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Profluence Ltd is registered with Companies House (No:8316794).  Profluence Ltd delivers 
independent Speech and Language Therapy to children and adults in clinic and educational 
settings.  It is owned and directed by Sarah Ellison – a qualified Specialist Speech and 
Language Therapist with extensive experience – 20 years of which was in the NHS.  She is 
a member of RCSLT (Royal College of Speech and Language Therapists) and ASLTIP 
(Association for Speech and Language Therapists in Independent Practice) and is also 
registered with HCPC (Health and Care Professions Council) – the regulator of standards in 
health and care professionals.  Profluence Ltd operates a website at www.profluence.co.uk.   

Profluence Ltd is registered with the ICO (Information Commissioner’s Office) as a Data 
Controller.  This is a legal requirement, to ensure that Profluence Ltd is controlling data as 
specified under the Data Protection Act 1988 and also the new rules which came into effect 
on 25th May 2018 – GDPR (General Data Protection Regulation) and the UK Data Protection 
Act 2018 (similar to GDPR but links into UK rather than EU law). 

Profluence Ltd is committed to protecting the privacy of information provided by clients.  This 
document informs you of Profluence Ltd’s Privacy Policy in relation to the obtaining, storage 
and use of information obtained during initial contact, speech and language therapy 
assessment and provision, and afterwards. 

 

Collection of Personal Information 

Information about you may be collected via spoken (in person or on the telephone) or written 
(by report/e-mail/text) information from you.  Such information will be contact details (name, 
address, telephone numbers, e-mail address); personal details (date of birth, medical history 
– e.g. illnesses and medications); other contacts (name and address of GP and other 
professionals involved in your care); education/work details; sleep patterns; any 
eating/drinking difficulties; languages spoken. 

With your consent, information may also be collected from other professionals involved in 
your care (such as GP, Consultant, private or NHS Speech and Language Therapist).  We 
may also collect information about family members where this relates to you – for example, 
relevant medical or developmental history. 

If your enquiry doesn’t result in you being referred to Profluence Ltd, any details documented 
will be shredded four weeks after the initial contact.  If you are referred to Profluence Ltd the 
initial documented information will be added to your records.  Written permission for 
assessment and treatment must be discussed with you at your first appointment. 

You may use the Profluence Ltd website (www.profluence.co.uk) without providing any 
personal information.  The website contains links to other internet sites which are outside our 
control and are not covered by this privacy policy.  We are not responsible for data which 
you provide through any such linked websites. 

http://www.profluence.co.uk/
http://www.profluence.co.uk/
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Use of Personal Information 

We use personal information: 

 To prepare, plan and provide appropriate speech and language therapy services for 
your needs. 

 To communicate with you via post; telephone; e-mail; text messages (only your 
initials or first name used in the latter two) in relation to: 
- confirming and preparing for appointments. 
- general communication between appointments. 
- copying you in to communications with other professionals involved in your care. 
- occasionally e-mailing you reports, activities, resources, invoices and receipts 

(always password protected if confidential). 
 For clinical audit to assess and improve our services.  Results of audits are always 

presented with all patient identities removed. 
 For management and administration such as preparing our accounts so that we pay 

the correct taxes. 

It is considered best practice to share information with relevant professionals involved in 
your care (e.g. GP, private or NHS Speech and Language Therapist, a medical Consultant) 
in order to work together to best support your needs.  Sharing information may be through 
e.g. written report/letter, in person, telephone call and during meetings about you.   

All patient details, records and correspondence are stored securely and treated 

confidentially.  All sessions, conversations, telephone calls, e-mails and texts are 

documented, to create a complete and accurate record of the contact with you and, where 

appropriate, other professionals in your care.   

E-mail, text messaging and Skype are not deemed to be 100% secure methods of 

communication but they are very convenient to use.  Document attachments will be 

password protected and the password communicated to you either by telephone call or text.  

I will refer to you in an e-mail or text by first name or initials only.  All e-mail and text 

communication will be documented in your records. 

Profluence Ltd does not employ agents to process personal data (e.g. communication 
mailing companies) and will never give or sell patient details to any third parties for 
marketing purposes. 

 

Storage of Personal Information 

Profluence Ltd keeps records for you – to ensure that we have a complete record of our 
services to you.  All paper based confidential information such as your records are stored 
securely in accordance with Data Protection Regulations and locked in filing cabinets when 
not in use.  Confidential, electronic documents (e.g. reports and activities) are accessed via 
an encrypted computer and stored on a secure Cloud storage system.   

Patient telephone numbers are not stored on the Profluence Ltd mobile telephone.  Text 
messages sent to it, however, will remain on the telephone until they can be documented 
into your records.  After which, the text messages will be deleted.  Profluence Ltd will only 
refer to you by first name or initial.  The mobile telephone is only accessible by passcode 
and only by Sarah Ellison, Specialist Speech and Language Therapist.  E-mail addresses 
are not retained on the computer and e-mails are deleted as soon as the communication has 
been documented in your child’s records. 
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Within assessment and therapy sessions videos may be taken of you with your permission.  
These are temporarily stored on a portable video camera.  The video camera will be locked 
away when not in use – until the footage is used to document findings in your records.  This 
will be done within 24 hours of your appointment and then the video will be deleted. 

When your information is taken out of the office base it will be kept either under the Speech 
and Language Therapist’s care or locked in the boot of the Speech and Language 
Therapist’s car (whichever is deemed to be more secure at that time).   

In accordance with the law and with professional standards and recommendations, records 

must be kept for 8 years after you have been discharged from Profluence Ltd.  After which, 

all information will be destroyed.  

 

Safeguarding, Confidentiality and Data Protection 

All personal information that is provided is kept confidential.  The only exception is when 
information is required by law – if you disclose something that puts you or someone else at 
harm.  If any information is disclosed which relates to a protection issue it is the duty of care 
of the professional to disclose this information to the appropriate professionals in accordance 
with the safeguarding procedures.  This duty of care will be carried out as appropriate by 
Profluence Ltd. 

Profluence Ltd follows professional guidelines from RCSLT, ASLTIP and HCPC.  I have 

attended safeguarding training and this will continue to be updated as required by my 

professional standards.  My DBS (police) check is kept up to date via the DBS Update 

Service. 

 

Our Lawful Basis for Processing, Storing and Using Personal Information 

Profluence Ltd’s lawful basis for processing and storing personal information is one of ‘legal 

obligation’ (under Article 6 of GDPR).  Profluence Ltd is legally obliged to keep records – 

therefore data processing is necessary in order to adequately provide services to you.   

Data relating to an individual’s health is classified as ‘Special Category Data’ under Article 9 
of GDPR.  The reason chosen by Profluence Ltd to justify processing your health data is : 
Article 9: 2(b) “Processing is necessary for the purposes of carrying out the obligations and 
exercising specific rights of the controller or of the data subject.” 
 
For ‘legal obligation’, data processing is required to comply with certain laws and 

professional obligations – as follows: 

 

HCPC (Health and Care Professions Council) 

HCPC was established in February 2002 to regulate healthcare professions – in accordance 
with Section 60 of The Health Act 1999 and The Health Professions Order 2001. 

It is a legal requirement for all Speech and Language Therapists to be registered with the 
HCPC, which has clear standards of conduct, performance and ethics that all registrants 
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must adhere to.  These standards affect the way in which information is processed and 
shared.  In particular: 

Standard 2: Communicate appropriately and effectively  

“You must share relevant information, where appropriate, with colleagues involved in the 
care, treatment or other services provided to a service user.” 

Standard 7: Report concerns about safety 

“You must report any concerns about the safety or well-being of service users promptly and 
appropriately.  You must take appropriate action if you have concerns about the safety or 
well-being of children or vulnerable adults.  You must acknowledge and act on concerns 
raised to you; investigating, escalating or dealing with those concerns where it is appropriate 
for you to do so.” 

Standard 10: Keep records of your work 

“You must keep full, clear and accurate records for everyone you care for, treat or provide 
other services to.  You must complete all records promptly and as soon as possible after 
providing care, treatment or other services.  You must keep records secure by protecting 
them from loss, damage or inappropriate access.” 

For further information the full document can be found at: http://www.hcpc-
uk.org/assets/documents/10004EDFStandardsofconduct,performanceandethics.pdf 

 

Records Management Code of Practice for Health and Social Care 2016 

This document describes what people working with or in NHS organisations in England are 

required to do to manage records correctly.  Although Profluence Ltd is independent rather 

than NHS, it is still relevant to refer to because the document is based on current legal 

requirements and professional best practice for the management and retention of records.  It 

was produced by the IGA (Information Governance Alliance) in July 2016.  Within the 

document it clearly states the retention periods for notes after intervention has ceased and 

before being destroyed – for adults, 8 years.   

For further information the full document can be found at: https://digital.nhs.uk/data-and-

information/looking-after-information/data-security-and-information-governance/codes-of-

practice-for-handling-information-in-health-and-care/records-management-code-of-practice-

for-health-and-social-care-2016 

 

RCSLT (Royal College of Speech and Language Therapists) 

The RCSLT website says, “The Royal College of Speech and Language Therapists (RCSLT) 

was established in January 1945 to promote the art and science of speech and language 

therapy – the care for individuals with communication, swallowing, eating and drinking 

difficulties.  The RCSLT is the professional body for speech and language therapists in the 

UK; providing leadership and setting professional standards.” 

The RCSLT has produced a document called ‘Information Governance – Guidance’ which 

states that “Speech and Language Therapists have a legal responsibility to meet information 

http://www.hcpc-uk.org/assets/documents/10004EDFStandardsofconduct,performanceandethics.pdf
http://www.hcpc-uk.org/assets/documents/10004EDFStandardsofconduct,performanceandethics.pdf
https://digital.nhs.uk/data-and-information/looking-after-information/data-security-and-information-governance/codes-of-practice-for-handling-information-in-health-and-care/records-management-code-of-practice-for-health-and-social-care-2016
https://digital.nhs.uk/data-and-information/looking-after-information/data-security-and-information-governance/codes-of-practice-for-handling-information-in-health-and-care/records-management-code-of-practice-for-health-and-social-care-2016
https://digital.nhs.uk/data-and-information/looking-after-information/data-security-and-information-governance/codes-of-practice-for-handling-information-in-health-and-care/records-management-code-of-practice-for-health-and-social-care-2016
https://digital.nhs.uk/data-and-information/looking-after-information/data-security-and-information-governance/codes-of-practice-for-handling-information-in-health-and-care/records-management-code-of-practice-for-health-and-social-care-2016
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governance standards.  Specific legislation controls how information is managed from 

creation to disposal.  Ownership and access to information is controlled to protect 

confidentiality, whilst still enabling the information to be used to best advantage for the 

individuals to whom it relates.” 

The document links in to the HCPC standards of conduct, performance and ethics (see 

above).  The above RCSLT document clearly states the retention periods for notes after 

intervention has ceased and before being destroyed – for adults, 8 years. 

For further information the full document can be found at: 

https://www.rcslt.org/cq_live/resources_a_z/info_gov/info_gov_pdfs/igg  

 

Special Educational Needs and Disability Code of Practice: 0 to 25 years 

Sharing information to benefit an individual’s input is supported in this document when it 

says, “If children and young people with special educational needs or disabilities are to 

achieve their ambitions and the best possible educational and other outcomes, including 

getting a job and living as independently as possible, local education, health and social care 

services should work together to ensure they get the right support.” 

For further information the full document can be found at: 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25  

 

Our Responsibilities 

Profluence Ltd is committed to maintaining the security and confidentiality of your records.  
We actively implement security measures to ensure your information is safe, and audit these 
regularly.  We are constantly working to ensure compliance with current data protection 
regulations.   

 

Your Rights 

Data protection legislation gives you various rights.  The most relevant of these to your 
Speech and Language Therapy input are: 

- You have a right to be informed (as detailed in this Privacy Policy) 
- You have a right to access a copy of the information we hold about you. 
- You have the right to ask for your record to be amended if you believe that it is 

incorrect. 

 

How to Access Your Records 

You may apply in writing to access a copy of your records or to request modifications of 
inaccuracies.  Please apply in writing rather than by e-mail so that Profluence Ltd receives 
an original signature to compare against the records we hold.  Such requests will be 
provided free of charge and will be provided within 30 days of receipt of all necessary 
information.  Please make your request in writing to: 

https://www.rcslt.org/cq_live/resources_a_z/info_gov/info_gov_pdfs/igg
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
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Subject Access Requests                 
Profluence Ltd               
77, Bluebell Way                      
Huncoat                   
Accrington              
BB5 6TD 

 

Being Discharged from Profluence Ltd 

You are free to withdraw from treatment at any time.  The therapist may also withdraw 

treatment and discharge you for the following reasons: 

 Your speech and language skills are where the therapist would expect them to be 

 Your therapy is complete – all targets have been achieved 

 You are no longer progressing – appropriate strategies are in place and advice has 

been given 

 Due to non-engagement – e.g. home practice activities not being carried out or 

frequently cancelled/missed appointments 

 Therapy/intervention is not deemed appropriate by the therapist 

 Other exceptional circumstances 

 

If you have any further questions about how we use your information please contact Sarah 
Ellison, Specialist Speech and Language Therapist: sarah@profluence.co.uk or Tel 07934 
677750. 

Further information about data protection legislation and your rights is available from the 
Information Commissioner’s Office or by calling 0303 123 1113, 9am to 5pm, Monday to 
Friday.  

mailto:sarah@profluence.co.uk
http://www.ico.org.uk/

