Me Time Therapy – Counselling Privacy Policy
Last updated: 15 November 2026

1. Who I am

Me Time Therapy is the counselling practice of Kimberley Louise Mole, a BACP Accredited Counsellor.

For the personal information I collect and use independently through Me Time Therapy, I am the data controller. This means I am responsible for deciding how and why that information is processed and for looking after it in accordance with applicable data protection law.

Data controller: Kimberley Louise Mole, trading as Me Time Therapy
Website: https://www.metimetherapy.org
ICO registration reference: ZA876625
Privacy and data protection contact: metimetherapy01@gmail.com
Telephone: 07476 860964

I operate Me Time Therapy independently. I do not currently employ staff or contractors, and no other person has routine access to my client records.

This Privacy Policy explains what personal information I collect, why I use it, how I store it, when I may share it and the rights you have in relation to your information.

2. Who this policy applies to

This policy applies to people who:
· Contact me to enquire about counselling.
· Receive individual counselling.
· Receive couples counselling.
· Receive counselling as a child or young person.
· Contact me about counselling through a referral organisation, EAP, insurer or online platform.
· Visit my website or use its contact form.

Some information may be subject to separate privacy arrangements where another organisation is involved, for example an Employee Assistance Programme (EAP), insurer or referral platform. I explain the relevant arrangements where these apply.

3. The information I collect

The information I collect depends on the service you receive and your circumstances.

Individual counselling clients

I may collect and hold:
· Your name, date of birth and contact details.
· Your home address and telephone number.
· Your GP details, where relevant.
· Emergency contact or next-of-kin details, including their relationship to you.
· Information about your health, physical and mental wellbeing, diagnoses and medication.
· Information about your personal circumstances, relationships, family, work and relevant life experiences.
· Information you choose to share during counselling.
· Relevant correspondence, assessments, reports or documents you choose to provide.
· Appointment, attendance, payment and administrative information.
· Clinical notes and records relating to our work together.

I only seek and retain information that is relevant to providing the service, managing the professional relationship or meeting my legal, ethical and professional responsibilities.

Couples counselling

I collect relevant personal information about each partner.

I maintain a separate record for each partner in my practice management system. Information shared during joint sessions may be relevant to both partners and may be recorded in connection with the couples counselling work.

Individual sessions are not routinely offered as part of couples counselling. Where an individual session is jointly agreed, information shared during that session will be treated in accordance with the confidentiality arrangements explained in the couples counselling agreement.

If a request is made to access information relating to couples counselling, I will consider the rights and confidentiality of both partners before deciding what can appropriately be disclosed.

Children and young people

Where I provide counselling to a child or young person, I may collect:
· The child's or young person's name, date of birth and contact details.
· Parent or guardian contact details and their relationship to the young person.
· Information about parental responsibility and consent.
· Emergency contact details.
· Relevant health, wellbeing, family, educational and personal information.
· Appointment and payment information.
· Clinical notes and information shared during counselling.

I consider the young person's age, maturity, understanding and ability to make decisions when determining how their personal information should be handled.

Parents or guardians do not automatically receive access to the young person's counselling information. Any decision to share information will take account of the young person's rights, confidentiality, safeguarding considerations and applicable legal requirements.

Parents or guardians may receive administrative information where necessary to arrange appointments or manage payment.

Website enquiries and prospective clients
If you contact me through my website, email or telephone, I may collect your name, contact details and information you choose to provide about the counselling support you are seeking.

I use this information to respond to your enquiry and consider whether I can offer an appropriate service.

If an enquiry does not lead to an ongoing professional relationship, I delete the enquiry information once I have dealt with it, unless there is a legitimate reason to retain particular information.

Information received from other organisations

I may receive limited information from:
· Counsellors or other professionals referring someone to me.
· EAP providers and insurers, including HealthHero and Spectrum.
· Harley Therapy.
· Other relevant referral organisations.

A professional referrer will generally provide my contact details to a prospective client, who then decides whether to contact me directly. I do not usually receive the person's full personal information from the referrer.

Where an EAP or insurer makes a referral, I may initially receive the prospective client's name, availability and a brief description of the presenting issues through the provider's system. Further information may become available if I accept the referral.

4. How I use personal information

I use personal information for the following purposes:
· To respond to enquiries and arrange initial appointments.
· To assess whether counselling is appropriate.
· To provide counselling.
· To maintain appropriate clinical records.
· To manage appointments, attendance and communications.
· To arrange payments and maintain financial records.
· To meet legal, regulatory, insurance and professional obligations.
· To manage safeguarding concerns and respond to risks of serious harm.
· To communicate with other professionals where appropriate and authorised.
· To respond to complaints or legal claims.
· To maintain and improve my website and understand how visitors use it, subject to the relevant cookie and consent requirements.

I do not use personal information for automated decision-making or profiling. Decisions about suitability, clinical work and the services I provide are made by me.

5. Lawful basis for processing

Data protection law requires me to have a lawful basis for using personal information.

Depending on the circumstances, I may rely on:
· Contract: where processing is necessary to provide the service you have requested or to take steps before entering into an agreement.
· Legal obligation: where I need to retain or disclose information to comply with legal requirements, including tax and accounting obligations.
· Legitimate interests: where processing is necessary for the proper administration and operation of my practice, maintaining professional records, managing communications and protecting my business, provided these interests do not override your rights.
· Vital interests: where processing or sharing information is necessary to protect someone's life or prevent serious harm in circumstances where this basis applies.
· Consent: where I rely on your permission for a particular use or disclosure of information.

Some information I process, particularly information about physical or mental health, is special category personal data under UK GDPR. I must therefore also satisfy an additional Article 9 condition for processing this information.

The appropriate Article 9 condition depends on the nature and purpose of the processing. I will identify and document the relevant condition for the processing I undertake. This may include the health or social care condition under Article 9(2)(h), where its statutory requirements and safeguards are met, or the legal claims condition under Article 9(2)(f) where processing is necessary for establishing, exercising or defending legal claims.

Where I rely on consent, you may withdraw it. This will not affect the lawfulness of processing carried out before consent was withdrawn, and it will not necessarily prevent me retaining information where another lawful basis or legal obligation applies.

6. Confidentiality and clinical supervision

Confidentiality is central to my counselling practice. 

As a BACP Accredited Counsellor, I work in accordance with the BACP Ethical Framework and undertake regular clinical supervision. 

Clinical supervision supports safe, reflective and ethical counselling practice. As part of this process, I may discuss aspects of my counselling work with my own clinical supervisor. 

When discussing clients in supervision, I use the client's first name only and do not share other identifying information. I take care to minimise the information shared.

Using a first name only does not necessarily make information anonymous. Information may still be personal data if someone could identify the individual from the wider circumstances.

Confidentiality may need to be limited in certain circumstances, including:
· Where you have given permission for information to be shared.
· Where I am legally required to disclose information.
· Where there are serious concerns about your safety or the safety of another person.
· Where safeguarding concerns arise, particularly where a child or adult at risk may be experiencing, or be at risk of, abuse, neglect or harm.
· Where disclosure is necessary and legally justified in connection with the prevention or investigation of serious crime or other significant risks.

Any decision to disclose confidential information will be carefully considered. I aim to share only information that is necessary and proportionate to the circumstances.

Wherever possible, I will discuss a proposed disclosure with you beforehand. However, this may not always be appropriate or possible, particularly where immediate action is required.

Further information about confidentiality is provided in the relevant counselling agreement.

7. Couples counselling and confidentiality

Where couples attend counselling together, information shared during joint sessions will be treated confidentially and recorded as part of the couples counselling work.

I maintain separate records for each partner. This does not mean that all information recorded during couples work is necessarily confidential from the other partner in every circumstance.

Individual sessions are not routinely offered as part of couples counselling. Where an individual session is jointly agreed, information shared during that session will remain confidential and will not be disclosed to the other partner without the prior knowledge and explicit consent of the person who shared it, subject to the usual limits of confidentiality.

Where a request is made to access personal information, I will consider the rights and confidentiality of both partners and any other individuals whose information may be included.

8. Sharing information with other organisations

I do not routinely share clinical information with other organisations or professionals.

Information may be shared where it is necessary and appropriate for the purposes explained in this policy.

GPs and other professionals

I do not usually contact a client's GP or other professional.

Where you request that I communicate with another professional, I will normally obtain your written consent before sharing relevant information.

There may be exceptional circumstances where information needs to be shared without consent, for example where there is a legal obligation or a serious safeguarding or safety concern.

EAP providers and insurers

Where counselling is arranged through an EAP or insurer, the provider may require certain information to administer and monitor the service.

Depending on the referral arrangement, this may include:
· Appointment attendance.
· Information about engagement with counselling.
· Relevant outcome measures.
· Discharge or outcome summaries.
· Clinical rationale for requesting additional sessions.

The information required varies between providers. I explain the relevant information-sharing arrangements to clients at the beginning of the work.

Harley Therapy

Harley Therapy operates its own online platform and has its own Privacy Notice and Therapist Terms of Service.

The respective data protection responsibilities depend on where and how information is processed:
· Harley Therapy is the data controller for information it holds and processes through its platform, with my role in relation to that information governed by the applicable practitioner agreement.
· I create and maintain a separate clinical record for each client I accept through Harley Therapy in my own Zanda practice management system. I am the data controller for that separate record.
· I use the Harley Therapy portal to record client attendance. I do not use it to maintain my clinical notes or progress records.
· Harley Therapy uses Stripe in connection with its payment arrangements. Stripe's role and the information it processes are explained in Harley Therapy's own privacy information.

Clients referred through Harley Therapy should therefore be aware that information may be held by both Harley Therapy and Me Time Therapy, under separate data protection responsibilities and retention arrangements.

Insurance and legal matters

Where necessary, relevant information may be shared with my professional indemnity insurer, Holistic Insurance Services, in connection with a complaint, allegation, potential claim or insurance matter.

Information may also be disclosed where required by law, court order or another legally binding obligation.

I do not routinely send client records to my insurer.

Clinical Executor

If I die or become unable to practise, an appropriately appointed Clinical Executor may need access to relevant records to support the safe and ethical closure, transfer or continuation of professional arrangements.

Any such access would be limited to what is necessary and handled in accordance with confidentiality and applicable data protection requirements.

My counselling agreement explains that, in these circumstances, another appropriately qualified therapist may need access to relevant personal information.

9. Systems and organisations used to manage information

I use a number of service providers to operate Me Time Therapy and manage personal information. These include:
· Zanda: my practice management system, where I hold client records, clinical notes, contact details, appointment information and payment records.
· Zoom: used to deliver online counselling sessions.
· WhatsApp Business: used for individual communications and individual counselling by instant messaging.
· Gmail: used for practice email and administrative communications.
· Wix: provides my website and website hosting services, including the website contact form.
· Monzo Business: receives the majority of client payments.
· QuickBooks: holds invoices, receipts and financial records for accounting and tax purposes.
· PayPal: used occasionally as an alternative payment method for clients and for some business subscription payments.
· Harley Therapy and Stripe: used in connection with clients who book through the Harley Therapy platform.
· Website analytics and marketing providers: including Google services, Meta/Facebook, TWIPLA and Pinterest-related website integrations, subject to the cookie and consent arrangements described below.

These organisations process information in accordance with their own privacy notices, contractual arrangements and applicable data protection obligations.

Some providers may process information outside the UK. Where personal information is transferred to a separate organisation outside the UK, the relevant transfer requirements must be met, for example through UK adequacy regulations or appropriate safeguards. 

The precise locations and transfer arrangements of individual providers may vary. Further information about a provider's processing can be found in its own privacy information.

10. How I protect personal information

I take reasonable steps to protect the confidentiality and security of the information I hold.

My current security arrangements include:
· Practice records are stored in Zanda, which requires two-factor authentication.
· Access to Zanda is restricted to me.
· My laptop and mobile phone are protected by PIN and fingerprint security.
· Devices are set to lock automatically when not in use.
· Norton 360 security software is installed on my laptop and mobile phone.
· Automatic software and security updates are enabled on both devices.
· My home Wi-Fi network is password protected.
· I use password-protected Zoom meetings and waiting rooms for online sessions.
· I do not record counselling sessions.
· I do not use automated transcription or meeting-assistant software during sessions.
· I do not routinely access confidential records using public Wi-Fi.
· I do not print client records.
· I do not use removable USB storage for confidential records.

Where documents need to be downloaded temporarily to prepare a report or other professional document, I upload the completed version to Zanda and delete the local working copy when it is no longer required.

No method of electronic storage or transmission can be guaranteed to be completely secure. However, I take reasonable and proportionate steps to reduce the risk of unauthorised access, loss, alteration or disclosure.

11. WhatsApp and electronic communications

WhatsApp Business is used for individual communications and individual counselling by instant messaging.

For individual instant-messaging counselling sessions, I intend to delete the conversation from my device after the session. Relevant clinical information, important decisions or safeguarding matters should be recorded in Zanda where appropriate before the conversation is deleted.

Other individual WhatsApp conversations are generally retained until the professional relationship ends, or deleted earlier where I consider it appropriate.

WhatsApp conversations are not a substitute for the formal clinical record held in Zanda.

Deleting a conversation from my device does not necessarily delete copies held by the other participant or information retained by WhatsApp or other service providers.

12. Website cookies and analytics

My website is hosted by Wix and uses a cookie consent facility provided by Usercentrics.

The website uses essential cookies and similar technologies where these are necessary for the operation, security and basic functionality of the website. These may be active without consent where permitted by data protection and privacy legislation.

The website may also use non-essential technologies for analytics, website performance measurement, social media integration and advertising. Depending on the services and integrations enabled, these may include technologies provided by Google, Meta/Facebook, TWIPLA and Pinterest.

When the Usercentrics cookie consent facility is active, non-essential cookies and scripts are blocked from loading until you have provided consent for the relevant category. Only essential technologies are permitted to load initially. Some third-party applications or custom integrations may require separate configuration to ensure they follow these preferences, and I review the website's settings and integrations accordingly.
You can use the cookie banner to accept, reject or manage your preferences. You can also change or withdraw your consent through the available cookie settings.

The website may contain links to external websites. I am not responsible for the privacy practices or content of those websites, and I recommend checking their privacy and cookie information separately.

Further information about individual cookies, their purposes and providers is available through the website's cookie settings or a separate Cookie Policy, where provided.

13. How long I keep personal information

I retain personal information only for as long as it is necessary for the purpose for which it was collected, taking account of legal, professional, ethical and insurance requirements.

My current retention arrangements include:

Counselling records

In accordance with my professional indemnity insurance requirements with Holistic Insurance Services, my practice policy is to retain adult counselling records for at least five years after the final counselling session.

For clients who are under 18, records are retained for at least five years after their 18th birthday.

This applies to individual counselling, couples counselling and the separate Zanda records I maintain for clients referred through Harley Therapy as well as clients who contact Me Time Therapy directly.

Initial enquiries

Where an enquiry does not lead to an ongoing professional relationship, I delete the enquiry information once I have dealt with it, unless there is a legitimate reason to retain particular information.

Emails

Emails are generally deleted once the matter has been dealt with. I may retain particular emails where there is a reasonable professional or administrative need to refer to them in the future.

WhatsApp messages

Individual counselling instant-messaging conversations are intended to be deleted after each session, once relevant clinical information has been transferred to Zanda where appropriate.

Other individual WhatsApp conversations are generally retained until the professional relationship ends, or deleted earlier where appropriate.

Financial and accounting information

Invoices, receipts and financial records are held in QuickBooks.

I retain financial records for the periods required by HMRC and other applicable legal requirements. For self-employed business records, HMRC generally requires records to be retained for at least five years after the 31 January submission deadline for the relevant tax year.

I currently maintain an active QuickBooks subscription. If I were to cancel it, I would need to export and securely retain records that remain subject to statutory retention requirements before the provider's deletion arrangements take effect.

Website and technical information

Website analytics, cookie and technical information is retained in accordance with the relevant provider's retention settings, applicable consent arrangements and the purposes for which it is collected.

14. Your data protection rights

Under applicable data protection law, you may have the right to:
· Access: request a copy of the personal information I hold about you.
· Rectification: ask me to correct inaccurate or incomplete information.
· Erasure: ask for personal information to be deleted in certain circumstances.
· Restriction: ask me to restrict how I use your information in certain circumstances.
· Object: object to certain types of processing, including processing based on legitimate interests.
· Data portability: request certain information in a portable format where the right applies.
· Withdraw consent: withdraw consent where I rely on consent as the lawful basis for processing.

These rights are not absolute in every circumstance. For example, I may need to retain certain information to comply with legal or professional obligations, establish or defend legal claims, or meet applicable insurance requirements.

Where a request relates to couples counselling, I will also consider the confidentiality and rights of the other partner.

If you wish to exercise a data protection right, please contact me using the contact details in section 1.

I may need to verify your identity before responding to a request.

I aim to respond without undue delay and normally within one calendar month. In some circumstances, the law permits an extension, for example where a request is complex or multiple requests have been made.

15. Complaints and concerns about data protection

If you have a concern or complaint about how I have collected, stored or used your personal information, please contact me directly at metimetherapy01@gmail.com.

Please explain your concern and provide any relevant information so that I can investigate it.

I will acknowledge your data protection complaint within 30 days, investigate it appropriately and provide you with a response explaining the outcome and any action taken.

If you remain unhappy with how your personal information has been handled, you have the right to complain to the Information Commissioner's Office (ICO), the UK's independent data protection regulator.

Website: https://ico.org.uk
Telephone: 0303 123 1113

16. Changes to this Privacy Policy

This Privacy Policy may be updated from time to time to reflect changes in my practice, the services I offer, the systems I use or applicable data protection requirements.

The latest version will be published on the Me Time Therapy website, with the date of the most recent update shown at the beginning of the document.

If a significant change affects how I use personal information, I will take appropriate steps to bring that change to your attention.

Me Time Therapy
Kimberley Louise Mole
https://www.metimetherapy.org
ICO registration reference: ZA876625
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