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CLIENT PRIVACY NOTICE For Annipoole.com Coaching
Last updated: 8.9.2026
Your privacy matters
As your coach, I understand that you may share personal and important aspects of your life with me.
This Privacy Notice explains what information I collect, why I collect it, how it is used and how it is protected.
My intention is to create a relationship founded on trust, respect and appropriate confidentiality. I do not routinely make notes or recordings of coaching sessions. Coaching conversations take place privately and are not retained as a written or recorded record. When coaching sessions are conducted privately via Zoom they are completely unrecorded. I do not make written notes or retain transcripts of coaching conversations. When they are face to face, in person I do not recors the session and it remains fully confidential.

1. Who is responsible for your information?
The data controller is:
Name: Anni Poole
Business: Anni Poole Coaching
Email: annipoole2@gmail.com
Website: www.annipoole.com

2. What information I may collect
I may collect:
• your name and contact details;
• appointment and booking information;
• payment information;
• our email or other routine correspondence; and
• information you choose to share with me in connection with your coaching.
I only collect information that is reasonably necessary to provide and administer my services. Coaching sessions themselves are not recorded and I do not retain session notes or transcripts.



3. What happens during coaching
Coaching is a confidential space.
You may choose to discuss aspects of your life, experiences, relationships, work, beliefs, challenges, hopes or aspirations.
I respect your privacy and will treat information you share with the utmost care.
I may make brief coaching notes to support continuity and to help me provide an appropriate service.
These notes are not intended to be a complete record or transcript of our conversations.

4. How your information is used
Your information may be used to:
· provide your coaching services;
· arrange and manage appointments;
· communicate with you;
· maintain appropriate coaching records;
· process payments;
· meet legal or professional responsibilities;
· manage the coaching relationship; and
· protect my legal rights or the safety of others where necessary.
Your personal information will not be used for purposes unrelated to our coaching relationship without an appropriate lawful basis.

5. The lawful basis for processing your information
I process your information because it is necessary for the provision and administration of our coaching relationship.
Depending on the circumstances, I may rely on:
A Contract 
Where processing is necessary to provide the coaching services we have agreed for our coaching relationship.
Legitimate interests
Where processing is reasonably necessary for the effective administration and professional delivery of my coaching practice.
Consent
When you have given specific permission to use your information for a particular purpose.
Legal obligation
Where I am legally required to retain or disclose certain information.

6. Confidentiality
Information shared during coaching will be treated as confidential.
I will not normally share information about you with another person without your knowledge and permission.
However, confidentiality may need to be broken in exceptional circumstances, including where:
· I am required to do so by law;
· there is a serious and immediate risk of harm to you or another person;
· disclosure is necessary to prevent a serious crime; or
· disclosure is otherwise legally required.
Where possible and appropriate, I will discuss this with you before sharing information.
7. How your information is stored
I use trusted third-party providers such as Wix, Zoom, Gmail, PayPal and banking/payment providers to operate my business. These providers may process limited personal information on my behalf.
Some service providers may process personal information outside the UK. Where required, I use an appropriate lawful transfer mechanism, such as the UK Extension to the EU-US Data Privacy Framework.

8. Online coaching sessions
If coaching sessions take place online, a third-party video platform may be used.
I will take reasonable steps to use appropriate technology and security settings.
However, you should also take reasonable steps to protect your own privacy during online sessions, including:
· choosing a private location where possible;
· using a secure internet connection;
· protecting access to your devices; and
· ensuring that other people cannot overhear the session unless you have agreed otherwise.

9. Recording of sessions
Coaching sessions will not be recorded.
If a session is to be recorded, your agreement will be requested in advance.
Any recording will only be used for the purpose agreed with you.

10. Who has access to your information?
Your personal information will normally only be accessed by me.
In some circumstances, carefully selected service providers may process limited information in order to support my business.
These may include providers of:
· appointment booking;
· video conferencing;
· payment processing;
· email;
· cloud storage; and
· accounting services.
These providers will only have access to information necessary for the services they provide.
I do not sell or trade your personal information.
You also have an absolute right to object to the use of your personal information for direct marketing.

11. How long I keep your information
I will not keep your personal information indefinitely.
Client information and coaching records will be retained for an appropriate period based on:
· the nature of the information;
· professional requirements;
· legal requirements; and
· the need to protect both you and my business.
After the relevant retention period, information will be securely deleted or destroyed.
My current retention period for coaching records is:
3  years

12. Your rights
Under UK data protection law, you may have the right to:
· ask for access to the personal information I hold about you;
· ask for inaccurate information to be corrected;
· request deletion of information in certain circumstances;
· object to certain processing;
· request that processing is restricted;
· withdraw consent where consent has been given; and
· complain to the Information Commissioner's Office.
Please note that there may be circumstances in which I am legally entitled or required to retain certain information.

13. Your responsibilities
You are responsible for ensuring that the contact information you provide to me is accurate and up to date.
If your contact details change, please let me know.

14. Concerns or questions
If you have any questions or concerns about how your information is handled, please contact me:
Anni Poole Coaching
Email: annipoole2@gmail.com
If you remain dissatisfied, you may also raise concerns with the Information Commissioner's Office.

CLIENT ACKNOWLEDGEMENT
I confirm that I have been provided with the Client Privacy Notice and understand how my personal information may be collected, used, stored and protected in connection with my coaching relationship with Anni Poole Coaching.

Client name: _______________________________

Signature: _________________________________

Date: _____________________________________






3rd party US transfers Data Privacy Framework
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‘The ultimate guide for chooting a stress-free ife,
with the minimum effort and the highest gain.
Infinitely well, infintely YOU.

ANNI SILVERDALE





