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1. Introduction 
 

This policy sets out the obligations of Lorna MacLean (Bowen Therapist trading as “Bowen 
Time”) regarding data protection and the rights of her clients in respect of their personal data 
under EU Regulation 2016/679 General Data Protection Regulation (“GDPR”). 
 
The Policy is to ensure that all personal data kept and processed by Bowen Time is dealt with in 
accordance with the GDPR. The data provided by the Bowen Time clients will be stored safely 
and securely.  
 
The GDPR defines “personal data” as any information relating to a natural person who can be  
identified, directly or indirectly, in particular by reference to an identifier such as a name, an 
identification number, location data, online identifier or to one or more factors specific to the 
physical, physiological, genetic, mental, economic, cultural or social identity of that person. 

 
Bowen Time is committed not only to the letter of the law but also to the spirit of the law and 
places high importance on the correct, lawful and fair handling of all personal data respecting 
the legal rights, privacy and trust of all its clients. 
 

2. The Data Protection Principles 
 
The GDPR sets out the following principles with which any party handling personal data must 
comply. All personal data must be: 
 

1. Processed lawfully, fairly and in a transparent manner in relation to the person. 
2. Collected for specified, explicit and legitimate purposes and not further processed in a 

manner that is incompatible with those purposes. Further processing for archiving purposes 
in the public interest, scientific or historical research purposes or statistical purposes shall 
not be considered to be incompatible with the initial purposes. 

3. Adequate, relevant and limited to what is necessary in relation to the purposes for which it 
is processed. 

4. Accurate and, where necessary, kept up-to-date. Every reasonable step must be taken to 
ensure that personal data that is inaccurate, having regard to the purposes for which it is 
processed, is erased or rectified without delay. 

5. Kept in a form which permits identification of the person for no longer than is necessary for 
the purposes for which the personal data is processed. 

6. Processed in a manner that ensures appropriate security of the personal data, including 
protection against unauthorised or unlawful processing and against accidental loss, 
destruction or damage using appropriate technical and organisational measures. 
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3. Why the data is kept  

 
Bowen Time needs to keep personal details of clients in order to record, guide and supervise 
their progress and be able to communicate effectively with the client for the best outcomes. It 
is also used to compare progress from treatment session to treatment session and to highlight 
changes, red flags, yellow flags, action to be taken and a detailed dialogue of treatment 
provided.  

 

4. What data is kept 
 
For each client, certain items of personal data will be recorded, including name, address, date of 
birth, telephone number, email address and relevant medical information relating to the 
treatment sessions. Most of this data is collected at the start of the first session. 
 
Some information may be shared by email or text message to ensure the smooth running of the 
client’s treatment. On occasion data from relevant medical notes / letters and scans may also 
form part of the data collected and held by Lorna MacLean. 
 
Personal data about presenting symptoms and the treatment provided will also be documented 
in detail. 
 
Collection of data will happen via pen and paper note taking, secure email, text messages, 

occasionally photographs, videos and letters by mail. No personal data will be collected via social 

media. 

All data will be held securely. 
 
No client files are left on surfaces for other clients or any other third party to read. 
 

5. How the data is used 

 
Data will be used to communicate appointments and note session information, progress, 
relevant referrals and relevant consented media. 

 
The data is kept safely and securely in Lorna MacLean’s home. At treatment sessions, it will be 
used in her treatment room or at the client’s home – if a home visit has been requested.  
 
Client files are predominantly paper based and are kept securely and out of view. No copies are 
taken.  
 
Client names with date and amount of payment are kept on a spreadsheet which is password 
controlled.  
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Appointment confirmation letters are held electronically and contain names only. The laptop is 
locked with passcodes. 
 
No data is shared with 3rd parties without the explicit consent of the individual client.  
 
No data is sold to third parties for any reason. 
 
Occasionally photos are taken and text messages exchanged via Smartphone. The phone is 
encrypted with a pin number / finger print recognition.  
 
No sensitive / identifiable data is typically sent by email. In the event that this is necessary, there 
will be nothing in a single email message to identify the client.  Unique reference codes will be 
used to link messages. 
 

6. Who will the data be shared with? 

 
Data is rarely used to communicate and be shared outside of the treatment environment. On 
occasion you may be asked for permission for the information to be shared with another 
practitioner or medical service for referred treatment. In this instance, full permission will be 
requested first.  
 
If data does need to be shared, the personal data will be sent by post or email separately to the 
treatment information and a personal allocated reference code will be used to ensure the 
individual client cannot be identified without the 2 pieces of data recording being put together. 
 
Where a client experience is shared with the public, either on Bowen Time’s website or in 
advertising, only the client’s first name will be used and only with consent from the client 
themselves. Where a client experience is referenced by Bowen Time in a social media posting, 
no names or other identifying data will be used.  
 

7. How long the data is kept 

 
In accordance with Bowen Time’s insurance policy (provided by Balens), client records will be 
kept for a minimum of 7 years following the last treatment session. Where the client is a minor, 
i.e. under the age of 16 years, the records will be kept for at least 7 years after they reach the 
age of majority (18 years). 
 

8. Treatment Room Security 
 
Bowen Time’s treatment room is protected by one CCTV camera. Footage is not monitored in 
real time. It will only be checked in the event of a security related incident pertaining to the 
building or that area of the garden.  


