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SCHOOL:  THAMESVIEW SCHOOL 

 
JOB TITLE:  School Counsellor 

 
REPORT TO:  Assistant Headteacher 

 
GRADE:   KR9 

 
JOB PURPOSE 
To provide a high-quality counselling service to students experiencing a wide range of emotional problems.  
To liaise with parents/carers, providing support, guidance and advice. 
To provide support and advice to the School regarding options to support students. 
 
 
SPECIFIC RESPONSIBILITIES  

1. To be responsible for the confidential 1:1 counselling services to students as needed 
2. To be responsible for advice and support to staff 
3. To be responsible for maintaining appropriate, comprehensive and confidential records. To maintain 

confidentiality in accordance with BACP practice guidelines – other than in circumstances where it 
may be appropriate to disclose information 

4. To liaise with the Designated Safeguarding Lead on a frequent basis to discuss individual cases to 
implement a robust referral and case management system to ensure all students can access 
appropriate counselling support within a timely manner  

5. To liaise where appropriate and to link in with Heads of Year where appropriate and, with the 
student’s consent, with other members of school staff regarding issues which may be impacting on 
their wellbeing or education 

6. To provide regular audit information such as numbers, age range and types of problems to the Senior 
Leadership Team to evaluate the effectiveness of counselling provision, making recommendations for 
service developments and providing feedback to SLT / Governors. 

7. To have a thorough knowledge of the Mental Health provision locally and nationally and to liaise with 
and make referrals where appropriate, and with the student’s consent, to other agencies (such a 
CAMHS) 

8. To continually review and evaluate the service 
9. To work closely with the pastoral teams to help reduce barriers to learning for referred students and 

where appropriate, to provide basic guidance and support to school staff to assist them in supporting 
students experiencing emotional distress. 

10. To liaise with the designated safeguarding lead as required with respect to risk and safeguarding 
issues 

11. At the start of each academic year liaise with Year7 Transition Co-ordinator to be aware of new 
starters with historical emotional problems. 

12. Liaise with Welfare Support Managers regarding student casual admissions during the academic year 
for those with historical emotional problems. 

13. To attend meetings on behalf of the school as directed by line manager. 
14. To contact parents/carers establishing good levels of written and face to face communication  
15. To plan and facilitate a range of small group / drop in sessions on topics relevant to supporting the 

wellbeing of students (i.e. conflict resolution, anger management and self-esteem) 
16. To foster a culture student wellbeing throughout the school and by actively promoting counselling and 

wellbeing initiatives. 
17. To work at all times within the ethics and guidelines of the BACP (British Association for Counselling 

and Psychotherapy) 
 
Pastoral Care  

1. Deal with or report to the nearest member of staff, incidents that are seen or reported regarding 
pupils’ welfare 

2. Be mindful, at all times, of the school’s Equal Opportunities policy 
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3. To have the ability to form and maintain appropriate relationships and personal boundaries with 
children and young people, in safeguarding and promoting their welfare. 

 
Continuing Professional Development  

1. Take responsibility for personal professional development, keeping up-to-date with research and 
developments which may lead to improvements in the counselling service provided. 

2. To highlight and discuss relevant training for staff with line manager.  
3. Upon line manager’s approval arrange and deliver training for staff as and when needs are identified. 
4. It is expected that the postholder will attend professional supervision meetings with an appropriately 

qualified practitioner to support professional practice (this is to be undertaken outside of the 
postholder’s paid and contracted hours) 

 
Health and Safety  

1. Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be 
affected by your actions or inactions 

2. Co-operate with the employer on all issues to do with Health, Safety & Welfare 
 

Miscellaneous 
1. To observe confidentiality and to support the school’s endeavour to provide excellent teaching and 

learning for all students. 
2. Undertake preparation for your Line Management Meetings with Assistant Head Teacher (spring, 

summer & autumn) 
3. To undertake such task as reasonably requested by the Headteacher, or on their behalf, as are 

appropriate to this job description 
4. To carry out any other duty in line with the responsibility level of the post under the direction of your 

line manager. 
5. To promote the School’s Equal Opportunities policy in carrying out all areas of the post. 
6. To have due regard to the Health and Safety at Work legislation in carrying out all aspects of the post. 

 
 
Notes:  
1. This job description allocates duties and responsibilities but does not direct the particular amount of time 
to be spent on carrying them out and no part of it may be so construed.  In allocating time to the performance 
of duties and responsibilities, the post-holder must have regard to the Conditions of Employment. 
2. This job description is not necessarily a comprehensive description of the post.  It may be reviewed once a 
year and it may be subject to modification or amendment at any time after consultation with the post-holder 
in order to ensure the smooth running of the school. 
3. The ability to converse at ease with members of the public and provide advice in accurate spoken English is 
essential for the post. 
 
 
 

PERSON SPECIFICATION 
 
Key competencies required: 
1. Excellent interpersonal and communication skills, both aural and written 
2. Computer literacy, especially word processing and data base software, including SIMS. 
3. Flexible approach to working hours. 
4. To be able to prioritise and act on own initiative. 
5. Able to work efficiently and accurately under pressure and to demanding deadlines. 
6. Willing to contribute to the overall development of the school in a positive and committed way. 
7. Able to deal calmly, tactfully and effectively with a range of people. 
8. Ability to show sensitivity and objectively in dealing with confidential issues. 
 
Essential 
1. GCSE or equivalent in English and Mathematics in grade A* to C. 
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2. Experience of working with students in an educational setting 
3. A good knowledge of Health Needs affecting young people  
4. A counselling qualification  
 

 CRITERIA  

QUALIFICATIONS 
 

Recognised counselling qualification at Diploma Level (level 4) or 
Advanced Diploma Level (level 5) 
 
BACP registration or UKPC registration 
 

EXPERIENCE 
 
 

Proven post qualification experience working as a counsellor  
 
Experience managing a counselling caseload 
 
Successful experience of engaging children / young people in 
counselling (desirable) 
 
Experience of working in partnership with a range of internal / external 
stakeholders 
 

SKILLS AND ABILITIES 
 
 
 
 
 
 
 

Ability to form a therapeutic relationship of trust and respect with 
students within appropriate counselling boundaries 
 
Positive communication and listening skills 
 
Patience, tolerance and sensitivity 
 
Empathy and a non-judgmental approach 
 
Ability to take personal responsibility for organising day to day 
workload 
 
Ability to work independently and proactively  
 
Ability to demonstrate discretion and an understanding of the 
confidentiality issues in providing counselling 
 
Ability to maintain professional and confidential case records 
 

KNOWLEDGE 
 
 

An understanding of the developmental, emotional, social and 
educational issues of children and young people 
 
Knowledge of local agencies supporting the wellbeing of students / 
young people – i.e. CAMHS Service 
 
Knowledge of school safeguarding and child protection protocols 
 
 

 


