DATA RETENTION POLICY
Last Updated: June 2026

This policy outlines how long I retain the personal data and clinical records collected within my counselling practice, and how I securely destroy them when they are no longer needed. I hold data only for as long as necessary to fulfill legal, professional, and insurance obligations.

1. RETENTION PERIODS BY DATA TYPE

• Website Enquiries (Contact Form):
If you contact me via the website but do not start therapy, your name, email, and message 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 the duration of our therapy work together. Once therapy ends, these are retained for 7 years following our final session to comply with professional insurance and tax requirements.

• Clinical Session Notes:
Brief clinical notes are kept separate from your identifiable contact details to maintain confidentiality. These notes are securely archived for 7 years after our final session, after which they are permanently destroyed.

• Financial and Invoicing Records:
Invoices, receipts, 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. CHILDREN AND YOUNG PEOPLE (If applicable)
If I work with clients under the age of 18, their records and clinical notes are retained for 7 years after they reach the age of majority (their 18th birthday), meaning records are kept until their 25th birthday.

3. 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.

4. SECURE DESTRUCTION OF DATA
Once a retention period expires, data is permanently and securely destroyed:
• Physical paper records are shredded using a cross-cut shredder.
• Digital files and emails are permanently deleted from hard drives, trash folders, and cloud backups.

5. POLICY REVIEW
This policy is reviewed annually to ensure ongoing compliance with the UK GDPR and the Data Use and Access Act (DUAA).
