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1. THE WORK OF THE AWARENESS CENTRE AND OUR PLACEMENT 
 

The NHS Placement Counselling Service 
 
The Awareness Centre (TAC) works in partnership with the South London and Maudsley NHS Foundation 
Trust (SLaM) and South West London and St George’s Mental Health Trust to provide an individual 
counselling service within GP surgeries in Lambeth & Wandsworth. Clients can self-refer or be referred 
either by their doctor or practice nurse. Each client is offered a telephone assessment/triage through 
the IAPT triage team. Based on their assessment at triage, Lambeth clients are offered a limited number 
of six (Step 2) or twelve (Step 3) weekly 50-minute counselling sessions and all Wandsworth clients will 
receive twelve (Step 3) weekly 50-minute counselling sessions.  

 
Low Cost Counselling Service 
 
The Low Cost Counselling Service is a reduced-fee counselling service staffed by up to 79 placement 
counsellors. The Service offers a set fee of £20.00 for adult clients and couples who are living on state 
benefits, students over 18, those living on a state pension, clients who are registered as disabled and 
those claiming ‘Working Tax Credit’.  These slots are available Mon-Fri 12.00, 1.30pm and 2.30pm and all 
day Sunday.  All other slots are at the low cost fee of £35. The Service provides one-to-one counselling 
and sessions are on a weekly basis. TAC provides sessions during the day and Friday evening. Clients may 
attend for open ended counselling, subject to the availability of their counsellor.  For clients on low 
income, subject to providing evidence dated within 3 months of starting sessions, we offer counselling 
at £35 per session. With this in mind, clients who miss one session and do not make payment ahead of 
the next scheduled session will have their counselling terminated. All clients are to be collected from 
Reception at the beginning of the session and escorted back at the end.  
 
In order to work with couples, placement counsellors are required to meet certain training and working 
towards the accreditation criteria, and be approved by the Practice Manager.   

 
Psychosexual and Couple Counselling    

 
Sexual difficulties can make us feel very alone, yet sexual difficulties are very common and can have 

many causes. Their origins may be physical/ organic as a result of illness, accident, surgery, disability or 

medication or alcohol/drug use. 

 

Psychosexual therapy is a specialised form of therapy designed to help people living with difficulties that 

are of a psychological, sexual nature and that are too difficult or complex to be resolved on their own.  

Psychosexual therapists’ help clients identify the root cause of a sexual problem(s) and encourage open 

and honest discussion about sexual feelings and concerns.  Where necessary, onward referrals may be 

made to medics.   

 

Some sexual dysfunction may be due to psychological problems such as anxiety, depression or other 

emotional/mental health problems. Emotional difficulties, such as unresolved grief or unhappiness due 

to other problems in a relationship or child sexual abuse.  Parental relationship templates can also have 

an impact on sexual function. Clients are encouraged to assess their sexual problems and pinpoint 

thoughts, behaviours and other factors that might be contributing to them. Sometimes symptoms 

are situational, which means that they only happen under certain circumstances. 

 

Relationship can face many challenges.  Couples counselling is a form of therapy that looks to improve 

communication and resolve issues within an intimate relationship and is offered through a talking 

therapy for two people within that relationship.  With a compassionate, non-judgemental therapist 

present, partners are often able to do this by discussing issues or problems that may have previously felt 
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too difficult to address or challenge.  A couple may find a way of working with and addressing the 

presented issues, or they may decide it is time to part ways. Either way, counselling provides a space to 

grow and decide on the future direction of the relationship.  

 
Mailchimp (Marketing) 
 
Mailchimp is a Marketing tool The Awareness Centre uses to advertise as well as communicate updates, 
changes and training to placement therapists. You will receive these via email, please do not 
unsubscribe during your placement with TAC as you may miss important information.  
 
 

2. Support & Development of Placement Counsellors 
 

Clinical Responsibility 
 
TAC holds clinical responsibility for the work of TAC placement counsellors. This underpins all elements 
of the relationship between TAC and its placement counsellors.  
 

Requirements 
 

Placement counsellors must be in weekly personal therapy at the start of their placement and remain in 
weekly therapy for the duration of their placement here.  TAC also requires trainees to be registered as 
a student member of one of the following organisations: BACP, UKCP, BPS and COSRT if training to work 
psychosexually and/or with couples. Counsellors must meet the following criteria to work with adults in 
a counselling setting, and these must have been fully supervised. TAC holds the right to request a signed 
off log of the stated hours.  
 
 

Levels 
 
 Level 1- (0 – 24 hours)  

For trainee therapists who have completed their foundation year and are starting their counselling 
or psychotherapy diploma, but who have not accumulated many client hours. Will have a placement 
within the LCCS service at TAC.  Once the level two hours have been reached, Level one therapists 
will be considered for a Level two placement within the NHS.  

 
        Level 2 – (25- 64 Hours)  

For trainee therapists who have accumulated 30-65 supervised client hours. Will have a placement 
within the NHS.  We also offer a double NHS placement if suitable and availability in a surgery and 
Supervision permits. 

 
 Level 3 - (65+ hours)  

For therapists, who are qualified and working towards accreditation and transition into private 
practice. Your Supervisor will make the decision to graduate you to Level 3. 
 

 Please note: Those applying for a placement at Brixton Prison will need to meet the Level 3 criteria 
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Placement Documents 
 
The following documents will be sent to you via email in your confirmation of placement offer – please 
complete and bring them with you to the induction: 

 Letter to your training organisation (appendix 1) 

 Agreement between the Training Organisation and TAC (appendix 2) 

 Counselling Placement Agreement (appendix 3) 

 Placement Letter to external Supervisor (appendix 4) 

 Placement Agreement including Professional Details between the External Supervisor and TAC 
(appendix 5) 

 Supervision agreement between TACS and the counsellor (appendix 6)  

 

Inductions 
 
There is an initial TAC induction process during which you will be introduced to the practical workings of 
your LCCS placement such as paperwork, policies & procedures and the layout of the building. You will 
be assigned a clinical Supervisor whom you will see on a group basis. Your set client session times will 
also be agreed and rooms booked accordingly. You will receive an overview with guidance notes on the 
online booking system used at TAC:  https://kellygarrett.zohocreator.com/portal/bookings. You will 
agree to access and update the system on a weekly basis.  
 
You will further have an NHS induction at the surgery you have been assigned to with your Team Leader 
and the Practice Manager where you will be introduced to the building and the room where you will see 
your clients.  You will be fully trained in two stages on the IAPTus clinical contact system by your Team 
Leader.  You will also be trained on the surgery booking system if the surgery requires you to. 
 

Management 
 

Placement counsellors are carefully managed and supported to ensure that clinical and professional 
standards are maintained and to provide counsellors with adequate support. You are expected to 
respond to all e-mails and phone calls from TAC and IAPT staff promptly, develop a collaborative 
relationship with TAC staff and conduct yourself in a professional manner. Disciplinary matters and 
complaints are dealt with in accordance with the TAC Staff Handbook and the Disciplinary Policy is 
available on the TAC Intranet. 
 

Supervision 
 

 Each placement counsellor attends group supervision based on the placement you are undertaking: 
 Both NHS and Low cost service seeing up to eight clients per week = weekly supervision 
 NHS only – seeing up to 4 clients per week = bi-weekly supervision on weeks 1 and 3 
 LCCS only – seeing up to 4 clients per week = bi-weekly supervision on weeks 2 and 4 

 

 Where a month has five weeks, you will not meet in the fifth week. Each supervision group runs for 
2 hours and contains up to 5 counsellors and 6 where a changeover is scheduled. Attendance at 2 or 
4 groups per month will meet BACP requirements. Group supervision is provided and attendance is 
compulsory. It depends on duration of the placement  

 
Most training institutions and accredited bodies require students to receive supervision at a ratio of 1.5 
hour of supervision to 6 hours of client work.  Please remember that you are responsible for ensuring 
that you receive adequate supervision to meet the requirements of your training organisation, which 
may specify a different supervision hours to client hours ratio. Any additional supervision outside TAC of 
placement clients should be fed back into your placement supervision group in order to avoid potential 
conflicts. 
 
You will not normally be able to change groups once you have agreed to join one except in exceptional 
circumstances. If you do need to change groups, you will need to give your Supervisor and the 

https://kellygarrett.zohocreator.com/portal/bookings
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counselling administrator as much notice as possible.  You need to have secured a place in a new group 
before leaving your old one. Personal difficulties or conflicts within the supervision group are not 
normally grounds for a change of group and should be discussed and resolved within the group.  
 
Attendance at all supervision is mandatory. When you are on holiday you do not have to attend any 
supervision sessions during your absence. Failure to attend without adequate 6 weeks’ notice or 
explanation will be grounds for terminating your placement. If you miss more than two supervision 
sessions within a 1 year period, your placement may be terminated. When your Supervisor is away, you 
will still be required to attend the group as peer supervision. Additionally, you can contact a designated 
Supervisor with any clinical issues. 
 
If you feel at any time that a client is manifesting behaviour or thought processes that indicate more 
specialist interventions (for example for active drug misuse, mental illness or the need for more 
intensive therapy etc), you should consult with your Supervisor and then, if required, your manager so 
that your manager can see the client, explain our concerns and discuss possibilities regarding more 
specialised support. 
 

Training 
 
TAC provides two days of compulsory training with Ruth Nightingale on subjects relevant to the 
placement, such as assessments, brief counselling, risk management and professional development. 
Attendance on these workshops is compulsory for all placement counsellors – within the first 6 months 
of being on placement and a CPD certificate is issued to participants. A fee of £150 is currently charged 
for the two days, which is non-refundable and can be paid in 3 instalments of £50.00, or in total, the first 
payment covers your registration – all fees must be paid prior to attending each module.  Upon 
acceptance of the placement, you are required to pay for the training by going to 
http://theawarenesscentre.com/about-the-awareness-centre/counselling-placement-registration 
For your work in the GP surgery, you will have training on IAPTus, the computer application used within 
Lambeth IAPT. This training is free of charge and takes two hours.  
 
If, after payment is made, you fail to attend the training day/s, you will need to pay an additional £50 
per day to attend the next available training day/s.  
 
You must complete Day 1 before attending Day 2.  
 

Onsite 
 

 Print all your documents from the intranet either off site or on site at the beginning of each month 
downstairs in the TAC office.  TAC will not provide pre-printed documents for you to use 

 The building has WIFI, which can be used anywhere: password – holistic1. 

 Write your notes in your allocated rooms for counselling or in room 3. 

 TAC’s downstairs office is to be used to access your files, to print your paperwork once a month or 
to meet a member of the team. 

  

3. The Awareness Centre’s expectations of placement counsellors  
 
TAC is an Organisational Member of the British Association for Counselling and Psychotherapy (BACP) 
and all counsellors working at the Centre on placement must work according to the BACP’s Framework 
for Good Practice. TAC reserves the right to end a counsellor’s placement if it is felt that the counsellor is 
in breach of their contract with TAC or is in breach of the BACP’s Framework for Good Practice or other 
relevant codes of ethics, conduct or practice. By accepting your placement with TAC, you are confirming 
your availability and commitment for 2 years.  
 
All counsellors begin on an initial probationary period of three months. This probationary period may be 
extended by TAC as deemed necessary. 

http://theawarenesscentre.com/about-the-awareness-centre/counselling-placement-registration


Page - 8 - of 25  Updated Nov 2017 
 

 

Personal Psychotherapy & Private Supervision 
 
The Confirmation of Therapy Form must be completed on an annual basis. Please take this form to your 
counsellor/psychotherapist for completion and signature before returning it to the Counselling 
Administrator. Please describe any external supervision you currently attend where you are required to 
or have the option of taking Awareness Centre clients for supervision. Please describe the frequency, 
clinical orientation and modality (i.e. individual/group) of your external supervision. 

 
Confidentiality 
 
TAC offers a confidential service to its clients. This is of vital importance in developing a trusting 
relationship between the client and counsellor and in maintaining wider public credibility. In line with 
the BACP Code of Ethics, GPs will be informed that their client is receiving counselling, following 
bereavement for example, and receives information following a risk assessment but no other details will 
be disclosed without the client’s consent. The client is informed of this in writing. 
 
TAC counsellors, staff including team leaders, Supervisors, the Managing Director and Clinical Director 
are expected to maintain these principles, both during and after their time with TAC / Lambeth 
Psychological Therapies. It is also expected that no information about TAC or its clients be passed to 
people no longer in the employment (paid or otherwise) of TAC. 
 
Any breaches of confidentiality will be taken very seriously and may involve disciplinary action. 
Confidentiality is essential to the service offered by TAC and client details are kept confidential within 
TAC / Lambeth Psychological Therapies as an organisation. You must not enter into any other 
confidentiality agreement with the client.  While summary information is given to NHS clients’ GPs, no 
client-related information obtained from the assessment or counselling/therapy or support work can be 
passed onto any other individual outside the Centre / NHS without the express written permission of the 
client. Such requests must always be discussed in supervision before any action is taken. 
 
In terms of e-mail communication, any extensive referral information should be sent in an anonymised 
document, and any necessary e-mail correspondence regarding specific clients should only refer to that 
client by their initials and time-slot. 

 
Social Media Client Contact  
  
With more therapists and clients using social networking sites, practitioners face ethical concerns they 
may never have considered before. In particular, clients listed in your address book may show up in your 
WhatsApp contact list.  TAC requests that you follow the blocking procedures below to avoid having to 
deal with any boundary issues that may arise. 
 
How to Block a Contact in WhatsApp 
 

 Open WhatsApp 

 Go to Settings > Privacy Settings > Blocked Contacts > Add New  

 Search for the client’s contact details and add. 

 The client contact will now appear in your Blocked Contacts list.  

 For further information visit https://faq.whatsapp.com/en_UK/  
 

Attendance 
 
TAC Counselling Service is offered to clients all year round. This means that at all times throughout the 
year there needs to be a minimum number of counsellors available to take on referrals. 
 
All placement counsellors are entitled to up to 5 days leave from clinical work a year. Please complete 

https://faq.whatsapp.com/en_UK/
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appendix 9 if you have any pre-planned holidays prior to starting your placement. 
 

 Up to 4 days may be taken over the summer period 

 Only 2 days of this can be taken during August 

 Up to 2 days may be taken over the Christmas period 

 Up to 2 days may be taken over the Easter period 
 
If you choose not to take your leave during this time you can apply to take your leave throughout the 
year. 
 
You will need to give a minimum of 6 weeks advance notice of your absence dates.  During popular 
holiday periods such as summer and Christmas, absence requests will be authorised on a first-come-
first-served basis and so you may wish to give as much notice as possible in order to ensure you can take 
the dates you wish. 
 
Absences are applied using the Absence Request Form. First (appendix 9), take your Form to your 
placement Supervisor, who will assess whether your absence request is clinically appropriate, has been 
requested with at least 6 weeks’ notice, and does not contribute to a total of more than 5 days of 
absence from your clinical work at TAC per calendar year. For your absence request to be granted, your 
Supervisor will need to sign this form as authorised by them, otherwise it will be returned to you by the 
Counselling Team. 
 
Once the Form has been signed by your Supervisor it should be passed to the Practice Manager. You can 
consider your absence booked when you get a confirmation e-mail from the Practice Manager. If you do 
not receive that confirmation e-mail, then your absence has not been approved. If you do not receive 
confirmation, and your absence is due shortly, then contact the Practice Manager ASAP. 
 
Clients are normally seen weekly and you should give your clients at least one month’s notice of any 
absences. If you have concerns about a client during your absence, these should be raised with your 
Supervisor and your Team Leader where this relates to an NHS client or the Practice Manager where it 
relates to an LCCS client. TAC is not a crisis intervention service and the office is only available during 
office hours, so ensure that your client has contact details for appropriate sources of support in a crisis.  
 

Dress Code 
 
You are expected to maintain an appropriate standard of dress, appearance and hygiene to ensure that 
the Company's professional image and reputation are maintained. 
 
You are required to be neat, clean, well-groomed and presentable whilst at work, whether working on 
the Company’s premises or elsewhere on Company business. 
 
Please be mindful to dress professionally.  
 
When working with your clients the following applies: 
 

 No short skirts 

 No shorts 

 No low cut tops 

 No hats 

 No excessive jewellery  

 No strong perfume or aftershave 
 

Please be mindful of the transference within the therapeutic relationship and note that your Supervisor 
may at any time speak to you about dress code. 
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Illness 
 
If you are ill and cannot see your clients or attend supervision, then please ensure that you contact your 
clients. Where you cannot reach your client, leave a voicemail and ask your client to confirm receipt of 
this message. Additionally, please inform the following individuals that you will not be able to see 
clients: 
 

 The Practice Manager at TAC 

 The Reception Team at TAC 

 Your Supervisor 

 Your Team Leader (NHS) 

 The GP Practice Manager 
 
Where you are incapacitated and therefore unable to make contact with you clients you must arrange 
for someone to contact the relevant people listed above immediately and ask them to contact your 
clients. 

Changes in Circumstances 
 
You must inform your Team Leader and Practice Manager promptly of any changes in circumstances 
relating to your contract, for example, changing address, external Supervisor or lowering frequency of 
external supervision. You should also inform your Supervisor, who will check to make sure you continue 
to meet placement requirements. 
 

Referrals of Clients from the NHS and Low Cost to Placement Counsellors 
 
When it is clinically and ethically appropriate, placement clients may, at the end of their placement 
sessions, transfer their clients from the NHS and the Low Cost service. This potential transfer must be 
discussed in supervision before it is offered to your client as an option. These referrals must be passed 
to reception so that they can contact the client and obtain payment for the first session. Please 
complete the referral form ensuring that you state that it is an NHS referral.  

 

Referrals of Clients from the NHS and Low Cost to Private Therapists 
 
The transfer of a client from the NHS or low cost service to the counsellor’s full-fee private practice is 
not generally permitted unless the counsellor is an associate of TAC. These referrals must be passed to 
reception to process and for them to take the relevant referral fee from the client. To be considered to 
be a TAC Associate, you must meet the following criteria: 
 

 Completed your qualification either as a Counsellor, Psychotherapist or Psychologist and working 
toward accreditation; 

 Proof of Professional Indemnity Insurance at a minimum of £2,000,000 cover; 

 Sign off from the Counselling Department and your Supervisor  

 Completed your 2 year placement; 

 Sign off from the Practice Manager, after they have reviewed and agreed your private practice 
contract; 
 

Leaving the Service 
 
You must give at least three months written notice of your intention to leave the service to your 
manager and your Supervisor. This is the legally ethical procedure, particularly when ending clinical 
work with long-term clients. You will need to ensure that you have worked to end with all your short-
term clients. You will further inform your Supervisor and your Team Leader / Practice Manager as soon 
as you are thinking about leaving the service so that this can be adequately processed in your 
supervision. Failure to do so could result in the issue being referred to your training institution as well as 
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the BACP as a breach of ethics. Upon agreeing notice with your manager and Supervisor, you must 
ensure that all client documentation is appropriately filled out. 
 
Where your client’s counselling ends without adequate notice due to unforeseen circumstances, your 
client will be offered a priority appointment with an appropriate coordinator to discuss the situation and 
their options. 

Please note: 

By accepting your placement with TAC, you are confirming your availability and commitment for 2 years. 
If you are required to leave before completion of 2 years, then a minimum 3 months’ notice is required. 

Leaving before the end of your placement, or not giving the required notice period will result in 

 

         No reference being given for training or employment purposes 

         Your training institute / Regulatory body (BACP, UKCP, BPS, COSRT etc.) being informed 

         No offer of private practice based at TAC 
 
 

Gifts 
 
On occasions, clients may bring in a gift as a way of thanking you.  The Awareness Centre employs a ‘no 

gift’ policy as a way of maintaining boundaries within the therapeutic relationship.  
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4. CASE MANAGEMENT PROCEDURES – LOW COST ONLY  
 

Stage of case                                                 Relevant Paperwork                                               

Client file                                                       Do not take files off site 

Please use the plastic wallets provided and store each client file in one wallet in your hanging file. Files must 
include: 

 Completed Referral form  

 Assessment form – to be completed with client in first session  

 Risk assessment questionnaire - to be completed with client in first session when risks are present  

 Crisis plan – to be completed when needed and uploaded to Zoho 

 Consent for audio - to be completed with client in first session if needed 

 Client confidentiality policy - to be read and fully understood 

 Permission to share information - to be completed with client in first session 

 LCCS service agreement - to be completed with client in first session 

 PHQ-9 & GAD-7 - to be completed with client in first and last session at 6 weekly reviews, uploaded to Zoho 

 Client contact sheet – to be completed and keep in client pack 

 Continuation sheet – to be completed and keep in client pack 

 Payment sheet/Example & payment procedure – complete weekly & complete each entry even if all slots 
are not full, hand into reception with name and in envelope 

 In an emergency contact numbers – to be given to client in first session  

 Checklist for client ending – follow instructions to complete client ending paperwork  

 Discharge form - to be completed with client in last session, uploaded to Zoho 

 Service evaluation & Client Testimonial - to be completed by client in last session 
 Agency info – to be given to client at when ending. 

Referral to Placement Counsellor  

 For LCCS client referrals you will be contacted by Reception or the Counselling Team. You should reply to every 
referral e-mail on arrival to confirm receipt and no later than within 24 hours. 

 You will receive an email and/or telephone call from TAC reception for low cost referrals that will be placed in 
the Zoho diary booking system. You can access your client’s name and telephone number here. Additionally, you 
will receive a copy of the completed Referral Form, which will be put in your hanging file at TAC. The start date 
and regular appointment time will have been agreed with the client and are reflected in the email to you as well 
as on the referral form.  

 For LCCS clients, you are simply required to telephone the client and confirm the appointment. If you leave a 
message for the client, there is no need to then ask the client to reconfirm with you – a confirmation message 
from you is sufficient. It is important that you comply with any stated client preferences for contact by phone in 
confirming the first appointment. 

 If you start with a client who has attended before with another counsellor, a full assessment still needs to be 
carried out. 

 

You must keep Reception updated regarding your vacant client slots and flag-up in advance any spaces that are due to become 
available. This is essential to maintain an adequate flow of clients through the service.  
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Assessment by Placement Counsellor 

Client Contracts 

Client Confidentiality Policy  

Permission to Share Information form 

Assessment Form 

PHQ-9 & GAD7 Form for LCCS only 

 During the first session, you will need to explain the key boundaries of the relevant Client Contract and pass it 
on for signature for LCCS only. Please give one signed copy to the client to take away and keep one signed copy 
for your case records. You can also provide LCCS clients with a Client Confidentiality Policy.  

 Work through the Assessment Form with LCCS clients. Please ensure you complete a PHQ-9 & GAD7 form in the 
first and final session and if you work with a client for a long period of time, then you could consider completing 
an additional PHQ-9 & GAD7 as a review every 6 sessions in line with the contract. 

 Due to child protection concerns and the types of issues clients may wish to discuss in counselling, it is not 
possible for clients to bring children into their counselling sessions. This is an issue clients can discuss during 
their initial assessment before the first session. 

 Occasionally, you may feel that a referral is inappropriate when, for example, the client’s needs are beyond your 
level of competence. You will need to discuss this in supervision and then: 

 Discuss this with the client 

 Practice Manager (for LCCS clients) 

 File all documents 

 Inform the client that your manager will get in touch with the client offering a re-assessment or a 
new counsellor 

During Case – Recording Attendance Client Contact Record LCCS 

 Your Client Contact Records need to be clear and accurate. They should give a date and an explanation of what 
has happened every week – use key provided, be it: client attended, client did not attend – gave notice, client 
did not attend – no notice, counsellor absent or Bank Holiday. Further details can be added to your clinical 
notes. All missed sessions - regardless of any reason or notice given – count as used sessions. It is one session 
and termination if payment has not been received ahead of the next scheduled session. Please record all 
contact in the non-clinical notes. Please ensure that you discuss any concerns in supervision.  

 This form should be kept on the front of your client notes case file. No detail of the content of the sessions 
should be recorded on this form. These forms are an essential part of our statistical reporting and must be 
completed and passed-on without fail. 

During Case - Note Taking Client Notes LCCS 

 You must keep appropriate records of all client sessions. For clients, you will complete a client entry on Zoho 
each week. All records are the property of TAC Clients also have the right to see notes kept of their sessions. 
Records should concentrate on factual material and exclude comments on the more personal aspects of the 
counsellor’s own process or diagnostic speculation. Records should include accounts of letters sent; telephone 
messages received or telephone conversations etc., see the Zoho manual for further details. Please familiarise 
yourself with the BACP’s guidelines on note-keeping. 

 You may make copies of your notes for your training or case studies; you must ensure that these notes do not 
make any reference to client’s personal details, such as name, address, or phone numbers.  
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During Case - Missed Sessions  

 PLEASE NOTE: when a client DNAs for any reason, please call or text them on the same day to let them know 
they will have to pay for the missed session before they can book their next session. 

  If the client wishes to continue counselling with a new counsellor complete a referral form and hand into 
reception for processing. You should also inform the client that the process of finding a new counsellor may take 
up to two weeks. 

 Please follow up with the correct letter.  

 Please let reception know of any changes with your Zoho diary to ensure your diary is always kept up to date.  

During Case – Recording Sessions Recording Contract 

 If you wish to record sessions as a requirement of your training course, you will need to first discuss the matter 
with your Supervisor. You will then need to ask for your client’s consent and have them sign the Consent for 
Audio Recording of Sessions. You must also stress that the client is under no obligation to agree and that refusal 
will not jeopardise their right to work with you. 

 You should erase any recordings of sessions once you have finished using them. Please bear in mind that clients 
have a right to hear any existing recordings of their sessions. 

Letters  Zoho 

Please use the templates provided in Zoho:  

DNA letter  

Discharge letter  

GP risk letter  

Confirmation of attendance letter  

Psychiatrist letter  

End of counselling letter 

Skype Sessions  

TAC does not permit placement therapists to conduct Skype sessions with clients. On the very rare occasion, your 
Supervisor may approve a one off, but you MUST receive prior approval before the commencement of any Skype 
session. 

 

Penultimate Session Service Evaluation Form LCCS 

On the penultimate session, you must give your client a Service Evaluation Form, a testimonial template and 
envelope for LCCS clients. Ask your client to return the form to you in a sealed envelope at the last session, which 
you then process on case closure. If the client has not completed the forms, or has forgotten to bring it, give them a 
form to fill out during the last session and then place it in an envelope and seal. It is very important that this form is 
filled out during the final session.  
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Discharge by Placement Counsellor 

Discharge Form LCCS 

PHQ-9 & GAD7 Form LCCS 

Client Contact Record 

Service evaluation 

Client testimony  

During the final session, you will need to work through the Discharge Form with the LCCS client and update Zoho.  

A PHQ-9 & GAD7 score is taken in the first and final session for LCCS clients.  

The Client Contact Record needs to be also completed with the ending details at the bottom of the sheet.  

Case Closure 

Following our case closure procedure correctly is an essential condition of your placement. When closing cases, 
follow the instructions below, and contact the Practice Manager regarding all LCCS. 

 

Confidentiality Permission to Share Information Form 

Placement counsellors do not liaise directly with external agencies, other medical professionals 
or similar third parties. All such communication will be handled via the Practice Manager, If 
your client requests information for their solicitor, housing officer etc. the client needs to ask 
that third-party to write to the Practice Manager. If your client brings in a document for 
completion, you need to pass it to your Practice Manager. If your client would like a copy of 
their notes, they need to make that request in writing to your Practice Manager. 

 
5. FACILITIES MANGEMENT AND HEALTH & SAFETY 
 
Room Booking 
 
The Awareness Centre rooms are available Mondays - Fridays from 7am – 10pm; Saturdays 9am – 6pm 
and Sundays 10am – 2pm. GP surgery hours vary. Due to ethical and security concerns, you must ensure 
that you never work in the building alone outside of office hours.  

 
If you are on placement between 6.00-10.00pm on Fridays, or Sunday 10.00-2.00pm then you will need 
to use the key code to access the Administration Office, the Reception Area and upstairs rooms.  The 
code is C3567y.  You will also need a key to the side door to access the building which you must sign a 
key agreement and pay a £10 deposit for.  Your £10 will be returned upon completion of your 
placement.  Reception will give you the key.  
 
We have ten rooms at TAC that can be used for counselling, two of which, Room 1 and Room 2, are 
wheelchair accessible. 
 

Room Safety 
 
There is a No Smoking policy throughout the Centre and hot drinks and food are not permitted in the 
counselling rooms.  Please ensure you close and lock windows and turn off lights before you leave the 
room. 
 
In the Event of Fire  
 
Please make yourself familiar with all exit locations and fire extinguishers (main door, side front door 
and the back door in room 3). Please see Fire Evacuation Procedure listed on the Intranet for further 
information.  
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In the Event of an Accident 
For minor accidents, there is one First Aid Kit in the office in the basement and one in the kitchen. For 
more serious incidents, phone the emergency services and make an entry in the Accident Book. 

 
Please see the health and Safety Procedure listed on the Intranet for further information.  

 
 

Office Hours 
 
TAC opening hours are: 
 
Monday - Friday: 7am-10pm 
Saturday: 9am-6pm 
Sunday: 10-2pm 
 
Office hours are: 
 
Monday – Friday: 9am-5pm. 
 
If you are on placement between 6.00-10.00pm on Fridays, or Sunday 10.00-2.00pm, then you will need 
to operate TAC’s buzzer entry system for clients attending their appointments as Reception will be 
closed at 18.30 on Fridays and 13.30 on Sundays.   You will need to tell the clients arriving at/after this 
time that they will need to ring the appropriate room number you are seeing them in.  The entry buzzer 
is situated at the side door next to Pizza Express. You will then buzz them in from your room. 
 
 
If you need to speak to the Practice Manager, you may either phone or come into the Centre during 
office hours. We are closed on Bank Holidays. 
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6. APPENDICES 
 

 

 

 
 

COMMENCING YOUR PLACEMENT  
 
 

Starting your placement is subject to the completion and return of the Pre-Placement appendices.  
  

 
The entry requirements that you/your training organisation and external Supervisor will have to submit 
to TAC prior to commencement of the placement are below. 
 
Appendix 1 is the letter that you send to your training organisation  
 
Appendix 2 is the agreement which should accompany appendix 1 and which should be completed by 
your training organisation following your receipt of an offer of placement. 
 
Appendix 3 is the agreement that you need to sign and return after reading the main handbook. 
 
Appendix 4 is the letter that you need to give to your external Supervisor. 
 
Appendix 5 should accompany appendix 4 for your external Supervisor to complete.   
 
Appendix 6 needs to be completed by you and returned to the office. 
 
Appendix 7 is the form you use to request leave from your placement.  
 
Many counsellors request to tape sessions as part of their training requirements.  This can be arranged 
and will be discussed at your induction. 
 
All placement counselors need to be in personal therapy for the duration of their placement.   
 
 
 

In order to commence seeing clients at TAC you must complete and 
return all appendices by the time you attend your induction.  This is a 

mandatory. 
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APPENDIX 1: Letter to Training Organisation 

  
 

 
 
 
 

The Awareness Centre  
41 Abbeville Road, Clapham, London, SW4 9JX 

T: 020 8673 4545 - F: 020 8673 8844 
counselling@theawarenesscentre.com 

www.theawarenesscentre.com  
 
Date:…............................... 
 
Your student ….......................................... has applied for a training placement at TAC and has been 
given a TAC Pre-placement Handbook. 
 
We have interviewed this candidate and would like to offer him/her a placement.  There are a number 
of conditions that need to be met before we finally accept a placement.  Our procedures are strict, to 
protect standards of practice.  One of those conditions is your completion and return of the attached 
form to TAC; without this we cannot precede with the offer of a placement.  (We use the term 
Counsellor generically to denote Counsellors, Psychotherapists, and Counselling Psychologists working 
as volunteers within TAC). 
 
The Counsellor receives group supervision for two hours each week if they are doing the full placement 
(LCCS+NHS or NHS+NHS) or two hours bi-weekly if they are doing half  the placement (NHS or LCCS).  
The group consists of 5 counsellors seeing 4 to 8 clients per week.  All TAC Supervisors are professionally 
qualified Supervisors and attendance to all supervision is compulsory.  Failure to attend regularly is 
regarded as a breach of ethics and appropriate action will be taken.  The supervision is Integrative as 
TAC has practitioners who employ a variety of approaches.  TAC Supervision is offered to the student 
primarily to monitor clients, ensuring good practice and giving the Counsellor professional support. 
Counsellors have access to their Supervisor outside of working hours if there are difficulties with a 
particular client. We also provide a risk assessment policy and the process is supported by the clinical 
Supervisor, Clinical Director and Practice Manager. 
 
It is the trainee's sole responsibility to ensure that they make themselves aware of their individual 
supervision requirements and seek additional supervision where appropriate in respect of any and all 
involved organisations. All additional external supervision arrangements are subject to approval by 
The Awareness Centre.  
 
We do not take responsibility for supervising the student in his/her training approach. It is a condition 
of the placement that the counsellor has appropriate supervision external to the TAC by a Supervisor 
approved of by the Training Organisation.  We require the practitioner to take TAC clients to external 
supervision in addition to TAC supervision to support their clinical approach. 
 
All new placements are accepted on the condition of satisfactory completion of a six month 
probationary period, a review of their work will be undertaken at this time and in the event of any 
concerns, the training institute will be informed in writing. 
 
Thank you for your cooperation.  Please do not hesitate to contact me if you have any queries or need 
further clarification. 
 
Yours sincerely, 
 
Kelly Garrett, Clinical Director

mailto:counselling@theawarenesscentre.com
http://www.theawarenesscentre.com/
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APPENDIX 2: Agreement between the Training Organisation and TAC 

  
 
 
 
 
 
Please fill in and return to TAC as soon as possible, keeping a copy for your records. 
 
Name of Student:…...................................................................................... 
 
Name of Institute/Training Organisation:….................................................................................... 
 
Name of Course ……………………………………………………………. 
 
Year of study…………………………………………………………….. 
 
Length of course and qualification/accreditation awarded………………………………………………………. 
 
Accrediting Institution………………………………………………………… 
 
Name and position of respondent:….................................................................. 
 
1. We* will ensure our student named above will obtain adequate supervision in line with 

BACP/UKCP/COSRT supervision requirements in the approach the student is being trained 
in. 

2. We* accept that the Institute Supervisor or Institute approved private Supervisor has 
shared supervision responsibility with TAC. TAC Supervisor will take primary responsibility 
for students’ clinical work and the institutes Supervisor or students private Supervisor will 
take secondary responsibility for students’ clinical work on placement at TAC.  

3. We* will ensure that we* will contact TAC for verification if we* have any concerns about 
the number of client contacts hours the student has submitted to us.   

4. We* will inform TAC if the student discontinues his/her training. 
5. We* will inform TAC if we* have any ethical or professional concerns relating to the 

student’s practice with the student’s knowledge. 
6. TAC will inform the Training Organisation if it has any ethical or professional concerns 

relating to the counsellor’s practice with the counsellor’s knowledge. (We use the term 
counsellor generically to denote both counsellors and psychotherapists working as 
volunteers for TAC.) 
 

 
*“We” in each of these clauses refers to the Training Organisation. 
 
Signature:….........................................................for and on behalf  
 
of…………………………………(Name of Institute/Training Organisation)        Date……………. 
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APPENDIX 3: Counselling Placement Agreement 

 
 

 
 
 
 
 
I have read and agree to abide by TAC regulations on Practice, Ethics and Administration 
contained in The Handbook for Counsellors and Supervisors.  
 
I have read and agree to abide by the Risk Assessment Protocol; to record and inform the 
relevant TAC contacts of any risks that arise in my clinical work with TAC clients. 
 
I understand that any breach of practice and ethics or failure to continue to comply with the 
placement criteria may result in my placement being ended and the breach being reported to 
my training institute and accrediting bodies. 
 
I understand that if, for any reason, my training is suspended I will cease client work at TAC. I 
will do this under the guidance of my Supervisor and TAC Directorate. 
 
I understand the nature, and duration (minimum 2 years) of the clinical placement commitment 
that I am undertaking. I agree not to attend TAC under the influence of alcohol or non-
prescribed drugs. 
 
 
 
Name:….......................................................................................(In block capitals) 
 
 
 
Signature….................................................................................... 
 
 
 
Date….......................................  
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APPENDIX 4: Letter of Placement Agreement between TAC and the External 
Supervisor 

  
 
 

 
 
 
 

41 Abbeville Road, Clapham, London, SW4 9JX  
T: 020 8673 4545 
F: 020 8673 8844 

counselling@theawarenesscentre.com  
www.theawarenesscentre.com  

DATE….................. 
 
(This part to be retained by the External Supervisor) 
 
Dear Colleague, 
 
Your supervisee…..........................................has applied for a placement as a counsellor at TAC.      
(N.B. The term Counsellor is used generically to denote both Counsellors and Psychotherapists working 
as volunteers at TAC). 
 
We have interviewed her/him and would like to offer a conditional placement.  There are a number of 
conditions that have to be fulfilled before we accept a practitioner.  One is that the Counsellor is in 
external supervision in his/her chosen approach with a Supervisor approved by the placement’s training 
organisation. 
 
We offer weekly and bi-weekly group supervision.  Attendances at these are compulsory in order to 
monitor our clients, ensure good practice and give the Counsellor professional support and a line of 
accountability.  Counsellors will see between 4 to 8 clients a week.  The supervision approach is 
integrative and all our Supervisors are professionally qualified Supervisors.   
 
We do not take responsibility for supervising in a particular theoretical approach. We therefore need to 
have an agreement with the external Supervisor supervising TAC client work about supervision 
responsibility.  TAC is the primary Supervisor for clients seen through our placement and the external 
Supervisor is the secondary.  If the need arises and would be of benefit to the Counsellor and the client, 
TAC Supervisor and the external Supervisor would communicate. 
 
If you are in agreement, I have enclosed two copies of the Agreement for your signature one for your 
records and one of which your supervisee can return to us.   
 
Please do not hesitate to get in touch with me if you have any queries or need further clarification. In 
our experience we find the liaison between TAC Supervisors and External Supervisors a rewarding one 
for us and very supportive of the Counsellor and the clients.         
 
Yours sincerely, 
 
 
Kelly Garrett 
Clinical Director

mailto:counselling@theawarenesscentre.com
http://www.theawarenesscentre.com/
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APPENDIX 5: Placement Agreement including Professional Details between the 
External Supervisor and TAC 

 
 
 
 

 
 
 

41 Abbeville Road, Clapham, London, SW4 9JX 
T: 020 673 4545 

F: 020 8673 8844 
counselling@theawarenesscentre.com 

www.theawarenesscentre.com  
 
 (Please complete and return to TAC keeping a copy for your records) 
 
Name of Supervisee…................................................................... 
 
Name of External Supervisor…...................................................... 
 
Theoretical approach of Supervisee…........................................... 
 
1. I agree I am qualified to supervise …....................................................... in his/her practice 

approach. 
2. I agree to be the secondary Supervisor and in that capacity have a share in supervision 

responsibility with TAC who hold responsibility as the primary Supervisor. 
3. I will inform TAC if I have any ethical or professional concerns about my Supervisee’s 

practice with my supervisee’s knowledge. 
4. TAC will inform me if it has any ethical or professional concerns about my Supervisee with 

my Supervisee’s knowledge. 
 
External Supervisor’s signature…................................................................ 
 
Date….............................................. 
 
Please state your approach…………………………………. 
 
Please give your 
Qualifications/Accreditations/Memberships…………………………………………………………………………… 
Please state how many years of experience you have in offering supervision…………. 
 
Please attach a copy of your insurance document……………………………………… 
 
Or 
 
If your insurance is covered by the Training Institute please enter the name of the institute and 
tick the box below 
 

 Name of Training Institute………………………………………………….. 

mailto:counselling@theawarenesscentre.com
http://www.theawarenesscentre.com/
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APPENDIX 6:  SUPERVISION AGREEMENT BETWEEN TAC AND THE 
COUNSELLOR 

 
 
 
 
 
 

41 Abbeville Road, Clapham, London, SW4 9JX 
T: 020 8673 4545 
F: 020 8673 8844 

counselling@theawarenesscentre.com 
www.theawarenesscentre.com 

 
 
1. I understand that TAC has a duty to exercise due care, as well as a clinical responsibility 

for any clients I am referred through TAC, and as a TAC practitioner I share in that 
responsibility. 

 
2. I understand and agree that I must attend group TAC supervision whether weekly or bi-

weekly and also Institute approved supervision in my training approach to fulfill due 
care and ethical responsibility. 

 
3. I agree to contact my TAC Supervisor if unforeseen circumstances prevent me from 

attending. 
 
4. I understand that failure to attend TAC supervision on a consistent regular basis will 

result in referral to the Practice and Ethics Committee and may result in (i) my Institute 
and accrediting bodies being informed on the basis of ethical concerns (ii) my 
relationship with the TAC being discontinued. 

 
5. I understand in these circumstances that I would need to end with my TAC clients and 

that TAC would inform them as to why and that other counsellors will be found for 
them. 

 
6. I agree to see only individual clients at TAC, unless I have the authorisation from the 

Practice Manager to see adolescents and/or couples. 
 

7. I agree to see an external BACP/UKCP/BPS/ COSRT Supervisor if this is a requirement of 
my training institution and course. 

 
All our Supervisors are qualified and accredited practitioners.  We work with BACP’s Ethical 
Framework for Good Practice in Counselling and Psychotherapy and COSRT’s Ethical Framework 
for Good Practice in Psychosexual and Couples’ Counselling and Psychotherapy 
 
Signature:…………………………………………………..Date:………………………….. 
 
 
Printed Name:………………………………………………………………………………… 

 

mailto:counselling@theawarenesscentre.com
http://www.theawarenesscentre.com/
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APPENDIX 7: Confirmation of Therapy Form 

 
 
 
 
 
 

Confirmation of Therapy Form 
 

Maintenance of on-going weekly counselling/psychotherapy is a requirement throughout 
clinical placements at The Awareness Centre. 
 
Please take this form to your counsellor/psychotherapist for completion and signature before 
returning it to the Counselling Department.  This needs to be returned within one month of 
your TAC induction.  Failure to do so will mean that your placement is put on hold.  
 

Placement counsellor’s name:  

Counsellor’s/Psychotherapist’s name:  

Counsellor’s/Psychotherapist’s address:  

Accreditations:  

Qualifications:  

 

Modality: 
 

 

I confirm the placement counsellor named above is attending weekly /fortnightly counselling 

/psychotherapy sessions with me on an on-going basis since:  

Counsellor’s/Psychotherapist’s name:  

Counsellor’s/Psychotherapist’s signature:  

Date:  

As Placement Counsellor I will take responsibility for completing this form annually. 

Placement counsellor’s signature:  
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APPENDIX 8: Holiday Form 
 

 

Request Form – Absence from Client Work or Supervision 

 

Counsellor’s name:  

Period/dates you will be away 

(in case client enquiries arise in your absence): 

 

Specific dates you will be absent 

from LCCS client work: 

 

Specific dates you will be absent 

from NHS client work: 

 

Specific dates you will be absent 

from Supervision: 

 

Date of application: 

 

Supervisor’s signature:  

Date of signature:  

Practice Manager signature:  

Date of signature:  

 

 
Notes 
All placement counsellors are entitled to up to 5 days leave from clinical work a year. 

 Up to 4 days  may be taken over the summer period 
Please note that only 2 days of this can be taken during August 

 Up to 2 days may be taken over the Christmas period 

 Up to 2 days may be taken over the Easter period 
 
If you choose not to take your leave during this time you can apply to take your leave throughout the year. 
 
You will need to give a minimum of 6 weeks advance notice of your absence dates.  During popular holiday periods such as 
summer and Christmas, absence requests will be authorised on a first come first served basis and so you may wish to give as 
much notice as possible in order to ensure you can take the dates you wish. 
 
First, take your form to your Awareness Centre Supervisor, who will assess whether your absence request is clinically 
appropriate, has been requested with at least 6 weeks’ notice, and does not contribute to a total of more than 5 days of 
absence from your clinical work at TAC per calendar year. For your absence request to be granted, your Supervisor will need to 
sign this form as authorised by them, otherwise it will be returned to you by the Counselling Department. 
 
Then pass the form to the Counselling Administrator. You can consider your absence booked when you get a confirmation e-
mail from the Counselling Administrator.  If you don't receive that confirmation e-mail, then your absence hasn't been 
approved. If you don't get confirmation, and your absence is due shortly, then contact the Counselling Administrator ASAP at 
the appropriate email address. 
 

 

Office use only:   Zoho:           Holiday spreadsheet:                 Email sent:  


