PRIVACY & DATA PROTECTION POLICY DOCUMENT
Practice Name: Clear Mind Therapy
Last Updated: June 2026

This document combines my Privacy Notice, Data Protection Compliance Statement, Cookie Policy, and Data Retention Policy. It outlines how I collect, use, store, and protect your personal data in accordance with the UK GDPR, the Data Protection Act 2018, and the Data Use and Access Act (DUAA).

----------------------------------------------------------------------
SECTION 1: PRIVACY NOTICE & COMPLIANCE STATEMENT
----------------------------------------------------------------------
As a registered counsellor, I operate as a Data Controller. I am committed to protecting your personal privacy and maintaining strict data security.

1. Data Collection & Usage
• Website Contact Form: When you submit an enquiry, I collect your name, email address, and phone number solely to respond to your request.
• Clinical Notes: Any session notes or intake forms are handled with strict professional confidentiality, stored securely, and retained only for as long as legally or professionally required.

2. Your Data Rights
You have the right to access, update, or request the deletion of your personal data. You also have the right to object to how your data is processed.

3. Data Protection Complaints Regime (DUAA Compliance)
If you have any concerns or wish to make a formal complaint about how your personal data is handled, please contact me directly:
• Email: contact@carolinenorman.co.uk

In line with statutory UK rules:
• I will formally acknowledge your data complaint within 30 days of receipt.
• I will investigate your concern thoroughly and without undue delay, providing you with a clear written outcome.

If you remain unsatisfied with my response, you retain the right to escalate your complaint to the Information Commissioner’s Office (ICO) via their official website (ico.org.uk).

----------------------------------------------------------------------
SECTION 2: DATA RETENTION & SECURITY POLICY
----------------------------------------------------------------------
I hold your data only for as long as necessary to fulfill legal, professional, and insurance obligations.

1. Retention Periods by Data Type
• Website Enquiries: If you contact me via the website but do not start therapy, your details will be permanently deleted within 3 months of our last communication.
• Client Administrative Data: Your contact details, signed contracts, and intake forms are kept for 7 years following our final session to comply with professional insurance requirements.
• Clinical Session Notes: Brief clinical notes are kept separate from your identifiable contact details to maintain confidentiality. These are securely archived for 7 years after our final session, then permanently destroyed.
• Financial Records: Invoices and payment records containing your name are kept for 7 years after the end of the tax year in which the transaction occurred, in line with HMRC requirements.

2. Data Storage and Security
• Digital Data: All electronic records, emails, and digital notes are stored on password-protected devices using secure, encrypted cloud storage.
• Physical Data: Any paper records or signed contracts are stored in a securely locked filing cabinet, accessible only by me.

3. Secure Destruction of Data
Once a retention period expires, physical paper records are shredded using a cross-cut shredder, and digital files are permanently deleted from all hard drives and cloud backups.

----------------------------------------------------------------------
SECTION 3: WEBSITE COOKIE POLICY
----------------------------------------------------------------------
This website uses cookies to ensure you get the best experience and to help my contact form function securely.

1. How I Use Cookies
• Necessary Cookies: These are essential for the website to function. For example, they allow the website platform to host my contact form securely and prevent spam.
• Analytical Cookies: [Optional - Delete if not tracking website traffic] These help me understand website traffic anonymously. They do not collect any personal identity data.

2. Your Control
You can choose to decline cookies by modifying your web browser settings. However, disabling cookies may prevent you from using certain features, such as the contact form.
