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Introduction 

 
This policy explains how long we keep your personal information, why we keep it, and what happens to it when the 

retention period ends. At The Metta Centre for Trauma Therapy, we only keep your data for as long as necessary and 

dispose of it securely when it is no longer needed. 

I am Karen Stowe,  the charity’s Clinical Lead.  We take our responsibility to protect your information seriously. This 

policy is written in plain English so you can understand exactly what happens to your data. 

 
 
 
Why We Retain Data 

 
We keep your personal information for several important reasons: 

 
 To provide you with effective therapy — having access to your history helps us deliver consistent, high-

quality care 

 To meet our legal obligations — certain laws require us to keep records for specified periods 

 To comply with professional indemnity insurance requirements — our insurers require us to retain 

records in case of future claims 

 To uphold the common-law duty of confidence — we must demonstrate that we have handled your 

information properly 

 To meet professional standards expected of practitioners in private practice — maintaining accurate 

records is a core professional obligation 

 To comply with tax law — HMRC requires us to keep financial records for a set period 

 
 
 
Retention Periods 

 
The table below sets out how long we keep different types of information: 

 

Type of Record Retention Period Reason 
 

Client therapy records 

(adults) 

 
7 years after your last session 

In line with the Limitation Act 1980 and standard 

professional indemnity insurance requirements 

Enquiry and contact data 

(non-clients) 

 
12 months from last contact 

To respond to your query and allow reasonable 

follow-up time 



 
 

Type of Record Retention Period Reason 

Financial records and 

invoices 

6 years from the end of the 

financial year 

 
HMRC requirement under tax legislation 

Insurance records 7 years To support any potential insurance claims 

Website contact form 

submissions 

 
12 months 

Unless you become a client, in which case the client 

retention period applies 

Correspondence (emails, 

letters) 

7 years after last session (clients) 

or 12 months (non-clients) 

To maintain a complete record of our 

communications 

 

 
What We Retain 

 
The types of information we keep include: 

 
 Session notes — brief records of your therapy sessions together 

 Contact details — your name, address, phone number, and email address 

 Payment records — invoices, payment confirmations, and receipts 

 Correspondence — emails, letters, and messages between us 

 Assessment and consent forms — documents you complete at the start of therapy 

 Emergency contact information — details of who to contact in an emergency 

 
 
 
How Your Data Is Stored 

 
We store your information securely using the following methods: 

 
Electronic records: 

 
 Encrypted and password-protected 

 Stored on secure systems with access restricted to authorised persons only 

 Backed up regularly to prevent data loss 

 
Paper records: 

 
 Kept in a locked filing cabinet in a secure room 

 Access restricted to authorised persons only 

 
The following people may have access to your information, as appropriate to their role: 

 
 Karen Stowe — full access to all records as The Metta Centre for Trauma Therapy’s Clinical Lead 

 Clinical supervisor — anonymised case material only, to support best practice 

 External bookkeeper or accountant — payment and invoice data only, for financial administration 

 
 



 
 

 
 Coordinator — Full access to all records in order to support the Clinical Lead and therapists in the delivery of their 

therapeutic work 
 

 Other therapists involved in your care — clinical records as part of providing your treatment 

All parties with access to your data are bound by appropriate confidentiality arrangements. 

 

 
Your Right to Erasure 

 
Under UK GDPR, you have the right to request that we delete your personal information. However, this right is not 

absolute. We may need to refuse or limit erasure where: 

 We are required to keep records under tax law 

 Retention is necessary for professional indemnity insurance purposes 

 Keeping records is required to meet professional standards expected of practitioners in private practice 

 
If we cannot fulfil an erasure request, we will explain our reasons clearly and in writing. We will always delete any 

data we are not legally or professionally required to keep. 

 
 
 
Secure Disposal 

 
When the retention period ends, we dispose of your information securely: 

 
 Paper records — shredded using a cross-cut shredder 

 Electronic records — permanently deleted  

We maintain a disposal log to confirm that records have been destroyed in accordance with this 

policy. 

 

 
 
Changes to This Policy 

 
We may update this policy from time to time to reflect changes in law or our practices. The "last updated" date at the 

top of this page shows when the policy was last revised. 

 
 
 
Questions and Complaints 

 
If you have questions about how long we keep your data, or wish to make a data protection complaint, please contact 

us: Email: admin [at] themettacentrefortraumatherapy.org 



 

If you are not satisfied with our response, you have the right to complain to the Information Commissioner's Office 

(ICO): 

Website: https://ico.org.uk 

Telephone: 0303 123 1113 

 

 
The Metta Centre for Trauma Therapy 

Karen Stowe 

https://www.themettacentrefortraumatherapy.org 

https://ico.org.uk/
https://www.themettacentrefortraumatherapy.org/
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