BCTS Data Protection Policy

Bedfordshire Centre for Therapeutic Studies (BCTS) is committed to ensuring the privacy of
all who are associated with the Centre. This includes staff, applicants and past and current
learners. BCTS adheres to the General Data Protection Regulations and complies with
users of the centre’s right to know how personal information is collected, how it’s used and
the procedures that are in place for it to be safeguarded. Importantly the legislation
requires that we gain consent to record and process this data.

Aims:
e To handle your personal information in a responsible manner
e To secure your personal information in line with the Data Protection Act 2018

Data Collection: Purpose

To assess candidates and learners and for course requirements

To register candidates with the Counselling and Psychotherapy Central Awarding Body
To effectively deliver our training programmes to learners

Individual Rights

a. To have their information kept confidential.

b. To view and have a copy of information held about them.

c. To request the amendment of any inaccuracies in the information held about them.
d. To request the erasure of any information held about them.

e. To withdraw any previously given consent for the Centre to hold any personal
information.

Definition: Personal data is; any information related to a person who can be identified
directly or indirectly through that information.

Personal Data

Contact details — Name, Address, Email, Telephone.

Date of Birth, qualifications (including certificates), employment history, and any additional
learning needs. ID, reflections on personal history.

Sensitive Data
Physical or mental health, racial or ethnic origin, sexuality, religious beliefs.

Access to Information
e To view and have a copy of their records
e To request amendments

e To request erasure
e To withdraw consent
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BCTS will comply with the above requests in a reasonable and proportionate manner,
unless it considers that there are compelling reasons not to do so e.g. safeguarding. In
these cases, the individual is informed of the decision and the steps that they can take to
appeal against the decision.

Sharing information

BCTS shares information with CPCAB
BCTS will also share personal information with a third party where:

a. The individual requests this.

b. BCTS requests and receives specific permission from the individual to share their
personal information, e.g. to gain reasonable adjustments from CPCAB.

c. BCTS has a safeguarding concern. This is a legal requirement

d. BCTS staff will share information for recruitment and placement purposes and where
there is a policy requirement e.g. Complaints procedure or tutor cover/cancellation.

Data storage and retention

Data held electronically is password-protected. Data records in hardcopy are filed and
stored securely in locked storage. BCTS must keep learners’ personal data (name,
birthday, address, contact details, records showing how well they have done on their
courses, information about their health and other needs) for at least six years after they
leave us. After that, we will destroy these records securely.

Data Breaches

¢ Are Recorded.

¢ The Information Commissioner’s Office (ICO) will be notified when data is breached
¢ The owner of the personal data will be notified.

¢ The source of the data breach will be identified and made secure

BCTS will review the Data Protection Policy annually; will record review outcomes and
make changes to improve the process as required.

Complaints about how your data is handled

Should you have concerns about how your data is handled by BCTS please contact the
Data Protection Officer Kate Wiliams at the email address below. You can expect a
response within 30 days of receipt. BTCS endeavour to listen to and resolve concerns and
complaints in a timely manner. Where necessary third party organisations may be
contacted for advice eg. CPCAB, BACP and ICO.

Data Protection Officer: Kate Williams kate@bedfordshiretherapeuticstudies.co.uk
Staff and learners can raise any concerns regarding their data with the Data
Protection Officer.
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