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DATA PROTECTION POLICY 

 
At MCTC, every effort is made to protect our records and all information 

held about anyone visiting the Centre or making enquiries via telephone, 
email or post.  

MCTC adheres to the eight principles of data protection set out in the Data  
Protection Act 1998 
These state that data must be: 

1. fairly and lawfully processed 
2. used for limited purposes 

3. adequate, relevant, not excessive 
4. accurate 

5. not kept longer than necessary 
6. processed in accordance with the data subject's (eg the 

customer) rights 

7. secure 
8. not transferred to countries without adequate protection 

 
PAPER RECORDS 

1. CLIENT CONTACT DETAILS are: 

 Stored in a card index separately from the clinical records in 
a separate metal filing cabinet in the office which is locked 

when the Centre is closed  
 Also stored on an anonymised database for the purposes of 

maintaining statistics for use in reporting to the Trustees, the 

Charity Commission, Companies House and other agencies 
such as funders, service users etc 

2. CLINICAL RECORDS are: 
 hand written 
 anonymous 

 identified only by the client’s MCTC corresponding code 
number 

 Stored in a locked metal filing cabinet in the office which is 
locked when the Centre is closed 

 Not made available to anyone unless requested by a judge 

for a court case 
 Archived to a separate locked metal filing cabinet in the office 

which is locked when the Centre is closed, when a client 
finishes therapy 

 Destroyed by shredding or burning after six years from the 

date of the client’s final visit to the Centre. 
3. CLIENT CORRESPONDENCE (ie Hard Copies of correspondence 

between the client and the Centre and correspondence with other 
agencies or health professionals concerning the client) is: 

 Stored separately from the clinical records in a separate 
metal filing cabinet in the office which is locked when the 
Centre is closed 

 Identified by the client’s MCTC contact code number 
 Marked ‘Private and Confidential’ 
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CLIENTS’ MOBILE PHONE NUMBERS are: 
 Stored in a card index separately from the clinical records in a 

separate metal filing cabinet in the office which is locked when the 
Centre is closed  

 Also stored on the MCTC computer address book for the duration of 

the client’s therapy 
 Used to communicate with clients regarding appointment changes 

 Deleted from the MCTC computer address book when the client 
finishes therapy 

 

ELECTRONIC DATA 
Appropriate security is in place and is regularly maintained around the 

MCTC website and email account. 
 
1. COMPUTER FILES (Letters to clients, downloaded email attachments, 

reports and references concerning clients) 
 Stored on the MCTC computer system, which is password-    

protected, in encrypted files in folders marked ‘Confidential’ 
 Accessed only when necessary and by authorised staff 

 
2. EMAILS to and from CLIENTS are: 

 Transferred daily to an email folder marked ‘Confidential’   

 Stored in email folders marked ‘Confidential’ for the duration of the 
client’s therapy 

 Deleted after the client’s final session 
 Attachments are downloaded and transferred to encrypted files in 

folders marked ‘Confidential’ 

 
3. CLIENTS’ EMAIL ADDRESSES are: 

 Stored on the MCTC computer and email server for the duration of 
the client’s therapy and thereafter provided the client gives 
permission for this  

 Used, for the duration of the client’s therapy, to communicate with 
the client regarding appointments and other issues of concern to 

the client and to respond to client enquiries or concerns 
 May be stored, with the client’s permission, on a variety of 

distribution lists depending on the client’s relationship with the 

Centre eg Breath of Life Workshops, Courses etc 
 

TELPEHONE DATA 
 Voicemail messages left on the MCTC phone are retrieved each 

morning and during the working day by authorized staff only. 

 Messages are deleted as soon as the information left in the 
message has been processed and responded to. 

 
 


