What data does Tatton Psychology Ltd trading as
Autistic Girls/Women store and how is it stored and
processed?

What data do we store

e Personal data such as name, date of birth, email address, phone number (and all
other data submitted through our booking form)

e (linical data such as notes taken by our clinicians, results of our own or
standardized questionnaires, reports written by clinicians

e Financial data — any data collected through payment for our services

How do we store it?
Personal data as detailed above.

Including all data submitted through our booking form is stored in a Google spreadsheet.
This Google account is protected by 2 factor Authentication and is only accessible by a
limited number of people who need to process this data in order to fulfil our contract with
you namely or managers, administrators and IT support staff. Once payment has been made
the data from the booking form is transferred to your client file and will be made available to
the clinician(s) working on your assessment only. This is retained for 7 years.

Your email address and name are also stored in our client management system, so that we
can fulfil our contract with you, data is removed from our client management system 90
days after the screening call, unless a booking is made. If you have a full assessment it is
archived after your assessment is completed and stored for 7 years.

Your name and email address are also stored in our email platform. We use this to
automatically send emails through our process to keep you informed of what is happening
and to ask you to complete the next step in the process.

Clinical Data
There are various stages and types to the clinical data we collect.
Adults complete a screening questionnaire prior to booking a screening call.

For those who do not go on to book a screening call or don’t book a full assessment, we
retain this data for 1 year. This allows time for clients to book without any time pressure
from us, but equally means we don’t hold on to your data for longer than we need to. For
clients who do book an assessment with us, this data will be included in you final
assessment and will be retained for 7 years. During the screening call, the clinician will take
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notes, these will also be retained for 1 year if no booking is made and 7 years if you have a
full assessment with us.

Your clinical data is stored on our private company SharePoint site. This site is accessible only
to those who need access to it, including clinicians, administrators, managers and IT support
team. This SharePoint site protected by 2 factor authentication. We also automatically
backup the contents of this site to the company OneDrive account. This is only accessible to
Management and IT support staff.

There are a number of standardised questionnaires we use as part of the assessment
process. The results of these are stored on the platforms own servers and are also added to
your client file along with all other clinical data we hold about you.

Financial data

This is collected by our payment provider GoCardless. We see very limited information about
our clients accounts and this is used purely to collect payment for the services your have
asked for through your booking form. The only data we have access to through this platform
is your name and email address. These may be different from those you gave on the booking
form, sometimes a family member will pay on behalf of our client. We do not use this name
and email address any further. The only communication you will receive will be directly from
our payment provider confirming your payment.

How your data is processed

Primarily we process your data in order to provide you with a service, namely an
Autism/ADHD assessment. We are bound by certain legal requirements such as GDPR/Data
Protection Act. These state that we must only hold personal data for as long as is necessary.
There is other legislation around Health data meaning we have to keep this information for 7
years.

We never share your data outside of our organisation without your written permission,
except in the circumstances outline below.

How we share your data

Under most circumstances we do not share your personal/clinical/financial data at all.
However there a limited set of reasons why we may have to

e Legal requirement. In some cases law enforcement agencies may require us by
law to share clients personal data, if required by law we will do this.

e Safeguarding. Where there is a safeguarding concern about a client, we will share
personal and clinical data as necessary to fulfil our legal and moral obligation to
protect those using our service.

Under no circumstances will we sell your data or share with 3 party companies without
your permission, except for the reasons stated above.
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Use of artificial intelligence tools

During your assessment we may use artificial intelligence tools to aid our service. We
may use them at the following times and in the following ways;

e During your screening call — we may use Al tools to take notes and summarise the
session. All transcripts will be removed from the Al platform and added to your
client file within 48 hours of your screening call

e During assessment sessions —we may use Al tools to create a transcript of the
session and aid in notetaking for the clinician. All transcripts will be removed
from the Al platform and added to your client file within 48 hours.

e We may use Al tools to summarise written information given to us by you or your
collaborator. Once processed through an Al tool, any transcripts will be removed
from the Al platform and added to your client file within 48 hours.
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