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PRIVACY POLICY 

 

Introduction 
Treasure Keepers® is committed to being transparent about how it handles its customers’ and their client 
personal information, to protecting the privacy and security of their personal information and to meeting its 
data protection obligations under the Data Protection Act 2008, the General Data Protection Regulations 
(“GDPR”) and the Data Protection Act 2018.  In addition, all practitioners, associates and team members 
offering services within Treasure Keepers® are required to adhere to the guidance provided by both the HCPC 
and BPS on record keeping, privacy and information governance.  
 

The purpose of this privacy notice is to clarify how and why we collect and use personal information both 
during and after the client’s working relationship with Treasure Keepers®. 

Treasure Keepers® oversees compliance with this privacy notice. If the client would like to get in touch in 
connection with any questions, comments, complaints, or suggestions in relation to this privacy policy or any 
other queries about the way in which we process information about you, or about how we handle client 
personal information, please contact Treasure Keepers® using the following details: 

Please contact our Registered Manager and Data Protection Contact: - 
 
Manager 
Jo Groom 
Treasure Keepers®  
Jubilee Pavillion 
Love Lane 
Ongar 
Essex 
CM5 9BL  
 
email us at: manager@treasurekeepers.co.uk  
 
Please note, you also have a right to make a complaint to the privacy supervisory authority, The Information 
Commissioners’ Office (ICO): 
 

mailto:manager@treasurekeepers.co.uk


Information Commissioner's Office (ICO) 
Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 
Website: https://ico.org.uk 
Tel: 0303 123 1113 (local rate) 
 
 
The Data Protection Principles 
Under the Data Protection Regulations, there are seven data protection principles that Treasure Keepers® must 
comply with. These provide that the personal information we hold about our customers’ client, must be: 

- Processed lawfully, fairly and in a transparent manner; 
- Collected only for legitimate purposes that have been clearly explained to the client and not further 

processed; in a way that is incompatible with those purposes; 
- Adequate, relevant and limited to what is necessary in relation to those purposes; 
- Accurate and, where necessary, kept up to date; 
- Kept in a form which permits client identification for no longer than is necessary for those purposes; 
- Processed in a way that ensures appropriate security of the data; 
- Finally, Treasure Keepers® is responsible for, and must be able to demonstrate compliance with, 

these principles. This is called accountability. 

What types of personal information do we collect? 
Personal information is any information about an individual from which that person can be directly or indirectly 
identified. It doesn’t include anonymised data, i.e. Where all identifying particulars have been removed. There 
are also “special  
categories” of personal information, and personal information on criminal convictions and offences, which 
requires a higher level of protection because it is of a more sensitive nature. The special categories of personal 
information comprise information about an individual’s racial or ethnic origin, political opinions, religious or 
philosophical beliefs, trade union membership, health, sex life or sexual orientation and genetic and biometric 
data. 
 
Treasure Keepers® collect and hold the following information:  

- Standard personal information: your name, username, postal address, email address, phone 
numbers, country of residence, age, date of birth, marital status, gender. 

- Special (more sensitive) category information: information about your physical or mental health, 
genetic information, referrals from social workers, records of medical treatment received, 
information about your ethnic origin, religion, disability (if any) and any criminal convictions and 
offences. 

 
How do we collect the information? 
We collect and maintain different types of personal information in respect of those individuals who seek to be, 
are, or were service users, including the personal information contained in: 
  

- Booking appointments 
- Adding details to the waiting list 
- Medical/health/social care/education reports/letters 
- Photographs and video footage; 
- Psychometric test responses 
- Service user running records 

 

https://ico.org.uk/


Please note that this list is not exhaustive and information may be collected in other methods not listed 
above.  We  
will inform you if this is the case, where possible. 
 
Third Parties 
In most circumstances where the personal information that we collect about you is held by a third party 
(anyone legitimately acting for you) or from the services we use from those third parties, in the course of the 
performance of their services for us.  In that case, we will take reasonable steps to ensure that such third 
parties have represented to us that they have the right to disclose your personal information to us. 
 
Alternatively, we will obtain your permission before we seek out this information from such sources (such 
permission may be given directly by you, or implied from your actions).  
  
These third parties are usually based in the local authority and referral to our service is usually dependent upon 
your informed consent.  
  
Examples of third parties include:  

- A parent or guardian, if under 18 years old; 
- A family member, or someone else acting for you; 
- Doctors, other clinicians, health-care professionals and social workers. 
- Local authorities and voluntary sector organisations.  

 
We collect personal information from you through your contact with us, including by phone, by email, through 
our websites, by post, by filling in forms; or face-to-face (for example during confidential intervention sessions). 
 
Where permitted or required by applicable law or regulatory requirements, we may collect information about 
you without your knowledge or consent. 
 
When you give us information about other people, please make sure that they have seen a copy of this privacy 
notice and are comfortable with you giving us their information. 
 
Why and how do we use personal information? 
The personal information collected is used and disclosed for our service provision purposes, including 
establishing a working relationship, managing or terminating your contract relationship with Treasure 
Keepers®.  Such uses include: 
 

- For treatment/assessment/intervention purposes  
- Determining suitable therapists; 
- Administering invoice payment 
- Invoicing; 
- Establishing training and/or development requirements; 
- Gathering evidence for a complaint; 
- Establishing a contact point in the event of an emergency (such as next of kin); 
- Compiling directories; 
- Ensuring the security of company-held information; and Treasure Keepers® 
- Ensure adherence to Treasure Keepers® rules, policies and procedures  
- Enable us to establish, exercise or defend possible legal claims  



We will use personal information provided by you or gathered by your referring body (usually local authority 
social care teams) for the following purposes: 
 

- To provide services/intervention requested by you and the referring local authority; 
- To communicate with you about services provided to you (appointment reminders); 
- To update our records; 
- To analyse trends and profiles; 
- For audit/evaluation purposes; 
- To carry out service user satisfaction research; 
- To enable third parties to carry out any of the purposes above on our behalf (in the case of audit or 

external evaluation services).  
- To hold your psychometric test responses 
- Where we need to comply with a legal obligation  
- Where it is necessary for the business to do so and the legitimate interests or fundamental rights 

and freedoms do not override the customers’ interests, as outlined above. 

Marketing our services 
- We may use your personal information to send marketing details of our services only by post, by 

phone, through social media, by email or by text. 
- Please note, we only use your personal information to send you marketing material if we have your 

permission or a valid interest as described above. 
- If you don’t want to get any such information from us, please inform us by contacting us at any time. 
- No data will be shared with any marketing companies 

 
We may use your personal information for the purposes described in this policy, or for any additional purposes 
that we advise you of and where your consent is required by law we have obtained your consent in respect of 
the use or disclosure of your personal information. 
  
We may use your personal information without your knowledge or consent where we are permitted or 
required by applicable law or regulatory requirements to do so. 
 
We may also occasionally use client personal information where we need to protect client vital interests (or 
someone else’s vital interests). 

In some cases, we may also use client personal information where it is necessary to pursue our legitimate 
interests, provided that client interests or client fundamental rights and freedoms do not override our 
interests. Our legitimate interests include:  

- Performing or exercising our obligations or rights under the direct relationship that exists between 
Treasure Keepers® and the client; 

- Performing effective internal administration and ensuring the smooth running of the business; 
ensuring the security and effective operation of our systems and network; 

- And protecting our confidential information. 

Legally, there must be valid reasons for processing your personal information which depends on what category 
of personal information we are processing. We normally process standard personal information if this is 
necessary, to provide the services set out in a service contract.  



 
We process special, sensitive category information about you only when it is necessary to address necessary 
safeguarding, medical, insurance, government, or social-care systems.  This is often accessed during the 
process of a complex assessment.  
 
If we need to ask for your permission for further information, we will make it clear what we are asking for and 
ask you to confirm that it is your choice to grant that permission.  If we cannot provide a service without your 
permission, we will make this clear when we ask for your permission.  If you later withdraw your permission, 
we will no longer be able to provide you with a service that relies on having your permission. 
 
However, we believe that our clients have a reasonable expectation that we will process their personal 
information for the purpose of the services that we provide to them. 

Statutory interests 
We process personal information: 

- To help manage all aspects of our relationship with our service users 
- To improve our services 
- To manage our relationships with third parties who may fund services.  

 
Legal rights  
Legal authorisation to process your personal information includes: 

- Providing therapy services on behalf of a third party (for example, your employer) 
- Ensuring sessions are handled appropriately and investigating any complaints 
- Keeping our records up to date as allowed by law; 
- Monitoring how well we are reaching performance expectations 
- Upholding laws and regulations that apply to us and the third parties we work with 

 
Notification and consent 
To the extent that your consent is required, we will assume, unless you advise us otherwise, that you have 
consented to Treasure Keepers® collecting, using and disclosing your personal information for the purposes 
stated above.  
 
Where your consent was required for our collection, use or disclosure of your personal information, you may, 
at any time, subject to legal or contractual restrictions and reasonable notice, withdraw your consent. All 
communications with respect to such withdrawal or variation of consent should be in writing and addressed 
to the Data Protection Officer of Treasure Keepers®, details above. 
 
Sharing and disclosing your information 
We may need to share your information to comply with the law.  

 
Those who we must share your information with if legally required: 
 
For all service users, we may need to share your information with: 
 

- Doctors, clinicians and other health-care professionals, hospitals, clinics, and other health-care 
providers; 

- Suppliers who help to deliver necessary confidential services; 
- People or organisations with whom, by law, we must share your personal information (for example, 

for fraud-prevention or safeguarding purposes, including with the care quality commission); 



- The police and other law-enforcement agencies to help them perform their duties, or by law or 
under a court order; 

- Those providing your intervention/treatment and other benefits; 
 
If we must share your personal information, we will make sure appropriate protection is in place to protect 
your personal information in line with all data-protection laws as well as gdpr regulations. 
 
When do we disclose your personal information? 
 We may share your personal information with our associates and other parties who require such information 
to assist us with establishing, managing or terminating our contractual/service user relationship with you. 
  
Also, your personal information may be disclosed: 
  

- As permitted or required by applicable law or regulatory requirements. In such a case, we will not 
disclose more personal information than is required under the circumstances; 

- To comply with valid legal processes such as search warrants, subpoenas or court orders; 
- As part of Treasure Keepers® regular reporting activities; 
- To protect the rights and property of Treasure Keepers® 
- During emergency situations or where necessary to protect the safety of a person or group of 

persons; 
- Where the personal information is publicly available; or 
- With your consent where such consent is required by law. 

  
How does Treasure Keepers® protect client and service users personal information? 
Treasure Keepers® has put in place measures to protect the security of client and service users personal 
information. It has internal policies, procedures and controls in place to try and prevent client personal 
information from being accidentally lost or destroyed, altered, disclosed or used or accessed in an unauthorised 
way. The client can obtain further information about these measures from our Treasure Keepers®. 
 
Where client personal information is shared with Treasure Keepers® by the client, appropriate technical and 
organisational security measures are put in place to protect client, client personal information and to treat it 
subject to a duty of confidentiality and in accordance with data protection law. Treasure Keepers® is only 
allowed to process client personal information for specified purposes and in accordance with the customers’ 
written instructions and is not allowed to use client personal information for its own purposes.  

Treasure Keepers® also has in place procedures to deal with a suspected data security breach and we will notify 
the information commissioner’s office (or any other applicable supervisory authority or regulator) and the 
client of a suspected breach where we are legally required to do so. 

Lawful basis to process data 

It is considered that Treasure Keepers® have a lawful basis to process personal date under the following 
conditions: 

(a) consent: the individual has given clear consent for you to process their personal data for a specific purpose. 
At the point of assessment the individual will have indicated their consent for personal data to be processed. 
Where the individual is under 18 this may be processed under legitimate interests.  

(b) contract: the processing is necessary for a contract you have with the individual, or because they have 
asked you to take specific steps before entering into a contract. The individual or the commissioning local 



authority will have indicated their consent to process personal data due to the contract of providing 
psychological services (assessment or intervention).  

(c) legitimate interests: the processing is necessary for legitimate interests of the individual concerned  

 
How long is your personal information retained? 
Except as otherwise permitted or required by applicable law or regulatory requirements, Treasure Keepers® 
will retain your personal information only for as long as it believes is necessary to fulfil the purposes for which 
the personal information was collected (including, for the purpose of meeting any legal, accounting or other 
reporting requirements or obligations).  
 
We may, instead of destroying or erasing your personal information, make it anonymous such that it cannot 
be associated with or tracked back to you.  
 
We may need to keep your information for a specific duration for keeping information set by law or 
recommended by regulators, professional bodies, or associations. As well as any relevant situations that may 
apply. 
 
Updating your personal information 
It is important that the information contained in our records is both accurate and current. If your personal 
information happens to change, please keep us informed of such changes. 
  
In some circumstances, we may not agree with your request to change your personal information and will 
instead append an alternative text to the record in question. 
  
Access to your personal information 
You can ask to see the personal information that we hold about you. If you want to review, verify or correct 
your personal information, please contact the Treasure Keepers® Data Protection Contact, details above. 
  
When requesting access to your personal information, please note that we may request specific information 
from you to enable us to confirm your identity and right to access, as well as to search for and provide you with 
the personal information that we hold about you.  
  
Your right to access the personal information that we hold about you is not absolute. There are instances where 
applicable law or regulatory requirements allow or require us to refuse to provide some or all of the personal 
information that we hold about you. In addition, the personal information may have been destroyed, erased 
or made anonymous in accordance with our record retention obligations and practices. 
  
If we cannot provide you with access to your personal information, we will try to inform you of the reasons 
why, subject to any legal or regulatory restrictions. 
  
Key points 

- Personal information will only be used for assessment and treatment/intervention purposes 

- Personal data is only collected to facilitate the delivery of psychological services (such as sending 
appointment reminders or creating an assessment/intervention plan) 

- Personal information will be retained for as long as is required in the individual circumstances of 
the service user (please see details above in ‘how long is your personal information retained?’) 



- Any person has the right to complain to the ICO if they have any problems relating to information 
governance, please find the contact details above. 

- Information will be recorded in a data portable way. This will usually be in electronic form.  

- Individuals can have access to their own records upon request. Access will be discussed and 
explored on a case-to-case basis if the individual is under 16 years of age to ensure this is in their 
best interests. Individuals should be assessed as Gillick competent to be able to access their 
psychological data.  

- Treasure Keepers® will endeavor to keep accurate records and data entries and will make 
corrections where required.  

- No data will be shared with any marketing companies 

- Data minimization: -personal data shall be adequate, relevant and limited to what is necessary in 
relation to the purposes for which it is processed.  

- Treasure Keepers® will have a month to comply with a request to access personal data. If there is 
a decision to refuse a request, criteria will be met to support this. 

- Data will be kept safe 

- The individual has reviewed and accepted our privacy policy at the point of referral. 

- We do not transfer your personal data to any countries outside the EU. 

 
Treasure Keepers® Registered Director should ensure: 

- All records service user personal information data are written and kept electronically 
- These electronic records are stored securely 
- These records are kept within the Treasure Keepers® database only and should be appropriately 

filed immediately following any contact with a service user.  
- Any communications via email which could be considered sensitive are sent through a secure 

system (such as ‘Egress/Leapfile’) 
- The service/registered manager will act as the Data Protection contact – details are above. 

 
 


