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1. Introduction
Ray of Light Therapeutic Services CIC (“we”, “our”, or “us”) is committed to protecting your privacy and ensuring the security of personal information.
 This Privacy Policy explains how we collect, use, store, and share personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
We recognise that confidentiality and trust are central to the therapeutic process, and we handle all information sensitively and responsibly.

2. Who We Are
Ray of Light Therapeutic Services CIC
 Registered in England and Wales: 16540299
 Registered Office: Woodley, Stockport, Cheshire, SK6 
 Email: sara@rayoflight.uk
 Telephone: 07502609040
We provide child-centred and trauma-informed therapeutic services for children, young people, and families, working closely with schools, parents/carers, and partner organisations.

3. What Information We Collect
We collect and process personal information that is necessary for us to deliver therapeutic services safely and effectively. This may include:
a) Personal details
· Name, date of birth, and contact details (address, email, phone number)
· Parent/carer or guardian contact information
b) Referral and assessment information
· Background details relevant to the child or young person’s emotional, behavioural, or mental health needs
· Information provided by schools, parents/carers, or professionals
c) Therapeutic information
· Session notes (kept brief and factual)
· Progress reports or summaries for schools or parents/carers (shared only with consent)
d) Administrative information
· Invoices, payment records, or contracts (where applicable)
· Attendance records and correspondence
We collect this information directly from you or from authorised professionals involved in the child’s care.

4. Legal Basis for Processing
We process personal data under the following legal bases, as defined in the UK GDPR:
· Contract: when processing is necessary to provide our therapeutic services.
· Legal obligation: when processing is required to comply with safeguarding laws or other legal requirements.
· Consent: where explicit consent has been given to share information with others (e.g., schools or professionals).
· Vital interests: when sharing information is necessary to protect someone from serious harm.
· Legitimate interests: to manage and develop our services responsibly and effectively.
· Research and evaluation (Legitimate Interests / Consent): we may process anonymised data to evaluate our services and contribute to research or best practice development. Any identifiable information will only be used for these purposes with your explicit consent.

5. How We Use Personal Data
We use personal data to:
· Deliver and manage therapeutic sessions.
· Communicate with parents, carers, schools, and relevant professionals.
· Conduct assessments and maintain accurate records of support provided.
· Monitor, evaluate, and improve our services.
· Comply with legal, professional, and safeguarding responsibilities.
We also use anonymised and aggregated data to:
· Evaluate and improve the quality, effectiveness, and outcomes of our services.
· Develop best practice approaches and staff training.
· Report anonymised service impact data to funders, commissioners, or partner organisations.
· Contribute to research or service development projects, where applicable.
All data used for these purposes is anonymised, meaning individuals cannot be identified.
 Personal or identifying information is never shared for research or reporting without explicit consent.
We will never sell, rent, or trade your personal data to third parties.

6. Confidentiality and Safeguarding
All information shared in therapy is treated confidentially. However, confidentiality may need to be broken if there are safeguarding concerns that a child, young person, or vulnerable adult may be at risk of harm.
In such cases, we will aim to discuss this with the individual or their parent/carer wherever possible, unless doing so would increase the risk of harm.
Information may be shared with:
· Social services
· The child’s school or relevant staff
· Health professionals or the police
· Other safeguarding agencies
This is always done in line with our Safeguarding Policy and legal duties.

7. Data Storage and Security
We take all reasonable steps to ensure that personal information is stored securely and protected against unauthorised access, alteration, disclosure, or destruction.
· Paper records are kept in locked cabinets.
· Electronic data is stored on password-protected systems.
· Only authorised members of the Ray of Light team have access to data.
Information is retained only for as long as necessary, in line with our data retention policy and professional guidelines. After this time, data will be securely destroyed.

8. Data Sharing
We only share personal data with third parties when:
· You have given explicit consent, or
· It is required for safeguarding, legal, or regulatory reasons.
Examples include communication with:
· Schools, colleges, or local authorities (with consent)
· Supervisors or clinical consultants (anonymised discussions only)
· Safeguarding agencies (when required by law)
All external parties are required to handle information securely and in compliance with data protection law.

9. Your Rights
Under the UK GDPR, you have the right to:
· Access your personal data.
· Request correction of inaccurate or incomplete data.
· Request erasure (“the right to be forgotten”) where legally appropriate.
· Withdraw consent for data processing (where consent is the lawful basis).
· Restrict or object to processing in certain situations.
· Lodge a complaint with the Information Commissioner’s Office (ICO).
For more information or to exercise these rights, please contact us at sara@rayoflight.uk.
The ICO can be contacted via:
 Information Commissioner’s Office (ICO)
 Website: www.ico.org.uk
 Telephone: 0303 123 1113

10. How Long We Keep Your Information
We retain personal information for as long as is necessary to provide services and meet legal or professional requirements.
 Typically:
· Therapy records: retained for up to 7 years after the end of service (or until the child reaches 25 years old, whichever is longer).
· Administrative and contact data: retained for up to 2 years after contact ends, unless required longer by law.
After this time, all data is securely deleted or destroyed.

11. Updates to This Policy
We may update this Privacy Policy from time to time to reflect changes in law or our practices.
 The latest version will always be available on our website or upon request.

12. Contact Us
If you have any questions or concerns about this Privacy Policy or how your data is handled, please contact:
Ray of Light Therapeutic Services CIC
 Email: sara@rayoflight.uk
 Telephone: 07502609040
 Registered Office: England and Wales 16540299
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