Appendix 2: Draft Service Agreement – Sessional Counselling 
[image: ]
Agreement between 
Galway and Roscommon Education and Training Board 
and [Insert Name of Counsellor]
for Delivery of Counselling Services – Sessional 

[Insert Name of Counsellor] has been contracted by Galway and Roscommon Education and Training Board (GRETB) from [insert dates] to provide in-person and online Counselling Services to learners engaged in Further Education and Training (FET) and in its FET services. GRETB Further Education and Training service aims to support learners by providing an inclusive and positive learner experience.
This agreement sets out how GRETB and [Insert Name of Counsellor] and will work together to provide a Counselling Service to Learners in GRETB Further Education and Training Centres. 
Any alterations to this agreement must be made with the consent of all parties to the agreement. The aim of this agreement is to enable all parties to ensure delivery of a safe and ethical counselling service to GRETB learners in line with best practice.
This agreement provides that when providing a service to GRETB Learners, Counsellors will adhere to GRETB Policies and comply with procedures outlines in the service level agreement.
Cost
	Work
	Cost 

	Counselling for one hour (online)
	

	Counselling for one hour (in-person)
	

	Counselling for half day
	

	Counselling for full day
	



Cancellations
Sessions cancelled without 24 hours’ notice will be charged at the above rates. Sessions cancelled with 24 hours’ notice will not be charged. 

Before GRETB Learners Engage in the Counselling Service: 
GDPR Compliance
This agreement provides that when providing a service to GRETB Learners, counsellors will adhere to GRETB Policies as the policy to be complied with. 
As such, Counsellors working in GRETB Centres will adhere to the GRETB Data Protection Policy


Under the terms of this agreement, GRETB is the Data Controller, and the counsellor is the Data Processor. Counsellors will only be provided with the personal information of learners as is required to provide a counselling service. This information, as outlined in Appendix 1 of this agreement, will be provided by the GRETB Learner Support Service or Adult Information and Guidance Services. 
No written personal information will be retained by counsellors, apart from brief session notes, which should be stored securely. Counsellors will adhere to the ethical standards required by their professional/regulatory/representative bodies (e.g. IACP etc.) around confidentiality, record keeping etc.
See Appendix 1 for GDPR Learner Agreement.

During the Counselling Process:
Counselling Contract
During the initial Counselling Session, counsellors will establish a contract with the GRETB Learner and agree to work together according to the contract. This contract is a working document which details the relationship between the counsellor and GRETB Learner.
 Garda Vetting
The GRETB Contractor of this service will ensure all counsellors working at GRETB Centres are Garda vetted. 
Counsellors will also be Garda vetted by GRETB prior to the commencement of counselling sessions.
 Counselling Hours Log
Counsellors will submit monthly GRETB Counselling Hours Logs to the GRETB Learner Support and Inclusion Service alongside the invoice. See Appendix 2 for sample log.

I agree to work within the above parameters to ensure delivery of a safe and ethical counselling service to GRETB learners.

Counsellor Name:		______________________________
Counsellor Signature:		______________________________
Date: 				______________________________

GRETB Learner Support & Inclusion Officer Name:	______________________________
GRETB Centre Location: 			______________________________
GRETB Co-ordinator/Centre Manager Signature:		______________________________
Date:			 ______________________________

 
(If a contractor is providing the service)
Counselling Director Name:	 			 ____________________________
Counselling Director Signature:	 			____________________________
Date:							____________________________
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GRETB Counselling Service Learner GDPR Agreement

The General Data Protection Regulation (GDPR) relates to personal information about you. Your Counsellor collects, stores and may share this data where permitted to do so by law or by agreement. Counsellors working in GRETB Centres will adhere to the GRETB Data Protection Policy.
Prior to the commencement of counselling sessions, counsellors will be provided with the following personal information about you by the GRETB Centre Coordinator/Manager in order to provide a counselling/psychotherapy service to you:
• Name
• Contact Details (Phone or email) 
No personal information on GRETB learners engaged in the counselling service will be shared with any staff of other than the Counsellor providing the counselling service in the GRETB Centre.
Counsellor Supervision: In line with ethical and best practice, Counsellors and Psychotherapists attend regular clinical supervision with another experienced therapist. The supervision process enhances and supports a counsellor/therapists’ practice (rather than giving direction on working with learners). To protect privacy, no identifiable information about learners is disclosed in the supervision process.
Please sign below to confirm that you agree to GRETB and your counsellor/the Counselling Contractor processing and storing your information as stated above. 

Learner Name: 		__________________________________
Learner Signature: 		__________________________________
Date:				__________________________________
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Galway Roscommon Education and Training Board (GRETB)
Counselling Hours Log

GRETB Centre Coordinator/Manager: 		 __________________________
GRETB Location Address: 	 __________________________
GRETB Centre Number: 	 __________________________              
(available from Centre Coordinator/Manager)
				
The following counselling hours were provided by me, _______________________ (Counsellor Name) at the above GRETB location in ___________________ (Month/Year).
	Date of Session
	Time/ Duration of Session
	Attended
(Yes or No)
	Cancelled with 24hr notice (Unclaimed)

	Cancelled without 24hr notice (Claimed)
	Code 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



TOTAL NUMBER OF SESSIONS ATTENDED: ______________________

TOTAL NUMBER OF SESSIONS CANCELLED WITHOUT 24HR NOTICE: _____________________
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