POULTER COUNSELLING 

Privacy Policy
During the course of your assessment and treatment, personal health information is collected about you. As my client, it is essential for me that your privacy is treated with the upmost respect. This document describes the privacy policy of my private practice that is designed to protect and safeguard your personal information. 

Please read this document prior to therapy. I will be happy to address any questions or concerns you may have at our first appointment. There is a section on the bottom of your Confidentially Agreement for you to sign that you have read, understand and consent to the collection, use, authorized disclosure and storage of personal information outlined in the privacy policy as described below. 
Your Rights to Privacy 

The privacy of personal information is regulated provincially under the Personal Health Information Act, 2004 (PHIPA) and federally under the Personal Information Protection and Electronic Documents Act, 2004 (PIPEDA). These acts contain specific rules on how therapists may collect, use, retain, disclose and dispose of your personal information. The principles regarding the use of personal information established in my practice conform to the current requirements of PHIPA and PIPEDA. 

What Is Personal Information?

Personal information is information about an identifiable individual. It includes a variety of information pertaining to an individual’s personal characteristics (e.g. gender, age, home address, phone number, and family status), health (e.g. health history, health conditions, health services received), activities, and/or views (e.g. opinions). 

How is Personal Information Collected?

Personal information is generally obtained through client interviews and telephone discussions, completion of background information forms, psychological tests, and questionnaires. I may also collect personal information when I receive a referral of a possible client. I use this information to make a preliminary judgment about whether my services are likely to be relevant and to contact a potential client.

Purposes for Collecting Personal Information
For my clients, the primary reason for collecting personal information is to provide psychological assessment and treatment. For example, I collect information about a client’s history, including their family history, physical condition and function, and social situation in order to help me assess what their psychological health needs are, to advise them of their options, and then to provide the psychological care they choose to have. 

Information may also be obtained to gather a baseline of health and social information so that in providing ongoing health services, I can identify changes that occur over time. Collecting information may beneficial to provide feedback to family physicians or another third party, providing that the client has issued written consent to do this. 

Like other organizations, I also require personal information for the purpose of invoicing clients for goods or services and to collect unpaid accounts. As well, in cases where you have provided consent to third-party payers (insurance companies) I may need to provide information to demonstrate your entitlement to funding. 

Protecting Personal Information

I understand the importance of protecting personal information. For that reason, I have taken the following steps:

· Paper information (i.e.: progress notes, assessments, reports to physicians, referral notes, invoices etc.) are either under supervision or secured in a locked or restricted area at all times. 

· Electronic hardware is either under supervision or secured in a locked or restricted area at all times. In addition, passwords are used on computers. 

· Paper information is transmitted through sealed, addressed envelopes or boxes by reputable companies. 

· With consent, electronic information is sent via email or fax. Fax cover sheets identify the recipient, have a privacy clause and the fax number has been confirmed. 

· If your personal information consisting of your name, dates of visits and amounts paid for service are seen by accounting and legal professionals with whom I consult to assist with the operations of this practice, they are mandated by their own regulatory bodies to maintain in confidence regarding any personal information they access through the course of their duties. 

· Finally in the rare cases where clients persistently fail to pay for services rendered, information sufficient to collect the debt (consisting only of name, address and contact information) may be released to a professional collections service. 

Retention and Destruction of Personal Information

I need to retain personal information for some time to ensure that I can answer any questions you might have about the services provided and for my own accountability to external regulatory bodies. However, I will not keep personal information for too long in order to protect your privacy.

· I destroy paper files containing personal information by shredding. 

· I destroy electronic information by deleting it and, when the hardware is discarded, I ensure that the hard drive is physically destroyed. 

Access to Personal Information

Clients have the right to access their counselling records however I have the responsibility to ensure that access is managed in a timely and orderly manner. Upon request I will be happy to provide you with a good quality copy of the relevant content and review this information with you. I reserve the right to charge a fee for such requests.

Parents or other legal guardians have a right of access upon formal request to their child’s counselling record however this is not a absolute right and any such request should be managed on a “need to know basis” and based on my judgment as to what is in the best interest of the child considering the nature of the information, the age of the minor and his or her capacity to give consent. 

If for some reason you believe there the personal information collected is inaccurate, and I agree there is an error, I will make the appropriate corrections and notify anyone to whom I sent the information. This applies to factual information and not to any professional opinions that I may have formed.

If You Have Questions

I am the Privacy Officer for my private practice and will make every effort to answer any questions or concerns you might have.

If you wish to make a formal complaint about my privacy practices, you may make it in writing to me. I will acknowledge receipt of your complaint, ensure that it is investigated promptly, and see that you are provided with a formal written decision with reasons.

For general inquiries regarding privacy issues, you may wish to contact the Information and Privacy Commissioner of Canada that oversees the administration of the privacy legislation in the private sector and acts as an ombudsman for privacy disputes. The Information and Privacy commissioner can be reached at 112 Kent St., Ottawa, Ontario K1A 1H3.

