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Volunteer Counsellor Information 

Carers Support West Sussex are so grateful to all their volunteers.  

Thank you so much for donating your time and expertise to help 

Carers in West Sussex. 
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Emotional Support for Carers 
The emotional impact of being a carer is huge.   Carers speak to us of 

stress and anxiety but also of the impact on relationships. Being a carer 

is not a lifestyle decision it is often a role that is thrust upon people    

following a diagnosis or life changing incident.   In addition to fluctuating 

levels of stress carers may experience frustration, guilt, isolation and 

feelings of being trapped.   

The National Strategy for Carers cites study findings which show that 

52% of carers had been treated for stress related illness and 51% had 

suffered physical injury since they began caring.  The stress and isolation 

as well as the physical work can take a heavy toll on carers’ mental and 

physical health.  Many become extremely isolated, are unaware of, or   

unable to make use of the services that exist to support them.   If carers 

are seeking support an opportunity to talk about their situation in   con-

fidence and safety they often experience an improvement in their health 

and wellbeing and as a result find ways to resolve some of their issues 

and the ability to continue in their caring role.   Not only do the carers 

benefit but also the person being cared for, thus admission to hospital, 

or residential care can be delayed or avoid 

In the Emotional Support Service we can offer: 

 Face to Face Counselling - up to 12 sessions 

 Telephone Call Back Service 

 Workshops and training events 

 Relaxation Therapy Scheme  

 Potential for telephone/Skype/e-mail counselling 
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Counsellors’ Guide 

Counsellors wishing to join the Emotional Support Team should have 

completed the first year of a counselling degree or diploma course 

and progressing to year two.  The course tutor must be one of the 

referees and be able to comment on student’s attainment of ability 

to practice. It is not essential that the course attended should be ac-

credited by the British Association for Counselling and Psychothera-

py, however it is essential that the teaching reflects the adherence to 

the BACP Ethical Framework and the insistence that students achieve 

the required amount of personal counselling. 

For those counsellors who are fully trained all copies of all relevant 

certificates is required together with current practise hours.  An     

understanding of carer’s issues is desirable, but not essential. 

All potential workers are      required to provide references, attend 

interview and sign an agreement to a DBS check. Qualification certifi-

cates will be required and past employers will be contacted directly. 

Original birth certificates or passports will be used to verify dates of 

birth, as this can be a major risk of evasion from detection. 

It is essential as counsellors that we are mindful of our own          

wellbeing as noted by the BACP.  It is encouraged for counsellors to 

take breaks throughout the year, up to 6 weeks per year, and these 

will be advised to clients, service management and the counselling 

supervisor in advance in a timely    manner. 
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Counsellors’ Guide 

Attending fortnightly, group supervision is mandatory.  Absences 

from the attending will be advised to the supervisor giving adequate 

notice unless an emergency in which case the counsellor must let the 

supervisor know with urgency either by text or voicemail message. 

Counsellors will 

need to be available 

to see three clients a 

week at an agreed 

venue. It may be 

possible for the 

counsellor to take on more than three clients, they are free to do so, 

but it may affect the counselling to supervision ratio, and they may 

need supervision more than fortnightly, which unfortunately cannot 

be funded by this service.  Should the counsellor require additional     

supervision hours to cover their client work with the service, it must 

be arranged with the named supervisor for the service and not an      

external supervisor, unless that external supervisor has met our     

criteria and agrees to abide by this Placement & Contract. 

Counsellors terminating their contract as a volunteer for the service 

must give at least 8 weeks’ notice of their intention to leave in 

writing to the Emotional Support Programme Lead or the Counselling 

and Volunteer Lead. Consideration must be given to the client and 

provision must be made for the clients to either end in 6 sessions, or 

to be able to continue with another counsellor, as the client desires.  
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Counsellors’ Guide 

Although clients may ask if they could see a counsellor on a private 

basis, either when using the service, or having left the service, the 

counsellor may not take on current or former service clients as their 

own private practice clients.  

The Emotional Support Service will schedule up to four team 

meetings each year.  These will vary with both day and venue so as 

to accommodate team members working timetable and locality 

around the county.  Dates will be advised well in advance and    

attendance of each team member will be mandatory for at least two 

of the scheduled meetings one in the local area and one in the        

opposite area (North or Coastal).  
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Training of counsellors 

Supervision for counsellors 

As part of the Induction process Emotional Support will provide an 

initial induction training session for successful counsellors. The    

training will cover the philosophy, aim and objectives of the Carers 

Support West Sussex.  Look at issues that carers may experience.   

Explore counsellors’ issues, their attitudes and experiences, which 

may impinge on the working relationship with their clients. The     

policies held by the organisation, as well as the practical issues      

involved with working for the organisation as a counsellor. 

Counsellors will be able to access a wide range of additional relevant 

training and/or workshops.  A full training schedule will be issued 

from which the counsellor can opt to attend by advising the          

Emotional Support  Management.  For each volunteer within Carers 

Support West Sussex it is mandatory to attend Safeguarding and    

Induction training with West Sussex County Council.  Each training 

attended will count towards Continuous Professional Development 

(CPD) and have certificates of attendance. 

 

 

The supervision of appointed counsellors is provided through group 

supervision of up to four people in each group in a two-hour session 

every two weeks. This enables counsellors to claim two hour’s       

supervision a month, above the minimum of one and a half hours 

stipulated by BACP, and will help towards accreditation with BACP. 
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Supervisors appointed will be qualified and experienced counsellor 

the standard of BACP accreditation or equivalent.  They will also hold 

the relevant qualifications in group supervision. 

Counsellors are obliged to attend their supervision group fortnightly, 

with the appointed supervisor; the only concession would be: 

 pre-arranged holidays,  

 illness or,  

 compassionate leave.  

If the counsellor is unable to attend supervision, they need to advise 

the appropriate supervisor, before the supervision session. Short 

falls in supervision hours due to missed group supervision and/or 

course requirements, can be negotiated with their appointed super-

visor and will be at the expense of the counsellor. Counsellors need 

to be aware that their placement with the Carers Support Service will 

be affected if they miss supervision for reasons other than those 

stated previously. 

If the supervisor has any concerns about the practice and wellbeing 

of a counsellor they would discuss this with the counsellor. If, as a 

result of this discussion it is seen to be necessary, the supervisor will 

advise the counsellor that, discussion with the Emotional Support 

Programme Lead or Volunteer and Counselling Lead may be           

necessary and if the counsellor is a student, consultation with their 

college tutors. 
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Counselling clients 

Carers who make the decision to access counselling will be contacted 

to arrange a counselling assessment session.  This will take place in a 

local venue by one of the Assessment counsellors.  This team       

comprises of counsellors who are at the same standard as would be 

achieved to apply for BACP accreditation or who are actively working 

towards this and who have attended assessment training.              

Consideration is given to presenting issues, background, availability 

and aptitude to engage in the process.   A counselling agreement is 

signed by the carer.  One copy is kept by the carer and the other 

copy held by CSWS.  

The allocation of clients will take into account that some of the   

counsellors are students and will assess as far as possible the safety 

and risk factors. No counsellor is expected to counsel in a venue on 

his or her own with a client. 

Clients will be assessed regarding the number of sessions they would 

need when considering the focus of the work.  There is currently an 

upper limit of 12 sessions.  This will not include holidays or missed 

sessions where in excess of 24 has been given.   

Missed Sessions:  If no notice has been given, may be counted       

towards the final number.  In the event of extenuating circumstances 

where it is felt that the client is in psychological need of extra ses-

sions a further 6 sessions can be offered after consideration is given 

in supervision between counsellor and supervisor with final approval 

by ES management before the client is advised. 



 

9 

 

Counselling Records 

Counsellors need to adhere to the general principles and ethical 

framework of the British Association for Counselling and                  

Psychotherapy. It is essential that qualified counsellors are members 

of the BACP or equivalent. 

 

 

Counsellors are required to maintain client records, for their own 

professional requirements and/or course requirements, as well as for 

the Programme or Counselling and Volunteer Lead counselling ses-

sions with a client..  Client notes have to be kept for not less than 

seven years and in some cases up to twenty-five years. Notes for our 

purposes need to be more of a factual record rather than process 

and will only be read by the Emotional Support Leads, if required. 

Client notes will also include notes on the time when each client is 

brought to supervision. 

The documents will be held in a safe environment in accordance with 

Data Protection directives.  Please note that you will be responsible 

for making sure that your client notes are safely and securely stored, 

at your home, to maintain strict confidentiality.  

At the end of each month the counsellor will provide the Volunteer 

and Counselling Lead with a record of the number of sessions          

undertaken and those where the client has not attended. 
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Supervisors Terms 

Supervisors are required to be qualified, experienced counsellors   

accredited with BACP or working towards it or equivalent, they are 

expected to abide fully by the BACP Code of Ethics and Practice and 

be members of the BACP or equivalent.  

Supervisors and the Emotional Support Management will meet on a 

regular basis, which provides the opportunity to monitor and      

maintain the consistency of the service as well as to discuss any     

issues that may or have arisen.  

Supervision groups are held every two weeks and counsellors are to 

attend. If counsellors have not attended supervision without reason 

of illness, compassionate leave, or booked holiday, the supervisor 

must inform the Emotional Support Management. 

Equally, supervisors will ensure that they are consistent in their 

attendance and advise the counsellors and the Emotional Support 

Management if they are ill, on compassionate leave, or have booked 

holidays. Provision needs to be made for the counsellors to maintain 

their two hours per month ratio.  Supervisors are required to        

complete attendance records of supervision sessions on a bi-monthly 

basis, which will be maintained by CESS for statistical purposes. 

If a supervisor wishes to leave Carers Support West Sussex they need 

to give at least 6 weeks’ notice, in writing to the Emotional Support 

Programme Lead, so that replacement supervisor can be sought to 

maintain the continuity of supervision. 
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Supervisors Reports 

In consultation with the supervisee, the supervisor will co-operate 

and produce reports needed by college courses in the assessment of 

student counsellor’s work and/or for accreditation purposes.       

However any reporting will be undertaken in consultation with the 

counsellor with fair and honest consideration. 

Supervisors will only be required to report to the Emotional Support              

Management under          

extreme                

circumstances 

where there is     

serious concern 

about the practice 

of a counsellor; or, 

if an issue arises in 

supervision with 

regard to the Carers 

Support Service as an organisation, which impinge on the work of the 

counsellor; or an issue arises with a client that may breach our       

policies. In those instances, this would only be done after prior con-

sultation with the supervisee and/or with the supervision group.   

Normally such reporting would only be done verbally, unless it be-

came necessary to do so in writing.  
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Tutors and Counselling Courses 

It is hoped that a good spirit of co-operation with the tutors of    

counselling courses will be established. It will be expected that the 

tutors at the colleges will know if those student counsellors applying 

for a placement at Carers Support West Sussex are ready to take up 

their role as counsellor for the agency and will act as a referee for 

that student. We would hope that a spirit of openness and frankness 

would prevail so that we can share concerns and creative ideas. This 

will be beneficial for the counsellors, the colleges, and the Carers 

Support West Sussex. 

It is recognised that a student will learn a great deal about becoming 

a practicing counsellor through the experience of working in the 

Emotional Support Service.  
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Raising Concerns 

It is natural that counsellors in training will informally discuss their 

course with people in Carers Support West Sussex, and that         

counsellors will informally discuss Carers Support West Sussex with 

colleagues and staff on courses. Such discussions can be a valuable 

interchange of learning, experience and development. However, 

there is also a danger that grievances and concerns by any party 

(counsellors, tutors, supervisors, and people in Carers Support West 

Sussex) can be inappropriately shared. It is our concern that            

discussions between parties are conducted in such a way that the 

work of others is respected and not undermined. We recognise     

grievances and concerns can arise and if this happens within Carers 

Support West Sussex, we will endeavour to follow procedures below 

which we hope will constructively help in reaching a solution 

Counsellor about Carers Support  

If the counsellor raises concerns about Carers Support with the tutor 

or supervisor then the counsellor will be encouraged to take that   

issue back to the Emotional Support Management, The tutor or     

supervisor may discuss the issue with the counsellor to enable them 

to obtain clarity about the issue and how it can be addressed within 

Carers Support. If the issue is a serious professional matter (e.g.    

concern about Codes of Ethics and Practice) then the tutor or         

supervisor may wish to take the matter up with the Chief Executive 

of Carers Support Service, but only after, whenever possible,           

informing the counsellor about this action beforehand. 



 

14 

Raising Concerns 

Carers Support about Counsellor 

When Carers Support has concerns about a counsellor these would 

be communicated to the individual counsellor and, if necessary, to 

their supervisor and to the course tutor, if the counsellor were a    

student. This would be done only after consultation with the      

counsellor. These concerns may be about the counsellor’s ability to 

work with clients in terms of their clinical practice, their conduct, or 

their psychological suitability and under these circumstances the   

Carers Support may have to ask the counsellor to cease working with 

clients on a temporary or permanent basis. 

Course Tutors about Carers Support Service and Carers Support   

Service about Tutors and the Course 

If course tutors have concerns regarding Carers Support Service, and 

vice versa, it is anticipated that specific points of concern are com-

municated. 

Where a concern warrants this, it would be effective to encourage a 

full discussion of the issues at a meeting convened for this purpose 

involving all the relevant persons. 

The supervisors would normally discuss any concerns with the     

Emotional Support Lead, who would then follow the procedures out-

lined above. 

. 
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Insurance Cover for Counsellors working in Carers Support  

It is important for the safety of the counsellors and clients that       

appropriate professional indemnity is in place. Carers Support has a 

policy that covers all our counsellors (including those in training) and 

supervisors for their work in the service. 

Safeguarding  

If there is any concern raised within the counselling session as to the 

safety of the client or of a third party this is to be explored where 

ever possible in the session.  Exploration of the risk potential and in 

the case of suicide some unpacking of the feelings and intentions of 

the client is important within the trusting counselling relationship.  If 

at the end of the session there is still a considered potential risk the 

counsellor is to inform the client that it is their duty of care to break 

confidentiality and will advise a senior manager who may be in touch 

with the client.  A telephone call should then be made to either 

member of the Emotional Support Management to advise them.  If 

they are not available contact the SPOC line on 0300 028 8888 to   

update a Carers Support West Sussex colleague.  That colleague will 

then follow Carers Support West Sussex Safeguarding Procedure, a 

copy of which is available at each Carers Support West Sussex office 

(The Orchard, Crawley, Liverpool Gardens, Worthing and Dove 

Lodge, Littlehampton.) 
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Raising Concerns 

Child Protection Policy  

Carers Support West Sussex seeks to promote the welfare, safety 

and protection of children at all times. Carers Support West Sussex 

will provide an environment that ensures children are safe from     

potential abuse, and will respond to any suspicion of potential abuse 

in a way which respects the child’s dignity and reinforces the adult’s 

responsibility to the children. All Carers Support West Sussex        

providers of services are required to follow these guidelines, which 

are based on West Sussex Area Child Protection Committee policy 

and procedures. 

Measures need to be taken to reduce the risk of abuse by staff   

members and volunteers. Adults working with children need to be 

aware of the fact that such work is exempt from the provision laid 

down in the Rehabilitation of Offenders Act 1974 and will therefore 

be subject to a Criminal Records Bureau check prior to starting work. 
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Contact Details 
 

Emotional Support Service 

The Orchard 

1 – 2 Gleneagles Court 

Brighton Road 

Crawley 

West Sussex 

RH10 6AD 

Main Contact Number:  0300 028 8888 

Fax:  01293 552475 

Email:  info@carerssupport.org.uk 

Website:  www.carerssupport.org.uk 

Emotional Support Programme Lead:   

Lyn Chappell 

Mobile:  07900 742184 

Emaill:  lyn.chappell@carerssupport.org.uk 

Emotional Support Volunteer & Counselling Lead:   

Tracey Davidson  

Phone:  07900 742027 

Email:  tracey.davidson@carerssupport.org.uk   
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Notes 
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Notes 
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“very friendly and 

helpful service” 

“I care for mum who has Alzheimer's on a day to day 

basis. It can be very trying and to have an outlet like 

yours is a Godsend.” 

“It’s about knowing 

that you are not 

alone in your role as 

a carer.” 

“What you are doing is    

fantastic and brilliant       

support to families.” 

“I think Carers Support is doing a wonderful job.” 


