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Privacy Policy 

Privacy of personal information is an important principle my practice and is bound by 

the ethics and guidelines of my social work practice.    

 For my clients, the primary purpose for collecting personal information is to provide 

personal counselling. For example, I collect information about a client's mental health 

history, including their family history, physical condition and function in social 

situations in order to help   assess what your  mental health needs are, to advise you of 

your options and then to provide the counselling care you choose to have. 

 A second primary purpose is to obtain a baseline of mental functioning and social 

information so that in providing ongoing counselling services we can identify changes 

that are occurring over time.   

 The most common examples of secondary purposes are as follows:  

 To invoice clients for goods or services (i.e.: missed appts;)  

  To advise clients and others of special events or opportunities (e.g., a workshop, 

development of a new service) that I may have available.  

 I review client and other files for the purpose of ensuring that I provide high 

quality services,  

 In addition, external consultants (e.g., auditors, lawyers) may on my behalf do 

audits and continuing quality improvement reviews of my services, including 

reviewing client files.  

 

I retain   client information for a minimum of seven years to enable myself to respond to 

those questions and provide these services (my regulatory College also requires me to 

retain client records).  

Protecting Personal Information 

 

 I understand the importance of protecting personal information. For that reason, I have 

taken the following steps:  



 Paper information is either under supervision or secured in a locked or restricted 

area.  Electronic hardware is either under supervision or secured in a locked or 

restricted area at all times. In addition, passwords are used on computers.  

 External consultants and agencies with access to personal information must enter 

into privacy agreements with me and in addition need to have your permission to 

obtain any information unless it is within the limits of the law, such as child 

protection, or a mental health emergency requiring that information be given to a 

physician in order to keep you safe from harming yourself or others.  

 

Destruction of Personal Material 

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 do not want to keep personal information too 

long in order to protect your privacy. I keep   client files for seven years. I destroy paper 

files containing personal information by shredding.   


