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When you become a client of our services, we need to collect information about you.  We keep this data securely.  Except where required by law, or health and safety requirements, we will not share your data with anyone else. When you have finished with our services, we will delete your data after a certain period of time.  The following pages set out the legal and contractual arrangement in place relating to data protection and privacy. 
Your therapist will go through all the confidentiality rules with you at the first session. 
Data which would personally identify you is known only when voluntarily submitted by you. If you voluntarily provide us with any requested information, we will use that information solely for the purpose of providing the information and/ or services that you have requested. 

This Privacy Statement gives you some helpful information about what personal data we collect about you, why, who we share it with and why, how long we keep it, and your rights. 
  
What personal data we collect and why
​
1. Counselling: We do not ask for your personal information unless we truly need it and we are very careful with it. We collect and use your personal data in order to deliver counselling services:
 
(a)  Contact details:  Your name and telephone number is given to the therapist  to whom you have been allocated so that the therapist can make contact with you and set up an  appointment etc. We process this personal data on the basis of your contract with Sophia Counselling (or to take steps at your request prior to entering into a contract). 
Name, surname, address,  telephone number, email address. These are collected at your first appointment so that your therapist can contact you to arrange or change appointments. Your GP details are taken in case it is necessary to liaise with your GP. An emergency contact name and number are also taken in case you are unwell when attending or there are any concerns for your health or well being. 
 
(b)  Health data: Your therapist may ask you to give details on health issues, medications and whether you are attending any other service in relation to your mental health or emotional well being. 

(c)   Anonymous General Information: Your therapist will ask you to complete a sheet which collects data useful for planning our services and information for our funders, such as how you heard about the centre, your age, gender, county of residence, your employment status etc. This is kept entirely separately by the centre manager, separately from your  contact details and cannot be traced to you. No individual cleint data is used. 

(d) Counselling appointment details: Your therapist will record the date of attendance of a counselling session and details of non-attendance.

(e) Counselling notes:  Counselling is a safe and confidential space. Your counsellor will make brief notes during or after your therapy to keep track of the work you do together. At the commencement of the counselling session, you will be assigned  a client code. The notes will use your client code (never your real name) to enhance your privacy. Notes are kept by your Therapist, not at the Sophia Counselling premises. They will be kept securely, eg a locked filing cabinet or on a  password protected electronic device. They are kept separately from your name and contact details.  
Counsellors/psychotherapists are required to have their work supervised for regulatory requirements, quality control, and to ensure the  Counsellor/psychotherapist is meeting best practice. Each supervisor is external to Sophia Counselling, and is a qualified  counsellor/psychotherapist accredited by either IACP and/or IAHIP, and is bound by a strict duty of confidentiality in their supervisory work. Notes may sometimes be used in supervision.
 
(e)  Payment data: When you make a contribution towards your counselling costs, we issue a receipt on request or the contribution may be registered through an online platform, depending on how you arrange to make your contribution.  The figure for the total amount you pay in any month is given to the centre manager and charity treasurer, using your client code, not your name. These details are in turn passed on to our auditing accountant at the end of the year to  comply with our legal requirements as a  registered charity and company.          
 
(f)   End of counselling: At the end of the counselling relationship, the Manager will be informed that you have finished counselling, or have paused for now. 
 
How long we keep it: 
In general therapists  retain counselling files for at least 7 years after the counselling  relationship has ended.  That period may be extended if some issue has arisen, eg if there are any particular issues relating to client care and/or regulatory standards or if an investigation is underway by statutory authorities , eg. An Garda Síochána, TUSLA, HSE, etc. or by any regulatory bodies in relation to any matter in respect of which the data is. held by the Sophia Counselling or its therapists. In such cases, that data will be retained so that we can fully cooperate with all such investigations/inquiries and the data will be retained until all such matters are fully concluded. If proceedings are ongoing or are threatened the data will be retained in“legal hold”to ensure they are available to assist the administration of justice and pending the  conclusion of all litigation matters.
 
Who we share it with: 
The Centre provides a safe counselling space, and counselling is confidential. However confidential does not mean “absolute secrecy”: your therapist will explain the specific situations where information could be shared, even without your consent. These are rare but do occur. We share information with third parties in  certain situations to protect you and to protect others, particularly in matters where safety is a concern (a risk to you or someone else). This could involve contacting your GP, emergency contact, ambulance service, hospital emergency department, Garda, etc. In appropriate cases we will notify you that this is being done.  We reserve the right not to notify you this is being done if that would put another person at risk. 
We share personal data where we are required to do so to comply with our legal obligations (eg. mandatory reporting, duty of care, court order). For the avoidance of any doubt, our reporting/disclosing your personal data in this manner does not constitute a breach of confidence. 
We will share your personal data with law enforcement bodies including An Garda Síochána where it is necessary for the detection, investigation and prosecution of offences.   For example, if a client is threatening or abusive to any member of staff or another client, we may report the matter to An Garda Síochána, transfer any relevant data to them, and discontinue the  provision of therapeutic treatment to the client.
Your therapist reserves the right to discuss these matters with the Manager of the Sophia Counselling Centre, or the Designated Liaison Person for Child Protection, as appropriate.
We will share statistical information (eg. number of service users, numbers of  counselling sessions delivered etc) with our funding bodies and potential funders.  Statistical information is also included in our annual report which is published on our website.    
If you would like further information about who we share your data with, please contact us.
 
Your rights:
You have the following statutory rights that can be exercised at any time: 
         (a) Right to complain to supervisory authority.
         (b) Right of access.
         (c) Right to rectification.
         (d) Right to erasure.
         (e) Right to restrict processing.
         (f)  Right to data portability.
         (g) Right to object, and to object to automated decision making/profiling. 
 

For further information, please contact us. 

Please note that if any third party other than a Court Judge requests a copy of your counselling notes, we will require him/her to forward your written consent and such information/documents as may be necessary to verify your identity before we will release anything.  Where such notes are required for a particular date, it is your obligation to ensure these are requested in reasonable time to give your therapist and the centre, adequate time to facilitate your request.  

[bookmark: _GoBack]Website: no information is collected by us through your use of our website. Links are provided to other websites which may be sources of help and will have their own privacy policies in place. 
 
Contact us: if you need further information, please contact the Manager, Sophia Counselling Centre using postal address, email or phone number shown on this document.  ​




								
Sophia Counselling Centre CLG Company Rrgistration Number 706110
Directors: Mr Brian Friel (Chairperson) Fr Patrick Murphy (Treasurer) Ms Maria McCormack BL Mr Peter Ledden Dr Patrick Carolan Dr Kathleen Clerkin
image1.png




