Devon and Cornwall Counselling Hub

Training Centre, Candidate, Placement 

and Supervisor Agreement


Agreement between …………………………………………………. (the placement provider) and Devon and Cornwall Counselling Hub and the candidate.
In accepting ……………………………………………………………… (candidate name), you the agency agree to the following terms and conditions.

1. Candidates need formal feedback or reports from the counselling agency and supervisor to help evidence their capability. This takes the form of:

· Supervisor report and feedback (minimum of one)  
· We would also request that supervisors check the candidate’s log of client and supervision hours.  Supervisors need to sign each page to validate the hours claimed.
· Agency report and feedback (minimum of one).
The placement agrees to provide the candidate with these documents upon completion of 100 hours of client work.
2. We hope that in checking the candidate’s readiness for client work, they will become a valuable member of your agency team.  However, if things do go wrong or you have cause for concern, you agree to let us know as soon as your concerns are raised and agree to complete and or attend Cause for concern reports/meetings.  
3. There may be occasions when the tutors have concerns about a candidate, they may ask for or send the agency a report about their concerns.  They may invite the agency to attend a ‘cause for concern’ meeting where the agency would meet with the candidate and tutors and explore the best ways of helping this candidate move forward or to take other appropriate action.  You agree to participate in such meetings.
4. You confirm that the you will: -    
· Provide appropriate indemnity and liability insurance.

· Provide appropriate client assessment and referral procedures.

· Meet the health and safety obligations to client and counsellor.

· Work in accord with relevant legislation.

· Provide induction, training, mentoring and line management support to the trainee.

· Provide agency supervision, OR monitor supervision provided by independent supervisors who are not part of the agency.

5.  Devon and Cornwall Counselling Hub and CPCAB does not explicitly specify the type of client groups a candidate can work with (this is to accommodate centres who choose from a wide range of descriptors and contexts for the qualification), but we do offer the following advisory guidance which is in line with BACP accreditation guidelines.

· The placement must offer candidates the opportunity to demonstrate their proficiency in the relevant assessment criteria and at the relevant service level. 

· The quality and depth of experience offered in the workplace needs to match the training, proficiency, ability and experience of the candidate.
· Client experience should not be limited to a narrow client group unless there is a descriptor "e.g. working with young people" attached to the qualification (and even in this case candidates still have to meet all the generic criteria of the qualification).

In effect this means that telephone counselling can form a small part of the 100 hours client experience, but the hours would also need to include a substantial amount of face-to-face sessions. 
With reference to working with children or young people, please see appendix 1 ‘Counselling hours – should they include working with children?’ This document can also be found on the CPCAB website www.cpcab.co.uk
You, the agency agrees to adhere to these guidelines and confirm that you have read appendix 1.
6.   Responsibilities 
Defining responsibilities for all those involved in a candidate work placement is an ethical requirement. Although lines of responsibility will vary according to the context, it is important to define these responsibilities explicitly. 

The following guidelines suggest which areas of responsibility need to be addressed:

(a) Centre responsibilities

To support tutors (in their task of enabling candidates to find appropriate placements) by:
· Providing appropriate support (e.g. administrative hours) 
· Publishing workplace experience requirements and guidelines in pre-course information or learner handbook.
· Include a day of training on what a placement is and how to apply for a placement
(b) Tutor responsibilities

· To ensure that candidates are working with suitable client groups in well-managed placements.

· To define lines of communication between agencies, supervisors, tutors and candidates.

· To negotiate contracts with agencies on behalf of the centre where appropriate.

· To provide new placements with details of the Diploma course content and candidates’ methods of assessment.

· To send or receive a ‘cause for concern’ report to agency and/or supervisor if required.

· To arrange a ‘cause for concern’ meeting with all necessary personnel if required.

To ensure that candidates:

· are recommended to become members of BACP or other counselling professional body.

· are aware of and can apply the BACP ethical framework (or equivalent professional framework) to client work.

· have professional indemnity insurance, paid for either by the placement or by themselves.

· have arranged supervision with an appropriately qualified supervisor (if not provided by the agency).

· have arranged clinical supervision with someone who does not hold any other role within the agency e.g. a ‘line manager.’
· have undergone a CRB check if requested by the agency or centre.

(c) Agency/placement responsibilities

· To offer formal induction to volunteers/trainee counsellors.

· To make volunteers/trainee counsellors aware of all relevant agency policies and procedures including: 

· code of conduct, complaints and health and safety procedures.

· confidential handling of client records according to agency policy and data protection law.

· to clarify agency training requirements for volunteers/trainee counsellors.
· to clarify administrative procedures.

· undergoing a CRB check if required.

· To set out an agreed explicit referral procedure.

· To take clinical responsibility for the client work.

· To carry out prior assessment of clients or assist the volunteers/trainee counsellors in carrying out client assessments.

· To provide a safe therapeutic space for the counselling work.

· To clarify relevant expense arrangements (e.g. travel costs, supervision costs).

· To give written feedback to the volunteer/trainee counsellor to meet course requirements. 

· To receive or send a ‘cause for concern’ report if required.

· To attend a ‘cause for concern’ meeting at the college/centre if required.
· To notify Devon and Cornwall Counselling Hub of any concerns about the students practice, development, behaviour or emotional/mental wellbeing in their placement.
(d)
Candidate responsibilities
· To conduct themselves according to the ethical standards of the profession and within the agency policy and procedures.

· To negotiate an individual contract with the agency.

· To make it clear to clients (if not already made explicit by the agency) that they: 

· are still in training.

· work according to the BACP Ethical Framework (or equivalent).

· may refer to client work in college assignments without identifying the client in any way.

· will give the client the opportunity to refuse permission to refer to their work together if they so wish.
· To ensure they are covered by professional indemnity insurance either through the agency or privately.
· To undergo a CRB check if requested.

· To work within their level of competence.

· To make referrals if directed by their supervisor or agency manager.
· To arrange clinical supervision with an appropriately qualified person who does not hold any other role within the agency e.g a line manager.

· To keep a client record and supervision log; to ask their supervisor to sign each page of their client/supervision log to confirm hours.
· To inform the agency (and any individual supervisor where appropriate) of all relevant course and qualification requirements prior to commencement.

· To attend a ‘cause for concern’ meeting if requested by the tutor, agency and/or supervisor
(e) 
Supervisor responsibilities

The responsibility of the supervisor will depend on whether the supervisor is:

(a) employed as part of the agency (though must not be in a line-management role within the agency).
(b) providing independent supervision arranged by the supervisee.

in all cases the supervisor will:

· Provide a suitable environment.

· Support the candidate in applying course concepts to their client work.

· Provide feedback to the candidate according to qualification/course requirements. 

· Negotiate clear arrangements regarding all contractual issues (e.g. time, place, remuneration).

· Make explicit all lines of communication with agency and centre.
· Assist the candidate with developing recording-keeping procedures, paying particular attention to confidentiality, ethical boundaries and the Data Protection Act.
· Assist the candidate in making a referral where indicated.

· Monitor the candidate’s fitness to practice and assist the candidate in making ethical decisions in this regard.

· Clarify their responsibilities as a supervisor with both the agency and training organisation.
Last Revised June 2018
Four Way Agreement
This form must be completed and signed by all parties before a student begins work with clients.
Name of Student
………………………………………………………………………………..
Placement Name
……………………………………………………………………………….

Address

……………………………………………………………………………….




……………………………………………………………………………….

Tel No


……………………………  Email …………………………………………
Please provide the name and contact details of the supervisor who will be working with the student named above

Name of Supervisor ……………………………………………………………………

Tel Number …………………………………………………………………………..….
Email Address …………………………………………………………………………...
Does this supervisor work for the above named agency
YES [      ]      NO [      ]

We the undersigned have read and agree to the Training Centre, Candidate and Placement and Supervisor Agreement issued by Devon and Cornwall Counselling Hub.
Signed by Devon and Cornwall 
Signed by the Agency   
Signed by the Candidate

Counselling Hub











……………………………………

………………………………
………………………….......
Print Name



Print Name


Print Name
……………………………………

……………………………….
………………………………..
Date




Date



Date
…………………………………….

…………………………………
………………………………..
Signed by the Supervisor

…………………………………….

Print Name

…………………………………….

Date 

…………………………………….
Appendix 1

Counselling hours – Working with Children
CPCAB is often asked whether candidates can undertake placements working with children when studying the level 4 Diploma in Therapeutic Counselling (TC-L4) and if so what percentage of the required 100 hours can be with children. 

The answer is not simple because a number of factors need to be taken into consideration. The key issues to consider are:

· The safety and protection of children is paramount and specialist training, knowledge and skills are needed to work with children; 

· The client work undertaken for TC-L4 must include sufficient client hours to demonstrate competence with adults and enable the candidate to meet the learning outcomes and assessment criteria; 

· Centres (usually course tutors) hold responsibility for managing placements so the final decision of where candidates undertake placements rests with the centre; 

· Some individual candidates may have specific skills and knowledge acquired outside the course that enable individual candidates to work ethically and safely with children; 

· Candidates should not carry sole responsibility for client assessment in the agency and should have access to referral routes if they encounter clients or issues that are beyond their individual competence; 

· The term ‘child’ encompasses a wide age range; competence to work with 16+ is different from the competence required to work with children of primary school age; 

· Agencies may have their own requirements for candidates working in their placement. 

Courses are not all the same
The CPCAB level 4 Diploma is assessed to a national standard via a common set of learning outcomes and associated assessment criteria but each individual centre has its own unique training programme. If the centre training programme (1) includes specific skills and knowledge for working with children and (2) the tutors are themselves suitably qualified and experienced in this area, they may support candidates to take up placements working with children.

If the course itself does not include specialised training for working with children but the agency offers and supports candidates to work with children via their own induction and training programmes, candidates may undertake a proportion of their hours with children provided the course tutors are happy to support this.

In all cases candidates should be supported by appropriate clinical supervision. This is often provided by the agency itself.[image: image1.png]
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