Privacy Policy 
Every therapist should have a clear Privacy Notice.
A Privacy Notice tells clients what personal and health information you collect, why you need it, how it is stored, who it may be shared with, how long it is kept, and what rights the client has under UK GDPR and the Data Protection Act 2018.
Individual therapists working alone need to make sure clients know what information is held about them and why it is held.
This can be done by giving new clients a Privacy Notice before or at their first appointment. Existing clients should be given the current Privacy Notice when they next attend the clinic.
Ask clients to read and acknowledge the form. Their signature confirms that they have received and understood the privacy information. It should not be treated as blanket consent for everything.
You may not need to replace your existing consultation forms if they still collect appropriate and necessary information. However, you should check that your forms are current, relevant and not collecting more information than needed.
If you send newsletters, marketing emails or clinic updates, clients must be given a clear choice to opt in.
For clients who have not attended for some time, you do not usually need to make excessive efforts to contact them solely to provide updated privacy information. If they return for treatment, they should be given the current Privacy Notice.
If you order products for clients through a third-party supplier and enter the client’s details into that supplier’s website or ordering system, this is data sharing. You should tell the client what information is being shared, why it is being shared, and provide a link to the supplier’s privacy policy where possible.
Security of data and clients’ rights
Ask yourself:
· Am I satisfied the information is being held securely, whether it is on paper, on computer, or in an online booking system?
· Is my website secure?
· Is the personal information accurate and up to date?
· Do I delete or securely destroy personal information when I no longer need it?
· Is access to personal information limited only to those with a strict need to know?
· Have I checked whether I need to pay the ICO data protection fee?
Some client rights are not absolute. For example, therapists may need to retain certain records for insurance, legal, regulatory, tax or complaint related reasons, even if a client asks for information to be deleted.
Make sure the client knows why their consultation and treatment records need to be retained, how long they are kept, and who they may be shared with if there is a complaint, insurance issue, legal issue or regulatory matter.
Further Help
Further help can be found on the Information Commissioner’s Office website:
https://ico.org.uk/for-organisations/
Members should also check their own insurer’s current guidance on record keeping and data protection.
This guidance is provided by SMTO to help members understand basic data protection requirements for client records. It is not legal advice. Members should adapt the template to their own practice and check with their insurer or the ICO where needed.
