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Privacy Statement 
 
Last updated: 24 August 2026 
 
Introduction 
Your privacy is very important to me. You can be confident that I will keep your personal 
information safe and secure and will only use it for the purposes explained in this Privacy Notice. 
 
I comply with applicable UK data protection legislation, including the UK General Data Protection 
Regulation (UK GDPR), the Data Protection Act 2018 and the Data (Use and Access) Act 2025 
(DUAA), together with the Privacy and Electronic Communications Regulations 2003 (PECR), 
where applicable. 
 
This Privacy Notice explains what I will do with your personal information from your initial contact 
with me through to after your counselling has ended, including: 
 

 why I collect and use your personal information and the purposes for which I use it; 

 whether you have to provide personal information to me; 

 how long I keep your information; 

 whether your information is shared with other organisations or individuals; 

 whether your information is transferred outside the UK; 

 whether I use automated decision-making or profiling; and 

 your data protection rights. 
 
If you have any questions about how I handle your personal information, please contact me at 
nhhutchings@gmail.com. 
 
Who is responsible for your personal information? 
The term data controller describes the person or organisation responsible for collecting, storing 
and using personal information.  In this instance, I am the data controller. 
 
I am registered with the Information Commissioner's Office (ICO), registration number ZA491317. 
 
Postal address: 
John Pounds Centre 
Queens Street 
Portsmouth 
Hampshire 
PO1 3HN 
 
Telephone: 07949 653404 
Email: nhhutchings@gmail.com 
Website: www.nicolahutchingscounselling.co.uk 
 
My lawful basis for using your personal information 
Data protection law requires me to have a lawful basis for collecting and using your personal 
information. The lawful basis I rely on depends on the circumstances and the purpose for which I 
am processing your information. 
 
If you are currently having counselling with me, or are in contact with me to consider counselling, I 
will generally process your personal information where this is necessary for the performance of our 
contract. 
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After counselling has ended, I may continue to hold your information where this is necessary for 
my legitimate interests, including maintaining appropriate professional records and meeting my 
professional, legal and insurance requirements. 
 
Some of the information you provide may be special category data, for example information 
concerning your physical or mental health. This information requires additional protection under 
data protection law. Where I process special category information, I will rely on an appropriate 
condition under Article 9 of the UK GDPR, as applicable to the circumstances. 
 
How I use your information 
Initial contact 
When you contact me with an enquiry about my counselling services, I will collect information that I 
need to respond to your enquiry and, where appropriate, to consider whether counselling with me 
is suitable. 
 
This may include your: 

 name and contact details; 

 GP's contact details; 

 brief information about your reasons for seeking counselling and your aims for therapy; and 

 other information that you choose to provide. 
 
Alternatively, your GP or another health professional may send me your details when making a 
referral, or a parent or trusted individual may provide your details when making an enquiry on your 
behalf. 
 
If you decide not to proceed with counselling, I will normally delete your personal information within 
six months. You can ask me to delete your information sooner, although there may be 
circumstances where I need to retain some information, for example where I have a legal, 
professional or insurance-related reason to do so. 
 
While you are accessing counselling 
I treat the information you share with me as confidential. There are circumstances where 
confidentiality may need to be broken, for example where I consider that there is a serious risk of 
harm to you or another person, or where there are safeguarding concerns relating to a child or 
vulnerable adult. 
 
I have a clinical supervisor with whom I discuss my counselling work. I do not normally disclose 
information that identifies you during supervision. Where there are circumstances in which 
confidentiality may need to be breached, I will normally try to discuss this with you first, unless 
doing so would increase risk or would not be appropriate because of safeguarding or other serious 
concerns. 
 
I keep a record of your personal details to enable me to provide counselling and manage the 
counselling service appropriately. Written counselling notes are stored securely in a locked filing 
cabinet. Electronic personal information is stored securely on a password-protected laptop.  
 
Use of Bacpac - I use Bacpac, a data management system designed for counselling and therapy 
practices, to securely manage aspects of your personal information and counselling records. 
Bacpac acts as a data processor on my behalf. I remain responsible for your personal information 
as the data controller, and Bacpac processes your information only for the purposes for which I 
use the service. 
I take reasonable steps to ensure that any third-party service providers I use have appropriate data 
protection and security measures in place. Bacpac's processing of personal information is subject 
to its own privacy and data protection arrangements. 
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I do not retain text messages for more than six months after counselling has ended. Where a text 
message contains information that is relevant to your counselling record, I may transfer the 
relevant information to your counselling notes before deleting the message. 
 
I will normally delete email correspondence six months after counselling has ended where it is no 
longer required. Where an email contains information that needs to form part of your counselling 
record, relevant information may be retained within your client records. 
 
After counselling has ended 
Once counselling has ended, your counselling records will normally be kept for three years from 
the end of our contact. This retention period reflects the time period for raising a complaint under 
the BACP Professional Conduct Procedure and takes account of my professional and data 
protection responsibilities. 
 
After this period, your records will be securely destroyed. 
You can ask me to delete your personal information sooner, although the right to erasure is not 
absolute and there may be circumstances where I need to retain some information, for example 
where this is necessary for a legal, professional or insurance-related reason. 
 
Third-party recipients of personal information 
I work with Employee Assistance Programmes (EAPs). Where an EAP refers you to me, 
information may be shared with me by the EAP with your permission. If you need to obtain 
information held by an EAP, you will generally need to request this directly from the EAP. 
 
If a third party, such as a medical or insurance provider, requires a report about your counselling, I 
will discuss this with you and ensure that any information shared is handled transparently and 
appropriately. 
 
I may also share personal information with third-party suppliers where this is necessary for them to 
provide a service to me, for example a service provider supporting the operation of my counselling 
practice. 
 
Where I use third-party suppliers to process personal information on my behalf, I take reasonable 
steps to ensure that they provide appropriate security and only use your information for the 
purposes for which they have been contracted. 
 
Your data protection rights 
Under data protection law, you have a number of rights in relation to your personal information. 
Depending on the circumstances, these may include the right to: 
 

 ask me for a copy of the personal information I hold about you; 

 ask me to correct inaccurate or incomplete information; 

 ask me to delete your personal information; 

 ask me to restrict how I use your personal information; 

 object to certain processing of your personal information; and 

 exercise other rights provided by data protection law where applicable. 
 
These rights are not absolute and there may be circumstances where I am legally entitled or 
required to continue using or retaining information. 
 
If I hold information about you, you can ask me to provide information about: 
 

 the personal information I hold about you; 

 where the information came from, where this is relevant; 
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 why I am using the information; 

 how long I intend to keep it; 

 who it may be shared with; and 

 a copy of your personal information, where applicable. 
You can also ask me to correct any mistakes in the personal information I hold about you. 
To make a request about your personal information, please contact me in writing at 
nhhutchings@gmail.com.You can find further information about your data protection rights on the 
ICO website. 
 
Data protection complaints 
If you have any questions or concerns about how I handle your personal information, please 
contact me at nhhutchings@gmail.com. 
 
If you wish to make a formal data protection complaint, please make this clear in your email or 
written communication and explain, as far as you are able, what you are concerned about. 
 
I will acknowledge receipt of your data protection complaint within 30 days, I will then take 
appropriate steps to investigate your complaint without undue delay, keep you informed about its 
progress and provide you with the outcome without unjustifiable or excessive delay. 
 
If you are not satisfied with my response, or if you remain concerned about how your personal 
information has been handled, you have the right to complain directly to the Information 
Commissioner's Office (ICO), the UK's independent data protection regulator. 
 
Further information about making a complaint is available from the ICO at: 
ICO – Make a data protection complaint. https://ico.org.uk/make-a-complaint/ 
The ICO also provides information about your data protection rights: 
ICO – Your data matters https://ico.org.uk/for-the-public/your-data-matters/ 
 
Data security 
I take the security of your personal information seriously and take appropriate steps to keep it 
secure. This includes using password-protected and encrypted devices and storing written 
counselling records securely in a locked filing cabinet. 
 
Visitors to my website 
When someone visits my website, I use One.com as my website hosting and content management 
service. One.com may collect standard internet log information and information about visitor 
behaviour patterns. This may include information such as the number of visitors to different parts 
of the website. I use this information to help me understand how my website is being used and to 
improve it. 
 
Where information is collected for this purpose, it is processed in a way that is intended not to 
identify individual visitors. I use legitimate interests as my lawful basis for this processing where 
applicable. You can read One.com's privacy notice here:One.com Privacy Policy 
https://www.one.com/en/info/privacy-policy. You can also find information about One.com and data 
protection through its website. 
 
Cookies 
Like most websites, my website may use cookies to help it function effectively. 
Information about cookies used by One.com is available here: One.com Cookie Policy 
https://www.one.com/en/info/cookie-policy. I do not knowingly use cookies to collect information 
that identifies individual website visitors for my own purposes. 
 
This Privacy Notice should be read alongside any cookie information provided on my website. 
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