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Other policies that may need to be taken into account are:   

• Safeguarding 

• Anti-bullying   

• PSHE  

• Drugs education  

• Behaviour   

• Attendance and Punctuality  

• SEND  

• Health and Safety  

• Safer Recruitment  

• E-safety  

• Whistleblowing policy  

• Staff Conduct policy (Code of Conduct)  

• Visitors policy  

• Looked After Children 

• Equality and Diversity  

• General Data Protection Regulations (GDPR) 

 

 

 

 

 

 

 

 

 

 

 

 

 



Cantrell Primary School 

Counselling Policy 

 

1. Introduction 

1.1 Counselling is available at Cantrell Primary School as part of our pastoral support to pupils 

to help promote well-being, relieve any tensions and enable a greater capacity for coping and 

enjoying life which ultimately impacts on the ability to learn successfully. 

1.2 The school’s counsellor is Mrs C Ewers-Archer who has a BSc Hons degree in counselling 

and psychotherapy obtained by The Sherwood Psychotherapy Training Institute (SPTI) and 

accredited by Staffordshire University. Mrs Ewers-Archer is a registered member (Register 

Number: 384546) of the British Association for Counselling and Psychotherapy (BACP) and is 

bound by their ethical framework and professional conduct procedure. Counsellors undergo 

full DBS checks annually. 

1.3 Pupils can access the services of the school counsellor via an internal referral by 

staff or parents. The service is free. 

1.4 Staff making a referral will follow the school’s referral procedure using a referral form 

(appendix 3) available from the school’s server or via the counsellor. The member of staff will 

inform the parent of the referral verbally or by sending an information letter home (appendix 

4). 

1.5 Parents wishing to make a referral can contact the school in person or via telephone 0115 

9155770 or email counselling@cantrell.nottingham.sch.uk to request a referral form 

(appendix 5). Alternatively, a referral form may be downloaded from the school website and 

emailed to the above counselling service email address or posted to the school marked 

“Private and Confidential” and addressed to the counselling service. 

2. Counselling 

2.1 Counselling is a way of helping pupils through a process of talking, listening and 

empowerment. The process enables the pupil to focus on their particular concerns, work 



through feelings of inner conflict and gain a greater understanding of themselves and their 

situation. It can relieve emotional tension and enable a greater capacity for coping and 

enjoying life. 

2.2 Pupils are provided with a safe place to express their feelings and thoughts about what 

they perceive to be an issue in their life. The school has a designated counselling room, 

which is a private and comfortable space within the annexe building. 

2.3 Pupils may have issues relating to bereavement, loss, family breakdown, family or peer 

relationship difficulties, anxiety etc. Without support these issues could lead to a 

deterioration in behaviour, attitude and mental health and impact negatively on their ability 

to learn and make good progress. 

3. Referral and Assessments 

3.1 Pupils are referred by a member of staff using our internal referral form with the full 

knowledge of the parent/carer, who may have raised their initial concern with the school. 

Parents can refer using the parent referral form (see paragraph 1.5). Pupils may self-refer by 

speaking to a member of staff, consent will be sought from parents with a meeting taking 

place between the counsellor and parent/carer before any sessions commence. 

3.2 In some cases referral for counselling may be part of a support package or may be part 

of a pupil premium allocation, where applicable. 

3.3 Initial contact for appointments is made directly by the counsellor who will meet 

with the parent or make telephone contact to discuss their concern or perspective before a 

meeting takes place with the pupil.  

3.4 Successful counselling is based on trust, self-motivation and commitment. At the initial 

session the counsellor will undertake an initial assessment to identify the needs of the pupil 

and decide on the best course of action. Counselling will only proceed with the consent of the 

pupil. 

3.5 Pupils will generally come for between 6 - 12 sessions at a time. This could vary from a 

one-off session or may lead to weekly sessions up to the maximum of 12 sessions. The timing 



of the session is arranged within the school day to try and cause as little disruption to learning 

as possible and may change at the six-session review to minimise the impact. The maximum 

sessions on offer for most pupils will be 12 at a time, unless agreed that a specific pupil needs 

longer term support and this can be accommodated. 

3.5a It is recognised that there are times when a pupil may need immediate support at short 

notice, for example due to sudden bereavement or family crisis. Should parents, pupils or 

staff request a one-off session for a pupil with or without a written referral, consideration will 

be given to the situation on an individual basis. Verbal or email consent from all parties - 

counsellor, pupil and parent/carer will be gained before a session will commence. This will 

outline the therapeutic contract for a single one-off session (appendix 2) including limits to 

confidentiality.   

3.6 Sessions with the counsellor usually last around 45 minutes and are on a one-to-one basis. 

However, sessions may be longer or shorter as appropriate. 

3.7 A screening process is in place within the counselling service to ensure that the pupil 

receives the most appropriate support for their needs. 

3.8 Should it be felt that any referrals need to be made to external agencies such as CAMHs 

(Child and Adolescent Mental Health Services) or family GP, then this will be discussed 

between the pupil and counsellor within a session (where appropriate), and with consent of 

the parent.  

3.9 In order to reduce any potential conflicts of therapeutic effort, the School Counsellor will 

not provide counselling to pupils who are currently in receipt of other therapeutic support 

from another agency e.g. CAMHs. 

3.10 The school promotes the counselling service through the school website, posters in 

school, leaflets to parents/carers and in the school newsletter. 

4. Confidentiality and Information Sharing 

4.1 All pupils are entitled to confidentiality as outlined within school’s General Data 

Protection Regulations policy. This is vital in enabling pupils to express themselves in 

counselling sessions. Whilst acknowledging that confidentiality is crucial, it cannot be 



absolute in any counselling relationship. Limits to confidentiality will be explained to parents 

and pupils, using age-appropriate language, within a counselling contract (appendix 1) at the 

beginning of the counselling relationship and periodically thereafter as required.  

4.2 The requirement to protect pupils is sensitively weighted against their right to privacy 

and confidentiality. In the cases of a potential child protection concern, events may develop 

that could lead to the counsellor considering that a breach of confidentiality is necessary to 

safeguard the wellbeing of the pupil. Where there is potential of a pupil being at risk of harm 

from others or themselves, the counsellor will try to seek the views of the pupil and their 

consent, where possible, in advance of any disclosure of information being made and the 

possible consequences of involvement of other agencies, although this cannot be guaranteed. 

The best interests of the pupil will be paramount to decision making in discussion with the 

Designated Safeguarding Team and the counsellor’s supervisor along with the BACP ethical 

framework. 

4.3 Any sharing of information involving a breach of confidentiality will be kept to a 

minimum and will be concerned only with the issues at hand and not extend to other areas 

of the pupil’s present or past life. Consideration will be given as to whether historical 

information has implications for the safety of the pupil concerned and/or any other child or 

young person. 

4.4 Where a pupil is at risk of significant harm, the counsellor will initiate the school’s child 

protection policy and procedures as outlined within school’s safeguarding policy. One of the 

designated safeguarding officers in the school will be contacted immediately to do so: Mrs D 

Weaver, Miss J Ellis, Mr S Surman, Mr M Houlgate, Mrs E Bell or Miss H James. 

5. Record Keeping 

5.1 The counsellor will keep a formal record of sessions with pupils, which will include a 

brief summary of the types of problems discussed. Session notes will be anonymised by client-

coding and stored securely on the counselling section of the school server. To further ensure 

confidentiality this section of the server is only accessible by the Head Teacher and school 

counsellor. The school’s administrator may have access for administrative purposes only. 



5.2 All paper records will be held within secure locked cabinets on the school premises in line 

with school’s General Data Protection Regulation (GDPR) policy. Forms containing identifiable 

and personal information (e.g. referral forms, counselling contracts with parental consent) 

will be kept separately to coded forms (e.g. assessment forms, feedback forms).  

5.3 Records are retained by the school until the pupil’s 25th birthday. 

6. Monitoring 

6.1 The counsellor will brief her line manager, Miss J Ellis (Deputy Headteacher), half-termly 

on the number of referrals and number of pupils undertaking counselling sessions; this data 

will then be shared with the relevant Governors Committee and will form part of the termly 

Headteacher report to governors. No names of pupils will be revealed. 

6.2 When monitoring our counselling service, the school will consider the following for 

pupils attending counselling sessions: 

• Number of pupils 

• Gender of pupils 

• Ethnicity of pupils 

• Numbers who discontinued or did not attend 

• Nature of presenting issues (family breakdown, domestic violence, 

bereavement, safeguarding issues, etc.) 

• Nature of any Special Educational Need or Disability (SEND) 

6.3 In addition to the factual information provided to the Deputy Headteacher and 

Headteacher, an annual report will be produced by the counsellor to measure the impact of 

our counselling service on pupils and the broader impact on the school. The annual report will 

collate data set out in statement 6.2, along with feedback ascertained through pupil and 

parent feedback forms (appendix 6). All data will be generalised to ensure anonymity. 

7. Supervision  

7.1 All counsellors need to engage in regular clinical supervision to maintain and monitor 

standards and to comply with their ethical code.  

BACP describes supervision as: A specialised form of professional mentoring provided for 

practitioners responsible for undertaking challenging work with people. Supervision is 



provided to ensure standards, enhance quality, advance learning, stimulate creativity, and 

support the sustainability and resilience of the work being undertaken  

 7.2 Clinical work spoken about within supervision will be anonymised as much as possible to 

ensure client confidentiality is protected. Information given is protected under a contract of 

confidentiality made between supervisor and supervisee. 

8. Recordings 

8.1 Sessions may be audio recorded with parental and pupil consent to ensure best practice. 

These recordings will be made on a password-protected recording device, coded and stored 

on the secured server in line with school’s General Data Protection Regulation (GDPR) policy. 

Recordings will be deleted after the child’s 25th birthday.  

8.2 Recordings are made to reflect on best practice and will not be used for any other reason 

unless legally required. Counsellors may use recordings within their supervision to maintain 

their ethical practice while ensuring confidentiality and anonymity at all times.  

9. Private Work 

9.1 In keeping with ethical working practices, should a parent/carer of a pupil attending the 

school enquire regarding private counselling for their child outside of the school counselling 

service, then the school counsellor will signpost to outside services. This would not be 

advocating for the outside services and simply given as information only. 

10. Complaints 

10.1 Complaints regarding our counselling service will be investigated through the school’s 

complaints policy and procedures. This is available on the school website or in hard 

copy from the school on request.  

10.2 Where a complaint is judged to be an allegation of abuse then the procedures within 

the school’s safeguarding policy will be followed as opposed to a complaints 

route. 

 

 

 



Appendix 1: Counselling Contract 
 

 
 
 
 
 
 
 
 
 

 
Cantrell Primary School  

Counselling Service 
 

Young Person’s Service Agreement 
 
The Service 

The counselling service consists of a qualified counsellor, sitting within the pastoral support service of 

school, overseen by the designated safeguarding leads. The counsellor has undergone a disclosure 

and barring service check and has regular professional supervision with an external supervisor. 

 
Sessions 

• Sessions will take place once a week, term time only.  

• You will see the same counsellor at a set time each week. 

• Initially you will be offered 6 sessions. On review, this may be extended up to the maximum of 

12 sessions at a time, depending on availability and agreement between you and your 

counsellor. 

• You can decide to have fewer sessions at any point. Sessions will be regularly discussed and 

reviewed with your counsellor. 

• If additional sessions are agreed within the 6-session review, the time and day of your session 

may change to make sure that you do not miss out on your learning. 

• The sessions will generally be 45 minutes long, but can be shorter if you want them to be.  

• Please arrive for your session at the agreed time. If you arrive late for the session it will still finish 

at the usual time. 

• Sessions will take place within a confidential counselling room in the annexe building at Cantrell 

Primary School. 

• Your sessions may involve a range of activities such as art/crafts, books & activities. You will 

have an important say in what you want to do in your sessions. 

• You will have the chance to talk about how things are going and you can decide to stop seeing 

your counsellor at any time. Once you have stopped seeing your counsellor, you can always 

ask to see them again if you feel you need more support sometime in the future.  

• Sessions may occasionally include other members of your family or other people who are 

important to you. You and your counsellor will talk about this beforehand and we may need your 

parent/carer’s consent. 

• It is important that you and your counsellor show respect to each other for the sessions to work. 

Any breach of this may result in the session ending earlier and further sessions being cancelled. 

 

 

 

 

Confidentiality – who gets told what 

 

Client ID Number:………… 



 
 
 

 
 
 
 
 

 
 

Confidentiality – who gets told what 

Your counsellor will keep notes of your sessions and these will be kept securely on the school’s database. 

Any creative work made during your sessions can be stored confidentially within the counselling room while 

you are coming for support. When you leave the service, you can take work home with you or have it 

disposed of. We will not keep any work after your sessions have finished. 

 
You are free to talk about your sessions outside of the counselling room. What you tell your counsellor within 

your sessions is confidential, which means your counsellor will not discuss your sessions with other people 

outside of the counselling service unless you give them permission to do so. Your parent/carer normally has 

a right to know information about you, but will only be told things about your session with your knowledge. 

Your counsellor or the designated safeguarding team may need to contact other people, such as other 

schools, GP’s, social workers, after discussion with you or your parent/carer if this is appropriate.  

 

However, there are times when we will not be able to keep what you tell us confidential, in these special 

circumstances described below.  

 

Special circumstances 

a) If you or anyone else tells your counsellor something which causes them concern, that a child or young 

person (including you) could be at harm or in danger 

b) If you or anyone else tells your counsellor information about a criminal offence 

 

In these special circumstances, agencies such as Social Care and the Police may be contacted and your 

parents may be informed. Your counsellor will make every effort to tell you if this is going to happen, unless 

it would increase the risk of harm to anyone concerned. 

 
Safeguarding 
It is our job to keep people as safe as possible. If you are worried about your own safety and welfare, or 

anyone else’s, you can talk to us about it. 

 

Supervision 

Your counsellor is ethically required to receive regular professional supervision for their work, so sessions 

may be discussed in confidence with that supervisor. Every effort is made to maintain anonymity. 

 

Recordings 

Your sessions may be audio recorded to ensure best practice and will not be used for any other reason 

unless legally required. These recordings will be made on a password-protected recording device, coded 

and stored in line with school’s General Data Protection Regulation (GDPR) policy and will be deleted after 

your 25th birthday. Your counsellor may use the recordings within supervision to maintain their ethical 

practice while ensuring your confidentiality and anonymity at all times.   



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix 2: Counselling Contract – Standalone Session 

Cancellations 

If you cannot see your counsellor for any reason and need to cancel your session, then your parent/carer can 

contact your counsellor to let them know via email: counselling@cantrell.nottingham.sch.uk or get in touch with 

the office to pass on a message on 0115 9155770. If your counsellor needs to cancel or rearrange a session, they 

will contact you, your parent/carer or your class teacher to do this. We are generally unable to offer additional 

sessions, therefore if you miss a session then your remaining sessions will continue as planned. Every effort will 

be made to contact you; however, it will be assumed that you no longer wish to continue counselling if you do 

not attend 2 consecutive sessions without contacting the counsellor. Any remaining sessions may be cancelled. 

 
Complaints Procedure 

If you are unhappy about anything to do with your sessions please try to talk to your counsellor or your 

parent/carer about it. If there are any concerns about the counselling service please raise them by telephone 

0115 9155770, in person, in writing- by letter or email: admin@cantrell.nottingham.sch.uk. If you wish to make 

a formal complaint about the service, please request a meeting with the Headteacher following the school’s 

complaints policy which is available on the school’s website. 

 
 
I have discussed the information above with my parent/carer. I agree to respect the counsellor and the counselling 
room during my sessions: 
 
Client’s Name ………………………………………………… Date ………………………… 
 
Signed ……………………………………………… 
 
 
I agree to the terms of this counselling contract. I understand the issues around confidentiality and I consent to 
confidential information being passed on under the circumstances described: 
 
Parent’s Name …………………………………………… Date………………………… 
 
Signed ……………………………………………… 
 
 
I agree to the above arrangements:  
 
Counsellor’s Name ……………………………………… Date ……………………….. 
 
Signed …………………………………………… 



 
 
 
 
 
 
 
 
 
 
 

 
Cantrell Primary School  

Counselling Service 
 
Young Person’s Service Agreement  

for Standalone Session 
 
The Service 

The counselling service consists of a qualified counsellor, sitting within the pastoral support service of school, 

overseen by the designated safeguarding leads. The counsellor has undergone a disclosure and barring 

service check and has regular professional supervision with an external supervisor. 

 
Session 

• The one-off session will take place on __________________ at ________ as verbally agreed with you- 

the pupil, and your parent/carer.  

• The session will be 45 minutes long, but can be shorter if you want it to be.  

• Please arrive for your session at the agreed time. If you arrive late for the session it will still finish at 

the usual time. 

• Sessions take place within a confidential counselling room in the annexe building at Cantrell Primary 

School. 

• Your session may involve a range of activities such as arts/crafts, books & activities. You will have an 

important say in what you want to do in your session. 

• It is important that you and your counsellor show respect to each other for the session to work. Any 

breach of this may result in the session ending earlier than planned. 

 

Confidentiality – who gets told what 

Your counsellor will keep notes of your session and these will be kept securely on the school’s database. Any 

creative work made during your session you can take home with you or have it disposed of. We will not keep 

any work after your session has finished. 

 
You are free to talk about your session outside of the counselling room. What you tell your counsellor within 

your session is confidential, which means your counsellor will not discuss your sessions with other people 

outside of the counselling service unless you give them permission to do so. Your parent/carer normally has 

a right to know information about you, but will only be told things about your session with your knowledge. 

Your counsellor or the designated safeguarding team may contact other people, such as other schools, GP’s, 

social workers, after discussion with you or your parent/carer if this is appropriate.  

 

Code:  



 

 
 
 

However, there are times when we will not be able to keep what you tell us confidential, in these special 

circumstances described below.  

 

Special circumstances 

a) If you or anyone else tells your counsellor something which causes them concern, that a child or young 

person (including you) could be at harm or in danger 

b) If you or anyone else tells your counsellor information about a criminal offence 

 

In these special circumstances, agencies such as Social Care and the Police may be contacted and your 

parents might be informed. Your counsellor will make every effort to tell you if this is going to happen, unless 

it would increase the risk of harm to anyone concerned. 

 
Safeguarding 
It is our job to keep people as safe as possible. If you are worried about your own safety and welfare, or 

anyone else’s, you can talk to us about it. 

 

Supervision 

Your counsellor is ethically required to receive regular professional supervision for their work, so sessions 

may be discussed in confidence with that supervisor. Every effort is made to maintain anonymity. 

 

Recordings 

Your session may be audio recorded to ensure best practice and will not be used for any other reason 

unless legally required. These recordings will be made on a password-protected recording device, coded 

and stored in line with school’s General Data Protection Regulation (GDPR) policy and will be deleted after 

your 25th birthday. Your counsellor may use the recordings within supervision to maintain their ethical 

practice while ensuring your confidentiality and anonymity at all times.   

 
Cancellations 

If you cannot see your counsellor for your session for any reason and need to cancel your session, then your 

parent/carer can contact your counsellor to let them know via email: 

counselling@cantrell.nottingham.sch.uk or get in touch with the office to pass on a message on 0115 

9155770. If your counsellor needs to cancel or rearrange the session, they will contact you, your parent/carer 

or your class teacher to do this. 

 
Complaints Procedure 

If you are unhappy about anything to do with your sessions please try to talk to your counsellor or your 

parent/carer about it. If there are any concerns about the counselling service please raise them by telephone 

0115 9155770, in person, in writing- by letter or email: admin@cantrell.nottingham.sch.uk. If you wish to 

make a formal complaint about the service, please request a meeting with the Headteacher following the 

school’s complaints policy which is available on the school’s website. 



 

I have discussed the information above with the counsellor. I agree to respect the counsellor and the counselling 
room during my session: 
 
Client’s Name ………………………………………………… Date ………………………… 
 
Signed ……………………………………………… 
 
 
The terms of this counselling contract have been emailed or verbally discussed. The parent/carer understands the 
issues around confidentiality and consents to confidential information being passed on under the circumstances 
described: 
 
Parent’s Name …………………………………………… Date………………………… 
 
Signed ……………………………………………… Staff name……………………………. 
 
 
I agree to the above arrangements:  
 
Counsellor’s Name ……………………………………… Date ……………………….. 
 
Signed …………………………………………… 



Appendix 3: Staff Referral Form

 



 

 

 

 

 

 



Appendix 4: Information Letter for Parents

 



 



 

 



Appendix 5: Parent Referral Form

 



 

 

 

 

 

 

 

 



Appendix 6: Counselling Feedback Forms

 



 

 

 

 

 

 

 





 


