


Privacy Policy
Jon Cooper Counselling respects your privacy and is committed to protecting the personal information you share with me. This privacy policy explains how I collect, use, store and protect your personal information when you contact me or use my counselling services.
1. Who I am
Jon Cooper Counselling is operated by Jon Cooper, an independent counsellor.
I am responsible for deciding how your personal information is collected and used and for ensuring that it is handled securely and in accordance with applicable UK data protection law.
If you have any questions about this privacy policy or how your information is handled, please contact me using the details provided on my website.
2. What information I collect
Depending on how you contact me and the counselling service you receive, I may collect:
· Your name and contact details, such as your email address and telephone number.
· Information you provide when making an enquiry or arranging an appointment.
· Information relevant to providing counselling, including information you choose to share about your circumstances, wellbeing and experiences.
· Counselling records and brief notes relating to our work together.
· Payment and appointment information where relevant.
· Information you provide when using my website, such as information submitted through a contact form.
I aim to collect only information that is relevant and necessary for providing a safe and professional counselling service.
3. How I use your information
I use your personal information to:
· Respond to enquiries and communicate with you.
· Arrange and manage counselling appointments.
· Provide counselling services safely and professionally.
· Maintain appropriate counselling records.
· Manage payments and business administration.
· Meet my professional, legal and ethical responsibilities.
· Protect your safety, or the safety of others, where there is a serious concern.
Your information will not be used for marketing purposes without an appropriate lawful basis and, where required, your consent.
4. Confidentiality
Confidentiality is an important part of the counselling relationship. Information you share with me will normally remain confidential.
There are, however, some circumstances where confidentiality may need to be limited. These may include:
· Where there is a serious and foreseeable risk of harm to you or another person.
· Where there are safeguarding concerns.
· Where I am required to disclose information by law.
· Where disclosure is otherwise legally or ethically justified.
· Where information needs to be discussed with my professional supervisor as part of safe and ethical counselling practice.
Where possible, I will discuss any proposed disclosure with you beforehand. However, there may be circumstances where I cannot do so.
These limitations to confidentiality will also be explained as part of our counselling agreement before counselling begins.
BACP's Ethical Framework requires counsellors to explain foreseeable limitations to confidentiality, including supervision, safeguarding and circumstances where disclosure may be legally required or authorised.
5. Counselling notes and records
I keep appropriate records relating to counselling in order to provide a safe, effective and professional service.
Records are kept securely and access is restricted to those who have a legitimate professional or legal reason to access them.
I will only record information that is relevant and necessary for the counselling service.
Where appropriate, identifying information and counselling notes will be kept separately and securely.
6. How I protect your information
I take reasonable and appropriate steps to protect your personal information against loss, misuse, unauthorised access, alteration or disclosure.
This includes using appropriate security measures for electronic and paper records and taking care when communicating with you by email, telephone or other electronic means.
You should be aware that no method of electronic communication can be guaranteed to be completely secure.
7. Who your information may be shared with
I will not normally share your personal information with other people or organisations without your knowledge and consent.
There are limited exceptions, including where information needs to be shared:
· With my professional supervisor, where necessary for safe and ethical practice.
· Where there is a serious safeguarding or safety concern.
· Where I am legally required or authorised to do so.
· Where another professional or service needs relevant information and sharing it is necessary and appropriately justified.
Any information shared will be limited to what is necessary and appropriate.
8. How long I keep your information
I will retain personal information and counselling records only for as long as is necessary to fulfil the purposes for which they were collected and to meet relevant professional, legal and insurance requirements.
At the end of the appropriate retention period, information will be securely deleted or destroyed.
My retention periods are reviewed periodically to ensure that information is not kept for longer than necessary.
9. Your rights
Under UK data protection law, you may have rights relating to the personal information I hold about you. Depending on the circumstances, these can include the right to:
· Ask what personal information I hold about you.
· Request a copy of your personal information.
· Ask for inaccurate or incomplete information to be corrected.
· Ask for information to be deleted where there is a legal basis for doing so.
· Object to or request restriction of certain processing.
· Withdraw consent where consent is the lawful basis for processing.
Some of these rights are subject to legal and professional limitations.
If you would like to exercise any of these rights, please contact me.
10. Website and cookies
My website may collect limited technical information when you visit it, and may use cookies or similar technologies depending on the website provider and services used.
Where cookies that are not strictly necessary are used, appropriate information and consent will be provided in accordance with applicable requirements.
You should not submit confidential or sensitive counselling information through a website contact form unless specifically requested.
11. Third-party services
I may use trusted third-party services to operate my counselling practice, such as email, website hosting, appointment management or payment services.
Where these services process personal information on my behalf, I will take reasonable steps to ensure that appropriate data protection and security arrangements are in place.
If information is transferred outside the UK, I will ensure that appropriate safeguards are in place where required by data protection law.
12. Complaints
If you have any concerns about how I have handled your personal information, please contact me in the first instance so that I have an opportunity to address your concerns.
You also have the right to complain to the Information Commissioner's Office (ICO) if you believe your personal information has been handled unlawfully.
The ICO is the UK's independent supervisory authority for data protection.
13. Changes to this privacy policy
I may update this privacy policy from time to time to reflect changes in my counselling practice, the services I use or relevant legal and professional requirements.
The latest version will be made available on my website.
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