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WORKING LIFE LIMITED 

Privacy Policy, Confidentiality & Terms and Conditions 

Last updated: April 2026 
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CONTACT DETAILS 

Working Life Limited 

Eden House, Two Rivers Business Park, Witney, Oxfordshire, OX28 4BL 

Phone: +44 (0)7379 149470 

Email: info@workinglife.co.uk 

ICO Data Protection Registration: ZB378523 

━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━━ 

1. CONFIDENTIALITY 

Your privacy and confidentiality are important during our work together and afterwards. The content 

of our sessions will remain confidential and will not be shared with any third party, other than in the 

strictly necessary circumstances outlined below. 

1.1 Exceptions to confidentiality 

There are two scenarios in which it may become strictly necessary to share confidential information: 

  (a) Anything relating to harming yourself or someone else. This will need to be reported to other 

service providers or the authorities. 

  (b) Anything related to criminal or illegal activity. This will need to be reported to the authorities. 

These are exceptional circumstances, but they also underpin the strength of the confidentiality 

clause. 

1.2 Professional supervision 

If it is essential for ongoing professional development and accreditation, some discussion content 

may be shared confidentially with an accredited and qualified supervisor. Your identity will remain 

anonymous and any discussion will be framed in a general context, with the aim of supporting the 

delivery of the best possible service to clients. 

1.3 Referrals 

If it is considered to be in your best interest to be referred to another specialist, GP, mental health 

advisor, counsellor, or similar professional, your details may be shared with them. This will always be 

done in consultation with you. 

1.4 Employer-funded coaching 
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Although sessions may be funded by your employer, nothing you share during sessions will be passed 

on to anyone in your organisation. Any reporting to your employer relates only to general 

observations — for example, whether we are progressing well and whether you are finding the 

coaching beneficial. You are welcome to share details from sessions with your employer as you see 

fit. 
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2. ACCREDITATIONS AND QUALIFICATIONS 

As an accredited and qualified coach, the required training has been completed to attain a 

professional level of qualification, with an ongoing commitment to delivering a high-quality service. 

• ICF (International Coaching Federation) 

• Accreditation: ACC (Associate Certified Coach) 

Requirements met include: 100 hours of coaching practice, supervision and mentoring hours, and 

formal training. Over 900 coaching hours have since been delivered. The next level of accreditation 

— PCC (Professional Certified Coach) — is expected to be attained in 2026. 

Verify: ICF Credentialed Coach Finder 

EMCC (European Mentoring and Coaching Council) 

Accreditation: Senior Practitioner 

The EMCC is the leading European body for coaches, widely recognised internationally, with similarly 

strict requirements and regulations. 

Verify: EMCC Coach Directory — search for Cecile Jenkins 

We comply with both the ICF Code of Ethics and EMCC standards. 
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3. DATA PROTECTION 

Working Life Limited operates as the Data Controller and is registered with the Information 

Commissioner's Office (ICO), registration number ZB378523. 

3.1 What personal information we collect 

  - Personal identifiers, contact details, and characteristics (e.g. name, email, phone number) 

  - Financial information (through payment transactions only) 

  - Website user statistics 

3.2 How we collect your information 

Most personal information is provided directly by you when you engage with our services. We also 

receive information indirectly when you: 

  - Subscribe to our website or membership community 

  - Enrol onto one of our online programmes 

  - Use the services provided by us 
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3.3 How we use your information 

We use your information to contact you in relation to services you have subscribed to or expressed 

interest in. We may share information with trusted third-party business providers (such as website, 

mailing list, and software providers) as necessary to operate our business. We will not share your 

information with any other organisation for any other purpose. 

The lawful basis for processing under UK GDPR is your consent. You may withdraw consent at any 

time by contacting info@workinglife.co.uk or unsubscribing from any emails. 

3.4 Session notes and recordings 

During sessions, notes will be taken. These are stored securely and will be destroyed when they are 

no longer needed for the purposes of the coaching work. 

With your permission, sessions may also be recorded on occasion. You are free to decline this. 

Recordings will not be kept longer than necessary. Sessions must not be recorded by you without 

prior permission. 

3.5 Upheal platform 

Working Life uses Upheal, a professional platform that supports coaches and therapists with 

automated session notes and administrative tools. As part of this process, Upheal handles personal 

data on behalf of Working Life, in compliance with the Data Protection Act (DPA) 2018, UK GDPR, and 

the Common Law Duty of Confidentiality (CLDC). A data processing agreement is in place with 

Upheal. Further information about Upheal's privacy practices can be found at 

https://www.upheal.io/uk/privacy-and-compliance 

3.6 Use of AI 

Use of artificial intelligence tools complies with UK GDPR, the DPA 2018, and the ICF Artificial 

Intelligence (AI) Coaching Framework and Standards. 

3.7 How long we keep your data 

Contact details are retained for no longer than five years, after which they are deleted from our 

database. Session notes are destroyed when no longer needed for the purposes of the coaching 

engagement. 
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4. YOUR DATA PROTECTION RIGHTS 

Under UK data protection law, you have the following rights: 

  Right of access — You may request copies of your personal data. 

  Right to rectification — You may ask us to correct inaccurate or incomplete personal data. 

  Right to erasure — You may ask us to delete your personal data in certain circumstances. 

  Right to restriction of processing — You may ask us to restrict how we process your data in certain 

circumstances. 

  Right to object — You may object to our processing of your personal data in certain circumstances. 

 

https://www.upheal.io/uk/privacy-and-compliance
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  Right to data portability — You may ask us to transfer your personal data to another organisation or 

to you directly, in certain circumstances. 

There is no charge for exercising any of these rights. We will respond to any request within one 

month. 

To make a request, please contact: info@workinglife.co.uk 
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5. COACHING LOG RECORDS 

To maintain accreditation with professional coaching bodies, certain limited information must be 

recorded. By participating in coaching sessions, you agree to the following being stored and, if 

required for auditing or accreditation purposes, shared with the relevant professional coaching body: 

  - Your initials (e.g. C****** J*****) 

  - Your first name 

  - Total hours of coaching 

  - Start and end date of the coaching engagement 

If you have concerns that your first name in combination with your organisation could make you 

identifiable, please raise this and the records will be adjusted accordingly. 
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6. MARKETING COMMUNICATIONS 

With your consent, we may add you to our mailing list to share relevant insights, updates, and future 

offerings. To opt in, please confirm your consent explicitly in writing (e.g. by email). You may 

withdraw consent at any time in line with UK GDPR by contacting info@workinglife.co.uk or 

unsubscribing from any emails received. 
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