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Our Ref: NM/DF/LHH/KW 
January 2022 
 

Dear Colleague 
 
Thank you for your interest in the post of School Counsellor at our fabulous, vibrant oversubscribed 
Worcester City school that opened its sixth form in September 2015. 
 

This permanent position, to commence as soon as possible is for 21 hours per week, to be worked over 3 
days (8.30am to 4.00pm, including a 30 minute lunchbreak each day), term time only plus one teacher 
training day (TED).  The salary is paid at Scale SO1, points 23-25, £13,189 - £14,062 pa (£27,741 - £29,577 
full time, whole year equivalent). 
 

Christopher Whitehead Language College is an 11-18 school ‘in pursuit of excellence' in all areas of its 
community's life.  Near to the cricket ground, on the west bank of the River Severn in Worcester, it is a 
larger than average, inclusive and community-focused comprehensive school with 1,450 students.  In the 
last five years, the school has enjoyed a huge rise in popularity amongst the local community.  In our latest 
2018 Ofsted inspection, personal development, behaviour and welfare was judged as ‘Outstanding’.  The 
school was re-awarded the prestigious Inclusion Quality Mark Centre of Excellence in June 2019. 
 

We are looking for an organised, enthusiastic and committed professional to deliver a counselling service to 
students aged between 11 and 18 years and identified staff.  You will be helping students make sense of 
and come to terms with difficult situations, feelings and behaviours that can become barriers to their 
learning potential.   
 

In the additional pages, I have included: 

• job description 

• person specification 
 

Please also read our privacy notice for job applicants (separate document). 
 

I would obviously encourage you to read our Ofsted report in detail and visit our informative website at 
www.christopherwhitehead.co.uk to develop an understanding of our ethos.   
 

If you wish to apply, complete the application form and include details of knowledge and any previous 
experience you can bring the and stating how you could make a difference in the role.  Please would you 
ensure you provide email addresses for your referees and alert them to this fact.   
 

Please email your completed forms to recruitment@cwlc.email .  Please do not enclose a CV.   
 

The deadline for receipt of applications is 10.00am on Monday 7th February 2022.  Interviews will be held 
on Wednesday 16th February 2022.   
 

As I will only be contacting short-listed candidates, I would like to thank you for your time and effort, and if 
unsuccessful, wish you well in your future career. 
 

I look forward to hearing from you. 
 

Yours sincerely 
 
 
Neil S Morris 
Headteacher  

http://www.christopherwhitehead.co.uk/
mailto:recruitment@cwlc.email


Christopher Whitehead Language College – continuation page 
Application pack for Pastoral Support Coordinator 01.22 

 

 

Page 2 of 4 

Job Description 
Post Title: School Counsellor 

 
Terms & Tenure: 

21 hours per week over three days (8.30am to 4.00pm, 30 minute lunch), 
Term time only +1 TED,  Scale SO1 (points 23-25) 

 
Line Manager: Inclusion Manager 

  
Staff Supervised: None 

 
 

Purpose of the Role 
 

To deliver a counselling service for students (aged between 11 and 18) and identified staff who have 
been referred for one-to-one counselling.     
 

The counselling service involves working therapeutically with students to provide counselling which  
aims to: 
 

• Help the students make sense of and come to terms with distressing situations in their life over 
which they have little control. 

• Better manage and contain difficult feelings and behaviour that may be being expressed 
inappropriately at school and at home. 

• Aid staff at times of personal crises, i.e. divorce, bereavement, anxiety. 
 

These difficulties can interfere with the student’s capacity to make good progress in school.  The 
consequence of the counselling can assist in the lifting of these barriers to learning, enabling the 
students to take fuller advantage of all learning opportunities.  For staff, a confidential person to talk to 
at a time of difficulty can help them fulfil their demanding professional difficulties. 
 

 
 

Main Duties and Responsibilities 
 

Management of Service 

• Implement the counselling referral system together with all the necessary documentation, liaising 
with the counselling team at the school. 

• Review this procedure on a regular basis and adapt as required in consultation with line manager. 

• Liaise regularly with referring staff in order to manage the provision according to priority needs. 

• Organise a timetable and appointments procedure that fits into the school’s structure and minimises 
disruption to lessons and protects confidentiality. 

• Evaluate the impact of the counselling service and present the findings to school leadership at the 
end of the school year. 

• Provide information for staff and students to enable a whole school understanding of the purpose of 
the counselling service and how it functions. 

• Liaise with other agencies and providers such as Footsteps. 

• Attend monthly supervision as required by their professional body. 
 

Delivery of Service 

• Ensure that the counselling environment is fit for purpose: privacy, comfort, adequate soundproofing 
and freedom from intrusion.   

• Receive referrals and determine their appropriateness through a one-to-one initial assessment with 
the referred student and discussion with referring staff; management of waiting list. 

• Agree a counselling contract with the student outlining the number of sessions and the commitment 
to confidentiality.   

• Maintain accurate and confidential records that can be stored safely on site. 

• Observe confidentiality and contribute to the safeguarding and promotion of the welfare of students. 

• Provide feedback information on the student’s progress to the referring member of staff whilst 
maintaining confidentiality and inform referrer when intervention ceases. 
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Post Title: School Counsellor (continued) 
 

 

• Advise the school if an external referral for specialist intervention is needed for the pupil. 

• Liaise with internal and external agencies. 

• Attend meetings with parents and pastoral staff when required and where required provide accurate 
professional reports that may be used in referrals/case conferences.  

 

Advisory Support 

• Offer advice to staff who are involved in supporting students with mental health problems and/or 
emotional/behavioural difficulties. 

• Respond appropriately to requests for crisis/trauma intervention at an individual or whole school 
level. 

 

Code of Practice 

• Be informed, guided and work within the guidelines provided by the relevant professional body.  

• Continue to develop knowledge and expertise in the counselling of children and young people. 

• Undertake regular external supervision in accordance with regulations provided by the professional 
body. 

 

 

General and review  
 

To understand and be prepared to support the ethos of the school by: 
 

- Promoting good relationships with students, parents, colleagues, governors, LA and agency staff 
and visitors to the school. 

- Promoting high standards of student behaviour within the school environment, following the 
school’s behaviour policy. 

- Promoting high standards of personal presentation and conduct, including being punctual and 
using social network media appropriately. 

- Completing training in the relevant areas to meet all safeguarding and health and safety 
standards as advised by CWLC and government policy. 

- Being aware of all matters of health and safety related to the working environment. 
 

This job description is not necessarily a comprehensive definition.  It will be reviewed periodically and 
when appropriate.  It may be subject to change or modification at any time after consultation. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
Christopher Whitehead Language College and Sixth Form has a strong commitment to achieving equality of 
opportunities in its service to the community and the employment of people and expects all employees to 
understand, comply with and promote its policies in their own work. 
 

Christopher Whitehead Language College and Sixth Form is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share this commitment. 
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Person Specification 

 
 
 

Essential Desirable 
Method of 

Assessment 

 
Qualifications 
and Training 

 

 
5 GCSE / O Level 
including English and maths or 
equivalent 
 
Holds a nationally recognised 
professional qualification in 
counselling recognised by the BACP 
and/or evidence of further 
therapeutic training or qualification 
in working with children and young 
people 
 

 
 

 
Application form 
Certificates 

 
Experience and 

Knowledge 

 
Understanding of the 
developmental, emotional and 
social and educational issues of 
children and young people 
 
Awareness of the range of needs of 
people from diverse ethnic, social 
and cultural backgrounds 
 
Knowledge of mental health 
services  
 
Knowledge of statutory 
requirements regarding SEND and 
safeguarding children and young 
people 
 

 
Experience of delivering arrange 
of counselling therapies, 
including CBT 
 
Experience of working in a 
school setting 
 
Experience of working in 
partnership with parents 
 
Experience of liaison with 
external agencies 

 
Application form 
Interview 
References 
Application process 
 

 
Personal 

Qualities and 
Additional 

Factors 
 
 

 
Ability to relate to students across 
all key stages 
 

 
Enhanced DBS clearance 
certificate 
 

 
Application form 
Interview 
References 

 
 


