


Data Retention Policy
Who we are and what we do
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.
Why we need this policy
Although we need to collect and hold certain personal data in order to deliver our services, we are committed to protecting and respecting the privacy of our clients. This includes not holding personal data any longer than we need to. Data Protection rules also state that we must not hold personal data any longer than is necessary for the purpose for which the data was collected and processed. This policy explains how long we hold personal data for (the ‘retention’ period), why we do so, and what we do with it when it is no longer required.
This document should be read in conjunction with our Data Protection and Privacy policy.
Data retention
The personal data we hold has been separated into categories. These are described in detail in our Data Protection and Privacy Policy, including what personal data may be held. The table below shows the maximum period for which we will hold the data in each category.
	Category
	Retention Period

	Mobile communications
	Deleted when it is no longer required.

	Contact Information
	1 year from the 21st December following the year in which the final session took place.

	General administration
	1 year from the 21st December following the year in which the final session took place.

	Financial records
	6 years from the 21st December following the year in which the record was created.

	Sensitive information
	6 years from the 21st December following the year in which the final session took place.

	Notification data
	6 years from the 21st December following the year in which the final session took place.


The sections below explain why we need to hold the data in each category.


Mobile communications
Any text messages, voicemails, or other mobile communications that we hold on a mobile device will be part of a conversation between us and a client. We hold the information to facilitate that conversation. Once the conversation has completed there is no need for us to hold the information on the mobile device.
Sometimes we may transcribe information from a mobile communication or make notes about the content. These would be stored in an appropriate file and would then fall under the retention period of the category within which the file is stored. This will usually be ‘Special category personal data’ for anything that is sensitive in nature, and ‘General administration’ for everything else.
Contact information
We will not normally need to contact clients after work has finished. However, sometimes queries do arise. To ensure that we can deal with these queries in a professional manner we hold client contact information for the same period as we hold data in the ‘General administration’ category.
General administration
Sometimes we have to deal with queries after work with the client has finished. These can be from third party organisations that were involved in the case or might relate to our annual accounts process. Retaining general administrative records allows us to deal with many of these queries without having to contact the client.
Like all businesses we submit our accounts on an annual basis, and it can sometimes be a while after that before we receive a query. So, we hold these records for long enough to ensure that we have enough time to review and respond to any query.
Financial records
Once we have submitted our annual accounts we are required by law to retain all supporting financial records for a specific period. This is in case of any tax query or investigation by Her Majesty’s Revenue and Customs (HMRC).
Sensitive information
After work with a client has finished we could be asked to provide information about the case as part of a legal query. How we managed the case might have a bearing on some of these queries, so we retain all records that might be relevant, including those that contain special categories of personal data. The period for which we hold this information is based on recommended best practice for our business sector.
We will only provide this information in response to a properly authorised request from the client or from a legal organisation such as a solicitor or court.
Notification data
We need to keep some information to allow us to inform clients in case there was ever a breach of the personal data that we hold. We keep this information for as long as we hold any other personal data of the client.
Destroying personal data
We destroy all records when we no longer need to keep them, including ones that contain personal data.
Records stored electronically will be deleted from all relevant devices, storage and applications. Where deleted items are retained (for example in a ‘recycle bin’) and not subsequently removed automatically after a set time the deleted items will be manually purged.
Records stored as hard copy are destroyed using a shredder.
How to contact us
If you would like any further information, please get in touch:
By post, at:
GreenWood Mentors Ltd,
The Boulders,
Quarr Road,
Ryde,
Isle of Wight,
PO33 4EL.
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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