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Welcome Pack 
 
Agreements About Safety and the Administration of our Therapeutic Relationship 
 
 
How we will work together 
 
I offer the space for you to say what needs to be said, in a supportive, confidential and non-
judgmental way. Initially we will talk about why you want Counselling and what change you might 
want to see at the end of our work together.   
 
As an Integrative Counsellor I use a range of different theories and methods in my work, but at all 
times I will do my best to make sure you feel comfortable with the way we are working. 
 
Counselling frequently involves talking about difficult experiences and feelings. I will aim to support 
you to share and explore at a pace that feels safe and right for you. 
 
Professional Conduct 

As a registered member of the NCS (National Counselling Society) I will abide by their code of 
ethics and best practice, both during and after our therapeutic relationship. 

Our Counselling relationship will be purely professional. The code of ethics precludes us from 
becoming friends socially, either during or after therapy.  

If I bump into you in the 'real world', I will not acknowledge you unless you acknowledge me first, to 
help maintain your privacy. Similarly, I do not add clients as personal friends on social media, as I 
keep my private life separate from my work.  

Our Counselling Sessions 
 
You are welcome to choose whether you want to have your sessions in person in a Counselling 
room in Totnes, or online via Zoom. If you choose to work on Zoom, I will email you the meeting 
link the day before our session. I can explain how to use Zoom if you are unfamiliar with it. In the 
event of a technical difficulty, I will contact you by phone or text to agree how best to continue with 
our session. 
 
For the sake of continuity, practicality and healthy boundaries, we will agree on a particular regular 
day and time for our counselling sessions if possible. This will be your slot, reserved for you, and it 
would therefore be appropriate for you to give me as much notice as possible if you have to cancel 
a session for any reason. If less than 24 hours notice of cancellation is given, the session will still 
need to be paid for. 
 
I recommend always trying to prioritise your Counselling sessions in your diary, as this will 
really help you maximise the benefits and keep the momentum going.  



Updated December 2021 2 

If I need to cancel a session for any reason I will aim to give you as much notice as possible and 
you will not be charged for the session.   
 
At regular intervals I will suggest that we review our work to make sure that as far as possible you 
are getting benefit from the sessions. 

Charges and payment 
 
My fees are currently £50 for a 1 hour session.  Payment is by BACS transfer prior to the 
appointment.  
 
My bank details are: 

Name: Clare Gale 
Bank: Lloyds 
Sort code: 30-19-14 
Account Number: 01940973  

 
Confidentiality & Working Safely 
 
Anything that you share with me in our sessions will remain confidential. In the following 
circumstances however, I may be required to share information: 

- I consult with my Supervisor about my caseload, as part of the professional standards of 
my membership body the NCS (National Counselling Society) 

- I may have to divulge information for legal reasons  
- Ethically, I may have to act to minimise harm to yourself or others if I believed you or 

anyone else were in real or immediate danger. In this situation I will aim to get your consent 
before informing anyone else, but will not guarantee this. 

It's important to understand that I do not offer a 'blue light' emergency service, and do not 
offer additional support between sessions. If you are at a stage in your life where you think 
you need more urgent and frequent help, you might require a different type of support right 
now. If you are experiencing severe depressive symptoms and/or suicidal thoughts, please 
discuss this with your doctor immediately. The kind of Counselling I offer is not suitable for 
supporting anyone in crisis, or with severe Postnatal Depression or any psychotic illness. 
 
It would not be appropriate to attend Counselling sessions under the influence of alcohol or 
any other drugs. 
 
Please advise me if there is anything I need to know in order to work safely with you, for 
example a medical condition or an issue regarding safety at home. 
 
Ending our work together 
 
Endings are important.  We will generally agree when the time has come for our work together to 
end.  I would ask that once we have made this decision, we have one further session to bring our 
work to a close. 
There may be circumstances in which I do not believe it would benefit you for us to continue 
working together.  If this happens, I will explain why and signpost to other services that you may 
wish to consider, where possible.  
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Privacy & Transparency 
 
Why I store your information  
• In accordance with the GDPR (General Data Protection Regulation), I require your consent to 

hold and process any information about you. The information that I take from you is limited 
only to what I need in order to provide my service safely and ethically to you.   

 
What information I keep, how it is stored and how it might be shared 
 
• I keep contact details (phone numbers and email addresses) stored securely on my phone and 

computer, which are password or passcode protected. I record details of my clients’ GP 
surgery in the unlikely event that I judge it to be in a client’s interest for me to take action to 
ensure their safety. Your information would be accessed by my Supervisor in the event of an 
emergency involving myself, in which case she would need to contact you. 

 
• I make hand-written notes, to reduce any risk of compromising your privacy. These notes will 

be given a client code and stored separately from your contact details. 
 
• I may share information with relevant authorities in order to ensure the safety of children or 

vulnerable adults.  I will also share information if legally required to do so e.g. if that 
information relates to drug dealing, money laundering, terrorism or if a subpoena is issued 
requiring me to submit my notes to court.  

 
• Where 3rd party apps are used (e.g. Zoom, Protonmail, Google calendar, Wordpress), please 

note that their privacy information may vary and is not within my control. 
 

Access to your information and how long I store it for 
 

• Should you ever wish to see your notes, I am required by the GDPR to give you access to 
them within a month of your request. Your notes and this signed agreement will be kept for 6 
years, at which point they will be shredded securely.  

 
• I am registered with the ICO (Information Commissioner’s Office). Further information about 

the ICO and GDPR, can be found at https://ico.org.uk/ 
 
• If I have any reason to believe that your information has been accessed without authorisation I 

will inform you as soon as possible to agree any protective actions you would like me to take. 
 
 
I have read and understood this Agreement and Privacy notice and give my consent for information 
about me to be stored and used in this way.  
 
 

Client Signature  
& date (typed name 

is acceptable) 

 Counsellor Signature  
& date  

  
Name  DOB  

 
Mobile   Email  

 
Address 

 
 

 
  

GP Details 
 

 

 
  


