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1. Purpose
This policy outlines how client information is recorded, stored, protected, and shared within the service. It applies to all adult clients, children, young people, parents/carers, and any associated professionals.
The service complies with:
· UK General Data Protection Regulation (UK GDPR)
· Data Protection Act 2018
· Safeguarding legislation and guidance
· Professional ethical frameworks relevant to CBT practice

2. Clinical Note Keeping
2.1 Type of Records Maintained
The service maintains accurate and contemporaneous clinical records, which may include:
· Assessment notes
· Formulations and treatment plans
· Session summaries
· Risk assessments
· Safeguarding records
· Correspondence (where clinically relevant)
· Attendance and payment records
Records are factual, objective, and clinically relevant. Personal opinions unrelated to clinical work are not recorded.
2.2 Purpose of Clinical Records
Clinical notes are kept for:
· Continuity and quality of care
· Risk management and safeguarding
· Professional supervision
· Legal and insurance requirements
· Audit and service improvement (where anonymised)

3. Storage and Security of Records
3.1 Electronic Records
Electronic records are stored securely using encrypted systems with password protection. Access is restricted to authorised personnel only.
The service uses Konfidens Clinic as its secure online booking and practice management platform. Through Konfidens Clinic, the following information may be processed:
· Client contact details
· Appointment scheduling
· Basic intake information
· Payment records
· Limited clinical notes (where applicable)
Konfidens Clinic operates in compliance with UK GDPR and relevant data protection standards. Data processed via Konfidens Clinic is protected through encryption and secure servers.
3.2 Paper Records (If Applicable)
Where paper records are used, they are stored in locked cabinets within secure premises. Access is restricted.

4. Data Protection & Lawful Basis
Client data is processed under the following lawful bases:
· Provision of healthcare services
· Legitimate interests in delivering safe and effective therapy
· Compliance with legal obligations
· Explicit consent (where required)
Special category health data is processed in accordance with Article 9(2)(h) UK GDPR (healthcare provision).
Only the minimum necessary information is collected and retained.

5. Data Retention
Records are retained in accordance with professional and legal guidance:
· Adult client records: retained for 7 years after therapy ends
· Child records: retained until the client reaches age 25
· Records involving safeguarding matters may be retained longer if required
After the retention period, records are securely destroyed.

6. Sharing of Information
Client information is confidential and will not be shared without consent except in the following circumstances:
· Risk of serious harm to the client or others
· Safeguarding concerns
· Legal requirement (e.g., court order)
· Professional supervision (anonymised where possible)
Where possible, concerns will be discussed with the client before sharing information.
Only relevant and proportionate information will be disclosed.

7. Communication
Email communication is not fully secure. Clients are advised:
· Sensitive clinical information should be discussed in sessions
· Online sessions should be attended from a private location
Konfidens Clinic may send automated appointment reminders and booking confirmations.

8. Clinical Will
In the event of the therapist’s sudden illness, incapacity, or death, a nominated professional colleague (the Clinical Executor) will act under a formal Clinical Will arrangement.
The Clinical Executor may:
· Access client contact details
· Inform clients of the situation
· Provide referral information or continuity arrangements
· Securely manage or arrange lawful storage/destruction of clinical records
The Clinical Executor is bound by the same confidentiality and data protection obligations.
No clinical information will be disclosed beyond what is necessary for safe and appropriate management.

9. Client Rights
Under UK GDPR, clients have the right to:
· Request access to their records (Subject Access Request)
· Request correction of inaccurate data
· Request restriction of processing in certain circumstances
· Lodge a complaint with the Information Commissioner’s Office (ICO)
Requests should be made in writing to anam.mara.psychotherapy@gmail.com

10. Policy Review
This policy is reviewed annually or sooner if legislation, professional standards, or operational systems change.
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