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External Counselling referral form

Access to the Derian House external counselling service is available to all Derian House employees.
Within a one to one session, a line manager may escalate an employee to a one-hour session of external counselling. The escalation is for any work related distressing or concerning issues where a line manager feels an individual’s health and wellbeing would benefit from the service.
The responsibility to book a session is with the line manager and in work related instances, no other parties will be involved. If an individual would like to access the counselling service for personal matters, there is a self-funding option and payment will be processed directly within payroll by HR. HR will not be able to see the content of any discussions, this is between the supervisor and supervisee only.
Supervisor
Please complete this form with your supervisee present and send to the external counselling service email as per below and send the hardcopy to HR;
	Staff Name
	
	Supervisor
	

	Role
	
	Department
	

	Date referred
	
	
	



	Payment option

	Derian House funded (work related)
	

	Privately funded (£50 per hour)
	



What is Workplace Counselling?
Workplace counselling offers a confidential therapeutic relationship with someone from outside of the organisation. It provides a safe, empathic and non-judgmental place in which to discuss issues, which may arise in the workplace.
Counsellors do not give advice, but help you to find the most appropriate solution for your situation and ways to move forward. It allows the time and opportunity to;
· Gain new perspectives on challenging situations.
· Identify the causes and triggers of anxiety and stress in the workplace
· Recognise thinking patterns which may be a contributory factor
· Offload emotionally draining experiences
· Explore and expand on existing coping strategies.
· Develop confidence and find ways to become more assertive
· Review time management skills
· Discover ways to improve work-life balance
· Reflect on communication in working relationships
· Share and build on situations you have handled well.

Confidentiality  - The content of any counselling sessions is confidential unless there is immediate serious harm caused to yourself or others including families and colleagues at Derian House.
External Counsellor
Samantha Crapnell (Sam)
Number 11 Counselling

Sam is available by text/phone on the following number : 07494 782825
Or via E Mail on samantha.crapnell@number11counselling.co.uk

Privacy Notice
Confidentiality, Security and Data Protection
Your privacy is important and complies with current data protection legislation as well as adhering to the ethical guidelines regarding confidentiality and the keeping of appropriate records of work as set out by the British Association for Counselling and Psychotherapy (BACP).
GDPR requires Derian House (DH) to tell you how we protect your data. DH considers the lawful basis for processing your personal information to be legitimate interest.
To enable our external counsellor to work with you either face to face, via an online platform, or telephone, they require basic contact information about you such as your name, phone number or e mail address.
This document confirms how the external counsellor uses and stores the above information together with any more sensitive information you may disclose during the course of your sessions. This sensitive information is called special category data and the lawful basis for processing this is for the provision of health treatments.
The content of your sessions is confidential. It will not be discussed with any third party without your permission unless there are legal or ethical reasons for doing so e.g. The external counsellor feels that there is a significant risk of serious harm to yourself or others. In instances where it can be this will always be discussed this with you first.
The external counsellor is legally obliged by law to disclose matters relating to terrorism, money laundering or drug trafficking.
In accordance with BACP guidelines, the external counsellor also has external supervision to ensure that they are working safely and ethically. Your identity will not be revealed and any issues would be discussed in general terms.
Your contact details will be kept safe and secure and only used for the purpose for which they are intended e.g. to confirm an appointment or notify you of any changes. Text and email contact will regularly be deleted when they are no longer relevant.
If using any online conferencing platform, your username and e-mail address will be deleted after each session.
In accordance with BACP guidelines detailed session records are kept, however the external counsellor may keep brief notes e.g. keywords as a memory aid. These will be factual and handwritten. This information will not be shared unless required to do so by a court of law. Notes will be anonymised and kept securely in a locked cabinet that only the external counsellor has access to. They will be held for 3 years from your final session after which time they will be securely disposed of by shredding.
Your data processing consent and contact details will be linked by a reference number and kept in a separate secure place.
You have the right to see any counselling information held about you. To do this, please submit a request in writing. In very limited circumstances your request maybe refused e.g. if I feel that you are asking under duress, or if the information would be likely to cause serious harm to the physical or mental health of any individual.
You have the right to ask for information that you believe to be incorrect to be rectified. The external counsellor will aim to provide you with the information or action requested as soon as possible and within 4 weeks.
You will be notified as soon as possible if there is a data breach of your information.
Employee Agreement
Please sign below to confirm that you agree to how your personal information will be processed and stored by the external counsellor for the purposes of workplace counselling. Please note that this signed document will be stored by both myself and Derian House.
Name		…..........................................................................
Signature  	…..........................................................................
Date 		…..........................................................................
Supervisor Agreement
I can confirm that I have referred my supervisee to the external counselling provision as provided by Derian House due to a work related distressing or concerning issue.
Name		…..........................................................................
Signature  	…..........................................................................
Date 		…..........................................................................
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