
 

Carlton le Willows Academy Counselling Service 

CONFIDENTIALITY POLICY 

 

This policy was formulated by the Academy Lead Counsellor and is informed by the British 

Association of Counselling and Psychotherapy (BACP) Ethical Framework for the Counselling 

Professions, BACP Best Practice guidelines for counselling in schools, the Child Protection Policy and 

Procedures of the school and the relevant Child Protection Legislation.  It complies with the Data 

Protection Act 1998.  It will be reviewed biennially. 

Date of last review:  May 2021 

Date of next review: May 2022 

 

Contacts 

Lead Counsellor:  Mrs L Dean 

Counselling Service Line Manager: Mr J Fryer 

Counselling Service Key Contact: Mr J Fryer 

Designated Senior Person for Child Protection: Mr C Turner 

Designated Deputy Senior Person for Child Protection:  Mr D Perkins 

 

Policy Remits and Aims  

This policy refers specifically to the Carlton le Willows Academy Counselling Service which is part of 

the academy's Pastoral Care Team which is made up of professionals, including the Lead Counsellor, 

Heads of House, SENDCO, DSL and DDSL, Family Support Worker and Healthcare Advisor, together 

with Student Support Advisors. It is the written component of the wider policy that is spoken and 

acted in practice.   

All counsellors working within the Counselling Service, including employed, placement or trainee 

counsellors, will adhere to this policy. The term 'counselling' will refer to two people contracting to 

enter into a counselling relationship by agreeing a counselling contract which will involve working in 

a client/counsellor relationship usually over a number of sessions.   

This policy refers to staff recruited to the Academy specifically identified as Counsellors.  Teaching 

and pastoral staff using counselling skills in relationship with pupils (for example Health Advisors, 

Student Support Advisors and Key workers) will follow the school's Information Sharing protocols as 

embedded in the school's Child Protection Policy.   

This policy does not refer to any external agencies working within school to offer counselling to 

pupils.  These agencies will be required to provide their own clear policies and procedures around 

the sharing of information, lines of accountability and confidentiality, which take into account the 

specific practices and protocols of working within the school setting. 

 

 



This policy sets out the rationale for confidentiality in the counselling relationship (as outlined by the 

BACP Ethical Framework for the Counselling Professions); the specific boundaries of such 

confidentiality; circumstances and protocols for which information may need to be shared; 

arrangements for storage and access to information held about clients. 

 

 

Introduction  

While acknowledging confidentiality as an important aspect of counselling, there is no such thing as 

absolute confidentiality when working with children and young people where safeguarding is of 

paramount importance.  Safeguarding concerns will always take precedence over normal 

confidentiality codes in counselling.  The best decisions regarding confidentiality will be made in the 

interest of safeguarding and promoting clients’ welfare, preferably with their knowledge and 

consent. Problems in maintaining confidentiality are less likely where mutual goodwill, trust and 

respect exist between counsellor and school staff, between parents and school staff, and where 

pastoral care is aware of, and sensitive to, the rights and responsibilities of all parties involved.  

A young person’s safety and welfare will be the overriding consideration in decisions around 

maintaining confidentiality and the sharing of information 

 

 

CONFIDENTIALITY IN THE COUNSELLING RELATIONSHIP 

 

Principles 
The Counselling Service recognises the importance of confidentiality for all pupils using the service. It 

is widely acknowledged within UK law that confidentiality is a key aspect and basic ethical principal 

of the formal counselling process with young people and that maintaining the trust and privacy of 

personal information is a legitimate expectation for the client.  Expectations of high levels of 

confidentiality are key to young people seeking therapeutic help.  

Confidentiality is important: 

• To enable the young person to develop a trusting relationship with the counsellor 

• In providing a space for the young person to explore difficult issues and make choices for 

themselves in an atmosphere of privacy and trust 

• To allow the young person to be open and share feelings without fear of blame or reprisal 

• To encourage young people to come forward to access counselling support 

• To reflect obligations under the Human Rights Act 1998 Article 8, The Right to Privacy 

 

 

 



The Gillick Principle 

The Academy supports the principles of the law of Gillick-competency and the young person’s right 

to confidential counselling in recognition that the use of counselling is in keeping with adolescent 

development towards independence.   

"As a general principle it is legal and acceptable for a young person to ask for confidential counselling 

without parental consent providing they are of sufficient understanding and intelligence." (Gillick V 

West Norfolk AHAH, House of Lords 1985) 

Parental consent is not required for counselling a child under 16 who is judged as an individual to be 

Gillick-competent and their right to confidential counselling takes precedence over parental rights.   

Parents do not have a right to give or withhold consent to their child having counselling in school or 

to know the content of any such counselling. 

Assessment of competence based on the Gillick Principle depends on: 

• The maturity of the young person 

• The young person having sufficient intelligence and understanding to enable them to 

understand what is being proposed i.e. counselling 

• The young person having sufficient intelligence and understanding of the consequences of 

their actions 

As part of the formal counselling assessment process, prior to the offer of counselling sessions, the 

Lead Counsellor will make this assessment.  If the young person is assessed as meeting the criteria 

for Gillick Competency then they may give their own consent for counselling. No specific age is 

stated in legal guidance; it depends on their capacity to understand the issues involved and give 

informed consent.  

As a rule, most secondary school students will meet the criteria for Gillick Competency to be able to 

understand the counselling process.  In cases where pupils are not deemed to be Gillick Competent, 

parental consent for counselling would be sought. 

Young people who are 16 years of age and over are covered by the Family Law Reform Act (1969), 

which provides legal foundation to enter therapy without parental consent 

 

Protecting Confidentiality in Practice 

• All client personal information, whether obtained directly, indirectly or by inference will be 

regarded as confidential to the counselling service.  Such information includes name, 

address, biographical details and other descriptions about the young person's life that might 

result in identification.  

• The counsellor will communicate with the client in school using a confidential note system 

which neither identifies publicly the recipient as client nor the sender as counsellor. Clients 

may be sent a note to lesson to remind them that they have a ‘pastoral meeting’ that day 

but without the teacher being made aware what the pastoral meeting is about. 

•  Counselling sessions will take place in the dedicated private and soundproofed counselling 

room. In situations where it is not possible for the client to attend the counselling room, 

alternative appropriate, confidential accommodation will be arranged by the counsellor. 



• The Key Contact may be informed of the names of the young people attending the service 

but reasons for referral and content of sessions will remain confidential, unless the welfare 

and safety of the young person is considered at risk. 

• Information shared with the counsellor by the young person, in drop-in or ongoing 

counselling, will not be shared with others, including teaching staff or the young person's 

parents or carers. 

• The exceptions to this will be with the young person's consent or because of concerns for 

the young person's health or welfare, as a consequence of child protection or safeguarding 

concerns or as a result of a court order. The process of these is described below.  

• The counsellor may discuss case details of clients in their own external clinical supervision, 

but cases are presented anonymously and identifying details are limited. Clinical supervisors 

are also bound to a code of confidentiality.  

• The DfE accept that a counselling session will not be inspected or observed by anyone. 

 

Informing the School Community about Counselling Confidentiality 

Parents/Carers 

Information about counselling confidentiality and confidentiality boundaries will be set out in the 

Counselling Service Information Leaflet for Parents and Carers and on the Academy website 

(Wellbeing/Counselling Service information - Confidentiality Policy). 

Pupils and school staff 

Information about counselling confidentiality and confidentiality boundaries will be set out in the 

Counselling Service Information Leaflet for Young People; on the Academy website and verbally by 

the Lead Counsellor when sharing information in discussions in school about the Counselling Service. 

Clients of counselling 

At the start of the counselling relationship the counsellor will verbally explain the boundaries of 

confidentiality in counselling, check that they are fully understood and explain exactly what this 

means in practice. 

Additionally, this information will be clearly set out in the Client/Counsellor Contract which is a 

written, signed agreement of counselling between counsellor and client. 

 

INFORMATION SHARING 

About who is attending counselling 

• The child’s right to confidentiality as established by Gillick also extends to the right of privacy 

of information concerning his or her attendance at counselling, unless there are overriding 

reasons, such as risk of serious self-harm. 

 



• Decisions about which members of school staff are informed regarding attendance to 

counselling are made on a need-to-know basis.  The counsellor will inform only the 

Attendance Officer, confidentially, at the start of each day, of the pupils that will be 

attending counselling during lesson time in order to receive a present mark for that period. 

• The counsellor will discuss with the client at the start of counselling which member(s) of 

staff, if any, can be informed about the client’s attendance to counselling sessions. The 

counsellor may encourage a young person to tell a trusted member of staff that they are 

receiving counselling in order to feel supported between counselling sessions but this will be 

the young person's choice.   

• School staff will always aim to treat attendance to counselling with discretion and sensitivity. 

Pupils are notified about arranged counselling sessions confidentially by the counsellor and 

school staff understand not to question or discuss with pupils their attendance to 

counselling.   

• Clients will be encouraged by the Lead Counsellor to discuss their attendance at counselling 

with their parents if appropriate.  The Counselling Service/counsellor will not routinely 

inform the parent/carer that a young person is accessing counselling support in school or 

discuss the content of counselling sessions without the client’s explicit consent. 

 

About what is happening in counselling  

Decision-making about sharing client information will be informed by the British Association of 

Counselling and Psychotherapy (BACP) Ethical Framework for the Counselling Professions as well as 

by statutory requirements applying within the school. This requires the counsellor to balance the 

gains to be achieved by promoting the welfare of the young person and avoiding harm, against the 

countervailing principles of respecting autonomy and promoting trust in the integrity of the 

counselling relationship.  These are, by nature, complex ethical and professional decisions to make, 

for which clinical supervision and consultation will be sought.  

 

With School Staff 

• The school counsellor will protect counselling confidentiality whilst working collaboratively 

with school staff which may involve the sharing of information.  It may be appropriate to 

give general feedback to referrers within school and the counsellor may communicate 

periodically with school pastoral staff to ensure that school have a holistic view of the pupil 

and that support packages provided are appropriate.  The counsellor will agree with the 

client in advance specifically what information may be shared.  

• Where school staff seek discussion with the counsellor about a client, the client will be 

consulted as to what information can be shared (outside of child protection issues) and may 

be invited to attend such a discussion. 

• A young person in school is free to talk to anyone about their counselling sessions if they 

wish but will not be directly questioned by staff. 

• The counsellor may ask a member of staff (such as a client's key worker or SSA) to support a 

client in the period between counselling appointments and therefore may, with the client's 

knowledge and permission, share some information. 



 

With External Agencies 

• The counsellor may identify that it is in the best interests of the young person to liaise with 

or refer them to another agency, for example, the School Nursing Team or Camhs where 

there are more serious mental health concerns. This will be with the young person’s express 

permission and/or parental consent unless there are child protection or safeguarding 

concerns, in which case the need to safeguard the child or young person will take 

precedence (see Child Protection Policy). 

• Where the client is the subject of a multi-agency support team, the counsellor may be 

invited to attend case conferences with a view to sharing information. In such cases the 

client will be consulted about any such involvement and what information can be shared. 

 

With Parents 

• The counsellor will encourage young clients to communicate with their parents or carers 

whenever possible and offer support to this end. In the interests of supporting the young 

person's autonomy, the sharing of information should firstly be the responsibility of the 

client, with the support of the counsellor if that is specifically requested. 

 

With Clinical Supervisors 

• All counsellors working the service are professionally required to have regular clinical 

supervision with an appropriately experienced and qualified clinical supervisor in order to 

reflect upon and discuss their clinical work.  Cases are presented anonymously and 

identifying details are limited. This work is governed by the same principles of 

confidentiality. For further information see www.bacp.co.uk. 

 

The Process of Information Sharing   

 At the beginning of the counselling relationship, the counsellor, in contracting with the 

client, will clearly describe the boundaries of confidentiality and about how the process of 

sharing information will be managed. The counsellor will explain to the young person that 

absolute confidentiality cannot be guaranteed and in specific circumstances (detailed 

below), they may need to share information with or without consent from the young person. 

 

 The school counsellor has a duty to work within the Child Protection Policy and procedures 

of the school and the relevant Child Protection Legislation.  This includes the requirement 

for the counsellor to identify and report possible cases of harm to children and young 

people, via the Designated Safeguarding Lead, originating from any disclosures made by a 

pupil where the counsellor has sufficient grounds to suspect or believe that the young 

person is suffering or is likely to suffer significant harm, for example, through physical or 

emotional neglect, physical abuse, sexual abuse, emotional abuse, domestic violence or drug 

http://www.bacp.co.uk/


abuse.  The sharing of safeguarding concerns will override any confidentiality agreement 

made between counsellor and client.  
 

 The counsellor is not required to pass on information about a young person breaking a 

school rule or committing an offence, unless it could be deemed that by withholding 

information, the counsellor was aiding and abetting a crime (e.g. a young person dealing 

drugs in school) or placing the child or young person or another person at the risk of 

significant harm. 

 

 Where the counsellor has concerns about the welfare of a client, they may have a 

preliminary consultation with the Deputy Head - Pastoral, Safeguarding Lead and/or Clinical 

Supervisor where the client's situation is discussed in general terms without specifically 

naming the young person.  This will enable the counsellor to gain specialist advice and 

guidance and additional perspectives whilst maintaining confidentiality until a clear choice is 

made as to the best interest of the young person.  This would be particularly important in a 

case of a potential breach of confidentiality without consent of the client 

 

 The counsellor will try to gain the young person's consent in advance of any disclosure of 

information which may be construed as a breach of confidentiality.  In all cases, the 

counsellor will explain the rationale for the disclosure of information, discuss the possible 

consequences of involvement by other agencies for the young person and seek the young 

person's views and feelings about the process.  Transparency and inclusion of the child at 

every stage of the decision-making process aims to sustain our commitment to support a 

young person's autonomy and capacity for informed consent. 

 

 In appropriate circumstances, a young person's wishes about confidentiality may be 

overridden by a paramount duty to protect the young person's welfare and the counsellor 

may choose to breach confidentiality without the young person's consent.  Wherever 

possible such disclosures will be made after consultation with the Clinical Supervisor and/or 

the counsellor's Line Manager.   

 

 All client information shared with internal school staff or external agencies will be accurate 

and up-to-date, kept to a minimum and only relate to the immediate issues at hand. 

Information will only be relayed to those services that can provide appropriate support 

required by the young person.  The counsellor will document details of information shared, 

reasons for disclosure and whether consent was given. The counsellor will disclose further 

information obtained from the counselling relationship if the young person requests this and 

the counsellor feels that this will be in their best interest. 

 

 Following discussion with the client regarding the need to share information or a decision to 

share information without consent, the counsellor will follow the school’s Child Protection 

Policy and in the first instance share concerns with the school’s Designated Safeguarding 

Lead (DSL), the Headteacher or the Chair of the Governors as appropriate, to discuss the 

next steps.  This could mean a referral on to external services such as the Multi Agency 

Safeguarding Hub (MASH); Child and Adolescent Mental Health Services (CAMHS); informing 

parents/carers, or other actions to ensure the care and safety of the young person.  

The Key Contact/DSL will be an active partner in any decision making where the young 

person's safety or welfare is considered at risk.  The counsellor and the DSL will aim to 



support and involve the young person, wherever possible, at every stage throughout this 

process.  

If a continuation of counselling support in school is agreed, the effects of information 

sharing will be talked about in subsequent counselling sessions.  

 

 

CONFIDENTIALITY AND RECORD KEEPING 

The Counselling Service takes the safety and security of counselling records and personal client data 

very seriously.  Please see the Counselling Service Privacy Notice for more information. 

 

Counselling Session Process Notes 
All Counsellors working in the service will keep hand-written, paper-based case process notes for the 

purpose of recording the thoughts and feelings of the counsellor generated by the work and serve as 

an aide memoire for future sessions and for reflective discussion in clinical supervision.  Session 

process notes are the property of the individual counsellor and do not belong to the school.  These 

process notes are filed using an anonymous numerical system, separate from other client data and 

referral information and are kept securely on school premises in the counselling service.  Counselling 

session process notes are protected from unsupervised access, with the exception of the Lead 

Counsellor, who has an agreed right of access to all session process notes of any counsellors working 

within the service. 

Referral Information, Client Data and Records of Sessions  
Client referral information from outside agencies or from within school is filed together with written 

records of sessions which may include attendance information; details of client concerns and 

presenting problems; safeguarding / child protection information and any documented actions taken 

by the counsellor in relation to other school support or external agencies.  This information is 

regarded as belonging to the school and is kept securely on school premises in the counselling 

service, with all the associated rights of client access. 

Young people are informed by the Lead Counsellor at assessment stage, what information will be 

kept, what it is used for and who will have access to such information, via the Counselling Service 

Privacy Notice. 

Access to Records 
Young people have the right to access information about themselves at any time.  In the interests of 

client confidentiality, the Counselling Service will not provide access to client records if requested by 

other parties, unless in the case of exceptional circumstances, such as legal proceedings.  

Audit and Evaluation Data 
The Lead Counsellor records anonymous general information about the usage of the service.  This 

statistical information allows the service to maintain an overall picture of service activity, such as the 

number of appointments made and kept each term, the ratio of service users within each year group 

and very broad categories of reasons for seeking counselling.  There is no link in this data with any 

material relating to the content of counselling sessions. 

The service also collects evaluation data from clients and parents/carers, using anonymous 

evaluation forms. No evaluation information supplied by any individual client can be linked to their 



personal notes, and neither will it be disseminated in any form that could possibly identify the 

client/pupil.  Data from both the audit and evaluation programmes is used to contribute to a termly 

Counselling Service Report for inclusion in the Head's Report to Governors and may also be 

circulated across the school and in other public documents such as annual reports and Counselling 

Service publicity.  

 

 

 

 

 

 

 

 

 

 

 

Linked documents: 

 Carlton le Willows Academy Counselling Service Agreement of Counselling (Client/Counsellor 

Contract) 

 Carlton le Willows Academy Counselling Service Privacy Notice  

 

Liz Dean 

Lead Counsellor   Carlton le Willows Academy 

 

Updated May 2021 

 

 

 


