[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg] 


Student Name – Michelle Bradshaw
Student Number – 2432614
Module Number – BMSK5013
Module Title – Knowledge & Information Management Skills




Contents
1. Introduction to Honey-Love Aesthetics and the Knowledge Economy	3
2. Concept of Knowledge Management: Data, Information, Knowledge and Personal Data	3
3. Individual and Organisational Knowledge in the Salon	5
4. Current Systems and Knowledge Assets	6
5. Business Case for Collecting, Storing and Sharing Knowledge	8
6. GDPR, Confidentiality and Client Data Protection	9
7. SMART Knowledge Management Plan	10
8. Inspiring Clients and People Working in the Salon through a Knowledge Culture	12
9. Key Performance Indicators and Monitoring	13
9.1 Information Required by the Business	13
10. Conclusion	14
11. References	15
12. Appendix	17
Appendix A: Suggested Client Privacy Notice Template	17
Appendix B: Annual Knowledge Management Review Checklist	19



[bookmark: _Toc230325740]1. Introduction to Honey-Love Aesthetics and the Knowledge Economy
Honey-Love Aesthetics by Michelle is a self-employed beauty and aesthetics business that has operated from a salon environment for more than four years. The business provides aesthetic and wellbeing treatments including dermal fillers, snatched contouring packages, lip filler, Botox-related anti-wrinkle services through appropriate prescribing routes, B12 injections, fat-dissolving treatments and related consultation and aftercare support. Although the business is small in size, it is highly knowledge intensive. Its value is not created only by the physical act of carrying out treatments, but by the owner’s specialist judgement, client consultation skills, safety awareness, treatment planning, confidentiality practices, aftercare knowledge and ability to build trust. This makes the salon a relevant example of a workplace operating within the knowledge economy.
The knowledge economy describes production and services that rely strongly on knowledge-intensive activity rather than only physical assets (Powell & Snellman, 2004). In a beauty and aesthetics context, the visible service is the treatment, but the invisible foundation is knowledge. Michelle must understand the client’s desired outcome, medical history, previous treatments, contraindications, consent, product suitability, facial balance, treatment risks, aftercare needs and record-keeping responsibilities. The purpose of this report is to produce a strategic knowledge management plan for Honey-Love Aesthetics by Michelle. The plan evaluates the concept of knowledge management, explains the relationship between data, information, knowledge and personal data, identifies current knowledge assets, and proposes a framework for creating, storing, sharing, protecting and using knowledge within the salon. The report also explains why client information requires strong protection under UK GDPR and the Data Protection Act 2018, and why treatment records and consent forms are retained for six years for insurance and professional evidence purposes. The final plan is presented using SMART objectives and KPIs so that it can be used practically in the workplace rather than remaining only a theoretical discussion.
[bookmark: _Toc230325741]2. Concept of Knowledge Management: Data, Information, Knowledge and Personal Data
Knowledge management is the planned process through which an organisation creates, captures, stores, shares, applies and reviews knowledge to improve performance. Alavi and Leidner (2001) describe knowledge management systems as organisational arrangements that support knowledge creation, storage, retrieval, transfer and application. Dalkir (2017) similarly explains that knowledge management connects people, processes, technology and organisational culture so that knowledge becomes usable for decision-making and learning. For Honey-Love Aesthetics, knowledge management means ensuring that consultation details, consent forms, treatment notes, product information, aftercare guidance and professional learning are not left scattered or informal, but are organised in a way that improves safety, service quality and business continuity.
A clear distinction is needed between data, information and knowledge. Data is raw fact. In the salon, data includes a client’s name, date of birth, contact number, appointment date, treatment type, product batch number or payment status. The difference between data and personal data is especially important. Ordinary business data may include non-identifying stock numbers, treatment prices, product costs or anonymous appointment totals. Personal data is information that relates to an identified or identifiable person. The Information Commissioner’s Office (ICO) explains that personal data includes information that can identify someone directly or indirectly, such as by name, identification number, location data or other factors linked to that person’s physical, mental, economic or social identity (Information Commissioner’s Office [ICO], 2024a). In Honey-Love Aesthetics, client names, phone numbers, email addresses, photographs, medical histories, allergies, consultation forms and treatment notes are personal data because they relate to real clients.
Some client data may also fall into a more sensitive category because it includes health-related details. The ICO identifies health data as special category data, which needs stronger protection due to the potential risk to individuals if it is misused or disclosed (ICO, 2024b). In the salon, medical history, pregnancy status, medication, allergies, past reactions, health conditions and contraindications are collected to support safe treatment decisions. This makes data protection a central part of knowledge management rather than a separate administrative issue. Knowledge cannot be used responsibly unless it is accurate, confidential and controlled.
Table 1 summarises how data, information, knowledge and personal data appear in Honey-Love Aesthetics.
Table 1. Examples of Data, Information, Knowledge and Personal Data in Honey-Love Aesthetics
	Concept
	Meaning
	Salon example
	Workplace importance

	Data
	Raw facts or figures.
	Appointment date, client age, treatment price, product batch number.
	Provides the raw material for records and decisions.

	Information
	Data organised into meaningful form.
	Completed consultation form showing allergies and previous treatments.
	Supports treatment planning and client safety.

	Knowledge
	Professional judgement applied to information.
	Deciding whether filler, B12 or fat dissolving is suitable for a client.
	Improves service quality, safety and client trust.

	Personal data
	Information relating to an identifiable person.
	Name, phone number, photographs, consent forms and medical history.
	Must be protected under UK GDPR and confidentiality expectations.


[bookmark: _Toc230325742]3. Individual and Organisational Knowledge in the Salon
A central requirement of the brief is to explain the relationship between individual and organisational knowledge. Individual knowledge is knowledge held by one person. In Honey-Love Aesthetics, this includes Michelle’s treatment experience, practical technique, client communication style, judgement about facial balance, knowledge of aftercare, understanding of client preferences and awareness of what has worked well over four years in business. Much of this knowledge is tacit. Polanyi (1966) famously argued that people can know more than they can easily express, which explains why practical expertise is often difficult to write down fully. For example, the judgement needed to calm a nervous client, assess proportion, or recognise when a client needs honest advice rather than a treatment is partly built through experience.
Organisational knowledge is knowledge that is captured and made available to the business rather than remaining only in one person’s memory. Davenport and Prusak (1998) argue that knowledge is valuable when it can be used for action, not simply when it exists. In a small salon, organisational knowledge may include written policies, treatment forms, aftercare templates, supplier details, stock records, pricing lists, client notes, consent forms, photography consent, finance processes and prescriber contacts. 
The challenge for Honey-Love Aesthetics is that a self-employed business often depends heavily on the owner’s personal expertise. This can be a strength because clients value Michelle’s personal brand, but it can also create risk if knowledge remains undocumented. Nonaka’s (1994) theory of organisational knowledge creation is useful here because it explains how tacit knowledge can be shared, articulated, combined and internalised. For the salon, this means turning experience into written consultation checklists, aftercare advice, record-keeping routines, product notes and training reminders. The aim is not to remove Michelle’s personal judgement, but to support it with reliable records and repeatable procedures.
A stronger knowledge culture also benefits people who work in or alongside the salon. When expectations are clear, colleagues understand how to protect client confidentiality, communicate professionally, keep shared spaces organised and refer questions back to Michelle where needed. Knowledge sharing does not mean exposing client details; it means sharing safe procedures, general standards and learning points while keeping identifiable client information confidential. Wang and Noe (2010) emphasise that knowledge sharing is influenced by organisational context, interpersonal relationships, culture and motivation. Therefore, a respectful salon culture is essential to ensure that useful knowledge is shared without breaching client trust. Kianto, Vanhala and Heilmann (2016) found that knowledge management practices can support job satisfaction, especially where knowledge sharing, codification and retention help people feel competent and effective. In Honey-Love Aesthetics, feeling valued can therefore be linked to being trusted as a knowledgeable practitioner, having organised systems, and seeing knowledge translate into client confidence and business growth.
[bookmark: _Toc230325743]4. Current Systems and Knowledge Assets
Honey-Love Aesthetics already uses a significant digital knowledge system through the Faces app. Faces describes its software as a platform for aesthetic clinics and beauty businesses that can manage appointments, consent forms, prescriptions, teams and stock in one place (Faces Consent, 2026a). The Google Play listing also identifies consultation and consent forms, training providers, insurance quotes, stock purchasing, local prescriber search, client deposits, booking management and client finance options as features available through the app (Faces Consent, 2026b). This fits the owner’s current practice because Michelle stores client details on Faces, signs in to gather client information, adds consent forms, forwards forms for Payl8r finance where requested, and uses prescriber-related functions where necessary.
The main advantage of using Faces is that it turns informal salon knowledge into structured digital records. Instead of relying on memory or paper documents, the business can store consultation forms, medical information, consent evidence, photographs, treatment notes and related forms in one system. This supports continuity because returning clients can be reviewed with reference to their treatment history. It also supports accountability because if a client later asks what was discussed, what consent was given, or what treatment was carried out, the business has a record. This is especially important in a workplace where treatments may involve injectables, prescription-only pathways or products that require traceability.
However, using a digital system does not remove the need for management controls. Grant’s (1996) knowledge-based theory suggests that organisations create value by integrating specialist knowledge. In Honey-Love Aesthetics, this means integrating Michelle’s professional judgement with the Faces system, product knowledge, prescriber processes, insurance requirements and client care standards. The app is the storage tool, but Michelle remains responsible for how knowledge is collected, checked, used and protected. Records must be complete, accurate, proportionate and updated when client circumstances change.
Table 2 identifies the main knowledge assets in the workplace. These assets include human expertise, client relationship knowledge, documented consent, digital records, product knowledge, insurance evidence and marketing knowledge.
Table 2. Knowledge Asset Register for Honey-Love Aesthetics by Michelle
	Knowledge asset
	Example in the workplace
	Confidentiality level
	How it should be managed

	Owner expertise
	Four years of treatment, consultation and client-care experience.
	Medium
	Develop treatment checklists, reflective notes and training updates.

	Client records
	Consultations, medical history, allergies, consent and treatment notes.
	High
	Store securely in Faces with authorised access only.

	Consent forms
	Medical and treatment consent, photography consent and finance forms.
	High
	Complete before treatment and retain for insurance period.

	Before-and-after photographs
	Treatment progress and marketing images where consent is given.
	High
	Use only with clear consent; avoid identifying clients without permission.

	Product and stock knowledge
	Product brand, expiry date, batch number and treatment suitability.
	Medium/High
	Record product details and review stock safely.

	Prescriber information
	Prescriber route, prescription-related records and communication.
	High
	Use only where needed and maintain secure evidence.

	Aftercare knowledge
	Advice for fillers, Botox-related services, B12, fat dissolving and contouring.
	Low/Medium
	Create standard templates and update after training.

	Marketing knowledge
	Client reviews, social-media posts, brand tone and treatment education.
	Medium
	Separate marketing consent from clinical consent.

	Insurance evidence
	Records kept for six years to support insurance and complaint evidence.
	High
	Review retention schedule annually and delete securely when no longer needed.
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The business case for knowledge management in Honey-Love Aesthetics is based on five linked benefits: client safety, efficiency, service consistency, legal and insurance protection, and business growth. First, client safety depends on having accurate information before treatment. If a client has an allergy, medication concern, previous reaction, recent treatment or contraindication, this must be known before a decision is made (Durst and Edvardsson, 2012). The NHS advises that botulinum toxin injections are prescription-only medicines and can only be prescribed after consultation with a healthcare professional, which shows why prescriber-related knowledge and records must be handled carefully where these services are involved (NHS, 2023).
Second, knowledge management improves efficiency. A busy salon can waste time searching for previous forms, asking repeat questions, checking old messages or recreating aftercare advice. Lee and Choi (2003) found that knowledge management enablers such as collaboration, trust, learning and information technology support are linked to knowledge creation processes and organisational performance. In the salon, information technology support is provided by Faces, but trust and learning must be created through everyday behaviour.
Third, a strong knowledge system supports consistency. Clients may book different services, including lip filler, dermal fillers, fat dissolving, B12 or contouring packages, but the standard of consultation, consent, hygiene, record keeping, aftercare and confidentiality should remain consistent. Fourth, knowledge management protects the business. Michelle is duty bound through insurance and professional expectations to keep client details, consent forms and treatment records for six years. The report treats this six-year period as a business and insurance retention requirement rather than a general rule for all personal data. This is important because the UK GDPR storage limitation principle requires personal data not to be kept longer than necessary for the purpose for which it was collected (ICO, 2023a). 
However, retaining records can be justified where they are needed to evidence consultation, consent, treatment decisions, aftercare and product traceability if a complaint or insurance matter arises. The Limitation Act 1980 also shows that some civil claims in England and Wales have six-year limitation periods, although different claims may have different time limits (UK Public General Acts, 1980). Therefore, retention should follow the insurance policy and be reviewed annually. Honey-Love Aesthetics can grow by using knowledge about client preferences, repeat treatments, feedback, seasonal demand, finance options and common questions. This knowledge can support better marketing, more helpful aftercare, improved booking processes and stronger client loyalty. The business case is therefore not only defensive; it is also strategic.
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Client confidentiality is central to the identity of Honey-Love Aesthetics. Michelle has stated that she does not share client information because it is confidential. This position is correct and should be formalised in the knowledge management plan. Clients may not want friends, family, employers or other salon users to know what treatments they have had. The UK data protection framework is governed by UK GDPR and the Data Protection Act 2018. GOV.UK states that the UK’s data protection legislation consists of the UK General Data Protection Regulation and the Data Protection Act 2018, which control how personal information is used by organisations, businesses and government departments (GOV.UK, 2026). The ICO summarises the UK GDPR principles as lawfulness, fairness and transparency; purpose limitation; data minimisation; accuracy; storage limitation; integrity and confidentiality; and accountability (ICO, 2023a). These principles should be used as a checklist for the salon.
The difference between data and personal data also affects how the business operates. Anonymous stock totals or daily booking numbers may be general data. A client’s name, phone number, face photograph, medical history, treatment notes and consent forms are personal data. Medical history and health-related information may need extra care because health data is special category data (ICO, 2024b). This means Michelle should collect only the information needed for a clear purpose, explain why it is collected, keep it accurate, protect it and retain it only for the justified period.
Table 3 sets out the main personal data collected by the salon and why it is needed. This table can be used as the basis for a privacy notice. A privacy notice should explain what is collected, the purpose of collection, how the data is stored, who may receive it, how long it is kept and how clients can raise questions about their data. Faces’ own privacy material states that personal information may be used to record and evidence consent to treatments, manage bookings and, where agreed, use photographs for promotional purposes (Faces Consent, 2026c). However, Michelle should still have her own salon privacy statement because she is responsible for the purposes for which client information is collected and used in her business.
The salon should apply the CIA triad: confidentiality, integrity and availability. Confidentiality means that client data should only be accessed by authorised people. Integrity means that records must be accurate, complete and protected from improper alteration. Availability means that records must be accessible when required for treatment, aftercare, insurance evidence or a client query. The ICO explains that appropriate security involves technical and organisational measures that reflect the risks involved in processing personal data (ICO, 2024c).
Table 3. Personal Data Collected, Purpose and Protection Measures
	Personal data
	Why it is collected
	Likely lawful purpose
	Retention
	Protection control

	Name and contact details
	Identify client, manage bookings and send aftercare or appointment messages.
	Service administration and client communication.
	Six years after last treatment for insurance records, then review.
	Faces login, device lock and no unauthorised sharing.

	Date of birth/age confirmation
	Confirm suitability and avoid treating under-age clients where restrictions apply.
	Safety and legal compliance.
	Six years after last treatment, subject to policy review.
	Record only necessary information.

	Medical history, allergies and medication
	Assess suitability, contraindications and risk before treatment.
	Safe treatment decision-making.
	Six years after last treatment for insurance evidence.
	High confidentiality; access only by authorised practitioner.

	Consent forms
	Evidence informed consent before treatment and photography/marketing consent where relevant.
	Professional accountability and insurance evidence.
	Six years after last treatment for insurance evidence.
	Complete before treatment and store securely in Faces.

	Before/after photographs
	Clinical progress evidence and marketing only if separate consent is given.
	Treatment documentation and optional marketing consent.
	Six years for clinical record; marketing use only while consent remains valid.
	Separate photo consent; remove from marketing if consent is withdrawn where applicable.

	Treatment notes and product details
	Record treatment area, product, batch number, aftercare and client response.
	Treatment continuity and complaint/insurance evidence.
	Six years after last treatment for insurance evidence.
	Accurate notes entered promptly after treatment.

	Finance and prescriber-related details
	Forward forms for Payl8r finance where requested and support prescriber routes where needed.
	Client-requested finance and safe prescription pathway.
	As required by process/policy, then review.
	Share only with relevant service provider or prescriber.
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The knowledge management plan for Honey-Love Aesthetics should be practical, measurable and realistic for a self-employed business. Doran (1981) introduced the SMART approach as a way to write management objectives that are specific, measurable, assignable, realistic and time-related. The plan below is designed for a small workplace, so it avoids unnecessary bureaucracy while still meeting the brief’s requirement for a strategic action plan.
Figure 1 presents the proposed knowledge management culture framework. The framework starts with leadership and trust because Michelle sets the standard for confidentiality, professionalism and client-centred care. It then captures knowledge through consultations, consent forms and treatment notes; stores knowledge securely through Faces and controlled access; shares general knowledge through aftercare guidance and salon standards; applies knowledge through safe treatment decisions; and monitors improvement through KPIs and review. The framework therefore links people, process, technology and governance.
[image: ]
Figure 1. Knowledge Management Culture Framework for Honey-Love Aesthetics by Michelle
Table 4 converts the framework into SMART objectives that can be used in the workplace. The objectives focus on record accuracy, confidentiality, aftercare, GDPR transparency, salon learning and client retention. These objectives are deliberately realistic for a small business because they can be implemented without expensive software beyond the existing Faces system.
Table 4. SMART Knowledge Management Action Plan
	Objective
	SMART target
	Actions
	Responsible person
	Evidence/KPI

	Improve record accuracy
	Within 3 months, 100% of treatments must have completed consultation and consent forms before treatment.
	Use Faces before every appointment; check medical history, allergies, consent and photo permission.
	Michelle
	Monthly audit of 10 random records.

	Protect confidentiality
	Within 1 month, confirm that only authorised users can access client records.
	Use secure device login, Faces password, no shared passwords and no informal sharing of client details.
	Michelle
	Zero unauthorised access incidents.

	Improve aftercare knowledge
	Within 3 months, create standard aftercare templates for main treatment types.
	Prepare short templates for filler, Botox-related services, B12, fat dissolving and contouring packages.
	Michelle
	95% of clients receive aftercare message or form.

	Create GDPR transparency
	Within 2 months, create a salon privacy notice for clients.
	Explain data collected, purpose, Faces storage, prescriber/finance sharing, photo consent and six-year insurance retention.
	Michelle
	Privacy notice visible and reviewed annually.

	Build salon knowledge culture
	Within 6 months, hold monthly 15-minute knowledge-sharing discussions with people working in the salon.
	Discuss confidentiality, client care, safety, salon standards and learning points without naming clients.
	Michelle and salon colleagues
	Six sessions recorded per year.

	Improve client retention
	Within 6 months, use treatment history to personalise follow-up and rebooking reminders.
	Use Faces records to understand previous treatments and send suitable follow-up advice.
	Michelle
	10% increase in repeat bookings or rebooking enquiries.

	Review retained records
	Every 12 months, review whether records are still within the justified insurance retention period.
	Maintain six-year retention for insurance; delete or archive securely when no longer needed.
	Michelle
	Annual retention review completed.
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The brief asks not only for storage systems, but also for a framework for establishing a knowledge management culture. Culture is important because knowledge management fails if people do not trust the system, understand why records matter, or feel motivated to share learning. Lee and Choi (2003) identify collaboration, trust and learning as important knowledge management enablers. In Honey-Love Aesthetics, these enablers can be developed through the way Michelle communicates with clients and people working in the salon.
Clients can be inspired through education, honesty and confidence-building. Many clients may arrive with a desired look from social media, but professional knowledge requires Michelle to explain realistic results, risks, aftercare and suitability. People working in the salon can be inspired by leadership by example. Michelle can model high standards by keeping client information confidential, completing records properly, speaking respectfully about clients, maintaining a clean professional environment and staying open to learning. 
The owner’s own sense of value should also be recognised. Michelle has stated that she does feel valued. This is an important strength because a self-employed owner who feels trusted is more likely to invest effort into standards, records and professional development. Knowledge management can reinforce this sense of value by making expertise visible: client records show the care taken before treatment, aftercare templates show professionalism, and KPIs show progress. 
The proposed culture should therefore be based on five values: confidentiality, care, accuracy, continuous learning and accountability. Confidentiality protects clients. Care ensures that treatment decisions are client centred. Accuracy keeps records useful and defensible. Continuous learning helps the salon adapt to new products, regulations and client expectations. Accountability ensures that Michelle and anyone working in the salon understand their responsibilities. Together, these values create the type of knowledge management culture required for a small aesthetics business.
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KPIs are needed because the brief requires a series of performance indicators for the workplace. KPIs turn knowledge management into measurable practice. Without KPIs, the plan may sound professional but remain difficult to evaluate. The KPIs for Honey-Love Aesthetics should measure record quality, confidentiality, aftercare, client satisfaction, retention and system use. They should also be simple enough for a self-employed business to apply without creating excessive administration. Table 5 presents proposed KPIs for the salon.
Table 5. Proposed Knowledge Management KPIs
	KPI
	Target
	Measurement method
	Review frequency
	Reason for inclusion

	Completed consent records
	100% before treatment
	Monthly Faces record audit
	Monthly
	Protects client safety and insurance evidence.

	Medical history checked
	100% before treatment
	Consultation checklist review
	Monthly
	Reduces treatment risk and supports safe decisions.

	Client aftercare issued
	95% or above
	Aftercare message/form log
	Monthly
	Improves client education and recovery support.

	Record retrieval time
	Under 2 minutes
	Timed test on sample records
	Quarterly
	Shows whether the system is efficient.

	Data/security incidents
	Zero unauthorised disclosures
	Incident log
	Immediate and quarterly review
	Protects confidentiality and reputation.

	Privacy notice review
	Reviewed annually
	Document review record
	Annual
	Supports UK GDPR transparency and accountability.

	Knowledge-sharing sessions
	At least 6 per year
	Short session notes
	Six-monthly
	Builds salon culture without breaching client confidentiality.

	Repeat booking rate
	Increase by 10% in 6 months
	Booking records and repeat client count
	Six-monthly
	Shows whether knowledge improves loyalty and experience.
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Honey-Love Aesthetics requires several categories of information to make effective decisions. Client information is needed to manage appointments, assess suitability, personalise treatment plans and provide aftercare. Medical information is needed to identify contraindications, allergies and risks. Product and stock information is needed to ensure safe use, traceability and cost control. Finance information is needed when clients request Payl8r support through Faces. Prescriber information is needed where prescription only pathways are involved. Marketing information, including client feedback and permitted before and after images, is needed to build reputation. Financial information is needed to monitor pricing, income and treatment profitability.
However, the business should avoid collecting information simply because it might be useful one day. The data minimisation principle requires organisations to collect only what is adequate, relevant and limited to what is necessary (ICO, 2023a). Therefore, the knowledge management plan should include a simple rule: collect what is required for treatment safety, service delivery, consent, finance, prescribing, insurance, legal compliance or agreed marketing, and avoid unnecessary personal details. This protects clients and reduces risk for the business.
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This report has developed a strategic knowledge management plan for Honey-Love Aesthetics by Michelle. The report has shown that the salon is part of the knowledge economy because its value depends on specialist knowledge, client trust, safe consultation, accurate records, consent, product understanding, aftercare and confidentiality. The difference between data, information, knowledge and personal data is important because the salon handles both ordinary business data and sensitive client information. Personal data, including medical details and photographs, must be protected carefully under UK GDPR and professional confidentiality expectations.
The proposed plan recognises that Michelle’s individual knowledge is a major business asset, but it must be supported by organisational knowledge in the form of digital records, consent forms, aftercare templates, privacy information, KPIs and review processes. The six-year retention of client details is justified in this report as an insurance and professional evidence requirement, but it should be reviewed annually in line with the storage limitation principle.
The SMART plan provides practical actions that can be implemented in the workplace, including improving record completion, protecting confidentiality, creating aftercare templates, developing a privacy notice, holding knowledge sharing discussions and monitoring repeat bookings. The plan also explains how Michelle can inspire clients and people working in the salon by creating a culture of care, accuracy, learning and accountability. Overall, the plan supports the module learning outcomes by evaluating knowledge management, explaining key knowledge processes and developing a workplace framework for a knowledge management culture.
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[bookmark: _Toc230325753]Appendix A: Suggested Client Privacy Notice Template
Honey-Love Aesthetics by Michelle: Client Privacy Notice
1. Purpose of this privacy notice
Honey-Love Aesthetics by Michelle is committed to protecting client privacy and handling all personal information responsibly, securely and confidentially. This privacy notice explains what personal data is collected, why it is collected, how it is stored, who it may be shared with, and how long it is retained. Under UK data protection law, clients have the right to be given clear and transparent information about how their personal information is used. The Information Commissioner’s Office explains that privacy information should be clear, concise and should explain what an organisation does with personal data. 
2. What personal data is collected
Honey-Love Aesthetics by Michelle may collect the following client information:
	Type of personal data
	Examples collected in the salon
	Reason for collection

	Identity details
	Name, date of birth, age confirmation
	To identify the client and confirm suitability for treatment

	Contact details
	Phone number, email address, home address
	To manage bookings, send reminders, provide aftercare and contact the client where needed

	Medical information
	Medical history, allergies, medication, contraindications
	To assess whether treatments such as dermal fillers, Botox, B12 injections or fat dissolving are safe and suitable

	Treatment records
	Treatment type, treatment area, product used, batch number, dosage/amount, appointment notes
	To maintain accurate professional records and support safe future treatment

	Consent forms
	Treatment consent, medical consent, photography consent
	To evidence informed consent before treatment

	Images
	Before-and-after photographs
	To document treatment outcomes and, only with separate consent, for marketing or portfolio purposes

	Finance-related information
	Information needed for Payl8r finance forms where requested
	To support finance applications requested by the client

	Prescriber-related information
	Details required for prescribing processes
	To support safe and appropriate prescribing where required


3. Why this information is collected
Personal data is collected to support safe, professional and legally responsible aesthetic practice. The information allows Honey-Love Aesthetics by Michelle to manage appointments, assess treatment suitability, record consent, document treatment decisions, provide aftercare, maintain insurance evidence, and protect both the client and the business if a query, complication or complaint arises. Data protection legislation in the UK controls how personal information is used by organisations and businesses, and is governed by the UK GDPR and the Data Protection Act 2018. 
4. How client information is stored
Client information is stored securely using the Faces app/system. The system is used to gather client details, complete and store consent forms, forward finance forms where requested, and support prescriber-related processes. Access to client records should only be available through secure login. Client information should not be shared casually, stored on unsecured devices, or discussed with unauthorised people.
5. Confidentiality and sharing of information
Honey-Love Aesthetics by Michelle treats all client information as confidential. Client details are not shared with other people unless this is necessary for the service requested, required for safety, needed for insurance purposes, or required by law. Where a client requests Payl8r finance or requires prescriber involvement, relevant information may be shared only for that specific purpose.
Marketing photographs are treated separately from treatment records. Before-and-after photographs will only be used for social media, advertising or portfolio purposes where the client has given separate and clear consent.
6. How long information is kept
Treatment records, consultation forms, consent forms and related client information are retained for six years for insurance and professional record-keeping purposes. This is because the business may need to evidence consultation, consent, treatment details, aftercare advice and product use if an insurance query, complaint, complication or legal issue arises. The retention period should be reviewed regularly to ensure records are not kept for longer than necessary. The ICO states that organisations should tell people how long personal data will be kept, or explain the criteria used to decide the retention period. 
7. Client rights
Clients have rights in relation to their personal data. These may include the right to request access to their records, ask for inaccurate information to be corrected, ask about how information is used, withdraw consent where consent is the lawful basis, and complain if they are unhappy about how their data has been handled. The ICO states that privacy notices should include people’s information rights, including the right to withdraw consent where consent is used as the lawful basis. 
8. Client declaration
By completing consultation and consent forms, the client confirms that the information provided is accurate to the best of their knowledge. Clients should inform Honey-Love Aesthetics by Michelle of any changes to their medical history, medication, allergies, pregnancy status, previous treatments or other information that may affect treatment safety.
[bookmark: _Toc230325754]Appendix B: Annual Knowledge Management Review Checklist
Honey-Love Aesthetics by Michelle: Annual Knowledge Management Review
This checklist should be completed once per year to review how effectively Honey-Love Aesthetics by Michelle collects, stores, protects, shares and uses knowledge within the workplace. It supports GDPR awareness, client confidentiality, accurate treatment records, insurance evidence, professional decision-making and continuous improvement.
	No.
	Review question
	Yes/No/N/A
	Evidence checked
	Action required
	Responsible person
	Review date

	1
	Are all client treatment records complete in Faces?
	
	Sample of client records checked in Faces
	Update incomplete records and remind users of record standards
	Michelle / Business owner
	

	2
	Are consent forms completed before every treatment?
	
	Consent forms reviewed for fillers, Botox, B12, fat dissolving and contouring packages
	Ensure no treatment is carried out without completed consent
	Michelle / Practitioner
	

	3
	Are medical history and contraindication checks completed before treatment?
	
	Consultation records and medical screening questions checked
	Update consultation form if required
	Michelle / Practitioner
	

	4
	Are photography permissions separate from treatment consent?
	
	Photo consent section or separate form checked
	Ensure marketing image consent is clearly separate from clinical consent
	Michelle / Business owner
	

	5
	Has the client privacy notice been reviewed and updated?
	
	Privacy notice checked against current business practice
	Update privacy notice if data collection, systems or sharing processes have changed
	Michelle / Business owner
	

	6
	Are retained records still within the six-year insurance retention period?
	
	Older client records reviewed
	Keep records required for insurance; review records beyond required retention period
	Michelle / Business owner
	

	7
	Are aftercare templates up to date for each treatment?
	
	Aftercare templates for filler, Botox, B12, fat dissolving and contouring checked
	Update aftercare advice where training, products or procedures change
	Michelle / Practitioner
	

	8
	Have any confidentiality incidents occurred during the year?
	
	Incident log, messages, complaints or informal concerns reviewed
	Record incident, identify cause and improve controls
	Michelle / Business owner
	

	9
	Have salon colleagues been reminded of confidentiality expectations?
	
	Team discussion notes or reminder message checked
	Provide annual confidentiality reminder to anyone working in the salon
	Michelle / Business owner
	

	10
	Are prescriber and finance processes documented clearly?
	
	Faces prescriber process and Payl8r process reviewed
	Update process notes and ensure only necessary information is shared
	Michelle / Business owner
	

	11
	Are client records protected by secure login and device security?
	
	Faces login, password settings and device lock checked
	Strengthen passwords and avoid shared logins
	Michelle / Business owner
	

	12
	Are treatment product details recorded accurately?
	
	Product name, batch number, expiry date and treatment area checked
	Improve stock/treatment recording if gaps are found
	Michelle / Practitioner
	

	13
	Are knowledge assets updated regularly?
	
	Treatment guides, aftercare notes, pricing, product information and policies reviewed
	Remove outdated information and replace with current guidance
	Michelle / Business owner
	

	14
	Are KPIs reviewed and used to improve practice?
	
	KPI records reviewed, including consent completion, complaints, rebooking and record accuracy
	Set new SMART targets for the next year
	Michelle / Business owner
	

	15
	Are clients being educated clearly before and after treatment?
	
	Consultation notes, aftercare messages and client feedback checked
	Improve explanation of risks, aftercare and expected outcomes
	Michelle / Practitioner
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