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Placement Policies & Procedures
Suitable placements can be difficult to obtain and students should be aware that there is limited opportunity for extensions to time for completion of the client work. To be realistic, 100 hours of client work at a reasonable rate for a trainee (say 2 clients per week) will take 50 weeks and there are approximately 93 weeks between the start of a course in say mid-September and its completion in June 2 years later. Allowing for holidays for both clients and counsellors of 16 weeks during that period leaves 77 weeks available. Allowing for clients who DNA (Do Not Attend) which is prevalent in some counselling situations, and also for illness, family responsibilities etc it will be seen that it is vital that the search for placement(s) is undertaken early, particularly as the client work is an essential part of the training process and is needed as part  of the process - in effect the training feeds and informs the client work and vice-versa.
Requirements of the course:
1	The student will work within the COSCA Statement of Ethics and Code of Practice.
2 	Students are required to undertake a minimum of 100 hours of supervise counselling training, in one or more areas, during the Diploma course. If the counselling hours are not attained during the training, the period can be extended by prior negotiation. Missed sessions cannot be included in the total.
3   	The start date may vary according to the experience and readiness of each student. Students are individually assessed by tutors for their readiness to begin work with clients. Client work on placement should not commence until approval has been given, although discussions by students with potential placement providers should begin as early as possible on the course.
4	Students are responsible for securing their own placement, with support from centres and tutors. It is therefore advisable to start exploring placements early on the Course.
5    	The placement is subject to approval by the centre.
6	The placement will agree in writing that they are willing to abide by the terms and conditions of the centre.
7	The Centre and tutor(s) are required to formally approve any student’s readiness and suitability to commence placement before students are allowed to begin client work - this should not prevent students from seeking placements at an early stage. 
						

Student Counselling Placement Policy (continued)
8      The placement will clearly state their policy with regard to:
A) Arrangements for allocating and maintaining the counselling work done by students. 
B) Insurance (see 13 below)
C) Confidentiality - including team discussions and client work notes
D) Supervision
E) Referrals
F) Complaints Procedure
G) Ethical Framework - which should be based on the COSCA compliant code.
9 	The placement should allow the student to practise in the same theoretical style as the course and must allow the student to work to specific counselling contracts rather than using counselling skills.
10 	Placement providers are requested to provide a periodic report concerning the student’s work using form C.
11 	Students have an obligation to indicate their trainee status to their placement, and if asked, to their clients.
12 	Students may undertake placement in a well established private practice for up to 20 hours. Students cannot set up as private practitioners themselves.
13  	Students will need to be covered by professional indemnity insurance. The placement provider may provide this, but it is the student’s responsibility to check this and, if necessary, affect their own insurance.
14 	Students will be required to keep a log book to record counselling hours and supervision. It is the student’s responsibility to ensure that this is checked and signed periodically by the tutor, supervisor and Centre representative

The Client Work
15 	Placement experience should be as broad as possible, to encompass as many issues as possible.  Where placements are undertaken in very specialised areas, such as sexual abuse, rape and substance misuse, the student may be required to seek an additional placement. Students should also recognise that they should encounter long term work as well as brief therapy.

					
Student Counselling Placement Policy (continued)
16 	Trainees are strongly discouraged from working with clients under 16 years of age. Exceptionally, only students who have specific extensive experience and preferably professional qualifications which enable them to work with under 16’s will be allowed to undertake client work with this group. Approval must be obtained in writing from the centre before beginning this work and not more than 20 hours may be counted towards the course requirement.
Supervision
17 	Appropriate counselling supervision is a requirement. This is distinct from line- management. Where a student receives supervision from a line-manager, external supervision must be sought as well.  Supervision must be set up, and at least one supervision session held before any client work commences.
18 	It is not ethical that students are supervised by their Counsellor or Therapist, or by their tutor. It is also not appropriate for students to take on other students as clients.
19 	Supervisors should work within the COSCA Statement of Ethics and Code of Practice.
20 	Supervisors should fulfil the educative function of integrating theory into practice.
21	 Supervisors should have completed some training in supervision and/or have considerable experience of supervisory work.
22 	Supervision should be undertaken at the minimum of 1.5 hours supervision for 8 client hours.  Contact should be made with the supervisor not less than fortnightly. Missed sessions should be included in this figure. All cases should be supervised. Please note that group supervision will not be accepted as a substitute for individual supervision.
23 	The supervisor should operate within the same theoretical model as the Course.
24 	Students will pay for supervision where it is not provided by the placement or is sought externally.

25 	Students are free to choose their own supervisor, if the placement permits this, but the agency must be made aware that material will be taken out to satisfy course requirements.
26 	Supervisors will be required to agree in writing to these policies in the same way as the placement agency.
27 	Reports from Supervisors are a requirement of the course. The final Supervisor’s Report forms part of the assessment of the course and the Supervisor is required to state their approval that the student is able to practice as a qualified counsellor.

28 	Colleges should provide information to students on local availability and suitability of placements and provide a list of approved supervisors.
29 	Colleges must formally approve both placement and supervisors before any client work commences.


















						
There are various counselling agencies and counselling services around. These services can be found in hospitals, health centres and GP practices, schools, colleges, universities, the voluntary sector, to name a few.
· To approach your desired placement you may need to consider the following:
· Demand for placement can be high. You may have to “sell” yourself, much in the same way as if you were seeking employment.
· You will need to highlight your experience and skills achieved on the course to date, and how many hours of counselling training you have so far gained. Remember to point out that by, say, Christmas of your first year of Diploma you are actually almost half way through your professional training.
· You may wish to highlight personal, and present employment attributes and skills which may be applicable to your placement.
· It is advisable to research the placement beforehand, to show interest in their organisation and their way of working.
· You may approach your placement choice, by letter or telephone, or both.
· It is worth reminding yourself that counselling is still relatively a “young” profession. Many placement choices may need convincing that it would be advantageous for them to expand their service by taking placements.
· Some areas may not yet offer counselling, but are considering the possibility. You may wish to assist them, with appropriate support, to establish this, in order that you can carry out your counselling placement with them. This will require more work by yourself on policy & procedures and you will need to negotiate this with your centre.
· You may wish to advise them that you will be offering a free service, and if they do not offer supervision, you will be willing to purchase your own supervision.
· You may wish to advise them that you will be willing to undertake their training, if this is a requirement of the agency.
· You may wish to advise them that the centre will be liaising with them at regular intervals, to ensure that things are progressing well.
· Some placement providers may offer you voluntary work initially doing say administration or reception type work. This can be valuable as an entry to the organisation but do make sure that this is seen as a precursor to client work and do not allow yourself to be left in that role at the expense of other opportunities.



	  				
Information about Finding a Placement (continued)			
When a placement seems interested in you, you may need to consider the following:- 
· Is it a counselling service?
Some agencies or services, which may be thought of as counsellors, may actually only offer a listening or befriending service.
The counselling should be formal client work, where there is a contract between the client and the agency, and the clients know that they are being counselled.
Professionals using counselling skills would not suffice.
· Is the agency/service a specialist one?
If it is specialised towards a particular client group e.g. drugs, rape, etc., this is OK, but it is recommended that you do not undertake all of your placement hours in the same area, so that your experience can be as broad as possible, in terms of age, gender, presenting issues etc
· What are the policies and procedures of the agency/service?
Regarding confidentiality, safety of client and counsellor etc. They will need to understand that you will be practising under the COSCA Statement of Ethics and Code of Practice.
· Do they keep records?
Do they mind you keeping records to assist you with your course? (See placement log books)
· What theory of counselling is used?
They do not have to be humanistic, but they need to understand that this is how you will operate.
· Do they offer supervision?
This is different from line management. If all they offer is line management, you will need to seek an external supervisor. Ideally the placement will also offer support as well as supervision, so that students can address organisational as well as practice issues. The supervisor will need to operate in an humanistic way. You will require a minimum of 1 hour of supervision per 6 client hours. At least one session prior to starting your placement will help you to prepare for client work.
· What if supervision is not offered?
You will need to find your own supervisor. You will find a list of accredited supervisors on the following web sites.
COSCA
BACP
UKCP
How many clients should I have?
At first you should have no more than two to three clients per week. Placements should select clients suitable to your experience.
In Summary
· You will need to be counselling on a one to one basis, at a recognised counselling agency or service, in an humanistic way.
· You will need to be supervised in an humanistic way, either at the placement, or externally for at least 1.hour per 6 client hours.
· You will need to encounter a wide range of counselling issues, perhaps with two or three clients a week.
Please Note:
When you have found a placement you will need to return the ‘Placement Advice Form’ to your centre, who will then undertake the necessary liaison with your placement provider and supervisor.
Once you are in placement you may need to consider the following:-
· There may not always be a constant stream of clients. In this connection you may wish to
· Add other placements to your portfolio
· See if you can be proactive within the organisation to enable them to generate more clients.
· Your involvement in the wider activity of the placement organisation (such as team meetings etc.) will be appreciated and valuable. It will also add to your experience and knowledge when you are on the course and allow you to enhance the range and quality of your assessed work.






Form A – To Advise of Placement & Supervision
STUDENT TO COMPLETE THIS FORM AND PASS TO PLACEMENT TUTOR
	Name of Student:	Start date:	/	/

..................................................................................................................... 

Course Location:
..................................................................................................................... 

Placement Address:
..................................................................................................................... 

Contact at Placement / Phone Number:
..................................................................................................................... 

Describe any specific focus of the placement's work or any restrictions/requirements of the client group
......................................................................................................................

..................................................................................................................... 

Is supervision available at placement? (please tick appropriate box)
 Yes

 No

Please give name and address of supervisor and details of their training, qualifications and experience. (Please note that the centre will not contact the supervisor, except for routine reports, without discussion first with the student):

......................................................................................................................

 attached letter of confirmation/contract from placement provider

 attached letter of confirmation/contract from supervisor

Signed by (student): ……………………………………….  Date: ……………………..                                            

Approved by (tutor): ……………………………………….  Date: ……………………..










					
Log Book for Students on Placement
1. Log books should be kept in a form which allows them to be put into a soft cover plastic binder, thus loose leaf a4 sheets are most suitable.
2. Students need to record the following:- 
a)  Date of session.
b)  Duration of session.
c)  The client - identified by a letter or number.
d)  A very brief record of the focus of the session with the client.
Each client’s records in the log book should be together so that the progression and process of client work is easily identified.
Students should be encouraged to provide a summary when counselling has ended with any particular client, covering:-
· number of hours.
· a review of the counselling process.
· issues arising both from a professional and a personal perspective.
· use made of supervision.
· experience of the placement.
3. There also needs to be a record of supervision. This does not count towards counselling hours, but is a formal requirement of training.
4. For supervision, students need to record the following:
a)  Date.
b)  Duration of session.
c)  Supervision issues around you and your client. 
d)  Focus of the work.
5. The supervisor, tutor and student need to sign and date the Log Book periodically and at final submission. It is the student’s responsibility to ensure that this happens.












Course Information for Placement Providers and Supervisors
The Diploma in Counselling is a 400 hour part-time course. It is a requirement that students have completed an appropriate Certificate stage course prior to entering Diploma.
Who is the course for?
The course is designed to provide a progression in training for suitable applicants who wish to train as a professional counsellor, develop a career in counselling or gain a counselling qualification.  The course contact hours may be used towards COSCA Accreditation.
What does the course contain?
The course is in two parts:-
Year 1 - This part of the course looks at advanced counselling skills, person-centred counselling theory and practice, ethical, legal and professional issues and personal development.
Year 2 - Focuses on professional development and issues such as supervision, personal development, power and balance and integration.
The core theoretical model is broadly based on a person-centred approach. This philosophy holds a central belief that a person has the qualities necessary to discover and use their own inner resources to re-appraise self and move towards a more satisfying way of being. Emphasis throughout this course is placed on the student’s development and understanding of self both personally and professionally in order that they may form effective counselling relationships with clients.
This course is mainly experiential, based on exercises to explore, practice and develop counselling ability and self knowledge working in small and large groups, triads and pairs. Other activities include discussion, seminars, research and focused presentation.
What are the entry requirements for Diploma?
Students need to have completed a certificate stage of recognised counselling training (which includes skills and theory) to apply to join the course. This would be COSCA Certificate in Counselling skills or equivalent. Students who have completed other alternative courses may need additional training to meet the requirements. Students on the Diploma are therefore in their second or third (final) year of training.



Course Information for Placement Providers and Supervisors (continued)
How is the course assessed?
There are specific assessment criteria and outcomes for each section of the course. Evidence for meeting these criteria is provided by a Journal kept by each student during the course that records what happens in each session, thoughts, feelings and reflections about self, counselling and the learning process.
Additionally, specific entries and assignments are written about particular aspects of the work and about some of the wider issues around counselling.
Counselling skills are assessed in the sessions, using self and peers, with the tutor providing the final assessment of each student’s progress.
What qualifications will I receive?
This course is externally recognised and moderated. Students receive the University of the Highlands and Islands Diploma of Higher Education in Person Centred Counselling and Psychotherapy. They will also receive the COSCA Diploma in Counselling and Psychotherapy.
 Other issues and factors.
For students training and studying at this level:
· It is a mandatory requirement that students undertake personal therapy in order to work through personal issues arising from their learning during counselling training.
· A minimum of 100 hours of formal training placement.
· Professional supervision whilst undertaking this client work.
· Reading and research is required, and students are expected to collect articles, textbooks, journals etc.
Students are provided with a guide for the course and placements providers and supervisors may find it useful to have access to this.











Requirements for Supervisors of Trainees on Placement
All supervisors used, group or individual, should submit a CV and be formally approved by the centre, who should maintain a register, to be updated at least  annually, of supervisors used.  The register should be available for inspection by the moderator if required. Supervisors, to maintain boundaries, used on a course must not be:
· a member  of the Counselling Training Team, or a facilitator of the student's personal growth group
· a member of the student's immediate or extended family or a personal friend or a friend of the family.
· a student on a counselling course.
· a line manager who normally does not provide clinical case work, counselling or therapeutic supervision.
· a person with whom a student has co-counselling  or co-supervision contact.
· a person who  has  no  counselling or  therapeutic or  supervision  of  casework experience.
· a person who is subordinate in another role.
· the student's personal counsellor or therapist.
The organisation in which the student intends to counsel may want to supervise their work or the student may have to find their own supervisor.   In either event ideally a supervisor should:
· have attended a formal counsellor training course and have at least 400 hours of counselling practice.
· still be working as a counsellor or therapist.
· have attended a supervisors' training course, or the equivalent, and have supervised at least two counsellors or therapists.
A written/verbal contract should be agreed between the supervisor and the student in the first session which among other things should include:
· where supervision will take place.
· the frequency and duration of supervision sessions.
· the preparation required by both parties for supervision, e.g. case notes and other material.
· methods to be used in supervision, e.g. discussion, role-play, observation, live supervision.




Requirements for Supervisors of Trainees on Placement (continued)		
· written records of supervision.
· confidentiality and other ethical issues.
If, at any time, the supervisor has serious concerns about the quality of counselling being offered or about the emotional availability of the student counsellor to work at a particular time or with particular issues, especially when any actions, activities, etc are or may be contrary to the COSCA Statement of Ethics and Code of Practice then it is expected that the supervisor will notify and discuss their concerns with a qualified counsellor trainer nominated by the provider and who is a member of the training team. It is expected that supervisors also will work to the COSCA Statement of Ethics and Code of Practice, and will regard these guidelines as minimum standards.  As appropriate, the supervisor should provide the counsellor with regular feedback on their overall performance.
The Supervisor's final report
If a supervisor expresses serious concerns about a student's performance in placement then concrete objective evidence should be sought from the supervisor and the assessors should consider it and take a decision.  Normally the decision should be to refer the student unless the evidence does not justify such a decision or there are compelling professional reasons that indicate a pass should be given.
Guidelines to Supervisors in completing the Final Report (SR2)
We would expect supervisors to be open and honest in the completing of the report.
Both trainers and supervisors have a duty of care to the client(s) with whom the trainee is working with currently and also for future clients.
All matters to which you refer should have been discussed in supervision therefore nothing in the report should come as a surprise to the trainee.
The report should be completed with the participation of the trainee.
Please feel free to add any additional comments you feel would be helpful.














Form SR1 - Supervisor’s Report – Interim (50 hours)

Students name: ……………………………………………………………………………..
Training Centre (College) ………………………….......................................................
Tutor Contact: ………………………………  
Course Start dates:      /      /             Complete:    /     /
Name of supervisor: ………………………………………………………………………..
Please comment on:
	
1) 	Duration and frequency of supervision - was this in the supervisor’s opinion sufficient relative to student’s client work and in line with current COSCA requirements.





	
2) 	How is the student preparing for supervision e.g. clear issues brought for discussion, appropriate information prepared etc.






	
3) 	How effectively is the student using supervision:- a) for professional development,
b) to address client/counsellor relationship issues, c) for boundary issues,
d) for personal development.






	
4) 	Are there any issues in supervision which caused concern to the supervisor in terms of the student suitability to become a professional counsellor.







Supervisor’s name: …………………………………………………………………………
Report Signed: …...............................................   Date:     /     /   

Form SR2 – Final Supervision Report – Page 1/2 

Students name: ……………………………………………………………………………..
Training Centre (College) ………………………….......................................................
Tutor Contact: ………………………………  
Course Start dates:      /      /             Complete:    /     /
Name of supervisor: ………………………………………………………………………..

	INTRODUCTION: please comment upon trainees general demeanour, organization and case management skills etc, with examples.





	ATTENDANCE: please confirm frequency and duration of supervision, and they comply with COSCA requirements. Also comment upon cancellations, notice and reason given.





	
SUPERVISORY RELATIONSHIP: how you experienced the supervisory relationship, and any comments from the trainee about the relationship. Also any issues about the contract made for supervision.





	
ETHICAL PRACTICE: At a minimum, confirm that the trainee works to the COSCA Statement of Ethics and Code of Practice (or equivalent) and especially address issues of professionalism of approach, confidentiality, maintaining boundaries, and ethical issues raised.





	
PRESENTATION OF CASE MATERIAL,ORGANISATION AND CASE MANAGEMENT SKILLS: how well prepared was the trainee for supervision sessions, how open and honest was their expression of thoughts and feelings about the client(s), case content and process.






 Continued on next page























Form SR2 – Final Supervision Report – Page 2/2

Continued from page 1.

	USE MADE OF SUPERVISION: what evidence was there of the trainee learning from case material in supervision and reflect, think about and change/develop ways of working. Also any evidence to justify after reflection why the supervision learning was rejected.





	PROGRESS AS A COUNSELLOR: indicate briefly any growth and development you have seen in the trainee. State any plans for their future development you have discussed.





	Please sign ONE of the following four recommendations:



	
The trainee is now capable of acting in a competent and professional manner




The trainee still needs to attend to the following issues (specify below)

but I think is suitable to be passed at Diploma level.




It is my opinion that the trainee needs to do the following (specify below) before being passed.




The trainee should not be passed for the following reasons (specify below with evidence).


	
If not the first recommendation. please specify actions needed or reasons:









Supervisor’s name: ………………………………………………………………………

Report Signed: …...............................................   Date:     /     /   











Form C – Placement Provder’s Report:
Name of placement provider: ……………………………………………………………
Student name: ….........................................................................................................
Course provider – Name and Address: ………………………………………………..
…...................................................................................................................................
Placement start date: ………………………………………………………………………

	1. How many client hour is/has the student undertaken/ing?




	1. Are there any boundary or ethical issues which need to be addressed?




	3) 	Do you have any concerns about this student?





	4) 	Is the student able to work within time limits?




	
5) 	What are the referral resources within your agency and is the student able to use these resources when necessary?




	6) 	Do you have any other comments to make regarding this student?





	
Name: ……………………………………..  Report Signed……………………………….
 
Date:   /     /  

Position in organisation: ………………………………………………………………….






Cause for Concern Process
Colleges reserve the right to require a student to withdraw from the course under certain circumstances. The reasons for this may be (for example but not exclusively):
· Failure  to complete or pass assessments within the timescale agreed
· A failure to obtain placement work or sufficient client work which would indicate serious concern about a student's ability to complete the course successfully.
· Concerns expressed by the supervisor or placement provider relating to a students client work, ethical stance, professional approach or unclear personal relationships.
· Concerns   expressed by tutors, other centre staff or fellow students regarding a student's behaviour which is contrary to the course ethos and learning process.
Method
There are 2 formal stages in the process, each documented by the "cause for concern" forms which follow this description (it should be noted that this course based cause for concern process does not supersede or replace any existing procedure that the centre or College has in place - it should supplement the existing process by providing detailed course based information and procedures.
Centres and tutors should follow each of the 2 stages consecutively with an interview/discussion with the student where the issues are raised and discussed. It should be noted that the procedure should be undertaken in such a way that issues are dealt with clearly and supportively and the student has ample opportunity to respond to concerns raised. If the process goes beyond Stage 1, 2 tutors should be involved in any interviews, together with any representative of the centre that the centre's own regulations require. The student concerned should have the opportunity to be accompanied by a supportive friend if requested.
College management should be informed of any significant cause for concern or malpractice issues. 



















Cause for Concern – Stage 1 Initial 

Diploma in Counselling at……………………………………. (Name of centre)
Students Name………………………………………………….
Date of Course…………………………………………………..
Tutors/Centre Staff Present……………………………………
	Description of the basis for the cause for concern with this student.





	Source(s) of information for the basis of this cause for concern i.e. tutor, supervisor, placement provider, other students etc.





	Student's response to the cause for concern.





	Consider the likely effect if this situation continues.





	Are there any formal centre procedures which need to be implemented at this stage?





	Conclusions and/or action plan to remedy the situation.







This form should be signed by both tutor(s) involved and by the student concerned and copies made for both parties:
Signed: tutor(s)...........................................Student......................................
The student should have the opportunity to be accompanied by a supportive friend if requested.













Cause for Concern – Stage 2 Ongoing
Diploma in Counselling at……………………………………. (name of centre)
Students Name………………………………………………….
Date of Course…………………………………………………..
Tutors/Centre Staff Present……………………………………
	Summary of the basis for the cause for concern with this student:




	Any additional source(s)  of information for the basis  of this cause for concern i.e.  tutor, supervisor, placement provider, other students etc. which have emerged since stage 1.




	Any changes to the situation since Stage 1? i.e. actions taken to remedy situations.




	Student's further response to the cause for concern and remedies.




	Are there ways in which a further action plan would assist the situation? If so, state what.




	Are there any formal centre procedures which need to be implemented at this stage and what conclusions have been reached?




	This form should be signed by both tutor(s) involved and by the student concerned and copies made for both parties:









Signed: tutor(s).............................................Student......................................
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