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Data protection is very important to me as the In-House Social Counseling Service
representative at the University of Bremen. With this privacy policy, | would like to inform you
about the type, scope, and purpose of the personal data | process.

What data do | process and for what purpose?
Contact details

| need your contact details to arrange appointments (and possibly for other telephone
arrangements).

Conversation notes

| take notes during our conversations. On the one hand, | need these notes so that | don't have
to remember everything at once and can concentrate better on our conversation. On the other
hand, | use my notes to better analyze and understand the facts. And last but not least, | need
my notes to prepare for future conversations.

Since you have entrusted me with information about yourself and your concerns in a
confidential atmosphere, | will not pass it on to a potential successor without your consent.
Instead, my notes will be destroyed when | leave the university (possibly in 2037). If you would
like my notes on our conversations to be passed on to a potential successor, please let me
know.

If you would like to know what | am writing down or if there are certain points that you would
prefer me not to take notes on, please feel free to let me know. The same applies if you would
like me to destroy my notes at a later date.

Paper files instead of digital storage

As data protection is very important to me, | decided at the beginning of my career not to store
information about clients on a computer or in any other digital form, but only to keep it on paper
in the respective client's file. There may be rare exceptions (e.g. for certain documents).
Although this approach involves more work for me, it is in my opinion more secure.

If | take notes on the computer during (telephone) conversations, | do not normally save these
notes. After the conversation, | print out the notes and delete the digital data.

Client files are kept locked away. This means that your data is protected in the event of hacker
attacks or similar incidents.

An exception to this rule is email correspondence, which is stored on my computer and in the
corresponding email accounts or on servers. Emails are generally not a secure medium in
terms of data protection. Therefore, please be careful about what information you send
to me by email and what information you would like me to send to you.



There are no other employees working in the University of Bremen's In-House Social
Counseling Service, neither in the office nor as counselors, other than myself, Dipl.-Psych.
Kassandra Ruhm. Due to this organizational structure, | am the only person who has access to
your data. Apart from the contact details required to make an appointment, you are free to
decide what personal information you wish to entrust to me and what you do not wish to
disclose.

| do not enter your name in my appointment calendar, but only a code consisting of the first
letter of your last name and a number. For data protection reasons, | only maintain a paper
version of my appointment calendar, not a digital one.

My counseling statistics

I will not pass on the information you entrust to me to others in a way that could be used to
identify you. | keep digital statistics where | record various information about clients in broad
categories, such as whether they work in science, administration, or technology, their age in
10-year increments, counseling topics in nine very broad categories (conflict in the workplace,
other work-related topics, supervisor coaching, family, etc.), number and duration of
appointments, information about how clients became aware of the In-House Social Counseling
Service, etc. Clients do not appear by name in the statistics, but only with a code. | do not pass
on the file itself to other departments within the university, but use it, for example, to create
diagrams (e.g., simple pie charts or bar charts) for my activity reports showing the percentage
of clients from each field of activity, their age, common counseling topics, etc. It is not possible
to draw conclusions about specific clients from these diagrams.

Confidentiality
My work is subject to confidentiality.

Furthermore, | am not required to disclose information about individual clients or their specific
fields of work to the university administration or other bodies for the purpose of legitimizing my
activities or for billing purposes. Only those people who you have told will know that you have
sought counseling from me. Unlike psychotherapy financed by health insurance companies,
your name will not be disclosed to your health insurance company or other bodies for billing
purposes. Appointments with the University of Bremen's In-House Social Counseling Service
will not cause any problems in the event of possible future civil service employment or when
taking out occupational disability, life, or private health insurance.

If you have any questions, uncertainties, or special requests, please do not hesitate to contact
me.
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