Data Protection & Privacy Policy
Who we are and what we do
[bookmark: _Hlk514227052]GreenWood Mentors Limited provides psychological therapy to the public, clinical supervision and clinical training to therapists, as well as workplace health. We use evidence based therapy (with good science behind it) including CBT (cognitive behavioural therapy), ACT (acceptance and commitment therapy), CFT (compassion focused therapy), DBT (dialectical behaviour therapy), EMDR (eye-movement desensitisation and reprocessing) and MBCT (mindfulness-based cognitive therapy) as well as providing supervision and training for clinicians using these approaches. We provide these approaches in individual and group formats in the workplace too.
Our commitment
Although we may need to collect and hold certain personal data in order to deliver our services to you, we are committed to protecting and respecting your privacy. This policy provides an overview of how we comply with data protection legislation and the basis on which any personal data we collect from you, or that you provide to us, will be processed.
How we obtain personal information
If you contact us, whether by telephone, email, website, or other means, we may keep a record of that correspondence. We may ask you to complete various questionnaires and other forms that we will use to tailor our services to your needs. We may keep records of any meetings and sessions in the form of written notes or electronic notes. We may receive correspondence from you or from other individuals or organisations relating to the services we deliver to you. We may also produce notes, assessments or reports.
What personal information we collect and how we use it
[bookmark: _Hlk514225777]The personal data we may hold on you is grouped into categories based on the way we use the information and how long we may need to retain it. These categories are explained below, along with details of what personal data we hold in each category and a brief statement of what we use it for.
Contact information
We hold contact information that you have provided to us and which we use to contact you about the delivery of services. This information may include:
· your full name, including title,
· your telephone number(s),
· your postal address,
· your email address, and
· your online service IDs (for example, for Zoom, or WhatsApp).
General information
We hold general information that you have provided to us and which we use to manage the delivery of services to you. Some of this information also enables us to comply with our legal or regulatory obligations. This information may include:
· your full name, including title,
· your date of birth,
· contact details for your GP,
· the dates, times and locations of sessions,
· general email or paper correspondence relating to your case, and
· information about family members or other contacts (“familial relationships”).
Familial relationships
If we require consent from a parent or guardian to deliver services to you, or if a family member, guardian, or other agreed person is directly involved in your case, then we may need to hold contact and general information about those individuals.
Mobile communications
Some of our contact may take place via mobile communications systems such as mobile phone messaging, iMessage, or WhatsApp. We may need to hold some of your personal data to facilitate these contacts. Some information is also stored by the service providers. This information may include:
· your full name,
· your mobile telephone number,
· text messages,
· voicemail messages, and
· meta data.
Service providers generally do not record the messages that are exchanged but they do store what is called “Meta Data”. This is service data, such as who was contacted and how long the call was for. 
Sensitive information
Due to the nature of our services we may need to process data relating to your physical and mental health. The General Data Protection Regulations deem data concerning health as a special category of personal data which means that we need specific reasons for processing this data. These reasons relate to the type of services that we deliver to you. We may also need to hold some of this information in case there is a legal query. The information we hold may include:
· your health history,
· questionnaires and the answers you have provided,
· sensitive clinical information relating to your case, and
· details of other professionals or organisations involved with your case.
Financial records
We are required by law to hold information on payments received for our financial records. This information may include:
· your full name,
· your postal address,
· your email address, and
· the dates and amounts of payments.
Notification data
We need to hold some information so that we can inform you in the event of a breach of your personal data. Unless you specifically ask us not to, we will hold this information for as long as we hold any other personal data about you. This information may include:
· your full name,
· your postal address, and
· your email address.
If this information changes, please let us know as otherwise we would not be able to contact you if we needed to do so.
Public media
If you provide feedback regarding our services, and give us permission to do so, we may share your feedback on our website and in other marketing materials. This might include your first name but we would not use any other identifiable information about you.
Who we share your data with
We may share your Personal Data with selected third parties that help us to deliver our services. We will never share your Special Category Data with these organisations.
We may share your Special Category Data with other professionals or organisations involved in your case, including our associate partners who help us to deliver the service. We will make sure you are aware of it when we share your Special Category data.
Each of our practitioners undergoes regular formal supervision. As part of these sessions it may be necessary to discuss your personal data, including special categories of personal data, with the supervisor who will be a qualified professional operating under terms of confidentiality. We will not share with a supervisor any personal data that could be used to directly identify you.
Data retention and destruction
We do not keep information about you any longer than is necessary. The length of time we keep your data may be determined by statutory or regulatory requirements. We delete or destroy all personal data when it is no longer required.
A copy of our data retention policy is available to clients on request. This shows how long we would expect to keep your data and why.
Your rights under data protection legislation
You have various rights under the relevant data protection legislation. If you wish to exercise any of these rights, then please contact us in writing (see ‘How to contact us’ below). 
We are confident that we will be able to answer any questions you may have, but should you feel it is necessary you do have the right to contact the UK Information Commissioner’s Office to discuss the matter further.
Subject Access
You have the right to see what personal data we hold about you. You also have the right to know where we got the data from, how and why we are processing your data, who it has been shared with, and how long we intend to keep it for.
Rectification
You have the right to ask us to investigate, and correct where appropriate, any personal data we hold about you that you believe is wrong.
Erasure
You have the right to ask us to erase personal data that we hold about you where we no longer have a lawful purpose to process the data, or where the data is being processed based on your consent which has now been withdrawn.
This right may be restricted by our need to comply with laws, regulations or other legitimate reasons that require us to retain data. However, we will tell you if this is the case.
Restriction of Processing
You have the right to ask us to restrict the processing of your personal data. Restricted processing means that we cannot make any changes to the data unless we have your consent. You can ask for restricted processing where:
· You believe the data we hold is inaccurate and we need time to properly investigate,
· We have unintentionally come into possession of your personal data that we should not hold but you do not want us to delete it,
· Where we no longer need your personal data, but you want us to hold on to it for legal reasons, or
· Where you have objected to how we use your personal data, and this is being investigated.
Once your treatment ends we will automatically restrict the processing of any personal data that we need to keep.
Right to Object
Where you feel that we are processing your personal data in a way that is inappropriate you have the right to object and so ask us to demonstrate legitimate grounds for doing so. This includes asking us not to communicate with you other than in ways you choose.
Right to not be subject to Automated Decision-making or Profiling
We do not make decisions based on automated processing or profiling.


How to contact us
If you would like any further information, or you would like to exercise any of your data protection rights, please get in touch.
By post, at:
GreenWood Mentors Ltd,
The Boulders,
Quarr Road,
Ryde,
Isle of Wight,
PO33 4EL.
[bookmark: _Hlk514227076]Or by email, at: drkennedy@greenwoodmentors.com

Please sign below and return the document by post or by e mail.

I __________________________________________[block capitals] hereby agree to the terms and give my informed consent

Signature___________________________________________Date:_______________________



You can withdraw your consent at any time, by signing below and returning the document to the postal address above or by e mail.

I __________________________________________[block capitals] hereby withdraw my consent

Signature___________________________________________Date:_______________________
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