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[bookmark: _Toc365909233][bookmark: _Toc366699853][bookmark: _Toc395455985][bookmark: _Toc395456379][bookmark: _Toc395456798]

[bookmark: _Toc204781234]1.	Introduction
[bookmark: _Hlk144137846]This handbook provides you with details about the Certificate in Counselling Skills training you are undertaking at Highgate Counselling Centre (HCC) and is for your reference throughout the training. 
The handbook is a key resource for you during your training and contains important information about the content, structure and regulations of the training.  Please read this handbook thoroughly to familiarise yourself with the contents. The handbook aims to be comprehensive but does not cover all aspects of the course.  Further information may be provided by members of HCC’s training team throughout the training. 
In addition to this handbook, you are provided with a range of papers and handouts each term. The training team will send these to you in advance. You are expected to take responsibility for your own learning by ensuring you read these and any associated texts thoroughly. 
The information contained in this handbook is accurate at the time of writing but does not form part of a contract. Changes may occur, particularly in staffing, at short notice. Trainees will be informed of any changes at the earliest opportunity.
[bookmark: _Hlk78811814]If you have any queries which cannot be answered by your tutors, then please contact the Training Manager at HCC, Diana Constantinou.  You may also contact the Director of HCC, Natasha Harrison, to discuss any aspect of the course.  Contact details are provided overleaf.

[bookmark: _Toc204781235][bookmark: _Toc365149432][bookmark: _Toc365151397][bookmark: _Toc365151488][bookmark: _Toc365151522][bookmark: _Toc365909234][bookmark: _Toc366699854][bookmark: _Toc395455986][bookmark: _Toc395456380][bookmark: _Toc395456799]2.	Commitment 
We are committed to ensuring we offer a positive learning experience to our trainees.  Our tutors and support staff are experienced in their respective fields and will support you throughout the course to help you to achieve your goals and to successfully complete the programme.  We expect all trainees to:
· be punctual and attend all sessions (90% attendance for each term is mandatory).
· fully participate in individual and group activities.
· adopt a positive approach.
· respect other trainees and staff members.

[bookmark: _Toc204781236][bookmark: _Toc365149433][bookmark: _Toc365151398][bookmark: _Toc365151489][bookmark: _Toc365151523][bookmark: _Toc365909235][bookmark: _Toc366699855][bookmark: _Toc395455987][bookmark: _Toc395456381][bookmark: _Toc395456800]3.	BACP membership 
HCC is an organisational member of the British Association for Counselling and Psychotherapy (BACP) and is bound by its Ethical Framework for the Counselling Professions (2018).  A copy of the framework is available at: 

www.bacp.co.uk/media/3103/bacp-ethical-framework-for-the-counselling-professions-2018.pdf 
[bookmark: _Toc365149434][bookmark: _Toc365151399][bookmark: _Toc365151490][bookmark: _Toc365151524][bookmark: _Toc365909236][bookmark: _Toc366699856][bookmark: _Toc395455988][bookmark: _Toc395456382][bookmark: _Toc395456801]

[bookmark: _Toc204781237]4.	HCC contact details 
Centre Director:		
Natasha Harrison is the Director of HCC and is responsible for the clinical work at the Centre.   Natasha can be contacted as follows: 

Office Telephone:	020 8883 5427
Email:			natasha.harrison@highgatecounselling.org.uk   

Training Manager:		
Diana Constantinou oversees the management and administration of the training courses and CPD workshops provided at HCC. Diana can be contacted as follows: 

Telephone: 	 	020 8883 5427 
Mobile:			07593826690
Email:  	 		Diana.Constantinou@highgatecounselling.org.uk

Course Tutors:
Rottem Keret-Mosseri is the core tutor and is responsible for delivering the Certificate in Counselling Skills course.  She is assisted in this role by Henry Sweeting.  

Rottem Keret-Mosseri				Henry Sweeting
Mobile:	07881 430793 				Mobile:	07595 765638
Email: rottemcounselling@gmail.com		Email: henrysweetingtherapy@gmail.com

Pastoral Tutor:
Lin Coleman is available to any trainee who wishes to discuss a personal or training matter in confidence. 
Mobile:			07957 460063

[bookmark: _Toc204781238][bookmark: _Toc365149435][bookmark: _Toc365151400][bookmark: _Toc365151491][bookmark: _Toc365151525][bookmark: _Toc365909237][bookmark: _Toc366699857][bookmark: _Toc395455989][bookmark: _Toc395456383][bookmark: _Toc395456802]5.	Venue 
The course runs on Tuesday evenings from 6:30pm to 10pm in the Oak room at Muswell Hill Methodist Church, North Bank, Pages Lane, London N10 1PP.  Should HM Government impose a lockdown during your training, it may be that some of this training will be delivered via the Zoom platform.  We will of course follow GOV.UK guidelines as well as any recommendations made by the BACP. See Appendix A for HCC’s COVID protocol. 

[bookmark: _Toc204781239][bookmark: _Toc365149436][bookmark: _Toc365151401][bookmark: _Toc365151492][bookmark: _Toc365151526][bookmark: _Toc365909238][bookmark: _Toc366699858][bookmark: _Toc395455990][bookmark: _Toc395456384][bookmark: _Toc395456803]6.	Course timetable 
The following pages provide the dates of the time-tabled sessions for Term 1 as well as information about the topics covered during each session.  You will be provided with similar information for Terms 2 and 3 in advance of each term starting.
The first part of the time-tabled sessions comprises a theory seminar and discussion concerning a given topic.  This is followed by ‘personal development group’, which is designed to enhance your professional and personal development and may also be used to explore any feelings which may be evoked during the process of your training.  Your tutor will provide you with detailed instructions for all of the personal development exercises. 
[bookmark: _Hlk48037911]The final part of the time-tabled sessions is ‘skills practice’, where you are provided with the opportunity to put into practice some of the skills required to become a helper. It is important to stress this is an introductory counselling skills course, designed to provide you with skills to be used in the helping professions. It will not provide you with the skills to provide ‘counselling’ at this stage of your training. 

[bookmark: _Toc204781240][bookmark: _Toc365149437][bookmark: _Toc365151402][bookmark: _Toc365151493][bookmark: _Toc365151527][bookmark: _Toc365909239][bookmark: _Toc366699859][bookmark: _Toc395456385][bookmark: _Toc395456804]7.	Punctuality and attendance 
You are expected to be punctual and to attend all of the time-tabled sessions to be held at North Bank.  If you miss any of these sessions, you will lose out significantly in terms of learning and experience and this may impact your ability to meet the formal requirements of the course.  Your attitude towards punctuality and attendance will be seen as an indicator of your professionalism, or lack of it, as a practitioner in training.  
The award of the Certificate in Counselling Skills requires a minimum attendance of 80% for each of the terms.  This includes 80% for the theory sessions, 80% for the personal development group and 80% for the skills practice sessions.  If you are not able to attend a time-tabled session, please email and/or text your tutors and copy in the Training Manager as soon as possible.  
If you are continually struggling to attend time-tabled sessions, please inform the Training Manager as soon as possible so that we can try to understand what is happening for you.
[bookmark: _Hlk144318129]For each of the training sessions you miss, you need to complete a 1000-word summary of the reading for these sessions, which is based on the papers timetabled. These summaries should be submitted to the training department within 4 weeks. You should also, where possible, complete the personal development activities scheduled for these missed sessions.

[bookmark: _Toc204781241][bookmark: _Toc365149438][bookmark: _Toc365151403][bookmark: _Toc365151494][bookmark: _Toc365151528][bookmark: _Toc365909240][bookmark: _Toc366699860][bookmark: _Toc395455991][bookmark: _Toc395456386][bookmark: _Toc395456805]8.	Course aims and objectives 
Aims:
· To impart knowledge and understanding of, and differentiate between, helping and counselling skills.
· To impart knowledge about basic human development.
· To impart knowledge about a variety of counselling modalities.
· To provide participants with opportunities to practise these skills.
· To explore the BACP Ethical Framework for the Counselling Professions (2018).
· To provide opportunities for professional feedback.

Objectives:
· To develop an understanding of what counselling is and how it differs from other types of help and communication.
· To understand and apply professional boundaries and a therapeutic frame.
· To understand the relevance and importance of working within a professionally recognised ethical framework.
· To learn about basic human development theory.
· To gain an understanding of a range of counselling modalities. 
· To introduce and practice a range of helping and counselling skills, e.g., active listening, mirroring, use of reflecting and paraphrasing skills, adopting a non-judgemental and empathic approach.
· To recognise, understand and work with different forms of communication, e.g., verbal, non-verbal, use of body language, implicit/explicit, etc. 
· To participate in opportunities to practise what is learnt through role plays and experiential work.
· To participate in individual and group work activities.
· To explore issues of diversity and to embrace working with difference.
· To provide a safe space for self-exploration and self-development.
· To provide a range of opportunities for professional feedback.
· To examine further training opportunities and the options available for becoming a qualified counsellor.
[bookmark: _Toc365149440][bookmark: _Toc365151405][bookmark: _Toc365151496][bookmark: _Toc365151530][bookmark: _Toc365909242][bookmark: _Toc366699862][bookmark: _Toc395455993][bookmark: _Toc395456388][bookmark: _Toc395456807]
[bookmark: _Toc204781242]9.	Approach to studying 
[bookmark: _Hlk144143182][bookmark: _Toc365149441][bookmark: _Toc365151406][bookmark: _Toc365151497][bookmark: _Toc365151531][bookmark: _Toc365909243][bookmark: _Toc366699863][bookmark: _Toc395455994][bookmark: _Toc395456389][bookmark: _Toc395456808]To get the best out of the course and your time at HCC, you must take responsibility for your own learning.  
You will receive some ‘traditional teaching’ throughout the course, but this is just the starting point.  You will be expected to undertake reading, to reflect on personal and professional development, to reflect on theory and how this informs and is informed by practice throughout the year. Self-directed learning is therefore a key element of the course.
We operate a collaborative learning environment, and our approach utilises your peer group as a key resource in your learning and development.  Your engagement in group work is not only an essential requirement for your own progress but is also a key responsibility to others in the group.  It is therefore in your best interests to utilise the group as a resource for your own learning and to fully participate in group activities as a learning resource for others.

[bookmark: _Toc204781243]10.	Assessment 
Your success on the course is based on the assessment of your performance during the training.  Assessment is an on-going process and continues throughout the year.  A number of activities contribute to the assessment process, including:
· Personal development journal.
· Participation in group discussion.
· Trainee presentations.
· Self and peer assessments.
· Role plays.
· Tutor assessments.
· Tutor observations.
· Reflective views. 	
· End of term tutorials.
· Successful completion of the academic assignment.

Further details will be provided during the training by your tutors.  

[bookmark: _Toc204781244][bookmark: _Toc365909244][bookmark: _Toc366699864][bookmark: _Toc395455995][bookmark: _Toc395456390][bookmark: _Toc395456809]11.	Academic assignment 
[bookmark: _Toc365149443][bookmark: _Toc365151408][bookmark: _Toc365151499][bookmark: _Toc365151533][bookmark: _Toc365909247][bookmark: _Toc366699865][bookmark: _Toc395455996][bookmark: _Toc395456391][bookmark: _Toc395456810]Trainees are required to complete an academic paper as part of the assessment process.  This comprises a 2,500-word paper, with a margin of 10% (i.e., 2250 to 2750 words).  To prepare you for writing this paper, you will be provided with detailed guidelines to help you structure this. A group tutorial about the content of the assignment will be scheduled with the Training Manager in advance of submission. Your mark will be capped at 50% (pass) if the assignment is not submitted on time. 
Assignment Extension
If you need an extension for the submission of this assignment please contact the Training Manager, who will ask you to complete an extension request form.  If you are granted an extension, please note your mark will be capped at 50% (pass). The maximum extension period allowed is 28 days.
	Harvard Referencing
We will provide you with detailed instructions about using the Harvard Referencing system in advance of starting this assignment. This shows you how to reference source material in the text of your assignments and demonstrates how to compile a reference catalogue. Rules about plagiarism are also included. 
Submission of academic assignments to the panel of markers
The Panel of Markers is drawn from experienced practitioners and training professionals.  All academic assignments are assessed by a member of the panel of markers. Trainees will receive a copy of the feedback produced by member(s) of the panel with regards to the assignment they have assessed.  The panel of markers communicate their decisions to the Training Manager.  
Should you fail the assignment, you will be allowed one re-submission.  Should you fail the re-submission then you will fail the course.  Re-submission of the assignment may lead to a delay in your completing the course, which may impact on your attendance at the graduation ceremony.  
There is an additional fee of £50.00 for marking re-submitted assignments. 



[bookmark: _Toc204781245]12.	Term 1: Dates and Scheme of Work
TERM 1: UNDERSTANDING COUNSELLING 
September - December 2025 
Training takes place on Tuesday evenings at North Bank Pages Lane, London N10 1PP

INDUCTION	
Tuesday, 9 September 2025, 19:00-21:00 - North Bank, Pages Lane, London N10 1PP
		

	
	TUESDAY EVENINGS
18:30-22:00

	Week 01
	16 September 2025

	Week 02
	23 September 2025 

	Week 03
	30 September 2025 

	Week 04
	07 October 2025

	Week 05
	14 October 2025 

	Week 06
	21 October 2025 

	HALF TERM/NO TRAINING
	W/C MONDAY, 27 OCTOBER 2025 

	Week 07
	04 November 2025

	Week 08
	11 November 2025 

	Week 09
	18 November 2025 

	Week 10
Week 11
	25 November 2025 
02 December 2025



END OF TERM MEETING:
Wednesday, 03 December 2025, 20:15-21:00, via Zoom. All trainees are encouraged to attend.

[bookmark: _Hlk207801489]ONE-TO-ONE TUTORIALS	 
Tuesday, 18 November 2025		
Schedule to be agreed. Your tutors may be flexible with this date. 

[bookmark: _Hlk207801580]WORKSHOP
Saturday, 10 January 2026, 10:00-16:00 via Zoom
Facilitator: Fred Asquith

[bookmark: _Hlk144048066]DEADLINES FOR SUBMISSIONS:	
Term 1 Reflective View
Email to: training@highgatecounselling.org.uk by noon on Wednesday, 17 December 2025

Term 1 Tutor Report	
Email to: training@highgatecounselling.org.uk by noon on Wednesday, 17 December 2025
(Signed by trainee and tutor – a typed signature is acceptable)

Personal Development Journal	
We ask that you take this along to your one-to-one tutorial.

STAFFING:	
Core Tutor: Rottem Kerret-Mosseri
Assistant Tutor: Henry Sweeting



TERM 1: UNDERSTANDING COUNSELLING 
September – December 2025 



	Term 1
	Topic(s)

	Week 1
	Beginnings/Setting the foundations Personal Development Group
Skills Practice

	Week 2
	Helping Relationships: Principles, theory and practice
Personal Development Group
Skills Practice

	Week 3
	Overview of Egan’s Skilled Helper model
Personal Development Group Skills Practice

	Week 4
	What counselling is/is not
Who can be helped by counselling? Personal Development Group
Skills Practice

	Week 5
	Counselling and Interpersonal Skills
Personal Development Group: Introduction becoming a therapist
Skills Practice

	Week 6
	Overview of the person-centred approach Personal Development Group: Culture
Skills Practice

	Week 7
	Empathy vs Sympathy Reflecting/paraphrasing to convey empathy
Personal Development Group: Personal Strengths Skills Practice

	Week 8
	Unconditional Positive Regard (UPR) Reflecting/paraphrasing to convey UPR Personal Development Group: Self Care
Skills Practice

	Week 9
	Congruence and Incongruence Reflecting/paraphrasing to convey congruence Personal Development Group
Skills Practice

	Week 10
	The Core Conditions in Combination and Conflict Summary of the term
Personal Development Group

	Week 11
	Clinical Vignettes
Consolidation of the term
Closing of the term




TERM 1: UNDERSTANDING COUNSELLING 
September – December 2025 

TUTORS:
Core Tutor: Rottem Keret-Mosseri
Assistant Tutor: Henry Sweeting 




INTRODUCTION:
During this first term, we aim to distinguish between ‘helping’ and ‘counselling’ and to introduce some key concepts which underpin contemporary counselling.  These concepts will be revisited throughout the year.  It is hoped that by the end of this first term you will become acquainted with some of the language and terminology used in counselling, as well as their practical application acquired via counselling skills practise.

Each week there is a set topic with various key concepts to be understood. We expect all trainees to have read thoroughly the set reading in advance.  Unless stated, all papers will be provided in electronic format ready for you to save for later use, and of course to print.  The set reading for each week is highlighted below.  

We recommend that you purchase the following book.  Sections are replicated from this book as part of the core training, but it is nonetheless a useful resource.  

Mearns D., Thorne B. and McLeod, J. (2013) Person Centred Counselling in Action. 4th ed. 	
London: Sage 

WEEK 1:
During this session, we will set the foundations to help you succeed during the course.   The session will fully explore contracting and group boundaries, health and safety issues, a review of the course handbook and an introduction to portfolio building.  There is no set reading for this first session.  We will also explore the purpose of the personal development group.  

WEEK 2:
During this session, we aim to examine the principles, theory and practice of helping relationships.  This will include: 
· What do we mean by helping? 
· The qualities needed by someone in a helping role.
· The helping relationship. 
· The skills of helping.

Essential Reading: (to be read in advance of week 2)
CT1W2 Paper 1
Helping relationships – principles, theory and practice
Source: https://infed.org/mobi/helping-relationships-principles-theory-and-practice/
(Accessed: 2 August 2023) 

CT1W2 Paper 1a
Ballantine-Dykes, F. Postings, T. Kopp, B. and Crouch, A. (2017) Chapter 2: Establishing a Helping Relationship in Counselling Skills and Studies. 2nd ed. 
London: Sage.

WEEK 3:
During this session, we will explore Egan’s skilled helper model and examine its theoretical origins and therapeutic orientations.  In addition, we will consider Egan’s approach to effective listening (SOLER) paying particular attention to active listening and empathy.  

We will then examine the three stages of the Egan model:

· Stage 1 - Exploring Skills. 
· Stage 2 - Understanding Skills. 
· Stage 3 - Acting Skills. 

Essential Reading: (to be read in advance of week 3)
CT1W3 Paper 2
Nelson, P.J.M. (2007) An Easy Introduction to Egan’s Skilled Helper Solution Focussed Counselling Approach. Available at: www.academia.edu/8402672/An_Easy_Introduction_to_Egans_Skilled_Helper_Solution_Focused_Counselling_Approach
(Accessed 1 August 2023) 


WEEK 4:
During this session, we will examine what counselling is and is not and explore who can be helped by counselling. We will also use this session to provide a definition of counselling and also to examine some of the boundaries used in counselling and other helping professions.

Essential Reading: (to be read in advance of week 4)
CT1W4 Paper 3 
Sanders, P., Williams, P.J. and Rogers, A. (2021) Chapter 2: What is Counselling in First Steps in Counselling. 5th ed. Ross-on-Wye: PCCS Books 

CT1W4 Paper 4
Reeves, A. and Bond, T. (2021) Chapter 2: What is Counselling? in Standards and Ethics for Counselling in Action. 5th ed. London: Sage 


WEEK 5:
During this session, we will examine the paper ‘Counselling and Interpersonal Skills’ paying particular attention to a number of key concepts including acceptance, active listening, feedback, the use of immediacy and challenge, matching and mirroring and non-verbal communication.

Essential Reading: (to be read in advance of week 5)
CT1W5 Paper 5
Counselling and Interpersonal Skills
Source: http://www.talking-therapy.org.uk/counselling/certificate-level-postings/
(Accessed 6 July 2020) [Note: This is no longer available on the internet]


WEEK 6:
In this session, we will provide an overview of the person-centred approach paying particular attention to the self-concept, imposed conditions of worth, the organismic valuing process and the locus of evaluation. In addition, we will explore the promotion of the conditions needed for creating growth.  

Essential Reading: (to be read in advance of week 6)
CT1W6 Paper 6
Mearns, D., Thorne, B. and McLeod, J. (2013) Chapter 1: Basic Theory of the Person Centred Approach in Person Centred Counselling in Action. 4th ed. London: Sage


WEEK 7:
During this session, we will examine a definition of empathy and thoroughly explore the use and conveying of empathy in a therapeutic relationship. We will also consider why and how empathy is important in counselling as well as demonstrating the use of reflecting and paraphrasing skills to highlight the use of empathy.

Essential Reading: (to be read in advance of week 7)
CT1W7 Paper 7
Mearns, D., Thorne, B. and McLeod, J. (2013) Chapter 4: Empathy in Person Centred Counselling in Action. 4th ed. London: Sage

CT1W7 Paper 7a
Ballantine-Dykes, F. Postings, T. Kopp, B. and Crouch, A. (2017) Chapter 3: Working Empathically as a Helper in Counselling Skills and Studies. 2nd ed. London: Sage.

WEEK 8:
During this session, we will examine a definition of Unconditional Positive Regard (UPR) and explore why UPR is important in the therapeutic relationship.  We also examine other questions such as:

· What do I do when I don’t accept my client?
· Can the client accept my acceptance?
 
Essential Reading: (to be read in advance of week 8)
CT1W8 Paper 8
Mearns, D., Thorne, B. and McLeod, J. (2013) Chapter 5: Unconditional Positive Regard in Person Centred Counselling in Action. 4th ed. London: Sage

CT1W8 Paper 8a
Ballantine-Dykes, F. Postings, T. Kopp, B. and Crouch, A. (2017) Chapter 10: Understanding Difference and Diversity to Develop Empathic Understanding in Counselling Skills and Studies. 2nd ed. London: Sage


WEEK 9:
During this session, we will examine a definition of congruence and thoroughly explore the use and conveying of congruence in a therapeutic relationship.  We will also consider when and how to use congruence in counselling as well as demonstrating the use of reflecting and paraphrasing skills to highlight its use.  We will also consider the effects of incongruence on the therapeutic relationship.

Essential Reading: (to be read in advance of week 9)
CT1W9 Paper 9
Mearns, D., Thorne, B. and McLeod, J. (2013) Chapter 6: Congruence in Person Centred Counselling in Action. 4th ed. London: Sage

WEEK 10:
During this week of term one, we will provide a summary of the three core conditions in combination and conflict and demonstrate the integration of these three core conditions.  


WEEK 11:
During this final week of term one, we will discuss some clinical vignettes along with a consolidation and closing of the term.


[bookmark: _Toc204781246]13.	Personal development activities 
[bookmark: _Hlk112873344]Your tutor(s) will guide you through weeks 1-4 with regards to personal development activities during the course. The guidelines and activities for weeks 5-9 are below:

WEEK 5 
PLEASE COMPLETE PRIOR TO WEEK 5
Please read the following in your own time and complete the activities listed.
You may wish to purchase the book, print out a copy of the activities from the pdf of the book already provided or write down your answers to the activities on a separate sheet of paper.

Cross, M.C. and Papadopoulos, L. (2001) Chapter 1: Introduction in Becoming a Therapist: A manual for personal and professional development. 
Hove: Routledge.

Cross, M.C. and Papadopoulos, L. (2001) Chapter 2: Family in Becoming a Therapist: A manual for personal and professional development. 
Hove: Routledge.
(Pages 5-13 only)

WEEK 6 
Cross, M.C. and Papadopoulos, L. (2001) Chapter 3: Culture in Becoming a Therapist - A manual for personal and professional development.
London: Routledge
(Pages 28-38 only)

WEEK 7 
Cross, M.C. and Papadopoulos, L. (2001) Chapter 3: Culture in Becoming a Therapist - A manual for personal and professional development.
London: Routledge
(Challenging your own cultural assumptions, Pages 38-47) 

WEEK 8 
Cross, M.C. and Papadopoulos, L. (2001) Chapter 6: Personal Strengths in Becoming a Therapist - A manual for personal and professional development.
London: Routledge
(Pages 68-71 only)

WEEK 9 
BACP Good Practice in Action (GPiA) 088 - Self-care in the counselling professions



[bookmark: _Toc204781247]14.	End of term meetings and tutorials 
We value the views of trainees and will consult with you regularly in order to ensure that we continually meet your needs.  This is achieved in a number of ways:

(a) End of term tutorial 
All trainees are required to attend an end of term discussion with the tutor for each of the 3 terms to discuss their progress.  This will provide you with an opportunity to put forward your views and any recommendations you may have for further improving your experience at HCC.  This will normally be held at North Bank.

(b) End of term meetings
[bookmark: _Hlk144594862]All trainees are encouraged to attend an end of term meeting from 8.15pm to 9.00pm which is held at the end of terms 1 and 2 via zoom. There is no end of term meeting for term 3. This meeting will also be attended by the Director, Training Manager, and member(s) of the Council of Management. Trainees are asked to collectively prepare the agenda and send this to the Training Manager in advance of the meeting. A trainee representative is nominated by the group to take and distribute minutes of the meeting.

(c) Training Committee meetings
The Training Committee meets bi-annually. HCC personnel invited to attend include tutors, experiential group facilitators and supervisors. These meetings are also attended by the Training Manager and Director as well as member(s) of the Council of Management.

In addition, HCC’s Training Manager meets with the tutors on a regular basis. 


[bookmark: _Toc143165647][bookmark: _Toc365909248][bookmark: _Toc366699866][bookmark: _Toc395455997][bookmark: _Toc395456392][bookmark: _Toc395456811][bookmark: _Toc365149444][bookmark: _Toc365151409][bookmark: _Toc365151500][bookmark: _Toc365151534]

[bookmark: _Toc204781248]15. 	Premature leaving or early termination of your training
In line with the place acceptance form you have already signed and returned, should you decide not to start the course, then you remain liable for the fees for the course.  Similarly, should you, or HCC terminate your training, then you remain liable for the fees for the course.
The Training Committee reserve the right to terminate your training for any of the following reasons:
Unsatisfactory progress:
HCC operates a ‘trainee at risk of failure’ policy.  If any member of the training team has a concern about a trainee’s progress, they will raise this with the Training Manager and discuss this with the individual trainee as soon as possible.  More serious concerns will be documented in writing and discussed with the trainee before being submitted to the Director.  The aim of this approach is to allow the training team and the trainee to address the concern(s) in a collaborative way to facilitate progress and achieve resolution.  If this cannot be achieved, the Director may take the matter to the Training Committee, who reserve the right to terminate your training if satisfactory progress is not maintained.  A full account will be taken of individual circumstances before a decision is reached.
[bookmark: _Hlk46943083]Care of self
If a tutor or other member of staff becomes concerned about a trainee’s emotional well-being, they will consult with the Director or Training Manager, who will explore the matter further.  If the concerns are found to be justified, these will be raised with the Training Committee.  Following consultation, the Training Committee reserve the right to defer, suspend or to terminate an individual’s training.  A full account will be taken of individual circumstances before a decision is reached.
Failure to achieve the necessary standard over time
All requirements for the award of the Certificate must be met within the time limit of the training. Should you not be able to meet this time limit, then your training will be terminated, and any outstanding fees must be paid in full. This will be discussed with the Training Committee and a full account taken of individual circumstances before a decision is reached. 
Discriminatory Practice
HCC reserve the right to terminate your training if you engage in discriminatory practices or engage in any other, unacceptable behaviour(s).  A full account of the circumstances will be taken before a decision is reached.

[bookmark: _Toc204781249]16.	Equal opportunities policy 
[bookmark: _Toc365151410][bookmark: _Toc365151501][bookmark: _Toc365151535][bookmark: _Toc365909249][bookmark: _Toc366699867][bookmark: _Toc395455998][bookmark: _Toc395456393][bookmark: _Toc395456812]HCC is dedicated to promoting equal opportunities in all aspects of the work that we do and is committed to fostering and supporting a diverse, multi-cultural and community-based service in the fields of counselling, counselling supervision and counselling training.  
Our equal opportunities policy is informed by the Equality Act 2010, which makes it unlawful to discriminate, directly or indirectly, in recruitment, employment or service delivery because of a protected characteristic. 


The protected characteristics as documented in the Equality Act 2010 are: 
· Age	• 	Disability	
· Gender 	•	Gender re-assignment	
· Race	• 	Religion or belief
· Sexual orientation	•	Pregnancy and maternity
· Marriage and civil partnership	

In support of our equal opportunities policy, our key principles are to:
· Promote an inclusive culture.
· Respect and value difference.
· Prevent discrimination, harassment, and victimisation.
· Promote and foster equal relationships both internally and with external parties.

During this training, it is expected that all HCC personnel and trainees will:
· Co-operate with any measures introduced to promote equality of opportunity.
· report any discriminatory acts or practices.
· Not encourage or attempt to make others practise unlawful discrimination.
· Not victimise anyone because of them having reported or provided evidence of discrimination.
· Not abuse, bully, harass, intimidate or victimise others.
If any of the following applies to you, please raise the matter with the Training Manager or with the Director at HCC immediately:
(a) You believe that you are being or have been discriminated against, either directly or indirectly.
(b) You believe that you are being harassed, abused, bullied, victimised or intimated, either directly or indirectly.
(c) You wish to report any discriminatory acts or practices.

A copy of our equal opportunities policy is available on request.  A copy of the Equality Act, 2010 is available at: www.gov.uk/equality-act-2010-guidance 

[bookmark: _Toc204781250]17.	Trainee behaviour and disciplinary procedures 
HCC expects trainees to take responsibility for their actions and to always behave in a mature and appropriate manner while training at HCC.  However, we recognise that issues may occur from time to time and that a procedure for dealing with them is necessary. The disciplinary procedure was developed with the following principles in mind: 
· The procedure is designed to establish the facts quickly and to deal fairly and consistently with disciplinary issues.
· At every stage in the disciplinary process, trainees will be given details of the complaint against them and be given the opportunity to state their case before any decision is reached.
· The procedure may be implemented at any stage, depending on how serious the alleged misconduct is.
· If a trainee feels that they have been unfairly treated, then they have a right to appeal against any disciplinary penalty.
· The trainee has the right to be accompanied by another person at formal disciplinary meetings and at any subsequent appeal.

The process for implementing a disciplinary procedure is as follows:
(a) Minor issues will be dealt with informally by members of the training team, who will bring minor infringements to a trainee’s attention for their benefit or for the benefit of others.  It is in everyone’s interests to co-operate fully. 
(b) When an allegation of serious or gross misconduct is made, this must be raised immediately with the Training Manager at HCC.  The Training Manager will fully investigate the issue and meet with you as soon as possible, but certainly within 20 working days, with a view to resolving the issue satisfactorily. 
(c) If you feel that the matter has not been dealt with satisfactorily during stage (b) above, then the matter will be passed to the Director at HCC.  The Director will further investigate the issue and meet with you as soon as possible, but certainly within 20 working days, with a view to resolving the issue satisfactorily.
Our aim is to apply consistent and fair treatment.  To achieve this, HCC staff will thoroughly investigate all incidents and will make a judgement as to the appropriate course of action to be taken with a view to resolving the issue as soon as possible. A copy of HCC’s disciplinary procedure is available on request.
[bookmark: _Toc365909250][bookmark: _Toc366699868][bookmark: _Toc395455999][bookmark: _Toc395456394][bookmark: _Toc395456813]
[bookmark: _Toc204781251]18.	Complaints and grievances 
HCC takes a progressive and pro-active approach to the work that we do.  Although prevention is at the forefront of this approach, we recognise that grievances may occur from time to time and that a mechanism for dealing with them is necessary.  
The procedure for dealing with a complaint or grievance is as follows:

(a) In the first instance raise the matter with a suitable member of staff, who will discuss the issue with you and if appropriate try to resolve the issue as soon as possible but will certainly get back to you within 20 working days.

(b) If you feel that the matter has not been dealt with satisfactorily during stage (a) above, please raise this with the Training Manager at HCC.  The Training Manager will further investigate the issue and meet with you as soon as possible, but certainly within 20 working days, with a view to resolving the issue satisfactorily.

(c) If you feel that the matter has not been dealt with satisfactorily during stage (b) above, then the matter will be passed to the Director at HCC.  The Director will further investigate the issue and meet with you as soon as possible, but certainly within 20 working days, with a view to resolving the issue satisfactorily.

(d) If the complaint/grievance cannot be resolved by stage (c) above, the matter will be passed to a separate hearing which will include 2 members from the Council of Management together with someone completely independent of and external to the course.  Their decision will be final. 

(e) If complaining about a decision regarding academic work, please raise this with the Training Manager in the first instance.  The procedure will be the same as above.

[bookmark: _Toc365149445] A copy of the HCC grievance procedure is available on request.


[bookmark: _Toc204781252][bookmark: _Toc365149448][bookmark: _Toc365151414][bookmark: _Toc365151505][bookmark: _Toc365151539][bookmark: _Toc365909252][bookmark: _Toc366699870][bookmark: _Toc395456001][bookmark: _Toc395456396][bookmark: _Toc395456815]19.	Course fees 
[bookmark: _Toc365909253][bookmark: _Toc366699871]The fee for the course is £2,350. This can:

(a) 	Be paid up front by your employer.
(b) 	Be paid by yourself as a lump sum up front in advance of starting the training.
(c)	You may choose to pay a place acceptance fee of £550.00 to secure your place on the course, followed by ten monthly payments of £180.00.

[bookmark: _Toc395456002][bookmark: _Toc395456397][bookmark: _Toc395456816]Should you choose option (c) above, once you have paid the place acceptance fee, if you choose not to accept the offer of a place on the course, you remain liable for the remainder of the course fees.  
[bookmark: _Toc204781253]20.	Successful completion of the training 
Successful completion of the course and award of the certificate is dependent on:

· Satisfactory attendance - this requires a minimum attendance rate of 80% for each of the three terms (see section 7 above).
· Satisfactory participation in individual and group activities.
· Satisfactory progress.
· Successful completion of the final written assignment.
· Any outstanding fees due to HCC have been made and any borrowed books have been returned to the library.

[bookmark: _Toc204781254][bookmark: _Toc365149450][bookmark: _Toc365151416][bookmark: _Toc365151507][bookmark: _Toc365151541][bookmark: _Toc365909254][bookmark: _Toc366699872][bookmark: _Toc395456003][bookmark: _Toc395456398][bookmark: _Toc395456817]21.	Progression 
Successful completion of the course may allow you to progress on to the Diploma in Psychodynamic Counselling (a BACP accredited course), which is also delivered by HCC.  This course runs over 2 years and 1 term and will start in September 2026.  Further details of this course will be provided towards the end of your training.

[bookmark: _Toc365149449][bookmark: _Toc365151415][bookmark: _Toc365151506][bookmark: _Toc365151540][bookmark: _Toc365909255][bookmark: _Toc366699873][bookmark: _Toc395456004][bookmark: _Toc395456399][bookmark: _Toc395456818][bookmark: _Toc204781255]22.	Key points for success
Responsibility
You must take responsibility for your own learning. HCC staff will give you as much help and support as possible, but ultimately your success is your responsibility.

Attendance
Please try to attend all the time-tabled sessions. This is an important indicator of your professionalism and is fundamental to your own learning. Non-attendance may also impact negatively on others.



Planning
Plan your time carefully. It may help you to write a personal timetable and self-development plan for your own purposes.

Seek help if you need it
If you are finding things difficult, then please ask to see Diana Constantinou, Natasha Harrison or the pastoral tutor, Lin Coleman. Even if your problem has nothing to do with the course, it may have an effect on your ability to study. 


We hope you enjoy the course and wish you every success.


[bookmark: _Toc204781256][bookmark: _Toc81857394][bookmark: _Hlk80643425]APPENDIX A: COVID Protocol 

The safety and wellbeing of our trainees and staff is of the utmost priority. At HCC we will always follow the official guidance from the UK Government, Public Health England and the British Association for Counselling and Psychotherapy (BACP).
Below are some practical facts on what we may do to help keep people safe, and how we may apply safety measures during in person training.
1. Where possible, training will take place in one of the larger rooms such as the Oak room, to allow for some social distancing.
2. Trainees and staff are asked to ensure they practice good hygiene such as regular hand washing or hand sanitising.
3. North Bank will implement an appropriate cleaning regime whereby all rooms are thoroughly cleaned after use.
4. All occupied spaces will be appropriately ventilated without causing discomfort to the occupants. This is left to the discretion of the tutor and trainees. 
5. Wearing face masks is not compulsory, but you may choose whether you wish to wear a face mask in the training room or not.
6. Trainees and staff should follow public health advice on testing, self-isolation and managing confirmed cases of Covid-19. This includes not attending class if you have tested positive or you are demonstrating symptoms of Covid-19. You may return to class after receiving a negative test. If a trainee does test positive for Covid-19, you should notify your tutor and the training manager.
7. The kitchen should not be used during the training sessions. We suggest you bring your own light refreshments to the training. 
8. If needs be, training may need to be delivered via the Zoom platform until such time as it is deemed appropriate to return to in person training. 



[bookmark: _Toc204781257][bookmark: _Hlk144231813][bookmark: _Hlk144231737]APPENDIX B: Reference requests 
Our tutors provide an internal reference for our own Certificate trainees applying for a place on HCC’s Diploma in Psychodynamic Counselling. Additionally, tutors are sometimes asked to provide a reference for trainees considering completing a training qualification with another training institute at the end of the course. 
The process for completing an external reference is as follows:

1. Please direct any external reference requests to Diana Constantinou, Training Manager, HCC at the following email address: training@highgatecounselling.org.uk 

2. Some training organisations ask that the reference request is turned around within a 
2-week period. The training department will action this request as soon as possible, but sometimes a delay may be incurred.  

3. If a delay does happen, the training department will send a ‘holding email’ to the training institute explaining there is a delay in completing the request.

4. Some trainees assume we will not be contacted until an offer of a training place is made, and further assume that they will be asked to provide a reference later in the process. In some cases, as soon as you apply online, a reference request is sent to us automatically. We therefore ask that you inform Diana Constantinou prior to providing an external training provider with his details before submitting an application.

5. References will not be provided until Term 3 has started. 

6. You will not receive a copy of the reference. 



[bookmark: _Toc204781258]APPENDIX C: Further reading 
We recommend you consider purchasing or borrowing the following books as they will help improve your knowledge and skills at Certificate level.  The purchase/reading of these books is not mandatory. 

Ballantine-Dykes, F. Postings, T. Kopp, B. and Crouch, A. (2017) Counselling Skills and Studies. 2nd ed. 
London: Sage.

Cross, M.C. and Papadopoulos, L. (2001) Becoming a Therapist: A manual for personal and professional development.
New York: Taylor and Francis (This is provided as a PDF file).

de Board, R. (1998) Counselling for Toads: A Psychological Adventure. 
Hove: Routledge 

Hough. M. (2021) Counselling Skills and Theory. 5th ed. 
London: Hodder Education

Nelson-Jones, R. (2016) Basic Counselling Skills: A Helper’s Manual. 4th ed. 
London: Sage 

Reeves, A. (2018) An Introduction to Counselling and Psychotherapy: From Theory to Practice. 2nd ed.
London: Sage 

Reeves, A. and Bond, T. (2021) Standards and Ethics for Counselling in Action. 5th ed.
London: Sage 

Rogers, C.R. (1995) On becoming a person: A therapist’s view of psychotherapy. 
London: Constable and Robinson

Stafford, M.R. and Bond. T. (2020) Counselling Skills in Action. 4th ed. 
London: Sage 

Turner, D. (2021) Intersections of privilege and otherness in counselling and psychotherapy. 
London: Routledge




[bookmark: _Toc204781259]APPENDIX D: Term 2 dates

TERM 2: BASIC HUMAN DEVELOPMENT
January - March 2026
Training takes place on Tuesday evenings at North Bank Pages Lane, London N10 1PP


	
	TUESDAY 
18:30-22:00

	Week 12
Saturday 10 January
10:00-16:00 via Zoom
	06 January 2026
Psychodynamic Workshop
Facilitator: Fred Asquith

	Week 13
	13 January 2026

	Week 14
	20 January 2026

	Week 15
	27 January 2026

	Week 16
Week 17
	03 February 2026
10 February 2026

	HALF TERM/NO TRAINING
	W/C MONDAY, 16 FEBRUARY 2026

	Week 18
	24 February 2026

	Week 19
	03 March 2026

	Week 20
	10 March 2026

	Week 21
	17 March 2026

	Week 22

	24 March 2026


END OF TERM MEETING:
Wednesday, 25 March 2026, 20:15-21:00, via Zoom. All trainees are encouraged to attend.

ONE-TO-ONE TUTORIALS:
Tuesday, 10 March 2026 		
Schedule to be agreed. Your tutors may be flexible with this date. 

GROUP TUTORIAL:	
Academic Assignment 			Wednesday, 4 March 2026		
Facilitator: Diana Constantinou 			20:15-21:15 via Zoom	

WORKSHOP:
Psychodynamic Workshop	                      Saturday, 10 January 2026
Facilitator: Fred Asquith 	                      10:00-16:00 via Zoom

DEADLINES FOR SUBMISSIONS: 
Term 2 Reflective View
Email to: training@highgatecounselling.org.uk by noon on Monday, 13 April 2026

Term 2 Tutor Report	
Email to: training@highgatecounselling.org.uk by noon on Monday, 13 April 2026
(Signed by trainee and tutor – a typed signature is acceptable)

Personal Development Journal	
We ask that you take this along to your one-to-one tutorial.

STAFFING: Core Tutor: Rottem Kerret-Mosseri, Assistant Tutor: Henry Sweeting	
APPENDIX E: Term 3 Dates

TERM 3: COUNSELLING MODALITIES 
April - June 2026
Training takes place on Tuesday evenings at North Bank Pages Lane, London N10 1PP


	
	TUESDAY 
18:30-22:00

	Week 23
	21 April 2026

	Week 24
BH/NO TRAINING
	28 April 2026
W/C MONDAY, 04 MAY 2026

	Week 25
	12 May 2026

	Week 26
HALF TERM/NO TRAINING
	19 May 2026
W/C MONDAY, 25 MAY 2026

	Week 27
	02 June 2026

	Week 28
	09 June 2026

	Week 29
	16 June 2026

	Week 30
	23 June 2026

	Week 31
Week 32
Week 33
	30 June 2026
07 July 2026
14 July 2026


	
	

	
	


END OF TERM MEETING: 
There is no end of term meeting for Term 3.

ONE-TO-ONE TUTORIALS:
Tuesday, 09 June 2026
Schedule to be agreed. Your tutors may be flexible with this date.

[bookmark: _Hlk144318053]DEADLINE FOR SUBMISSIONS: 
Academic Assignment
Email to: training@highgatecounselling.org.uk by noon on Monday, 13 April 2026
Results will be provided by Tuesday, 12 May 2026

Term 3 Reflective View 	
Email to: training@highgatecounselling.org.uk by noon on Monday, 6 July 2026

Term 3 Tutor Report	
Email to: training@highgatecounselling.org.uk by noon on Monday, 6 July 2026
(Signed by trainee and tutor – a typed signature is acceptable)

Personal Development Journal	
We ask that you take this along to your one-to-one tutorial.

STAFFING:	
Core Tutor: Rottem Kerret-Mosseri
Assistant Tutor: Henry Sweeting


	
	
	





2
Certificate in Counselling 2025-2026 | Course Handbook	
© Highgate Counselling Centre August 2025

image1.jpg
Highgate
Counselling
Centre




