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This document forms the agreement between Insight Counselling and the client. The purpose of which is to set out clearly the arrangements for Insight Counselling to provide you with a counselling service. It includes advising the boundaries which apply to providing the counselling, the therapeutic approach used and what you can expect. We will also discuss and agree with you the aims or goals you have and the outcomes you would like to achieve in attending for counselling.
Your counselling experience should always meet the requirements of our professional body, the British Association for Counselling & Psychotherapy (BACP). Please refer to page 3 for more information. 
My name is………………………………………………………………………………………………………………………………………….
I am a qualified/trainee counsellor and I am providing this service on behalf of Insight Counselling
My qualifications are:
…………………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………….
Relationship: 
The counselling relationship is an entirely professional one in which no other contact occurs outside of the counselling appointment. If you need to give me a message e.g. cancelling an appointment, please do this by contacting reception by phone or by email, details are below: 
Tel:   01382 305706       Email: receptionist@insightcounselling.org.uk
If we should bump in to each other by accident outwith the counselling appointment or after the sessions are complete, in order to maintain your confidentiality, you may say hello first if you wish, otherwise I will respect your choice to keep the counselling relationship entirely private.
I will speak with you about your expectations for the counselling and what you would like to achieve in attending the sessions. I will explain to you my counselling approach and the methods I use.  We can both note our expectations of the counselling sessions where relevant. We agree to review progress together at appropriate times. 
The method/approach of counselling I use is……………………………………………………………………………………..
…………………………………………………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………………………………………..
Client expectations/goals:……………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………….
Review date…………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………….
In a crisis
If you feel you are in crisis and are not due to see me, please use the contact details above and speak with the receptionist, who will consult with the Clinical Manager about your situation. You can do this anytime during the hours below:
	Monday, Tuesday, Thursday 0900 – 1700     	Wednesday, Friday   0900 – 1600
Outside of these hours please contact NHS 24 by telephoning 111
Times and dates
We have agreed to meet for further sessions usually up to 10 sessions in total and I will keep this under review with you and ask you for feedback.  The appointments will usually take place on the same day and time usually on a weekly basis unless a different duration between appointments is agreed. Each appointment will last 50 minutes and will start and finish promptly. 
If I am taking a holiday/break I will give you a minimum of 2 weeks’ notice. If I am unwell or have an emergency, reception will notify you and reconvene our next appointment as soon as possible.
Unless you are ill or it is an emergency you agree to provide 48 hours’ notice of cancellation when unable to attend an arranged appointment. If you cancel more than one of the arranged appointments it counts as one of the ten sessions and cancelling 3 or more sessions might indicate returning to the waiting list. We agree to not proceed with an appointment if you are 20 minutes late or more.
We have agreed if you do not attend an arranged appointment and Insight has not heard from you beforehand, I will assume you have changed your mind about counselling and will close your file. You may end your sessions at any point and do not have to provide a reason for this. If I need to end the sessions for any reason, I will aim to give you 2 weeks’ notice and the clinical manager will advise on re-allocation to one of my colleagues.
You have agreed to keep us updated about any changes to your contact information
Confidentiality: 
What you talk about during the appointments is confidential. There are rare exceptions when confidentiality cannot be maintained; if:
•	I think you might harm yourself or others
•	I have to do so by law
•	A child protection issue is identified
If any of the above arose, I would speak about this with you, unless I think to do so may worsen the situation. In the above situations I would first speak with the Clinical Manager prior to disclosure if possible.
Notes: 
Insight Counselling keeps records for all clients which are held on a secure data base in accordance with the Data Protection Act 1998. We need your consent to keep these records.  They are kept for a period of 3 years from the end of the counselling sessions and are then deleted. Insight collects this data to enable us to provide you with a professional counselling service. All data is anonymised when used for statistical purposes. If you would like access to these notes you can follow our ‘Access to Records’ procedure, which is available on request at reception. In signing this agreement you are consenting to Insight keeping these records as just described.
Standards  
Insight Counselling is an organisational member of the British Association for Counselling & Psychotherapy (BACP) and abides by their Ethical Framework for the Counselling Professions. You can expect the service you receive to meet these standards. For further information please refer to their website at www.bacp.co.uk
All counsellors are required to attend supervision regularly with an appropriately qualified practitioner to discuss client work. Your identity and all identifying material is not revealed to the supervisor. The role of a supervisor is to check that I’m on the right track and this is seen as a safeguard for you.
I confirm to you that Insight holds professional indemnity insurance to the level of £5,000,000 for each and every claim or loss, excluding defence costs and criminal proceedings costs.
Complaints
If there is any aspect of your experience at Insight Counselling you feel dissatisfied with please let me know as soon as possible and I will address this promptly and bring it to the attention of the clinical manager. Insight has a complaints procedure to follow, which you can request a copy of at any time.  You also have access to the complaints procedure available through BACP and you can find more information about this at: 
http://www.bacp.co.uk/crs/complaints.php  and can make use of the ‘ask Kathleen’ service at:
http://www.itsgoodtotalk.org.uk/about-bacp/ask-kathleen
Access or facilities
[bookmark: _GoBack]I have noted your additional needs/access requirements as:…………..………………………………………………….
…………………………………………………………………………………………………………………………………………………………….
Donations/Fees: 
We have discussed possible donations towards the cost of further sessions and I understand there are no fees charged for counselling and any donations I make are voluntary.  I understand there is no obligation on my part to make a donation if I choose not to for whatever reason.
ᴑ I am able to donate………………per session (please tick if willing to do so)
ᴑ If you are a UK tax payer you can gift aid your donation (please tick if willing to do so)
There is a fee payable for reports or letters should you require this. 
Client Signature………………………………………………………………….Print…………………………………………..
Counsellor Signature…………………………………………………………..Print…………………………………………
Date of signing…………………………………………………………………..
(NB: The contract is with Insight Counselling and is signed by the counsellor on behalf of the service)
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