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	Important: this is not legal advice
This template is a practical starting point, not legal advice. I am a marketing consultant, not a lawyer or data protection specialist.
Every practice is different. If you are unsure about your own UK GDPR obligations, or have any questions about how the law applies to you, please speak to a data protection specialist, your professional body, or your insurer before publishing.
By using this template you accept responsibility for the final wording of your own privacy notice.


How to use this template
This template gives you a plain-English privacy notice you can adapt for your therapy practice. It covers the areas the ICO expects a privacy notice to include, plus a section on digital and AI tools to line up with the BACP Ethical Framework 2026.
Three steps. First, replace every [bracketed placeholder] with your own details. Second, delete every italic guidance line like the one below each section. Third, read the whole thing aloud: if a client could not understand a sentence, simplify it.
Then publish it as a page on your website, link it in your footer and on any contact or booking forms, and add the date you published it. A companion article on theoruby.com walks through each section in more detail.
	Keep it dated, keep it current
This template is version 1.0, dated 13 August 2026. Data protection guidance and professional requirements change, so your notice cannot be written once and forgotten.
Add a "last updated" date to your published notice, review it at least once a year, and update it whenever you change the tools or processes your practice uses.


The template
Everything from here down is the notice itself. Adapt the wording so it sounds like you: it is written in the first person for a solo practitioner, so group practices should switch "I" to "we".
Privacy notice for [practice name]
Last updated: [date]
This notice explains what information I collect about you, why I collect it, how I look after it, and the choices you have. I have tried to keep it in plain English. If anything is unclear, please ask me.
Who I am
I am [your name], a [counsellor / psychotherapist / hypnotherapist] practising as [practice name]. I am registered with [professional body] and I am the "data controller" for the information described in this notice, which means I am responsible for looking after it.
You can contact me about anything in this notice at [email address] or [phone number].
I am registered with the Information Commissioner’s Office (ICO), registration number [ICO registration number].
Guidance (delete before publishing): Most therapists in private practice need to pay the ICO data protection fee and register. If you have not, check on ico.org.uk. If you have a registration number, include it here, as it builds trust.
What information I collect
Depending on how we work together, I may hold:
1. Your contact details (name, email address, phone number)
1. Information you share with me in sessions, and my session notes
1. Information from your initial enquiry or assessment
1. Payment and invoicing records
1. Basic technical information if you use my website, such as cookies and analytics data
Guidance (delete before publishing): Adjust this list to match reality. If you do not use website analytics, delete that part. If you collect anything extra, such as GP details or emergency contacts, add it.
Why I collect it, and the legal basis
I use your information to provide therapy to you, to keep the records that safe and ethical practice requires, to manage appointments and payments, and to meet my legal and insurance obligations.
UK data protection law requires me to have a lawful basis for this. In most cases that is the agreement between us (our therapy contract), my legitimate interest in running my practice responsibly, or a legal obligation.
Some of what you share with me is information about your health. The law treats this as "special category data" and requires an extra condition to use it. I rely on the condition that covers the provision of health and care by a professional who owes a duty of confidentiality. Where I need your consent for something specific, I will ask for it clearly and you can withdraw it at any time.
Guidance (delete before publishing): This is the section most worth checking with a specialist if you are unsure. The wording above reflects the common position for therapists (Article 9(2)(h), health and social care), but your circumstances may differ.
Digital tools and AI
I use the following digital tools to run my practice: [list your tools, for example: an online calendar for bookings, a video platform for online sessions, an accounting tool for invoicing].
[If you use any AI tools with client information, describe them here. For example: "I use [tool name] to help me prepare session notes. It processes [what data] and stores it [where, for how long]. It does not use your information to train AI systems. I review everything it produces, and you can decline this without it affecting your therapy." If no client information ever touches an AI tool, say so: "No client information is entered into AI tools."]
Guidance (delete before publishing): This section matters under the BACP Ethical Framework 2026, which is mandatory from 3 November 2026. Only list what you actually use, and remember that using AI with client data also needs informed consent in your working agreement, not just a mention here.
Who I share it with
What you share with me stays confidential, with a small number of exceptions that are standard in therapy. I discuss my work in clinical supervision, without details that identify you. I may need to share information if the law requires it, or if I believe you or someone else is at serious risk of harm. Wherever possible I would talk to you first. A trusted colleague ([clinical will holder / professional executor]) holds secure instructions so clients can be contacted if I am suddenly unable to practise. My [accountant / bookkeeper] sees invoicing records, which contain minimal personal information.
I never sell your information, and I never share it for marketing.
Guidance (delete before publishing): Adjust to your setup. If you use a practice management service or an admin assistant, name the category of helper and what they can see.
How long I keep it
I keep session notes and client records for [X] years after our work ends, in line with [my professional body’s guidance / my insurer’s requirements], and then delete or destroy them securely. Enquiry emails from people who do not become clients are deleted after [X] months. Payment records are kept for [X] years, as tax law requires.
Guidance (delete before publishing): Common practice is 7 years for adult records, and longer for work with children, but requirements vary by body and insurer. Check yours and put real numbers here. Vague retention statements are a red flag to the ICO.
How I keep it safe
[Describe your arrangements in a sentence or two. For example: "Session notes are stored in [encrypted software / a locked cabinet]. My devices are password-protected and backed up securely. Email is [provider], and I avoid sending sensitive detail by email where possible."]
Your rights
You have rights over your information, including the right to ask for a copy of it, to have mistakes corrected, to ask me to delete it, to object to or restrict how I use it, and to withdraw any consent you have given. Some of these rights have limits, for example where I am required to keep records, but if you ask I will always explain what I can do.
To use any of these rights, contact me at [email address]. I will respond within one month.
Complaints
If you are unhappy with how I have handled your information, please tell me first and I will do my best to put it right. You also have the right to complain to the Information Commissioner’s Office at ico.org.uk or on 0303 123 1113.
Changes to this notice
I review this notice at least once a year and whenever I change how my practice handles information. The date at the top tells you when it was last updated.
Before you publish: final checklist
	Checkpoint: confirm before moving on

	☐  Every [bracketed placeholder] has been replaced with your real details

	☐  Every italic guidance line has been deleted

	☐  The tools listed match what you actually use, including any AI tools

	☐  Retention periods are real numbers, checked against your professional body and insurer

	☐  The "last updated" date is filled in

	☐  The notice is linked from your website footer and any contact or booking forms

	☐  Anything you were unsure about has been checked with a data protection specialist, your professional body, or your insurer



	About this resource
Template version 1.0, published 13 August 2026 by Theo Ruby Digital Marketing (theoruby.com). Free to use and adapt for your own practice. Please do not republish it as your own resource.
This document is general support, not legal advice. Responsibility for your published privacy notice, and for meeting your own UK GDPR obligations, stays with you. When in doubt, ask an expert.
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