 
in the GDPR. I will need your consent in order to take and use these images fairly and lawfully. I will ask you 
to complete the form below. 

Photography and filming consent form 

Recording / Filming 

I may record events for use in an online video library, publicity and marketing materials, including use on 
my Website. This filming will primarily focus on the speakers and their presentations, however, it may in-
clude some shots of the audience. By attending these events you are deemed to have consented to your 
inclusion in these recordings. If you don't want to be included in any recording it is your responsibility to 
tell the cameraman at the event before filming starts. 

I may use third party processors to help me deliver successful events. I use a wide range of venues, mostly 
therapy rooms or training venues. I ensure that I have appropriate data protection agreements with all of 
them. 
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People who visit my office / therapy rooms / training venues  

Some venues that I use may have closed circuit TV for the prevention and protection of those using the fa-
cility.  Clients may be required to sign in for fire safety reasons.  The venue will have their own policies and 
procedures in relation to this and you can access these by asking at their reception desk.  

People who take part in surveys  

I use third party processors for both my internal and external surveys.  I collect minimal personal data in 
surveys - generally only IP address and email address so that I can keep in touch with participants. I keep 
information only for the duration of the survey campaign. 

People who sign up to my newsletter 

If you sign up to my newsletter I will use a third party to keep your data, to distribute the newsletter and to 
keep track of open rates and other standard media measures. I only keep your email and name and I will 
renew your consent every two years. 

Your rights 

Under the General Data Protection Regulation (GDPR) you have rights as an individual data subject which 
you can exercise in relation to the information I hold about you. You can read more about these rights on 
the ICO's Website. 

Complaints and queries 

I try to meet the highest standards when collecting and using personal information, and I take any com-
plaints about this very seriously.   I welcome any feedback, comments, queries or suggestions.  In the un-
likely event that you think that my collection or use of information is unfair, misleading or inappropriate, or 
if you want to make a complaint about the way I've processed your personal information, you can contact 
the ICO as the statutory body which oversees data protection law, or contact the NCS (National Counselling 
Society).   

Access to your personal information 

I try to be as open as I can in terms of giving people access to their personal information. You can find out if 
I hold any personal information about you by making a ‘subject access request’ under GDPR.  If I do hold 
information about you I will: 

 give you a description of it 

 tell you why I are holding it 

 tell you who it could be disclosed to 

 let you have a copy of the information in an intelligible form 

To request any personal information I may hold, you must put your request in writing to: in-
fo@sharonbranagh.co.uk.  If you agree, I'll try to deal with your request informally, for example by provid-
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ing you with the specific information you need over the telephone.  You can ask me to correct any mistakes 
in any information I hold. 

Disclosure of personal information 

In many circumstances I will not disclose personal data without consent. However, when I investigate a 
complaint, for example, I may need to share personal information with the organisation concerned and 
with other relevant bodies e.g. NCS. 

Data security 

I recognise that the information you provide may be sensitive and I will respect your privacy. I keep infor-
mation about you confidential. This means I store it securely and control who has access to it. If you have 
any queries about this privacy notice or about any aspect of my data management, please contact my su-
pervisor on karlgregory1@virginmedia.com.  I'll update this privacy notice regularly to ensure it continues 
to comply with the latest regulations and best practice. This privacy notice was published on my website 
on 25 May 2018. 

Phew!  That was a lot of information to take in.  If you would like me to explain how all of the above relates 
to the service you are receiving from me, then just let me know! 
 
Last Updated: 24/10/19 
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