SHETLAND BEREAVEMENT SUPPORT SERVICE

ASSESSMENT APPOINTMENT – PERSONAL DETAILS 
                             

Complete and return to Shetland Bereavement Support Service, Market House, 14 Market Street, Lerwick or bring with you to your assessment appointment 

	Date:
	


	Date of Birth:
	


	First Name:
	
	Surname:
	


	Nationality
	
	If UK, 
 Ethnic Origin:
	


	Family Details:

Next of Kin:

Relationship to you:

Tel. No:

Family Members living with you:

(Relationship & age)


	Home Address:



	Telephone:
	

	Mobile:
	


	Email:
	


	Name, Address & Phone Number of your G.P:


Do we have your permission to speak with your G.P.                                 Yes        No

if we feel you are at risk?          




	How did you hear of the Service? 
	



Have you seen a counsellor here before?
    Yes

No

	
	

	If yes, who did you see and when?
	



                          

Do we have your permission to access previous notes?
Yes Yes  
    No

It would be helpful if you could briefly explain why you wish to see a counsellor:

	Significant recent bereavement(s):

Within 3 months (relationship):

Within 6 months:

Within 12 months:

Over 12 months:




Important  

We guarantee confidentiality but cannot guarantee anonymity.

Please confirm your details are correct and you have read the attached “Code of Practice on Confidentiality & Data Protection”: 

	

	Signed …………………………………………………………………………..


Shetland Bereavement Support Service

Code of Practice on Confidentiality and Data Protection 

This leaflet outlines our responsibility and practices in respect of information on clients and explains our policies on confidentiality and data protection

Confidentiality

We will not pass on personal information about a client (including information on attendance) to anyone outside the Service subject to the following exceptions:

· Where a counsellor has the permission of the client to disclose the information or data

· Where a counsellor would be liable to civil or criminal court procedure if the information was not disclosed

· Where a counsellor believes the client is in serious danger.

In any of these circumstances, the counsellor or support worker will normally encourage the client him/herself to pass on information to the relevant person/agency.  If there is no indication that this has happened, and if the crisis or danger is sufficiently acute, the counsellor or adviser may pass on the information directly.

Consent to disclose information will be sought from the client, if at all possible.

Consultation

In line with their professional requirement counsellors and support workers may discuss their work with a consultant external to the Service.  In this process, the identity of the client is not revealed.  The purpose of consultation is to help the counsellor or adviser reflect on their work.

Liaison and correspondence

With the permission of the client it may be appropriate for the adviser or counsellor to liaise with or write to a third party for example a GP,  but this will only be done with the consent of the client.

Record Keeping and Data Protection

It is usual practice for counsellors to keep records on clients and their sessions. Counselling notes record background information and the issues raised and worked on in the sessions.  These will vary in length and detail.  Points of concern are also noted.

All notes are kept safely under lock and key.  

Access to notes

Under the Data Protection Act, clients have a right of access to all notes kept on them.  If those notes contain references to other individuals, these may only be made available to the client if a third party’s anonymity is protected.  It will be important not just to show the notes to the client, but for the support worker or counsellor to talk to them about what their file contains and why.  

If a client’s file includes a letter or additional information from the person responsible for their clinical care, usually their GP or psychiatrist, consent from the relevant practitioner must be obtained before the correspondence is disclosed.

If a client wishes to see their file, they should ask their counsellor giving at least two weeks’ notice.

Security

All notes and records are kept securely locked within the Service.

In line with legal requirements, an adviser’s notes are kept for a period of 7 years and counselling notes for 5 years.  After this time they are destroyed by shredding.

Codes of ethics

The counsellors and support workers adhere to COSCA – the professional body for counselling and psychortherapy in Scotland -  Code of Ethics and Practice.  Copies of this are available from the Service.  

SBSS Relevant Policies:

Data Recording Policy

Record Keeping Policy

Client Complaints Policy

SHETLAND BEREAVEMENT SUPPORT SERVICE

Client Consent Form

Data Protection

Introduction

In order to come into bereavement support counselling Shetland Bereavement Support Service (SBSS) will ask you for some data about yourself.  The Data Protection Act 1998 requires us to inform you about what data we hold and how you can access this data.  The Data Protection Act 1998 is available at the following website: http://www.opsi.gov.uk/ACTS/acts1998/19980029.htm.
 

Types of data
SBSS will ask you for some details so that you can be registered.  When you attend your first appointment you will be asked for further personal details.  After each counselling session your Counsellor will make some session notes.  This means that  SBSS will hold some ‘personal data’ and some ‘sensitive personal data’.

 

Personal data

 

This includes the details asked for when you register for counselling and when you fill in the consent form.  This data is kept by SBSS in a number of ways.  The registration form and paper copies of the consent form are kept in a folder in a secure cabinet.  Your personal details from both of these forms are then entered onto SBSS database.

 

Sensitive personal data

 

Specific details can be found in Part 1 Section 2 of the Data Protection Act 1998.  The SBSS consent form will ask you for your nationality and your Counsellor may include some sensitive personal data on the database and in your session notes.  Counsellor’s session notes are stored securely, electronically and without your name on them in order to protect your anonymity.
 

Other sources of data

Evaluation Questionnaires 

 

During your first appointment you will be asked if you are prepared to fill in a copy of the SBSS Evaluation Questionnaire.  If you do agree to fill in an Evaluation Questionnaire this will be sent to you one month after your final session of counselling.

 

E-mails

 

Within SBSS all e-mails from clients who are registered with SBSS will be stored as part of the Counsellor’s session notes.

Electronic Data Recording

Generally, data will be used only for the purposes for training, assessment or supervision of the client or counselor by a bone fide organization and it will be destroyed immediately after this purpose has been completed.

See separate policy on Data Recording.

 

Access to data

Access to SBSS registration forms and database is limited to those who ‘need to know’, for the effective running of the Service.  This is limited to the team of Counsellors and the administrative staff.   Access to session notes is restricted to the Counsellor you are seeing, unless there are exceptional circumstances requiring otherwise.  Exemptions to data protection are listed in Chapter 29 of the Data Protection Act 1998.
Accessing your records

All requests for individual records, either confirming dates or times of appointments, or providing session notes, must be made in writing detailing the information required, and directed to the Chair of SBSS. 

Use of data

SBSS is required to produce reports, which are constructed from anonymous quantitative statistics to inform funders about the work it is doing.  

I agree and give my consent to data recording of my details being kept under the above conditions.

Client Signature ……………………………  Print Name ………………………

Support Worker/Counsellor …………………………………..

Date ……………………………………………………………………
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