2033- ELLINGTON PRIMARY SCHOOL
SCHOOL COUNSELLING POLICY
OBJECTIVES:
This policy was designed to provide  clear guidelines  to all school  counsellors  at ELLINGTON PRIMARY SCHOOL when applying interventions and proactive  measures in order to support the social, emotional and behavioural well-being of students, teachers and school environment.

 POLICY
1.  Accessibility  to Counseling  Services-  School heads shall ensure that efficient  and effective  counseling   service  is available to students  at all times
2. .All   challenging    cases   faced   by teachers that necessitate  counseling  shall be referred to the Counsellor .( Child Protection Officers (CPO)  of the school.). 
3. The child will be referred to the Head of School if there are no improvements after the five(5) counselling.
4. Parents/Guardians whose  child  has  undergone  counseling  shall  be informed of their child's case.
5. Where necessary, parents will be asked to come to the school to discuss about the issue. This will be done by the HoS.
6. All counseling sessions need to be recorded with the child and counselors signature. 
7.   Teachers  and parents  shall  complete  a Teacher  Referral  Form (Appendix or  Parent  Referral  Form  (Appendix  2)   when  referring   the  student  for counseling.
8.    In situations where the student specifically  requests that parents not be informed,   the student  may be seen without the knowledge  of their   parents. However,  if the Counsellor  and School of Head  feel  that it is  in the best interests of the student,   the parents shall be informed.
9. Confidentiality
In maintaining strict confidentiality, the Counsellor shall
· inform students of the purposes, goals and the procedure under which they may receive counseling at or before the time when the counseling relationship is entered.
· inform client of all  limits to confidentiality during the  initial engagement session.
·   keep information confidential  unless disclosure is required to prevent clear and imminent danger to the student or others or when legal requirements demand that confidential information be revealed.
·  consult with appropriate professionals when in doubt as to the validity of an exception.
· protect the confidentiality of students' records and releases personal    data in accordance with prescribed laws and school policies. Student information stored and transmitted electronically is treated with the  same care as traditional student records.
· protect   the   confidentiality    of   information    received    in    the   counselling relationship  and applicable ethical  standards.  Such information  shall only be revealed to others with the informed  consent of the student,   consistent  with the Counselor's  ethical obligation.
·   recognize  his/her  primary obligation  for confidentiality  is to the student  but balances  that  obligation  with  an  understanding   of the  legal  and  inherent rights of parents/guardians  to be the guiding voice in their children's   lives.
·  ensure that Head Teacher or a Teacher  of the same gender to the child be present when dealing with child abuse or serious cases.


10. Counsel  Records
A Counsellor shall:
·  maintain  and secure  records necessary  for rendering  professional  services to the student  as required  by laws,  regulations,  institutional  procedures  and confidentiality  guidelines.
·    keep   sole-possession    of   records   separate   from   students'    educational records.
·  keep student records for a period of 7 years after the student has withdrawn from school.
·  establish a reasonable timeline for purging sole-possession  records or case notes.   Suggested   guidelines  include  shredding   sole  possession   records when the student transitions to the next level,  transfers  to another school  or graduates.  Careful discretion and deliberation should be applied before destroying  sole-possession   records  that  may be needed  by a court of law such as notes on child abuse,  suicide,  sexual harassment  or violence.
·  When  a school  Counsellor   leaves  the  school  in the  event  of  retirement, transfer   or  promotion,   the Head of  school   shall  ensure  that  the counseling  records are transferred to the school Counsellor's  successor.
·  When  a  student  transfers  or  transits  to  another  school,    the  counseling record may be transferred  when:
i.    the Counsellor  at the previous  school recommends  counselling be continued
ii.    the Counsellor  at the receiving school requests it.
iii.  the parent and/or student,  as appropriate,   requests it.










