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Eye to Eye Counselling Service 

Charity Number 1170631
Safeguarding Policy and Procedure 
Includes Confidentiality Policy and Procedures 
Our Statement 
Eye to Eye Counselling Service recognises that children and young people are amongst the most vulnerable groups in society. Our charity therefore has a duty to ensure that the rights of children and young people are represented and without exception, that they are protected from abuse and harm. The charity trustees are responsible for ensuring that those benefiting from, or working with, the charity, are not harmed in any way through contact with it. 
This policy is relevant to all staff at the charity and to the activities of the charity which includes schools counselling, community counselling, online counselling and any project work undertaken.
The Purpose of this policy 

· To protect children and young people who receive counselling, advice, signposting, or support from Eye-to-Eye Counselling Service. 
· To offer guidance and support to families and professionals in order to protect a child or young person from Harm. 
· To provide staff and volunteers with the overarching principles that guide our service approach.
To meet this duty all staff who have personal contact with clients will be aware of our child protection and safeguarding procedures. Eye to Eye is committed to practice that promotes the safety and welfare of young people. 
To ensure that we fulfil our responsibility of safeguarding children and young people in our care, all Eye-to-Eye policy and procedures consider the following policies.
The Social Services Wellbeing Act 2016 
Cwm Taf Safeguarding Children Board School Safeguarding Policy 2016
Working together to Safeguard People 2021
All Wales Child Protection Procedures, 2008 
Wales Safeguarding Procedures 2019
RCT Local Child Protection Procedures, 

Safeguarding Children, working together under the Children Act 2004
Clwych Report 2004

Data Protection Act 2018 (the ‘2018 Act’) and the EU General Data Protection Regulation (‘GDPR’)
Human Rights Act 1998

UNCRC 1989
Safeguarding
Safeguarding is a term that is broader than ‘child protection’ and relates to the action taken to promote the welfare of children and protect them from harm. 
The charity has put safeguards in place within the organisation which protects and promotes the welfare of young people, and which enhances the confidence of trustees, staff, volunteers, parents/carers and the public.
The charity has appointed a Lead Designated Safeguarding Officer who is fully trained in this role. This officer oversees the work of the all the charity safeguarding officers, who are trained as designated child protection leads. All Officers are trained for their role by Children in Wales and the Local Authority.
Lead Designated Safeguarding Officer


Alison Theaker
Designated Safeguarding Officer 


Christine Binding 

Community Safeguarding Officer


Louise Howell 

Online Safeguarding Officer 



Al Harley 






The Lead and Designated Safeguarding Officers will:

· Ensure staff are trained and aware of their responsibilities to the charity and their clients.
· Deliver training to staff and raise awareness of Child Protection issues.

· Ensure that the charity is working in line with all policy and procedure documents.
· Ensure that all child protection issues are recorded, documented, and stored securely.
· Guide staff when working with child protection issues and offer support.
· Protect clients from unnecessary breaches of confidentiality.
· Liaise with other professionals and support agencies.
· Ensure Child Protection issues are followed up and closed when complete.
· Ensure all new staff are recruited safely.
· Offer support and advice to the school and community safeguarding officers in their work.
· Be informed of and involved in all serious safeguarding issues affecting clients at the charity. 

· Follow up on safeguarding issues at the request of the Designated Safeguarding Officer.
· Record safeguarding issues within the schools and when required, offer support to both the Designated Safeguarding Officer and the Community Safeguarding Officer.

· Support all safeguarding staff to ensure the continuity of child protection across the whole charity. 

Safeguarding Officers 
· Work together in partnership at all times regarding safeguarding issues . 

· Inform the Designated Safeguarding Officer of all serious safeguarding issues.
· Follow up on safeguarding issues at the request of the Designated Safeguarding Officer.
· Ensure all employed and volunteer staff have undergone Full Enhanced DBS checks.
· Ensure all new volunteer and paid staff are recruited safely and that selection and vetting is robust. 
· Ensure references are taken up for all new staff.

· Record safeguarding issues within the community and if necessary, the schools.
· Support all safeguarding staff to ensure the continuity of child protection across the whole charity. 
· Follow up on safeguarding issues at the request of the Designated Safeguarding Officer.
All safeguarding officers will follow their role to ensure the safety of our clients and staff.
Definitions of Child Abuse

An abused child is anyone under the age of 18 years, who is being, or is at risk of being ill-treated. An adult may knowingly be inflicting harm on a child or be failing to protect them from harm. A child may not yet be born but still be at risk of future harm.

Child abuse includes:

Physical Harm.
Sexual Harm.
Emotional Harm.
Neglect.

Allegations of abuse can be reported to any of the two investigatory agencies – Social Services or the Police. This will be carried out by a designated member of staff in both school and community. Abuse can also be reported to the NSPCC. Eye to Eye, will always seek the advice of the relevant agency and act upon any advice and/or information given.

Safeguarding and Confidentiality
Eye to Eye staff regularly come into contact with vulnerable young people between the ages of 10 and 30 years. We are a confidential service and value the privacy of the information shared by young people.
There are, however, exceptional circumstances when we will need to seek help from other professionals; this is referred to as safeguarding. Safeguarding is everybody’s business. 
The situations that could lead to breach of confidentiality are-

· Where the charity employee has good reason for believing that the client will cause significant physical harm to others or to him/herself.

· If the young person is so physically damaged that immediate medical attention is necessary.
· Where a young person or another is known to have planned or committed an act of treason e.g., Terrorism, Drug Trafficking and County Lines etc. 
· The next time the young person meets the abuser there is a danger of physical harm or death.
· The child abuse issue has not been resolved. 

· The child is unaware of the consequences of the information they have shared and the severity of the issue. 

All young people who use our service will be informed that unforeseen circumstances may arise that give the charity employee good grounds for breaching confidentiality. 

In such cases, every effort should be made to gain consent for the disclosure from the young person.  
It is the responsibility of the charity employee to ensure that the young person understands the reason why confidentiality is to be broken, who is going to be informed and the content of the information being disclosed.

The young people must form a large part of this process; and where possible and reasonable to do so must be informed about all decisions being made and all actions taken.

No member of staff will be expected to make the decision on breaking confidentiality for a safeguarding issue on their own.

It is important to remember that not all issues are obvious safeguarding and require immediate reporting to the authorities. The trained charity safeguarding officers determine this and make the decision in the best interest of the welfare of the client and the charity.
The charity has procedures in place to guide counsellors through the process of disclosure.

· Procedure for Counsellors When Suspecting a Safeguarding Issue Involving a 

       Young Person Aged 10 to 19 Years (Schools) (Appendix A)
· Procedure for Counsellors When Suspecting a Safeguarding Issue in the Community Setting. (Appendix B)
· Procedure for Counsellors When Suspecting a Safeguarding Issue Involving a 

       Primary aged client in the community (Appendix C)

· Procedure for Counsellors When Suspecting a Safeguarding Issue in the 
      Online Counselling Setting.  (Appendix D)
· Procedure for writing case studies (Appendix E)
Agency Confidentiality

The boundaries of confidentiality are within the organisation.  In practice, this means the following.
· No young person’s identity or issue will be discussed with Trustees unless there is an issue, which may damage the reputation or standing of the charity or a legal obligation to do so. 

· No client details may be discussed or used outside Eye to Eye without the specific agreement of the client, Head of service or designated safeguarding officer.
· Charity employees may only share client details within the organisation.

· Files, paper or electronic, should not be removed, copied or e mailed  without express permission of the Head of Service.
· Files must not be released to a third party without the relevant authority, documents and signatures. 
· All information and CRS files on clients will be kept confidential, secure and stored at the main office after a client’s final session.
Parental Consent for Counselling 
Parental consent to young people’s use of the service is only required where the young person is not of “sufficient understanding and intelligence” to make the choice.

Access to counselling work is via an Initial Assessment, which will take account of a young person’s level of understanding. Where staff have concerns about a young person’s understanding when accessing counselling, these should be recorded and brought immediately to the attention of the Head of Service.

The Gillick Principle 

One of the key factors in deciding on levels of confidentiality is a child’s capacity to meet criteria embodied in the Gillick principle.

As a general principle, it is legal and acceptable for a young person to ask for confidential help without parental consent providing they are of sufficient understanding and intelligence.

In secondary schools, more children are Gillick competent and a young person’s use of counselling is in keeping with adolescent development towards higher independence.

Parental consent may be waived for the Gillick competent child. 

Counsellors can advise young people that it is sometimes beneficial to inform parents/carers that they are receiving counselling.

Records

· Individual young people are entitled to see all written and electronic information, e.g. records, and letters that concern them.

· Parents with concerns about the progress of counselling are not entitled to see the case notes of their Gillick competent child. 
· Personal process notes for the purpose of their professional training or personal development are not allowed to be kept by counsellors as they legally form part of the counselling record. 

· All files and information relating to clients are ultimately the property of Eye to Eye. 
· Information is restricted to staff and in exceptional circumstances and with legal advice, the trustees.

· Records will be stored securely for a period of TEN years, after which they will be destroyed.
Courts

· There may be times when counsellors are asked to appear in court or produce their notes.  Courts can also summon counsellor records and client notes. It is important to keep up to date records that are accurate and clear.
· Evidence given by counsellors in relation to client sessions is considered hearsay evidence by the courts.

Employment of staff and volunteers

· As part of the selection process, the service will request prospective staff, paid or unpaid, to disclose information concerning any criminal offence. In all cases, we will carry out our own Enhanced DBS and all references will be sought. 

· Any disclosure of a sexual and /or violent conviction by a prospective member would lead to an immediate refusal of position.

· All information relating to existing or prospective members of Eye to Eye will be treated as “Confidential”.  Access to this information will be to the Executive Committee, Head of Service and designated members of staff.

· All staff will have access to appropriate training and learning that will be revisited at appropriate periods.

Client Confidentiality.

· Young people are entitled to confidentiality. It is only of we have a safeguarding or welfare concern that we must seek clarity on breaching confidentiality. 
· Young people who access our service should be made aware of the level of confidentiality provided by the service.
· For counselling contracts clients will sign to agree they have understood the meaning of confidentiality. 

· Young people need to be made aware of the exceptional circumstances under which confidentiality would become an issue within the service.  This will be explained in line with the client’s maturity and level of understanding and revisited during the course of contact with our service. 
· Confirmation of a young person’s attendance for appointments or access to our service should only be given to those people who the young person has agreed should be given such information.  The charity employee should record this information on the initial assessment form.  Schools’ counsellors may need to share this information with the Link member of staff.

· Young people should be made aware of the purpose of supervision for staff. 
· Clients must be made aware and give consent for all written projects, which use specific examples of work carried out within the counselling session.

· Young people may show concern as to unforeseen contact with the counsellor outside the counselling session, especially where parental consent has not been given or sought. Counsellors should discuss and respect the wishes of the young person should this occur.

· Young people who have been referred to the charity by a third party, e.g., Social Services, GP, or parents, should be assured that confidential information will not be passed onto the third party without their consent. (unless under point 2 above) 

Procedure for Breaching Confidentiality

· The young person must be informed that confidentiality is going to be breached.

· The charity employee will contact the Eye to Eye Safeguarding Officers immediately.

· The safeguarding officer will advise the charity employee on the procedure and actions to be taken and issue a number to the charity employee to show that the incident has been logged within the service. This is called a Log of Concern Number.
· If school based the school becomes the reporting agency.

· The charity employee at the next management meeting and actions or closure recorded will present a full report.
· Official forms from the LA safeguarding team may need to be completed by community workers who have identified a concern. These will be completed with a safeguarding officer.
Logs of Concern

The Log of Concern is an official form, which is used to inform schools and other agencies of a concern for a child. It forms part of the clients notes and is a written and signed record, which offers both the client and counsellor reassurance that the issues presented are being addressed.  It can be used to inform staff of a child’s request and to report child protection concerns to both schools and partner agencies. 

The Log of Concern is an official Eye to Eye form with its own unique identifier... 
(Appendix F) 
Student Counsellors
Eye to Eye recruits and supports student counsellors on placements during their training course to become professional counsellors.

All counsellors must be aware of and understand all our policies and procedures but in particular our confidentiality and safeguarding policy.

Student counsellors have specific confidentiality issues, which need to be clarified;

· The client must be informed and agree in writing to their counselling experience being used by the counsellor. (Appendix E)
· The relevant consent must be attached to the client notes.

· All paperwork must be completed and signed off by the Community Manager. 
· All process or development notes kept on Eye to Eye clients form part of the record of counselling.

· Eye to Eye clients are offered confidentiality by our organisation and we have a duty and responsibility to ensure that this is maintained. There will be occasions when counsellors wish to use their experience with clients as part of a recorded /written case study. All counsellors must follow the Eye to Eye procedure for client case studies and seek consent of all parties.

· Counsellors must not receive supervision for Eye to Eye clients outside the agency. 
· Any case studies must then be examined by a member of the management team, to ensure that confidentiality of our client has not been compromised. 

The case study will not form part of the client notes and is for Professional Development purposes only.

Online Counselling 

The charity has a separate online contract for young people that is in line with ACTO (Association for Counselling Therapies Online).
The contract covers security online, emergency support, confidentiality and privacy, and online safeguarding procedures.

The counsellor ensures that the young person is clear about the contract and the young person receives a copy of the contract online prior to counselling taking place.

The charity has a procedure for reporting emergencies and safeguarding for online counselling (Appendix D)
All staff have received a copy of this safeguarding and confidentiality policy and it can be accessed within the counsellor’s policy area.

This policy was implemented and agreed by the Board of Trustees  and will be overseen by the Chair to the Trustees. The policy will be examined every year. 

Implemented by the Chair to the Trustees 

Mr David Stone

Date  January 2017

Signature Mr D Stone………………………………………………….

For review February 2018 

Reviewer  Mr David Stone Chair to the Trustees 

January  2019 ……………………………………

August 2020 …………………………………………
March 2021 ……………………………………………
NOVEMBER 2023  alison Theaker 
Appendix A
Procedure for Counsellors When Suspecting a Safeguarding Issue Involving a 

Young Person Aged 10 to 18 Years (Schools)
Once a counsellor has been informed or has reasonable belief that a child protection issue has arisen within a school, the following procedure should be followed.
1. The Counsellor must inform the client of the concern and the action to be taken.

2. If this is a year 6 primary child, the counsellor must consider if it is appropriate to share their concern with the child and adjust their language accordingly. If accompanied by a significant adult the counsellor will need to communicate their concerns with them.
3. The counsellor will contact the Eye-to-Eye safeguarding officer to discuss the presenting issue and a decision is made that either it is a cause for concern or a safeguarding issue and action to be taken.

4. A Log of Concern number is then allocated to the client file. 

5. If the issue is a safeguarding concern, then the school safeguarding officer must be informed. 
6. The Eye to Eye Counsellor must follow the child protection procedures for the school.
7. The School Safeguarding Officer will inform the relevant agency of the safeguarding issue and the school completes a C1 referral. 
8. If the school completes the C1 referral, the counsellor must phone IAA/MASH to register a concern, prior to the school completing the necessary paperwork.

9. If the school does not complete the C1 referral, but Eye to Eye deems it to be necessary. The counsellor will complete the C1 alongside the Eye-to-Eye safeguarding officer.

10. The Eye to Eye safeguarding officer will be responsible for submitting the C1
11. The counsellor will be informed of any further actions necessary. 
12. The counsellor will record all relevant information on the Eye-to-Eye Log of Concern paperwork. This must be saved in the LOC file and a copy uploaded to the CRS asystem.

13. The counsellor must e mail a copy of the LOC to both the Child Protection Teacher at the school ensuring that a delivery and read receipt is obtained.
14. The counsellor must also copy the Eye-to-Eye safeguarding officer into all e mails and correspondence sent regarding the safeguarding concern.
15. The outcome of this action will then be discussed with the client.
16. The counsellor will attach all relevant forms (C1, LOC etc) onto the client’s “notes” in the CRS system. 
17. The client case will be discussed by the counsellor with the safeguarding officer and the counsellor will follow any actions as directed by IAA/MASH and record this on the client CRS notes, discussing actions with the Eye-to-Eye safeguarding officer. 
18. The counsellor will copy the safeguarding officer into all correspondence. 
1st   Contact: Christine Binding 07514038101
If not available contact 

Louise Howell    07708471529

Alison Theaker  07710198962

Al Harley            07476447127

Appendix B

 Procedure for Counsellors When Suspecting Safeguarding Issues in the
 Community Counselling   Setting.
Once a counsellor has been informed or has reasonable belief that a child protection issue has arisen, the following procedure should be followed.
1. The counsellor will contact the Eye-to-Eye Community Safeguarding Officer to discuss the presenting issue and a decision is made that either it is a cause for concern or a safeguarding issue and action to be taken.

2. If the issue is a safeguarding concern, then Eye to Eye safeguarding officer will contact a colleague to discuss further action.
3. The Community Safeguarding Officer will record all actions taken and issue a LOC number which must be recorded on the session note. 
4. The Eye-to-Eye Community Safeguarding Officer will make contact with the relevant agencies and report the concerns, Completing a C1 or A1. if necessary.
5. The counsellor will record all relevant information gathered on the CRS client file.
6. The Community Safeguarding Officer will be the responsible officer for all further actions and any follow up enquires with the relevant agencies.

7. The safeguarding officer will continue to monitor the process until the case is closed.

1st   Contact: Louise Howell    07708471529

If not available, contact 

Christine Binding 07514038101

Alison Theaker     07710198962

Al Harley               07476447127

Appendix C

Procedure for Counsellors When Suspecting a Safeguarding Issue Involving a 

Primary aged clients aged 10 years in the community 
Once a counsellor has been informed or has reasonable belief that a child protection issue has arisen within a primary setting, the following procedure should be followed.
1. The Counsellor must inform the client of the concern if this is appropriate and reassure the client.
2. The counsellor must contact the Eye-to-Eye safeguarding officer to discuss the presenting issue and a decision is made on how to proceed.
3. If deemed appropriate the counsellor will communicate with the significant adult who has brought the child for counselling. 

4. The safeguarding officer will allocate a LOC number to the file.
5. The counsellor will complete the C1 form together with the safeguarding officer. 

6. The safeguarding officer will be responsible for submitting the C1.
7. The counsellor will record all relevant information gathered on the CRS client file.
8. The safeguarding officer will be the responsible officer for all further actions and any follow up enquires with the relevant agencies.

9. The safeguarding officer will continue to monitor the process until the case is closed.
10. The counsellor must also copy the Eye-to-Eye safeguarding officer into all e mails and correspondence sent regarding the safeguarding concern.
11. The outcome of this action will then be discussed with the client.
12. The safeguarding officer will upload all relevant forms (C1, LOC etc) onto the client’s “notes” in the CRS system.
13. The safeguarding officer and the counsellor will follow up any actions as directed by IAA/MASH and record this on the client CRS notes, ensuring that the counsellor and safeguarding officer share all correspondence.
Appendix D

Procedure for Counsellors When Suspecting a Safeguarding Issues 

Online Counselling Setting.

Once a counsellor is informed that a young person is in need of safeguarding, the following procedure should be followed.
1. The counsellor must inform the client of the concern and the action to be taken.
2. The counsellor must ask if there is anyone close by who can help or assist the young person. This must be a safe person. 

3. The counsellor will continue with the online counselling and take safeguarding steps after the session is complete unless the young person is in immediate danger. 

4. If the counsellor is concerned about the immediate danger to the young person then the counsellor is responsible for taking the instant decision of contacting the police.

5. The counsellor must remain calm and professional and reassure the young person, staying online if possible.

6. The counsellor will arrange a check in process with the young person after the incident or safeguarding issue has been reported, this could be by telephone, e-mail, text or video.

7. The counsellor will consult with a designated Eye to Eye safeguarding officer and take any action agreed.
8. The counsellor will record all relevant information on their paperwork, and the outcome of this action and if necessary complete the C1 safeguarding referral form and forward it to the RCT safeguarding team.
9. The counsellor or the Eye to Eye Community Safeguarding Officer will continue the contact with the relevant agencies to monitor the concern.

Appendix E

PERMISSION TO PROCEED WITH CASE STUDY

As part of my ongoing professional development, I am required to write a case study on my work with a client. I feel the work we are doing together demonstrates good practice and I would like to use our experience together as that case study 

The case study will be confidential and you will not be identifiable in any way.

The case study will not form part of your counselling record.

If you agree for your experiences to be used to assist with my professional development, please sign the permission statement below. 

Counsellor Name………………………………………………….

I have spoken to ………………………………….…….and explained.
The procedure above, the purpose of the case study and to whom it is going to be submitted.

Signature……………………………………………………… Date………………………..

Client

I understand and consent to the counsellor producing a case study on our sessions without intentionally identifying me within it.
Signature……………………………………………………… Date…………………………

Management

I have read the assignment, checked all signatures and agree that this work does not intentionally identify our client to any person outside Eye to Eye Counselling.

Signature……………………………………………………… Date…………………………

This form is to be returned and stored at the Eye to Eye Office. It will not form part of your assignment submission as it identifies the client concerned. It is the property of Eye to Eye Youth Counselling Service and will be stored confidentially.
Appendix F
LOG OF CONCERN MASTER HERE

Reviewed 8th January 2019 by the Board of Trustees 

                                                                                                    Please sign digitally and forward email 


                                                                                                    to confirm that LOC has been received)








                                                                                                    Please sign digitally and forward email 


                                                                                                    to confirm that LOC has been received)
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