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Basic Counselling Skills

Electronic Portfolio

Rugby High School – July 2009

Personal details:

	Name:
	

	Address:
	

	
	

	
	

	
	

	Post Code:
	
	

	Telephone:
	
	


	Dates of Course:

	From
	
	To
	


	Trainer:
	

	Centre:
	

	Venue:
	


This course is accredited by the Open College Network and is eligible for Open College credits.  Open College credits are awarded at four levels from Entry Level to Level Three with Level Three learning being equivalent to learning at NVQ Level Three.  Each credit awarded recognises the successful achievement of units within an OCN approved programme of learning.   

OCN credits are recognised by all Further Education and Higher Education institutions locally, regionally and nationally and they can be accumulated in order to gain access to other learning opportunities including Higher Education. 

This course is a unit in the Relate Programme of learning.  The unit is included in this workbook.   Learners on this course wishing to gain further credits can progress onto other courses either within the programme or on other OCN accredited programmes.

In order to gain credits, your achievement or ‘learning outcomes’ on this course, are assessed by your course trainer, whose work is then moderated by a trained internal moderator and then by an external moderator appointed by the Open College.  The evidence for your achievement is the answers you give to the questions in the workbook together with the trainer’s observation of your skills and participation in group discussions.   These observations are recorded by the course trainer on a checklist to be found in the workbook.  The assessment is not to be regarded as a formal exam and time will be allocated during the course for you to answer the questions.  

Throughout the course you will be given feedback on your progress and the trainer will be available to assist you with any queries or difficulties that you may have with providing the necessary written or observed evidence.

After moderation your work is returned to you approximately 6 to 8 weeks later and, together with your Certificate, provides a record of your learning on the Relate Programme.
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OCN Assessment Terminology

Definitions of terms used within OCN assessment criteria.

Level 1:
List – give the points in note form



Identify – pick out the key features



Outline – give the main features or general principles of a topic



State – write down the main points

Level 2:
Describe – give a detailed account of something



Explain – make the meaning clear



Define – state the precise meaning of something



Demonstrate – show the evidence

Level 3:
Analyse – break down into smaller parts and explain how they relate to one another


Apply – put into practice


Consider – comment on a particular viewpoint, giving points for and against


Examine – look closely at the essential elements of the issue and make sense of the relationships between them


Assess – show the value or importance of something


Discuss – explain the meaning of something and present a logical argument explaining it


Compare – look at similarities and differences


Contrast – concentrate on the differences


Evaluate – examine the strengths and weaknesses and make a judgement


	Basic Counselling Skills

Evaluation Sheet - continued
What was difficult:

What I liked:

What else I would have liked:

Signed (optional) 
 Date 


Appendix B2 – Trainer Feedback Sheets

	Relate Centre
	
	Course Title
	Basic Counselling Skills – PM5/2/CE/090

	Venue
	
	Start Date
	
	Level
	2
	Credits
	

	Trainer
	
	Candidate
	
	

	

	Assessment Criteria
	Achieved
	Comments

	1. Understand the difference between counselling and the use of Counselling skills

	1.1. describe the difference between counselling and using counselling skills
	
	

	2. Demonstrate knowledge of a three stage model based on the Carkhuff/Egan model and the skills associated with each stage.

	2.1. Identify the three stages of a three stage model based on the Carkhuff/Egan Model and the skills associated with each stage
	
	

	3. Show competency using counselling skills

	3.1. Demonstrate the skills used in Stages One, and Three of the model and discuss the use of Stage 2 skills.
	
	

	4. Show knowledge of ethical issues such as confidentiality and boundaries in relation to using counselling skills

	4.1. Identify two ethical issues in relation to using counselling skills
	
	

	5. Distinguish between groups of people who are suitable for help using counselling skills and those who need referral

	5.1 Give examples of those who are able to respond to help using counselling skills and those who need referral.
	
	

	6. Show evidence of developing self-awareness and evaluate their learning on the course

	6.1 Show evidence of their developing self-awareness and demonstrate their learning on the course.
	
	

	Appendix B3 – Trainer Feedback Sheets

	Relate Centre
	
	Course Title
	Basic Counselling Skills – PM5/3/CE/076

	Venue
	
	Start Date
	
	Level
	3
	Credits
	

	Trainer
	
	Candidate
	
	

	

	Assessment Criteria
	Achieved
	Comments

	1. Understand the difference between counselling and the use of Counselling skills

	1.1. Explain and evaluate the difference between counselling and using counselling skills
	
	

	2. Demonstrate knowledge of a three stage model based on the Carkhuff/Egan model and the skills associated with each stage.

	2.1. Describe the structure of a three stage model based on the Carkhuff/Egan Model and the skills associated with each stage
	
	

	3. Show competency using counselling skills

	3.1. Demonstrate and evaluate the skills used in Stages One, Two and Three of the model
	
	

	3.2. Demonstrate and evaluate the opening and closing of an interview
	
	

	Assessment Criteria
	Achieved
	Comments

	4. Show knowledge of ethical issues such as confidentiality and boundaries in relation to using counselling skills

	4.1. Identify two ethical issues in relation to using counselling skills and explain their relevance
	
	

	5. Distinguish between groups of people who are suitable for help using counselling skills and those who need referral

	5.1. Analyse the differences between those who are able to respond to help using counselling skills and those who need referral
	
	

	6. Show evidence of developing self-awareness and evaluate their learning on the course

	6.1. Show evidence of developing self-awareness and evaluate their learning on the course
	
	

	Whole course feedback
	


Appendix C IM Feedback Sheet

(To be completed by the Internal Moderator)

	


	Internal Moderator
	Name:
	
	
	Signature:
	
	Date:
	


Index of Evidence
	Assessment Criteria
	Evidence name
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Trainer Feedback
	
	


CHECKLIST FOR COUNSELLING SKILLS PRACTICE

DELEGATE’S COPY

	DELEGATE’S NAME
	
	
	

	COURSE VENUE
	
	DATE
	


Please tick the appropriate box when you use a skill during skills practice sessions.  Each skill listed below must be demonstrated on two occasions.  All skills MUST be demonstrated.

	
	Date
	Date
	Date

	Suitable Opening:
	
	
	

	Greet talker
	
	
	

	Explain purpose
	
	
	

	Time available
	
	
	

	Mention of Confidentiality
	
	
	


Use of: Stage One skills:

	Reflecting
	
	
	

	Empathic listening as shown by:


a)  Eye contact


b)  Mirror facial expression


c)  Open body posture


d)  Verbal Encouragers
	
	
	

	Paraphrasing
	
	
	

	Open Questioning
	
	
	

	Summarising
	
	
	


Stage Three Skills

	Helping talker to set goals
	
	
	

	Setting appropriate tasks
	
	
	


End Interview:

	Summary
	
	
	

	Keep within time
	
	
	

	Make arrangements to meet again (if appropriate)
	
	
	

	End appropriately
	
	
	


Understanding of Stage Two Skills:

Please tick the appropriate box below when you use one of the Stage 2 skills.

	Immediacy
	
	
	

	Challenging
	
	
	

	Use of Hunches (advanced empathy)
	
	
	

	Focusing
	
	
	


CHECKLIST FOR COUNSELLING SKILLS PRACTICE

OBSERVER’S COPY

	DELEGATE’S NAME
	
	
	

	COURSE VENUE
	
	DATE
	


Please tick the appropriate box when you observe the delegate named above using a skill during skills practice sessions.  Each skill listed below must be demonstrated on two occasions.  All skills MUST be demonstrated.

	
	Date
	Date
	Date

	Suitable Opening: 
	
	
	

	Greet talker
	
	
	

	Explain purpose
	
	
	

	Time available
	
	
	

	Mention of Confidentiality
	
	
	


USE OF: Stage One skills:

	Reflecting
	
	
	

	Empathic listening as shown by:


a)  Eye contact


b)  Mirror facial expression


c)  Open body posture


d)  Verbal Encouragers
	
	
	

	Paraphrasing
	
	
	

	Open Questioning
	
	
	

	Summarising
	
	
	


Stage Three Skills

	Helping talker to set goals
	
	
	

	Setting appropriate tasks
	
	
	


End Interview:

	Summary
	
	
	

	Keep within time
	
	
	

	Make arrangements to meet again (if appropriate)
	
	
	

	End appropriately
	
	
	


Understanding of Stage Two Skills:

The trainer will sign below when they are satisfied that the delegate named above understands the importance of Stage 2 Skills and when to use them.

	Immediacy
	Signed
	

	Challenging
	Trainer

	Use of Hunches (advanced empathy)
	

	Focusing
	Date
	


Reflective Journal

Please use this after each session to record your own personal learning. It will be of use to you toward gaining your qualification and your future work.
	Session Subjects
	My Learning

	What are counselling skills?
	

	Ethics, Boundaries and Good Practice

Giving feedback.

Johari Window
	

	Core Conditions for Counselling

Overview of the Three Stage Model
	

	Setting up the room

Beginning and ending the interview


	

	Stage 1 Skills


	

	Personal Constructs - Ways of seeing


	

	Review and observation of Stage 1 Skills


	

	Stage 2 Skills
	

	Attachment, Loss & Change


	

	Ethics & Boundaries revisited

Who is suitable/not suitable for counselling

Making referrals
	

	Stage 3 Skills


	

	Putting it 

all together
	

	Counselling Skills interview using Three Stage Model
	

	Managing feelings

Skills practice to include managing the emotional talker
	


1. COUNSELLING V COUNSELLING SKILLS

(Learning Outcome 1: Understand the difference between counselling and the use of counselling skills.)
	A1. Identify and describe one difference between Counselling and using Counselling Skills

	(Please type in the box and it will expand to the size you need)



	B1. Evaluate this difference by explaining how an interview with a counsellor may differ from an interview with someone using counselling skills

	(Please type in the box and it will expand to the size you need)



2. THREE STAGE MODEL

(Learning Outcome 2: Demonstrate knowledge of a three stage model based on the Carkhuff/Egan Model and the skills associated with each stage)
	A2. Name each stage of the Three-Stage Model and two of the skills you would use at each stage

	1.
	

	2.
	

	3.
	

	

	

	(Please type in the box and it will expand to the size you need)



	B2. Evaluate how you would use the Three-Stage Model in a Counselling Skills interview to help someone with a problem

	

	(Please type in the box and it will expand to the size you need)




3. COMPETENCY

(Learning Outcome 3: Show competency in using counselling skills)

	A3. There is no question to be answered for the Level 2 Learning Outcome, your Skills Practice Sessions should provide the trainer with the required evidence

	

	

	B3. Explain and evaluate the processes you would use in opening and in closing an interview using counselling skills

	

	(Please type in the box and it will expand to the size you need)


	


4. ETHICAL ISSUES

(Learning Outcome 4: Show knowledge of ethical issues such as confidentiality and boundaries in relation to using counselling skills.)

	A4. List and Describe two issues you would discuss at the start of a new Counselling Skills interview.

	1.
	

	2.
	

	

	(Please type in the box and it will expand to the size you need)



	B4. Explain why it is important to discuss these issues when using Counselling Skills to help someone with a problem

	

	(Please type in the box and it will expand to the size you need)




5. REFERRALS

(Learning Outcome 5: Distinguish between groups of people who are suitable for help using counselling skills and those who need referral)
	A5. Give ONE example of a person you can help in an interview using counselling skills and ONE example of a person who needs more specialist help.

	

	(Please type in the box and it will expand to the size you need)




	B5. Analyse the differences between these two different people by describing why one of them can respond to help from someone trained to use counselling skills whilst the other needs help from someone trained to help specific with problems

	

	(Please type in the box and it will expand to the size you need)



6. SELF DEVELOPMENT

(Learning Outcome 6: Recognise their developing self-awareness and learning)
	A6. Using your Reflective Journal and Handout Application & Learning state two things that you have learned on this course.

	1.
	

	
	

	2.
	

	
	

	

	B6. Describe what you will do differently as a result of this learning. Evaluate this.

	

	(Please type in the box and it will expand to the size you need)




TRAINER’S ASSESSMENT CHECK SHEET

	Course Venue
	
	Date of  Course
	

	Names of Course Members: 


	
	
	
	
	
	
	
	
	
	
	
	

	Suitable Opening:  1-1, 2-1, 3-1

	Greet the client
	
	
	
	
	
	
	
	
	
	
	
	

	Explain purpose
	
	
	
	
	
	
	
	
	
	
	
	

	Time available
	
	
	
	
	
	
	
	
	
	
	
	

	Mention of confidentiality
	
	
	
	
	
	
	
	
	
	
	
	

	Use of Stage One Skills:  4-1

	Reflecting
	
	
	
	
	
	
	
	
	
	
	
	

	Empathic responding 
	
	
	
	
	
	
	
	
	
	
	
	

	a) Eye contact
	
	
	
	
	
	
	
	
	
	
	
	

	b) Mirror facial expression
	
	
	
	
	
	
	
	
	
	
	
	

	c) Open body posture
	
	
	
	
	
	
	
	
	
	
	
	

	d) Verbal encouragers
	
	
	
	
	
	
	
	
	
	
	
	

	Paraphrasing
	
	
	
	
	
	
	
	
	
	
	
	

	Open questions
	
	
	
	
	
	
	
	
	
	
	
	

	Summarising
	
	
	
	
	
	
	
	
	
	
	
	

	Understanding of Stage Two Skills

	Immediacy
	
	
	
	
	
	
	
	
	
	
	
	

	Challenging
	
	
	
	
	
	
	
	
	
	
	
	

	Advanced Empathy (Hunches)
	
	
	
	
	
	
	
	
	
	
	
	

	Focusing
	
	
	
	
	
	
	
	
	
	
	
	

	Use of Stage Three Skills

	Helping talker set goals
	
	
	
	
	
	
	
	
	
	
	
	

	Setting appropriate tasks
	
	
	
	
	
	
	
	
	
	
	
	

	End Interview

	Summary
	
	
	
	
	
	
	
	
	
	
	
	

	Keep within time
	
	
	
	
	
	
	
	
	
	
	
	

	Arrange to meet again
	
	
	
	
	
	
	
	
	
	
	
	

	End appropriately
	
	
	
	
	
	
	
	
	
	
	
	


	TRAINER’S NAME (BLOCK CAPITALS)
	

	TRAINER’S SIGNATURE 
	


UNIT TITLE: 

Basic Counselling Skills

LEVEL: 

2

CREDIT VALUE: 
3

UNIT CODE: 

PM5/2/CE/090

	LEARNING OUTCOMES

The learner should be able to:
	ASSESSMENT CRITERIA

The learner can achieve this because s/he can:

	1 Understand the difference between counselling and the use of counselling skills
	1.1 Describe the difference between counselling and using counselling skills

	2 Demonstrate knowledge of a three stage model based on the Carkhuff/Egan Model and the skills associated with each stage
	2.1 Identify the three stages of a three stage model based on the Carkhuff/Egan Model and name two of the skills associated with each stage

	3 Show competency in using counselling skills
	3.1 Demonstrate the skills used in Stages One and Three of the model and discuss the use of Stage 2 Skills

	4 Show knowledge of ethical issues such as confidentiality and boundaries in relation to using counselling skills
	4.1 Identify two ethical issues in relation to using counselling skills

	5 Distinguish between groups of people who are suitable for help using counselling skills and those who need referral
	5.1 Give examples of those who are able to respond to help using counselling skills and those who need referral

	6 Recognise their developing self-awareness and learning
	6.1 Show evidence of their developing self-awareness and demonstrate their learning on the course


UNIT TITLE: 

Basic Counselling Skills

LEVEL: 

3

CREDIT VALUE: 
3

UNIT CODE: 

PM5/3/CE/076

	LEARNING OUTCOMES

The learner should be able to:

	ASSESSMENT CRITERIA

The learner can achieve this because s/he can:

	1 Understand the difference between counselling and the use of counselling skills
	1.1 Explain and evaluate the difference between counselling and using counselling skills

	2 Demonstrate knowledge of a three stage model based on the Carkhuff/Egan Model and the skills associated with each stage
	2.1 Describe the structure of a three stage model based on the Carkhuff/Egan Model and the skills associated with each stage

	3 Show competency in using counselling skills
	3.1 Demonstrate and evaluate the skills used in Stages One , Two and Three of the model

3.2
Demonstrate and evaluate the opening and closing of an interview

	4 Show knowledge of ethical issues such as confidentiality and boundaries in relation to using counselling skills
	4.1 Identify two ethical issues in relation to using counselling skills and explain their relevance

	5 Distinguish between groups of people who are suitable for help using counselling skills and those who need referral
	5.1 Analyse the differences between those who are able to respond to help using counselling skills and those who need referral

	6 Recognise their developing self-awareness and learning
	6.1 Show evidence of developing self-awareness and evaluate their learning on the course
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