[image: ]   
Privacy policy
Staffcare provides confidential counselling.  We treat the management of your data and personal information seriously and we therefore store and process it responsibly. Your privacy is extremely important to us and we manage your data securely and within the recommended guidelines and best practice. We will never use your data for any unauthorised purpose, other than those outlined below.

1. Contacting the service: When you contact Staffcare we collect some personal information from you, in order to allocate you to a counsellor. Your name and contact details are kept separately from your counselling record.
2. Your counsellor will make brief notes after each session. You may also be asked to complete forms such as feedback forms.  Feedback forms are anonymised, and we use the information collected to evaluate our service, and to provide general user satisfaction reports to your organisation.
3. Your employer is provided with general statistical information about the level of service use. No individual user can be identified in these reports


Access to your personal Data
You have the right to see the information we hold on you.  You can request a copy of records held by writing (or emailing) the Professional Services Manager and including a copy of your ID e.g. passport, driving licence. Your request will be processed as quickly as possible, and will be with you within 30 days.
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