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1. Purpose of this document 

 
This document is prepared in accordance with Schedule 1, Part 4 of the Data Protection Act 2018 (DPA 2018). It 

demonstrates that The Metta Centre for Trauma Therapy's processing of special category personal data is compliant 

with the UK GDPR, DPA 2018, and the Data (Use and Access) Act 2025. This document must be provided to the 

Information Commissioner's Office (ICO) on request and retained for six months after the relevant processing 

ceases. 

 
 
 
2. Description of the data controller 

 
Organisation name: The Metta Centre for Trauma Therapy 

Data controller: Karen Stowe 

Contact email: admin [at] themettacentrefortraumatherapy.org 

Website: https://www.themettacentrefortraumatherapy.org 

 
The Metta Centre for Trauma Therapy is a Charitable Incorporated Organisation providing trauma-focused 

therapeutic services to adult clients. 

 
 
 
3. Special category data processed 

 
The Metta Centre for Trauma Therapy processes the following types of special category personal data: 

 
 Health and mental health information — details of presenting concerns, symptoms, diagnoses, and 

therapeutic progress shared during sessions 

 Therapy and session notes — clinical records documenting the content and progress of therapy 

 Relevant medical history — information about past or current physical or mental health conditions, 

medications, and treatments that may be relevant to therapy 

 Safeguarding information — where relevant, information relating to risk of harm to the client or others 

 

 
 
 
4. Lawful basis for processing 

https://www.themettacentrefortraumatherapy.org/


  

Article 6 lawful basis (general processing) 

 
Article 6(1)(f) UK GDPR — legitimate interests. Specifically, our legitimate interest in retaining information 

necessary to provide clients with the best possible treatment and to comply with our professional indemnity 

insurance requirements as a practitioner in private practice. 

 
Article 9 condition (special category data) 

 
Article 9(2)(h) UK GDPR — processing is necessary for the provision of health care treatment by a health 

professional subject to a professional obligation of confidentiality. 

Our professional obligation of confidentiality is grounded in: 

 
 The common-law duty of confidence owed by health and wellbeing practitioners to their clients 

 The professional standards expected of practitioners in private practice 

 
DPA 2018 Schedule 1 condition 

 
DPA 2018 Schedule 1, Part 1, paragraph 2 — health or social care. Processing is carried out by a 

practitioner subject to the professional obligation of confidentiality expected of practitioners in private practice and 

the common-law duty of confidence owed to clients. 

 
 
 
5. Compliance with Article 5 UK GDPR principles 

 
Principle 1 — Lawfulness, fairness and transparency 

 
Processing is lawful under Article 6(1)(f) and Article 9(2)(h) as detailed above. Clients are informed about how their 

data is processed through our Privacy Policy and GDPR Statement, available at 

Information is provided before therapy begins and clients have the opportunity to ask questions. 

 
Principle 2 — Purpose limitation 

 
Special category data is collected solely for the purpose of providing therapeutic services. Data is not used for any 

other purpose without explicit consent or where required by law (for example, safeguarding disclosures or court 

orders). 

 
Principle 3 — Data minimisation 

 
We collect only the minimum health data necessary for effective therapy. Session notes record only what is clinically 

necessary and relevant to the client's care. 

 
Principle 4 — Accuracy 

 
Client records are updated when new information is provided or circumstances change. Clients may request 

correction of any inaccuracies in their records by contacting us. 



  

Principle 5 — Storage limitation 

 
Client therapy records are retained for 7 years after the last session, in line with the Limitation Act 1980 and 

standard professional indemnity insurance requirements. Records are securely destroyed after this period. 

 
Principle 6 — Integrity and confidentiality (security) 

 
We implement appropriate technical and organisational measures to protect special category data: 

 
 Electronic records: encrypted and password-protected, stored on secure systems 

 Paper records: kept in a locked filing cabinet in a secure room 

 Access controls: access restricted to authorised personnel only (see Section 7) 

 Third-party processors: bound by data processing agreements and subject to contractual confidentiality 

obligations 

 
Principle 7 — Accountability 

 
This Appropriate Policy Document is maintained as required by DPA 2018 Schedule 1, Part 4. Processing activities are 

documented and reviewed annually. Staff, volunteers and contractors with data access are informed of their 

confidentiality obligations. 

 
 
 
6. Retention and erasure policy 

 

Data type Retention period Basis 

 
Client therapy records 

7 years from last 

session 

In line with the Limitation Act 1980 and standard professional 

indemnity insurance requirements 

Financial and invoicing 

records 

6 years from end of 

tax year 

 
HMRC legal requirement 

Professional indemnity 

records 

 
7 years 

 
Insurance requirement 

Enquiry data (non-

clients) 

12 months from last 

contact 

 
Legitimate interests 

 
Secure disposal methods: 

 
 Paper records are shredded using a cross-cut shredder 

 Electronic records are permanently deleted 

 
The right to erasure under Article 17 UK GDPR may not apply where retention is required by law, for the 

establishment, exercise or defence of legal claims, or to comply with professional indemnity insurance obligations. 

 

 



  

7. Data access and sharing 
 
Access to client data at The Metta Centre for Trauma Therapy is restricted to the following parties, each 

bound by appropriate confidentiality arrangements: 
 

Party Data accessed Purpose 

 
Clinical Lead, Karen Stowe (data 
controller) 

 
All client data 

Provision of therapy and management of 

therapists and charity 

Other therapists involved in a 

client's care 

 
Clinical records 

Providing treatment as part of the 

client's care 

 
Clinical supervisor 

 
Anonymised case material only 

Professional supervision and case 

consultation 

 
External bookkeeper/accountant 

 
Invoice and payment data only 

Financial administration and tax 

compliance 

 
Coordinator All client data Supporting the Clinical Lead with 

management of therapists and charity 

appointment scheduling and general 

administration 

 
All parties with data access are subject to contractual confidentiality obligations or professional duties of confidence. 

 
Third-party disclosures: Client data is not shared with any other third parties except where: 

 
 The client provides explicit consent 

 Disclosure is required by law (for example, court order) 

 There is a serious and imminent risk of harm (safeguarding) 

 

 
8. International data transfers 

 
The following third-party services used by The Metta Centre for Trauma Therapy may transfer personal data outside 

the United Kingdom: 
 

Service Provider Location Transfer safeguard 

WordPress Automattic Inc USA Standard Contractual Clauses (SCCs) 

YouTube Google LLC USA Standard Contractual Clauses (SCCs) 

Zoom Zoom Video Communications Inc USA Standard Contractual Clauses (SCCs) 

Microsoft Teams Microsoft Corporation USA Standard Contractual Clauses (SCCs) 

Dropbox  Dropbox International Unlimited 
Company 

ROI Standard Contractual Clauses (SCCs) 

WebHealer WebHealer Ltd UK No international transfer 



  

Where data is transferred to the USA, we rely on Standard Contractual Clauses (SCCs) or International Data Transfer 

Agreements (IDTAs) as appropriate safeguards, in accordance with UK GDPR Chapter V and the Data (Use and 

Access) Act 2025. The USA does not currently have a UK adequacy decision. 

 
 
 
9. Safeguards 

 
The Metta Centre for Trauma Therapy implements the following safeguards to protect special category data: 

 
a. Processing is limited to the therapeutic purpose for which data was collected 

b. Data is not shared with third parties except where legally required, for safeguarding purposes, or with explicit 

client consent 

c. Clinical supervision uses anonymised case material only — no identifiable client information is disclosed 

d. All processing adheres to the professional standards expected of practitioners in private practice and the 

common-law duty of confidence, which together establish a professional obligation of confidentiality 

e. ICO registration is maintained as required 

f. Clients are informed of their rights and all processing activities via our privacy documentation 

g. Staff, volunteers and contractors receive appropriate training on data protection and confidentiality 

 
 
 
10. Procedures for ensuring compliance 

 
The Metta Centre for Trauma Therapy maintains the following procedures: 

 
a. Annual review: This document and all data protection policies are reviewed annually 

b. Training: All staff and contractors with access to personal data receive data protection guidance 

c. Incident response: Procedures are in place for identifying, reporting and responding to personal data 

breaches 

d. Subject access requests: Procedures are in place for responding to data subject rights requests within 

statutory timeframes 

e. Documentation: Records of processing activities are maintained as required by Article 30 UK GDPR 

 
 
 
11. Review 

 
This Appropriate Policy Document is reviewed annually and updated whenever processing activities change 

materially. It will be retained until six months after the relevant processing of special category data ceases. 

Next review date: 16 June 2027 

 

 
Signed: Karen Stowe  

Position: Data Controller, The Metta Centre for Trauma Therapy 



  

Date: 16 June 2026 

 

 
This document is prepared in compliance with Schedule 1, Part 4 of the Data Protection Act 2018 and must be 

provided to the Information Commissioner's Office on request. 
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