INFORMATION SHARING AND GDPR POLICY
Gloucestershire Play Therapy
1. Purpose
Gloucestershire Play Therapy is committed to protecting personal information and ensuring that all information is collected, stored, used, and shared in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018, and safeguarding responsibilities.
This policy explains how information is managed and shared within the service.
2. Principles of Information Sharing
Gloucestershire Play Therapy will ensure that personal information is:
• Processed lawfully, fairly, and transparently.
• Collected for specified and legitimate purposes.
• Relevant, accurate, and limited to what is necessary.
• Kept secure and confidential.
• Retained only for as long as necessary.
• Shared appropriately and only where there is a lawful basis to do so.
3. Confidentiality
Information shared by clients, parents, carers, and professionals will normally be treated as confidential.
Information will only be shared with others:
• With appropriate consent.
• Where there is a safeguarding concern.
• Where there is a legal obligation.
• Where disclosure is necessary to prevent serious harm to an individual or others.
• Where required by a court order or other lawful authority.
4. Safeguarding and Information Sharing
The welfare and safety of children and vulnerable adults is paramount.
Where there are concerns that a child or vulnerable adult may be at risk of harm, information may be shared with relevant safeguarding agencies without consent where this is considered necessary and proportionate.
This may include sharing information with:
• Schools and Designated Safeguarding Leads (DSLs).
• Children's Social Care.
• Adult Social Care.
• Police.
• Health professionals.
• Other relevant safeguarding agencies.
5. Information Held
Gloucestershire Play Therapy may hold information including:
• Contact details.
• Referral information.
• Consent forms.
• Session records and notes.
• Risk assessments.
• Safeguarding records.
• Correspondence with parents, carers, schools, and professionals.
• Invoices and payment records.
6. Security of Information
Personal information will be stored securely.
Reasonable measures will be taken to protect information from loss, unauthorised access, misuse, alteration, or disclosure.
Electronic records will be password protected and paper records will be stored securely.
7. Data Subject Rights
Individuals have rights under UK GDPR, including:
• The right to access their personal data.
• The right to request correction of inaccurate information.
• The right to request restriction of processing where applicable.
• The right to object to certain processing activities.
• The right to lodge a complaint with the Information Commissioner's Office (ICO).
These rights may be limited where safeguarding responsibilities or legal obligations apply.
8. Data Retention
Records will be retained in accordance with legal, professional, insurance, and safeguarding requirements.
At the end of the retention period, records will be securely destroyed or deleted.
9. Data Breaches
Any actual or suspected data breach will be investigated promptly and appropriate action taken.
Where required, breaches will be reported to the Information Commissioner's Office (ICO) and affected individuals in accordance with legal requirements.
10. Review
This policy will be reviewed annually or sooner if legislation or professional guidance changes.
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