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COUNSELLING CONTRACT  

• The sessions will be at the time, day and interval as agreed. They will last 50 minutes. 

• If you need to cancel an appointment, I would appreciate it if you could give me 24 hours notice. I will 
try to reschedule the appointment. When rescheduling is not possible, I will have to charge for the 
missed session. 

• If you cancel your first appointment without the 24-hour notice, or do not attend it, a prior payment 
will be needed before booking the next appointment.  

• I will give you, where possible, one month’s notice for any holiday. I would appreciate it if you could 
also give me similar notice. 

• If you are unable to attend 3 sessions in a row without contacting me, I will have to assume you no 
longer wish to continue with our sessions. Should this happen, I will write to you to let you know. 

• The fee for the session is: £75 for counselling, £90 for EMDR, £90 for Couple Counselling, £120 for EFP. 

• The content of the sessions will be confidential. However, I have regular supervision as required by the 
BACP, during which I discuss my work, ensuring your anonymity. My supervisor also abides by the 
same confidentiality policy. 

• To ensure the privacy and safety of the therapeutic relationship, clients are prohibited from recording 
sessions by any means. Any unauthorised recording will result in the immediate discontinuation of 
services, and I reserve the right to take further action.  

• The confidentiality policy does not cover the following: 
1. If you disclose that you are in danger of seriously harming yourself or somebody else; 
2. If child abuse has been disclosed; 
3. If an abuse of a non-consenting adult or underage person has been disclosed; 
4. A miscarriage of justice will occur; 
5. When a Court of Law summons me. 

 
However, any necessary changes in the confidentiality agreement will be made with prior consultation with 
you, where possible. Please note that I work with a qualified external accountant who will have view‑only 
access to my business bank account.  
 

• Abusive or threatening behaviour by either me or a client is not acceptable. I reserve the right to 
terminate a session in such cases. 

• I abide by the Code of Ethics and Practice of the British Association of Counselling and Psychotherapy 
(BACP). In the case of a complaint, you have the right to approach the BACP. 

• My practice follows UK regulations and legislation, and any disputes are subject to UK law. 

• I cannot provide an emergency service for clients. If you find yourself in a major crisis and were 
considering serious self-harm it would be vital to get immediate help. This could include contacting 
your GP, or going to your nearest accident and emergency department (A & E). You could also call the 
Samaritans on 116 123 or visit their website www.samaritans.org 

 
Client Signature: 
 
Counsellor Signature: 
 
Date:  

Please Turn Page for the Privacy Policy 
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Privacy Policy 
 
The Practice will always make it clear to you when we collect your personal information and will explain to you what we intend 
to do with it and how long we store it. For the purpose of the Data Protection Act 1998   (soon to be General Data Protection 
Regulation (GDPR) (Regulation (EU) 2016/679)) , the data controllers are Maya Gagni and Shirani Situnayake  
 
Website 
When someone visits our website we use a third party service, Google Analytics, to collect standard internet log information 
and details of visitor behaviour patterns. We do this to find out things such as the number of visitors to the various parts of the 
site. This information is only processed in a way which does not identify anyone. We do not make, and do not allow Google to 
make, any attempt to find out the identities of those visiting our website.  
When you contact us via our website, your contact details will be stored only for the purpose to contact you back and discuss 
how we can help you. If we cannot help you, your details will be deleted from our emails.  
Our website is fully protected and encrypted and we do not collect Cookies. 
 
Collecting and Storing your information 
When starting counselling we will collect your contact details and some basic information about you.  
By filling the form you will give us the consent to store your information.  
After each session brief notes will be written for the sole purpose of maintaining a record of what has been discussed.  
The information you will give us and the notes will be stored and kept securely and confidentially in a safe filing system. Any 
electronic correspondence is stored in an encrypted computer system protected by an Antivirus system that is updated on a 
regular basis. 
Your details will be stored for 7 years (Statutes of limitation under Civil Law or Tort)  
 
Sharing your information  and the confidentiality agreement  
Maintaining confidential services at the Practice is paramount to our work.  
Consent to disclose information will be sought whenever possible.  
 
Accessing your information - Subject Access Request (SAR) 
What is a subject access request? 
Under the Data Protection Act 1998 an individual has the right to request all personal data that a Data Controller holds about 
them by making a subject access request.  The Data Protection Act gives Data Controllers 40 calendar days to complete a 
subject access request. This time starts from the day we receive a clear request and enough identification to be sure that the 
request is from the data subject. Once this information has been received the designated Data Controller (your counsellor) will 
contact you to acknowledge that the 40 day period has started.  
You can make a request to access your personal information by filling in a SAR form and e-mailing it to 
maya.gagni@protonmail.com  for the attention of your counsellor. 
 
Your rights to rectification and erasure  
You have the right to ask us to rectify any information we hold about you and to delete this, including your personal 
information that is no longer relevant to original purposes – for example when the therapeutic relationship has ended or if you 
wish to withdraw consent. In all cases and when considering such requests, these rights are obligatory unless it’s information 
that we have a legal obligation to retain. 
 
Your rights to data portability  
You have the right to receive your personal information as previously provided, and to transfer this information to another 
party. 
 
Digital tools: 
AI is used occasionally to assist with drafting and refining administrative communications, including emails, text messages, 
appointment-related correspondence, and business documents. No identifiable client information, counselling records, or 
session content is entered into AI systems AI-generated content is reviewed and edited before use. 
 
Complaints 
If you have any concerns or complaints about how I handle your data, you can contact me directly at 
maya.gagni@protonmail.com I will review your concern and respond within 30 days. 
If you feel that your complaint has not been resolved to your satisfaction, you have the right to contact the Information 
Commissioner’s Office (ICO). You can do so via their website or by phone: Website: ico.org.uk, Helpline: 0303 123 1113 
The ICO can provide independent advice and guidance on data protection matters. 
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