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Introduction                                                                                                                                     1 
This handbook  was designed as a guide for school counselors in the policies and procedures for 
the Newton International School-Lagoon as-well-as providing tools for the work of 
counseling students. 
 
Counseling is an integral part of each school’s total educational program. It is based on the 
International School Counseling Association Model: A Framework for school counseling 
programs ,which presents a model that helps prepare students for success in academic, career, 
and emotional/social development. The counseling program helps students achieve their full 
potential through four program delivery components:School counselling curriculum (SEL-Social-
emotional learning), Individual Student Planning, Responsive Services, and System Support.  

As with any handbook, it is intended to be a guide not a regulatory manual.This resource is 
developed to be a living document that is updated and expanded, as meets the needs of our
 school counselors, to help them better meet the needs of students. The school counselor 
is an essential member of the educational team that supports and enhances student 
achievement and success.  

It is our hope that this handbook will greatly aid our counselors helping them do what they do 
best counsel students.  

Counseling Vision 
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All NIS Lagoon students participate in rigorous, high-quality education programs preparing them 
to be successful citizens of the larger community. Counseling facilitates student 
support through an holistic educational program practices and through partnerships between 
the school, family and community.  
 
In order to succeed and thrive in today’s workplace, students need to possess strong critical-
thinking, problem-solving, and analytical skills, as well as the ability to collaborate, communicate 
and quickly adapt to changing situations. Together, 21st Century Skills and SEL can prepare 
students to be successful in school and in whatever the future may hold for their careers. 

“We will encourage our students to learn more actively and independently. We want to nurture 
a curiosity that goes beyond the formal curriculum, and a love for learning that stays with the 
student through life.” 

Counseling Mission 

The mission of the School Counselling Program is to provide a structured program of services to 
ensure that all students, regardless of their individual differences, acquire the skills, knowledge, 
and attitudes needed to become effective students, responsible citizens, productive workers, 
and lifelong learners. Our program addresses the educational, career, and social/emotional 
competencies necessary for all students to function and contribute in a changing society.  School 
Counselling Program is an integral part of the overall educational program and serves as a critical 
link to the instructional program and the community. 

School Counseling Beliefs /Philosophy  
The School Counseling Program is based on developmental concepts and theories and 
recognizes the strengths of each individual. The program is preventative and proactive; it 
encourages students, staff and community to appreciate the contributions, rights and 
responsibilities of themselves and others. 
 
The school counseling program at NIS Lagoon is vital in order to maximize the ability of each  
student to achieve academic, career, personal-social and community involvement  skills. 
We understand that educational counseling program is developmentally appropriate and 
involves  assisting students with continuous growth and transitions from early years past 
secondary school graduation. By  collaborating as an educational staff, we believe that the 
program  will result in healthy and effective students, responsible citizens, productive 
workers, life-long learners and knowledge that is essential to the 21st century. We believe that 
counseling program should be linked to student achievement, be aligned with the state and 
national standards and encourage professional development. We believe that the counseling 
program is coordinated across all school levels and works in collaboration with the 
community. 

 
 
 
 
The School Counselors at NIS Lagoon believe:  
1. All students can achieve at high levels.  
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2. Every student is valuable and is treated with dignity and respect. 
3. All students will have access to high quality school counseling services.  
4. All students’ ethnic, cultural, racial differences or race, color, religion, national origin, 

gender, age, sexual orientation, physical requirements, and learning disabilities are 
considered in the design and delivery of school counseling services.  

5. All students deserve a safe and nurturing environment.  

The Comprehensive School Counseling Program:  
1. Is an integral part of the total educational process of the NIS Lagoon. 
2. Is planned, coordinated, managed and evaluated by the school counselors.  
3. Is available to all students to assist them with social-emotional,  academic, and career 

counseling needs.  
4. Stimulates student learning.  
5. Encourages supportive, positive parental involvement in the schools.  
6. Helps build a positive school environment by encouraging collaboration among counselors, 

teachers, administrators, parents and the community to further student achievement.  
7. Is continuously refined and improved through systematic review and evaluation of student 

performance data. 

Counselor Confidentiality 
Confidentiality is an ethical, not a legal term in school counseling. All school counselors are 
ethically bound by confidentiality in counseling sessions with students. Confidentiality means 
that the content of a counseling session will not be revealed to a third party unless the student’s 
own personal safety or the personal safety of another is involved.  
In all other instances, parents and students can expect that counseling sessions will be 
held in strict confidence. There is some ambiguity about what constitutes “personal safety” 
among counselors, but in all cases, parents are immediately notified when there is a credible 
indication, by word or action, that a student means to do harm to him/herself. Students who 
indicate an intention to do harm to others are immediately counseled, parents or guardians are 
called, and it is reported to  the school Principal. 

What is the School Counseling Program?  
The NIS-L program is delivered through five areas of content: School Counseling Curriculum 
(SEL-social-emotional learning), Individual Planning, Responsive Services, System Support and 
Integration, and Student Advocacy. Five components define the essential elements of the 
comprehensive and counseling program based on CASEL (Social-awareness, Self-awareness, 
Responsible decision making, Self-Management, Relationship skills).  
 
School Counseling Curriculum (SEL)/Group counseling   
The curriculum consists of instruction that is developmental, preventative and proactive. 
Examples of delivery include classroom instruction/assembly; large & small group activities, 
school presentations, parent workshops and community events.  
 
 
 
Individual Planning-Counseling   
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Individual planning activities assist each student in setting and achieving academic, career, and 
personal/social goals and in pursuing community involvement. Examples of delivery 
include reviewing academic progress, making a plan of action, discussing academic 
achievement and planning for interventions, reviewing behavior plans, discussing personal
 management and implementing social/emotional targets.  
 
Responsive Services  
Responsive services are designed to collaborate with and intervene on behalf of each student 
whose immediate needs, concerns or problems are distracting or impeding his/her academic, 
career, or personal/social development. Examples of delivery include individual and small group 
counseling, consultation, managing referrals, crisis counseling and peer facilitation or conflict 
manager training.  
 
System Support & Integration 
System  support & integration  activities require specialist of the counseling program to 
contribute their knowledge and skills  in promoting the infusion of the program throughout the 
school and overseeing program content. Examples of delivery include communication of the 
counseling program to others, program coordination, professional development for other staff, 
consultation with staff, collaboration and partnering within the school community.  
 
Student Advocacy   
Student advocacy ensures that each and every student receives equitable access and 
opportunities through accommodations, modifications, special assistance, or any other 
support services required for him or her to participate and succeed in school programs. 
Examples of delivery include activities designed to empower students, minimize barriers, and 
promote equity and further achievement of high standards.   
 

Pastoral Support Plan  

The Purpose of a Pastoral Support Plan 
The PSP procedure and process is designed to support any pupil for whom the normal school 
based strategies have not been effective. It is a structured, coordinated,8 or 16 week school 
intervention designed to support pupils at risk of permanent exclusion. It is not intended to be a 
step in the process of permanent exclusion. 
 
Who is a Pastoral Support Plan for? 
A Pastoral Support Plan is for pupils who are not responding to the normal behaviour strategies, 
who may be disaffected and who are at risk of permanent exclusion.  

 This may include pupils who: 
● Have had a number of fixed period exclusions (2 or 3 in one term may be a trigger) 
● Have low attendance which is impacting on their behaviour  
● Are showing signs of rapid deterioration in their behaviour 
● Are at risk of failure at school through disaffection 
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There are many indicators of disaffection in school; these can range from disruptive behaviour 
to unauthorised absence and prolonged truancy. 
  
What should be put in place before a PSP? 
This may include school based support and/or a range of other agencies such as: 
EYFS: 

● EYFS Coordinator 
● ALN department 

Primary: 
● DHOP-P intervention 
● ALN department intervention 

Secondary: 
● HOP intervention  
● Head of Year/House support  

 

Referral System for student counseling                                                                                    9 
The teachers can refer a student who may benefit from individual (or sometimes small group) 
counseling. If it is considered that this kind of support would be a positive option, parents or 
care givers, will be contacted (in person or via a phone conversation) to discuss the possibility of 
counseling. If there is mutual agreement, a letter of consent will be sent out to be signed and 
returned to the school (see the letter of informed consent). 
 If a parent feels that their child would benefit from counseling, the first step would be to discuss 
any concerns with the class teacher. The class teacher would then either initially offer advice 
and/or put in support within the classroom or make a referral. The parents can directly refer 
their child to the school counselor too (see referral form). 
 
Structure of Student Counseling 
Sessions will be between 20 and 45 mins each. Some children will benefit from weekly sessions, 
whereas others will quickly move to having sessions every 2, 3 or 4 weeks.  Many children will 
receive counselling for blocks of time (for example 6 or 10 weeks) and then have ‘catch up’ 
sessions on, for example, a half termly basis. 
 
Approach  
The approach will initially be a holistic educational one which aims to help children talk through 
their difficulties in a warm, supportive environment. However, the main approach will then be 
‘integrative’ which brings together a variety of approaches depending on the issues that arise. 
 
Team membership                                                                                                                         1 
The school counselor must be considered as a pivotal member in the PTA committee and safety 
team (child protection). Check the manual of the safe guarding and child protection and PTA for 
more information about the role of the school counselor in the team.  
The manual will describe a process for:   

● Creating a safe school climate  
● Developing a School Safety Team-Child protection  
● Assessing and Responding to Abuse, Threats and Violent Incidents, and  
● Involving Community  Partners in Assessing/Responding  
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It is recommended that all team members participating in this process obtain training
 on the use of the instruments. It is also critical that team members read the 
instructional manual and review all of the accompanying forms, and other pertinent   
information. 

 
School Counselling Related documents  
List of referral forms:  

● Appendix 1 - Teacher-Counselor referral form 
● Appendix 2 - Parent-counselor referral form 
● Appendix 3 - Student self-referral form 
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Appendix 1- Teacher/counselor referral form 

TEACHER-COUNSELOR REFERRAL FORM  
   

Student Name _____________________________ Year Group/Form______  
  

Requested by (please check): ____Teacher ____Parent _____Other   
  
Reason(s) for referral:  

  
Motivation  Friendship Problems  Excessive Absences  Anger  
Profanity  Peer Relationships  Excessive Tardiness  Family Problems  
Divorce  Inattentive  Withdrawn  Grief  
Fighting  Hyperactive  Inappropriate Behaviour  Concentration Problems  
Excessive Worrying  Poor Social Skills  Depression  Personal/Unknown  
Stress  Personal Hygiene  Poor Grades  Mental Health  
Bullying  Dishonesty/Stealing  Destruction Property  Other  

 
 Interventions Tried:   
 
 
  
Have you contacted parent/guardian about your concern?  ___Yes  __No     __N/A  
  

  
 Signature of Person Making Referral                   Date  
 
 
Note that for excessive absences/tardiness the referral must be written only by the HOP.  
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Appendix 2-Parent/Counselor referral form  

School Counseling Parents Referral Form 

Student Name: _____________________   Date: _____________ 

Teacher: _______________________ key stage/year: ___________ 

Name of Person Making Referral: ______________   / Parent / Guardian          

Reason for Referral: _____________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

 Parents/Guardians Only  

The best way to contact me is: __________________________________ 
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Appendix 3- Student self-referral form  

This form allows the student to request for a meeting with the Counsellor. Any 
information shared on this document will remain confidential unless found to be 
harmful/lethal to the student or other parties involved. Kindly take several minutes to fill 
in the form as accurately as possible. 

Full name :  Date: 
 

Class: 
 

D.O.B: 

Country:  Birth order: 
 

 

Mention briefly why you request a meeting with the counsellor. 

 

 

How have you been feeling lately? And what can be potential reasons for this? 

 

 

Until now what have you done to help yourself? 

 

 

Have you shared how you feel with anyone in school or at home? Please specify.  

 

Have you ever engaged in any harmful behaviour towards yourself or others?           

Yes    No 

 

I agree that in the event of harmful behaviour unto myself or others this information will be passed on 

and the counsellor will follow school protocol.  

 

Signature. ........................................................................ 

 


