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The Term “Request for Assistance” is used throughout this document and refers to the process of 

requesting support from the school counselling service rather than the Request for Assistance (RfA) form 

used in schools in East Ayrshire. This guidance draws upon good practice from “The North Ayrshire 

Guidelines for the Delivery of School Counselling.”  

1. Introduction  

In recent years, the number of children and young people in Scotland experiencing mental health 

problems has dramatically increased.   In East Ayrshire the most predominant reasons for schools 

requesting assistance from other agencies are stress, anxiety, emotional wellbeing and self-esteem.   This 

increase in mental health problems has put an increasing demand on Mental Health services and last 

year in East Ayrshire there was a notable increase in the number of urgent referrals to CAMHS from 

schools. 

As a result of this increasing demand for mental health supports, the Scottish government has allocated 

funding to each local authority so that every child aged 10 and over has access to a counselling service.  

To allow us the flexibility of offer and also to ensure that our young people are able to access the type of 

counselling required specific to their individual need, East Ayrshire Council have appointed a counselling 

service, The-Exchange, which will be coordinated centrally, rather than providing individual counsellors.  

The-Exchange will provide nominated counsellors with their main remit dedicated to providing one-to-

one counselling, working collaboratively with parents/carers, central and school staff, building capacity 

with schools and keeping all informed about the service.    

2. Purpose  

The purpose of the document is to ensure that all staff working in or with Educational establishments in 

East Ayrshire know when and how to seek assistance from the central counselling service.   It also 

provides an overview of the range of wellbeing supports available at universal, specialist and enhanced 

multi-agency level.  The aims of this guidance are to: 

• Provide a consistent approach to, and understanding of school counselling across the local 

authority               

• Support schools when seeking assistance from the central counselling service 

• Provide an agreed set of procedures for accessing and using the school counselling service   

• Ensure schools have the relevant information and resources so that they can effectively 

implement a range of other wellbeing supports within their own establishment 

https://www.exchange-counselling.com/


• Provide schools with information about a range of other wellbeing support available within the 

local authority  

• Provide practical advice on how to successfully integrate counselling into school support systems 

whilst safeguarding pupils and staff 

Checklists for school leads are provided in the appendices which can be used by school staff directly or 

used in collaboration with the Educational Psychology Service, or school counsellor coordinator. 

3. Wellbeing Supports in East Ayrshire  within the context of Getting It 

Right  For Every Child (GIRFEC)  

In keeping with the principles of Getting It Right For Every Child and the Children and Young People 

(Scotland) Act 2014, access to services and support should be part of a staged intervention approach 

which is based on assessment of need - in particular the child/young person’s wellbeing. More 

information on this approach can be accessed in the EA GIRFEC Practitioner Guide. The support that 

services provide can be thought of as Family and Universal, (available to all), Additional Support within 

Universal services, (accessed by some), Specialist help from a multi-agency team (accessed by a few), 

and Enhanced multi-agency support to overcome adversity and risk (accessed by a very small proportion 

of children).   For more information on how children and young people are supported at these stages 

please refer to Standard Circular 76.   

 



Examples of wellbeing supports available in East Ayrshire  

 

4. Universal Supports - the important  role of school staff in supporting 

mental and emotional wellbeing  

Research findings consistently indicate that children and young people experiencing emotional well-

being or mental health issues will, in most cases, be best supported by adults who know them well and 

with whom they feel familiar, comfortable and safe to talk to e.g. parents or carers, other family 

members, peers and/or school staff.   

“The best way to build a picture about young people’s progress in wellbeing is primarily through 

children and young people self-reporting and secondly through observations and one to one dialogue 

between the learner and their key adult or the adult in the school or centre who knows that young 

person well.  This is synonymous with the clear expectations around the entitlement for universal pupil 

support.”  (Education Scotland, 2017)  

More information on how schools within and out with East Ayrshire are using wellbeing profiling as part 

of a more holistic approach to monitoring and tracking wellbeing is available on the HWB glow tile.   

Education is where young people spend much of their time, so it is important that alongside their 

academic studies, they receive an education in positive mental health.  Young people’s learning can often 

be impacted adversely by poor mental health.  All schools in East Ayrshire have access to the HWB 

progression frameworks which are available from early to senior phase.  They cover every aspect of the 

HWB curriculum as well as Mental, Emotional, Social and Physical wellbeing (MESP) and can be accessed 

on the HWB Glow tile.  In addition to this, there are HWB renewal frameworks which were written in 

response to the Covid 19 pandemic and focus mainly on MESP and relationships.   For more information 

on any of the HWB frameworks/documents please contact the HWB team.  

It is also important to note that when adults feel informed about mental health, they will be better 

equipped to support children and young people.  There are a wide range of CLPL opportunities in mental 

health and wellbeing for all staff working with children and young people in East Ayrshire.  These include, 

but are not limited to: 

• HWB team training calendar 

https://blogs.glowscotland.org.uk/ea/hwbclplcalendar/


• NHS Ayrshire and Arran Mental Health Improvement training 

• EAST Team professional development sessions 

• East Ayrshire Educational Psychology CLPL 

• Health and Wellbeing CLPL from Education Scotland 

• Mental Health champions training – Place2be 

• Place2think  - free small group supervision for teaching staff 

• National Trauma Training Programme Online Resources 

• SAMH – E-learning for teachers 

• Children and Young People’s Mental Health: A professional learning resource for all School 

Staff 

Other examples of universal supports in schools and other educational establishments include: 

assemblies; support and signposting from guidance or class teacher; wider curriculum and opportunities 

for celebrating success; nurturing approaches; transition support; restorative approaches and staff 

training in Mental Health. 

 

Although data on the evaluation and impact of peer support for mental health is still fairly limited, there 

is some evidence to suggest that having this type of support in schools can have a positive impact on 

happiness and wellbeing, self-esteem, confidence, emotional resilience, social skills, relationships and 

the school environment. (Department of Education, 2017)  

In East Ayrshire, all secondary schools have access to training for wellbeing champions within their 

school. The Wellbeing Champions Programme (Appendix 1) aims to support and upskill staff and senior 

pupils in the school as Mental Health champions so that they can provide support, signposting and 

guidance for young pupils in the school as well as raising awareness about mental health issues across 

https://blogs.glowscotland.org.uk/ea/schoolcounselling/mental-health-and-wellbeing/training/
https://blogs.glowscotland.org.uk/ea/eastayrshiresupportteam/
https://professionallearning.education.gov.scot/
https://www.place2be.org.uk/our-services/services-for-schools/mental-health-champions-foundation-programme/
https://www.place2be.org.uk/our-services/services-for-schools/school-mental-health-consultations-place2think/
https://www.nes.scot.nhs.uk/our-work/trauma-national-trauma-training-programme/
https://www.samh.org.uk/about-mental-health/elearning-for-teachers
https://www.cypmh.co.uk/
https://www.cypmh.co.uk/


the school community. There is now also a primary programme available. For more information please 

visit the GLOW HWB tile or contact the HWB team. 

5. Child and Adolescent Mental Health Services (CAMHS) Specialist 

Support 

The Child and Adolescent Mental Health Service (CAMHS) in Ayrshire is based around three locality 

teams, consisting of specialist clinicians who can offer assessment and a range of interventions. 

Most young people requiring CAMHS will present with mental health difficulties that are causing 

significant impairments in their day-to-day lives, and where the other services and approaches described 

above have not been effective, or are not appropriate. 

Interventions can vary from short term treatments for those with mild to moderate mental health 

problems; to more complex treatments for children and young people experiencing more severe and 

complex problems. Assessment and treatment can be offered to children from age five to 18. A small 

number of children may require support under the age of five in partnership with other child health 

colleagues 

 

6. What is Counselling?  

These guidelines will focus on the provision of formal counselling and follow the British Association for 

Counselling and Psychotherapy (BACP) definition of counselling which is: 

‘Counselling takes place when a counsellor sees a client in a private and confidential setting to explore 

a difficulty the client is having, distress they may have experienced or perhaps their dissatisfaction 

with life, or loss of a sense of direction and purpose.’ 

By listening attentively and patiently the counsellor can begin to perceive the difficulties from 

the client’s point of view and can help them to see things more clearly, possibly from a different 

perspective. Although the counsellor will not tell the client directly what to do, there are elements of 



psychoeducation which can help empower the client. Counselling is a way of enabling choice or change, 

or of reducing confusion. 

In the counselling sessions, the client can explore various aspects of their life and talk about their 

feelings openly in a neutral environment often not possible with family or friends. Bottled-up feelings 

such as anger, anxiety, grief and embarrassment can become very intense and counselling offers an 

opportunity to explore them, with the possibility of making them easier to understand. The counsellor 

will encourage the expression of feelings and as a result of their training will be able to accept and reflect 

the client’s problems without becoming burdened by them. 

There are many ways of working or ‘modalities’ in counselling and psychotherapy. Therapists may be 

trained in one approach or use techniques from different methods if they think these would help a client 

but in all cases there will be a focus on developing resilience resources. 

BACP make it clear that counselling should always be at the request of the client. This is equally true for 

school counselling services and the child or young person must agree that counselling would be a good 

option for them before referrals are made. It is important to note that children and young people cannot 

be ‘sent to counselling.’ Accessing counselling services must be the decision of the child or young person 

and their parents where appropriate. 

‘Counselling is one of a range of services that helps to support the health, emotional and social needs 

of young people and can help a healthy school culture. It is not intended to replace the support 

provided by adults in educational settings to promote the wellbeing of young people and should be 

seen as part of a whole school approach to supporting wellbeing. There may be times when 

maintaining and extending the support from a key adult is a more appropriate alternative to a child 

starting counselling. This can be identified through individual conversations with the child and/or 

parent/carer to inform the most appropriate form of ongoing future support.’ 

(Scottish Government, 2020). 

The-Exchange will work collaboratively with school staff to complement existing provisions and create a 

shared psychological wellbeing agenda. 

7.Where does counselling fit in with the continuum of supports? 

As outlined above, counselling is only one of a range of supports available within schools to support 

children and young people’s emotional and mental health needs. Some of the supports may include 

regular check-ins with a trusted adult, a peer mentor/befriender, targeted group such as Seasons for 

Growth, access to the school nursing service or support from 3rd sector agencies. Educational 

Psychologists can support schools in identifying the right type of support through Team Around the Child 

meetings. 

Although counselling can have a positive effect on improving emotional and mental health it is rarely the 

‘only solution’, the agenda of psychological wellbeing is broad and evidence indicates that the 

contribution of others (such as; having access to emotional wellbeing expertise within a school context) 

is critical to the ongoing healthy emotional development of young people. Counselling will target those 



who require additional input but this will be within the context of whole school approach to mental 

health and wellbeing. 

It is therefore important to ensure that when considering whether counselling is to be offered to a child 

or young person that a range of alternative universal and additional supports have already been offered. 

Staff should use the checklist in Appendix 2 and the EAC Wellbeing Supports dashboard graphic on page 

5 (See Appendix 3 for full document )to ensure that appropriate wellbeing supports are in place within 

their own establishment before requesting assistance from the counselling team. 

8. Inclusion Criteria and Requesting Assistance from counselling services 

8.1 Supporting Pupils 

As outlined above, staff in school have a key role to play in listening to pupil concerns. They are first in 

line of an extended pupil support system. It is crucial to be able to identify pupils or situations where 

specialist professional help is needed, and to know how to access this help. The information in this 

section will help clarify when young people may need support in school, counselling support or support 

from external services. 

8.2 Inclusion criteria 

There are a range of reasons why pupils may be considered for requesting assistance from the 

counselling service. They may be experiencing emotional distress which has persisted over time or have 

experienced a traumatic event or crisis with recognised consequences. Some examples could be: 

• Breakdown of relationship/s  

• Depression 

• Panic Attacks/anxiety  

• Self-harm  

• Anger/frustration 

• Body image/self-esteem  

• Abuse 

• Suicidal thoughts 

• Health problems  

• Sexuality/Gender Identity  

• Bullying 

• Mental health issues  

• Trauma 

• Eating disorders  



• Bereavement  

• Addiction 

8.3 Identifying Issues 

Pupils who are showing signs of distress do not always express problems directly or ask for help, even 

when there are clear signs that they are having difficulties. They may be unaware that they are 

experiencing difficulties or are aware but feel they have to cope with it on their own, unwilling to admit 

it to others and hoping the problem will go away on its own. 

It is important that warning signs are recognised and an appropriate, supportive response is put in place 

as soon as possible. Here are some indicators that may help identify pupil issues: 

• Ability to concentrate on school work or standard of work dropping dramatically  

• Becoming subdued or over excited 

• Strong worries or anxieties that get in the way of daily life, such as school or socialising  

• Sudden changes, marked mood swings and/or behaviour that appears out of character or is 

extreme 

• Marked changes in sleeping and/or eating habits 

• Persistent nightmares 

• Frequent outbursts of anger/aggression 

• Are known or are suspected to have been sexually, physically or emotionally abused  

• Have difficulties due to family breakdown 

• Peer group/relationship difficulties 

• Have suffered bereavement, loss or separation 

• Low self-esteem 

• Self-harm 

• Sexual risk taking 

• Misuse of alcohol or drugs 

It is crucial that school staff look at these indicators over a period of time to evaluate whether 

counselling is the best intervention for the young person. It is important to note that strong emotions 

such as sadness, worry, anger and fear are normal. Recognising them as a normal part of life rather than 

medicalising them into clinical conditions is critical to building resilience in young people and 

understanding the mental health continuum. (ASPEP position paper 2019) 



Mental Health and Wellbeing Continuum 

 

Anxiety, for example, is a normal response to everyday challenging experiences. School staff 

are well placed to identify young people who may be experiencing difficulties with this type of emotion 

and provide them with advice and support. However, when these strong emotions begin to have a 

prolonged negative impact on a young person’s life then it may be necessary to seek support in addition 

to that available from those closest to them. (ASEP position paper, 2019) 

8.4 Initiating Dialogue 

Think about it in advance and approach the student in a sympathetic and understanding way. Remember 

to be sensitive to issues relating to sexuality, race, religion, culture, gender or any physical or sensory 

impairment or condition they may have. It is really important that you approach the child or young 

person when you have adequate time to do so. Plan this is advance and make sure you will not be 

interrupted or have to leave to go to a class. It is also really important to think about where you will 

approach the child or young person. Make sure it is somewhere where the child or young person feels 

comfortable. Often sitting down in an office can be intimidating for children and young people and it 

may be more appropriate to initiate the dialogue whilst you are walking or engaging in an activity with 

the child or young person. 

Listen to the pupil – the situation may only require empathetic listening. You can simply ask the pupil 

how they are or tell them what you have noticed as this provides them with an opportunity to discuss 

their concerns with you. Sometimes emotional support is all that is required. Giving prompt and 

appropriate support can help build a relationship of trust between staff and the student and prevent an 

escalation into a more serious issue. Try to avoid asking a pupil “why?” they are behaving a certain way 

or to explain their behaviour. Often a child or young person will not know why they feel the way they do 

or why they are behaving that way. 

A pupil may approach you or vice versa to discuss their concerns and you may be able to offer some 

friendly guidance on an issue such as relationship breakdowns, stress or family problems. The offer of an 

invitation to come back to talk if they want may be all that is needed. For more effective conversation 

tips please refer to the “Supporting children and young people with mental wellbeing” (Appendix 

4). The Wellbeing Web can also be used to help start and focus a conversation with or about a young 

person. It is also recommended that staff carry out the Mental Health Introduction training on the HWB 

tile. 

8.5 What if the student does not want to talk or refuses support? 

https://www.east-ayrshire.gov.uk/Resources/PDF/G/GIRFEC-starting-a-conversation-introduction-to-wellbeing-web.pdf


It can be extremely difficult to help a pupil with an issue they may have if they are not ready to 

acknowledge this. If the pupil is not ready to accept help or talk about their issue it is unwise to ask 

intrusive questions and the pupil’s right not to discuss things must be respected. Offer an open invitation 

to the student to come back and talk to you and continue to ask how they are. Try and engage the pupil 

in conversation about something else. They are more likely to want to chat to you about their problems 

if they feel they can trust you and have a good relationship with you. Alternatively, you may want to 

encourage the young person to speak to another adult in the school, a friend or a relative if they don’t 

want to speak with you. 

8.6 Discussing counselling with a pupil 

If a pupil has been identified, staff can suggest counselling to the pupil to help them cope with their 

situation. A useful leaflet for pupils which helps to explain more about the counselling service is available 

in Appendix 5. Staff should be considerate when doing this as pupils may not want their peer group to 

know that they are having difficulties, therefore this should be done discreetly. If the pupil is willing to 

attend counselling, then either the Named Person or Lead Professional can make a request or the pupil 

can fill out a self-referral online (https://www. exchange-counselling.com/contact_us) depending on 

what the pupil is more comfortable with.  

Where possible, pupils should be encouraged to involve their parents/carers in the counselling process. 

However, children over the age of 12 have the right to enter into counselling without the consent of a 

parent/carer. If the young person does not want to discuss issues with their parent/carer, they will be 

offered support from their Named Person to work towards this if possible. 

The idea of counselling should be talked about sensitively with the pupil. This helps them to understand 

what is involved and that this is a normal and ordinary approach to supporting children and young 

people with their worries/concerns. The care that is taken with this can make a big difference to whether 

or not they attend the first appointment and how they approach it. It is essential that counselling 

sessions are seen as voluntary and confidential and it is a means of support not a disciplinary measure 

for a pupil. It should be made clear that this is an opportunity to talk about problems and worries with a 

view to resolving or managing them more easily. 

For the young person to be eligible to receive counselling, they must understand the nature of 

counselling and be able to make a valid verbal counselling contract, including the ability to understand 

the principle of confidentiality and the need for this to be overridden where the young person is 

considered to be at risk of harm from self or other. 

The first session is an opportunity for the counsellor and pupil to make a decision as to whether to 

engage in counselling or not. 

8.7 Checklist – prior to requesting assistance from the counselling service 

• Have you consulted with other supportive options which may be of benefit? E.g. guidance 

support, school nurse, pupil support, befriender etc. (this information should be provided on the 

online form) 

• Does the pupil want to participate in counselling and acknowledge that there is a problem/ 

concern? 

https://www.exchange-counselling.com/


• Does the pupil have sufficient verbal language to undertake a talking therapy approach? Does 

the pupil meet the inclusion criteria? (section 8.2) 

• Has the pupil been fully consulted with about his/her Request for Assistance? 

• Does the pupil agree with the reason behind the Request for Assistance? 

• Has the counselling service been explained to the pupil? 

• Is the pupil willing to meet the counsellor for an initial appointment? 

• Do you believe that counselling may benefit this pupil? 

• Do you feel that this pupil needs more than a listening ear and supports that are already in place 

in school? 

• Does the young person or parents/carers for children under the age of 12 understand that if the 

counsellor thinks they are risk from harm they will need to share information with other people 

about them? (See Ayrshire Information flowchart) 

Answering YES to all of these questions indicates that the Request for Assistance is appropriate for 

counselling. If counselling is considered to be a potential support, the Named Person or Lead 

Professional should lead a discussion with the young person, their family, if appropriate (see section 14 

for more information) and the Team around the Child. This will need to be done sensitively, and the 

circumstances of this discussion will need to be carefully planned, taking into account that the young 

person may find these issues difficult to discuss. Consultation with the young person is of paramount 

importance, given that the relationship between the young person and the counsellor is arguably the 

most important factor in the potential success of the intervention. It is crucial that the young person 

feels engaged in the process from the outset. 

8.8 When counselling may not be needed 

While a child or young person’s behaviour may be unsettling, they may not agree with this and so this 

would not be appropriate to expect a counsellor to address a “problem” that the young person does not 

see. In this example, it would be the key people within the school or child’s team who will be best placed 

to develop appropriate interventions or take a restorative approach as needed. The counselling service 

can support staff with this. 

It is important to explore the reasons for a particular pupil’s behaviour. A distressed pupil may only need 

time to adapt to a change in their situation, or they may need help in making that adaption. 

Sometimes providing a calm and trusting environment for reflection can help pupils see a way forward 

without the need for requesting assistance from other agencies. A pupil may simply need to “vent” or to 

know that someone understands and cares enough to listen and potentially help improve things with 

them. 

8.9 Pupils with significant distress 

There may be a waiting list to attend counselling, therefore it is vital if the Request for Assistance is for 

someone of high risk that the person making the request must also take immediate action to ensure the 

safety of the young person. 

https://www.east-ayrshire.gov.uk/Resources/PDF/G/GIRFEC-Ayrshire-Information-Sharing-Flow-Chart.pdf


While a young person may be engaging in high risk behaviours or having thoughts of suicide, there may 

already be sufficient protective factors in place, (positive family relationships; CAMHS; school nurse etc.) 

that reduce the risk for that young person. Therefore, while a counselling request may still be 

appropriate, these protective factors should be acknowledged. 

All counsellors working with East Ayrshire schools are trained in suicide prevention. The-Exchange has in 

place a safeguarding team who support the Counsellors through all disclosures. It is standard protocol 

for the Counsellor to disclose the safeguarding concern to the nominated Child Protection Officer in the 

school. There are also members of staff in each secondary school who are either trained in ASIST, Safe 

Talk or Scottish Mental Health First Aid (SMHFA) and will be able to manage risk around suicidal ideation 

and suicide. These members of staff include campus police officers who are a great source of support in 

dealing with mental health issues. 

9. Requesting Assistance from the counselling service 

9.1 Request for Assistance Process 

Once a member of school staff is clear that a Request for Assistance is appropriate and has discussed this 

with the young person, then they need to contact the young person’s Named Person or Lead 

Professional who has the responsibility for making contact with the counselling service. There is a need 

for discretion and confidentiality to be observed as much as possible and respect for the young person’s 

privacy. Teacher to teacher discussion should only take place on a need to know basis. 

There are several ways to request assistance from the counselling service: 

• Named Person/Lead Professional requests assistance using the online form - if they are unsure 

as to whether the request is appropriate for counselling they can discuss this either with the 

Exchange Counselling Manager (wilmawhyte@thetcsgroup.co.uk) or with the school counsellor 

coordinator (kerry.craig@eastayrshire.org.uk) 

• Parents or carers request assistance from the counselling service via the child/young person’s 

Named Person/Lead Professional who will then contact The-Exchange counselling service 

• Self-referral using the online form or D-EXY app  

• Other professionals/services should request assistance via the child/young person’s Named 

Person/Lead Professional who will then contact The-Exchange counselling service 

WHERE POSSIBLE, THE NAMED PERSON/LEAD PROFESSIONAL SHOULD DISCUSS REQUESTS WITH THE 

EXCHANGE SECONDARY SERVICE MANAGER (Wilma Whyte - 07843054703) OR WITH THE COUNSELLING 

CO-ORDINATOR (Kerry Craig – 07746928663) BEFORE SUBMITTING THE ONLINE FORM. 

THERE IS NO NEED FOR STAFF TO FILL OUT AN RFA FORM – THE ONLINE FORM REPLACES THIS 

Once staff have completed the online RFA form on the Exchange website they should then update 

the Local Authority Tracking and Monitoring system. (See Appendix 6) 

https://www.exchange-counselling.com/
https://www.exchange-counselling.com/
https://www.d-exy.com/


Pathway for Requesting Assistance from Counselling Service  

 

9.2 How soon will a pupil see a counsellor? 

Every young person who approaches the service (whether self-referral or referral by others) has an initial 

assessment meeting with the counsellor within 5 working days. 

If it is agreed after the initial assessment appointment that the young person will attend counselling 

sessions there may be a waiting list. This could be a few days or a few weeks depending on the number 

of pupils on the waiting list. The person making the Request for Assistance should be aware of this prior 

to submitting the request, have made the young person aware too and plan supports for the pupil to 

access in the meantime. (Appendix 7) 

The counselling team will consider any concerns raised by staff regarding the pupil and would then 

consider the pupil’s priority in the waiting list. After the initial screening meeting the school counsellor 

coordinator will email the HTs with the priority list. 

In cases where the Request for Assistance has not been actioned by the school counselling service, they 

will work with the Named Person/Lead Professional to find an alternative provision via the wide range of 

3rd sector and community supports that are available. 

9.3 Initial Assessment and Triage Process 

As part of the request for assistance process and by way of ensuring requests are appropriate, there is an 

initial screening/assessment. During the initial screening session, the counsellor is assessing the 

child/young person’s situation, level of risk and the nature of their family/social support jointly with the 

child/young person. Even at this pre-counselling stage the young person is informed of the boundaries of 

confidentiality (see section 17 on information sharing). 



The rationale for this assessment is to ultimately establish the following: 

• The appropriateness of the request 

• The young person’s perception of their difficulties (if any) 

• The ability and willingness of the young person to engage in counselling, including any 

assessment of capacity 

• The appropriateness of the therapeutic intervention for the young person’s needs  

• Alternatives available and their appropriateness 

• The young person’s current positive and negative coping mechanisms 

• The presence of any risk indicators 

• What other interventions are currently in place or have been in place for the young person? 

• An agreed action plan between the counsellor and young person with an approximate number 

of sessions proposed. 

• The need to share information where appropriate and with whom. This will always be discussed 

with the young person first. 

In some cases the Counsellor will need to have a discussion with the person who made the request for 

assistance following the initial appointment. This is with the agreement of the young person and parents 

where appropriate. The purpose of a triage discussion is to clarify the involvement of other professionals 

and discuss the wider agenda for the young persons wellbeing, e.g. if risk has been identified.   

In order to ensure waiting lists are kept manageable and the service continues to meet the needs of all 

children and Young People in East Ayrshire, we would recommend that Secondary schools also complete 

their own triage process before submitting their online form to the Exchange.   Examples of how to carry 

out the triage process within your own establishment can be found in Appendix 8.   

9.4 Reasons counselling may not benefit a pupil 

It can be difficult for pupils to come to counselling and take responsibility for their own mental health 

and wellbeing. Not every young person who is identified in need of support may be ready or willing to 

engage in counselling. Consideration should be given as to what other approaches may be more 

appropriate. For example, would more immediate needs for safety, security and trust be better met 

through a nurture/key adult approach who could check in with the young person more regularly? 

Pupils should be ready to be honest about their feelings and be keen to participate in the counselling 

process. Active participation from the pupil in counselling is key to help them gain self-awareness and 

develop a sense of who they are. Counsellors can help with that process but they cannot force it. 

9.5 Counselling is person-centred and person-led. 

The pupil may choose to work on concerns unrelated to the original request and they may end up 

working towards a different outcome than anticipated by the person(s) involved in making the 

counselling request. 



Many things can come from exploration in counselling and staff should be mindful that their 

expectations of what pupils should achieve and what pupils actually achieve could be very different. It is 

also important to note that some changes and progress that pupils experience in counselling may not be 

visible to staff members. 

9.6 Young Persons’ CORE Outcome measure (Core-YP). 

Young people will be asked to complete the Young Persons’ CORE Outcome measure (Core-YP) during 

their screening with a counsellor (Appendix 9). It is essential that the counsellor is informed if the young 

person has been seen in the past/is currently working with any other agencies such as CAMHS, social 

work, Educational Psychology, EAST etc (Appendix )10 

This information should be completed on the online form. Young people who are currently receiving 

support from other agencies are eligible to access the counselling service, however there should be no 

apparent conflict or overload in the support or interventions being given to the young person elsewhere. 

Where other services are involved, all should continue to work together to support improved outcomes 

for the young person. 

It is the responsibility of the Named Person/Lead Professional to indicate to the school counsellor if the 

young person is Looked After or is on the Child Protection Register. It is also the responsibility to inform 

the school counsellor if the young person poses any risk to self and/or others. 

9.7 Checklist at point of submitting Request for Assistance 

• The pupil wants to participate in counselling to work towards an improved situation  

• All other supportive options available have been explored 

• The pupil (or parent/carer if under the age of 12) understands that if the counsellor thinks they 

are at risk from harm they will need to share information about them with other people 

(See Ayrshire Information sharing flowchart) 

Please see Appendix 11 for an outline of the process to follow when submitting your request and once 

your request has been submitted.   

9.8 Working Agreement and Information for Pupils 

A clear agreement between the young person and the counsellor must be agreed and recorded 

irrespective of how the request was made. Each school should provide the young person with 

information about the counselling service (Appendix 5) Children and young people also have access to 

an e-leaflet on information sharing. 

9.9 Self-referral 

If preferred, pupils can fill out a self-referral online (https://www.exchange-

counselling.com/contact_us). or using the D-EXY app.  Where possible, this would be discussed with the 

Named Person or another appropriate member of staff, however due to the confidential nature of 

counselling this is not essential. Please see Appendix 12 for Self Referral poster which can be displayed 

in schools. 

https://www.exchange-counselling.com/
https://www.d-exy.com/#:~:text=Just pick a topic and start your road trip. There


10. School Responsibilities  

The school will need to consider some issues when getting ready to host a counselling service: 

• Accommodation - it is important that the pupils feel safe and secure when working with the 

counsellor. It is essential that the school is able to set aside a dedicated room for the counsellor 

to work in. This should ideally be in a quiet part of the school. There should be access to a 

confidential phone and desk space in the room. Smaller primary schools who have very limited 

access to space may liaise with their associated secondary school for accommodation if 

appropriate.  Staff and pupils should be made aware that when the counsellor is seeing 

children/young people the room is private and there are no interruptions. The door should be 

clearly marked so that it is obvious when the counsellor is working.   Some examples of good 

practice for setting up a counselling room can be found in our "Good practice guide" in 

Appendix 13.  

• School Counselling Lead –Each school should provide a School Counselling Lead who will meet 

with the school counsellor coordinator on a regular basis to ensure effective running of the 

service. 

• The School Counselling Lead should liaise with guidance and class teachers and consider, where 

appropriate and possible, how the child or young person will catch up with work missed during 

counselling sessions. 

• Appropriate support should be provided for teachers who may have to deal with any immediate 

after-effects of a counselling session, or provide respite space and time for the child 

• The school should inform parents/carers that young people are engaged with counselling where 

appropriate (See section 14) and request that data may be used to monitor the impact of the 

support where the young person has indicated that they are in agreement to this. 

• Self-referral system – this should be accessible for all young people. Please see Appendix 12 for 

Self Referral poster which can be displayed in schools. We would also encourage schools to share 

this via their school website, social media platforms and when communicating to students 

through assemblies, PSE classes etc. It’s really important that young people are aware of their 

right to self-refer to the service.   More information on how to ensure YP have the right to self 

refer confidentially can be found in Appendix 14.   

• Raising awareness – The counselling service and school counsellor coordinator will work with the 

school to raise awareness of the service with all relevant stakeholders 

• The school should inform the counsellor of any significant events relevant to a young person 

 

For information on remote learning, school holiday provision and engaging with young people who are 

not attending school please refer to section 16. 

10.1 Role of School Counselling Lead 



It is important for each school to nominate a member of staff who will liaise directly with the school 

counsellor coordinator.  In most schools a DHT has oversight of the counselling service within their 

school and a PT Pupil Support is the main lead/link.   More information on this can be found in Appendix 

15.  The role of the school lead includes: 

• Ensuring all guidance staff with responsibility for making referrals to the counselling service have 

read this guidance and understand the referral process 

• Regular communication with guidance staff to obtain feedback on the counselling service and 

also to update guidance staff with relevant information from the counselling service 

• Meeting regularly with the school counsellor coordinator and counselling team to discuss 

counselling requests 

• Participating in The School Counselling Working Group to ensure effective provision of the 

counselling service 

• Regular communication with The-Exchange counselling service to ensure the appointment 

system is up to date. Appointments are scheduled by The-Exchange through a text message 

service. All appointments are recorded on a secure electronic diary system set up for each 

individual school. All schools will have limited and protected access to the online diary system in 

place for their individual school so that they are aware of who is attending counselling that day 

and notify The-Exchange if any changes are required. 

• Regular communication with the school counsellor to discuss supports and outcomes for 

children/young people who are receiving counselling. If the school counsellor has any significant 

events that they feel should be added to the AYRshare chronology, these should be passed to 

the named person who is responsible for updating this. Each school counsellor has a work email 

address and pupil support staff should use this if they need to get in touch with them. Please 

ensure emails regarding a YP are confidential and use initials rather than full names. Pupil 

support staff are encouraged to arrange weekly check ins with the school counsellors and invite 

them along to pupil support staff meetings. The counsellors are happy to attend school 

assemblies or PSE classes and are also able to attend TAC meetings if the young person has given 

consent. A helpful guide to “Language used by Counsellors” is included in Appendix 16. 

A checklist for The School Counselling Lead is provided in Appendix 17.  

11. Withdrawing from the Service  

If a pupil has been attending counselling sessions and then decides to withdraw or misses arranged 

appointments, this should be treated on a case by case basis. Sometimes the guidance/class teacher may 

be aware of this and can discuss the situation with the pupil, but on other occasions it may be unethical 

to approach the young person as it is their choice as to whether they attend or not.  

Named Persons/Lead Professionals should pass any note-worthy information about why a pupil does not 

want to continue to attend anymore to the school counsellor coordinator. In addition to supporting the 

individual planning for the pupil, this also adds to the review and evaluation process of the service. 



12. Quality Assurance and Evaluation of Service 

Ongoing quality assurance will be essential to the implementation of the counselling service. Measures 

will include: 

• Quarterly reports from The-Exchange Young person’s feedback 

• School Counselling Lead feedback 

• Review of service agreement/service delivery Analysis of data (See below) 

Robust data will also be collected to monitor the impact of the counselling service. This will include: 

• Number of sessions delivered by school, year group, gender Length of counselling periods 

• Pre and post measures of impact 

• School qualitative observations of progress (See Appendix 18)  

• Attainment and attendance data 

12.1 Initial Screening Appointment 

The counsellor will record that the Young Person has understood the Confidentiality Statement 

CORE-YP is completed at screening, then every other session and at the last session 

The CORE-YP will be used as the Baseline (pre-and post) record for the evaluation of the counselling 

service. 

12.2 After each session 

The Counsellor will record brief notes about the session. These will include a brief summary of how the 

pupil presented and engaged, and any observations made by the counsellor. It typically also includes the 

counsellor’s intervention or strategy with a rationale. It will also include attendance or non-attendance 

and session number. 

12.3 End of counselling evaluation 

At the end of counselling the young person will complete a final CORE YP. 

The counsellor and young person will work together to create a plan for the young person to continue 

developing their resilience. This might involve other people and if so the counsellor and young person 

will share this plan with School staff or parents/carers. The counsellor might make some 

recommendations (e.g. resources) but ultimately the young person will decide what information is to be 

shared. 

The young person will receive a text survey midway through and at the end of their counselling asking 

them to rate how useful they have found the intervention and how satisfied they feel with the support. 

This is sent by The-Exchange central team and the counsellor does not see this. 



13. Parent/Carer Agreement  

Whilst it is acknowledged that working in partnership with parents/carers can benefit the counselling 

relationship, children over the age of 12 have the right to enter into counselling without the consent of a 

parent/carer. If the young person does not want to discuss issues with their parent/carer, they will be 

offered support from their Named Person to work towards this if possible. 

In secondary schools, it is the school’s responsibility to notify parents or carers that counselling is 

available in the school. There is no legal requirement for the young person’s parents/carers to be 

informed that they have an appointment with the school counsellor if they are over the age of 12. 

However, BACP guidelines suggest that before the age of 13, it is unlikely that children will be of 

sufficient understanding and intelligence and therefore advises that parents should be informed in these 

cases. Care needs to be exercised when a young person is refusing counselling, but an adult is pursuing it. 

To provide a balance between assessing the needs of the young person and the concerns of the parents: 

• The school will notify all parents that there is a counselling service available at the school via the 

school website, school handbook and other appropriate system of communication. 

• For young people under the age of 14, the counsellor will assess whether the young person fully 

understands what is involved in counselling and work collaboratively with parents in some cases. 

A helpful leaflet for parents is available in Appendix 19 There is also an e-leaflet available on information 

sharing for parents/carers. 

14. Counselling support during school holidays, remotely and within the 

local community  

There is a clear expectation from Scottish Government that any school counselling service will be 

available to vulnerable young people during school holiday periods. The-Exchange will continue to 

provide a level of service throughout school holidays. This can take place in the community, at schools 

and/or remotely. 

The-Exchange has robust systems in place to work remotely.  Counselling and support can be easily 

provided via telephone, video call using secure platforms (such as TEAMs) and through an online chat 

facility which can be accessed via The-Exchange website. Children and families can connect to the 

counselling service via text messages, phone and online chat. In events such as the pandemic, when 

restrictions are changed regularly and/or abruptly, support can quickly and smoothly be transferred to 

remote working almost immediately. 

Throughout the pandemic, The-Exchange ran online psychological wellbeing workshops and programmes 

for children, young people and their families. These are themed (e.g. mindfulness, stress management, 

anxiety, low mood etc.) Surveys were also sent out to check in with children and young people and they 

were invited to connect with The-Exchange. 

 

Children and Young People not regularly attending school  

https://www.east-ayrshire.gov.uk/Resources/PDF/G/GIRFEC-Parents-and-Carers-Guidance.pdf


The remote systems that The-Exchange have in place are also often used to connect with children and 

young people who are not regularly attending school.  Young People not regularly attending school can 

either make a self referral to the Service or a guidance teacher can make a referral with their consent.  

The Exchange have an office in Kilmarnock if they would prefer face to face sessions outwith the School 

environment. Processes are in place to ensure the Service is advertised at local authority as well as 

school level.   

The Exchange are running a 6 week online programme aimed at those YP not regularly attending 

school.  The main aim of the programme is to allow Young People to access counselling support from 

home, to ensure they feel supported emotionally and to look at coping strategies.   

 

Care Experienced Children and Young People Living in Residential Care  

Children and Young People who are living in residential care in East Ayrshire can access the school 

counselling service.  Any professional who is working with the Young Person can make a request to the 

Service or the Young Person can make a self referral.  Counselling can then be provided either online or 

in person using the Exchange office in Kilmarnock.   

15. Information Sharing  

Unless there are child protection concerns, information will not be shared between the School and the 

Counselling Service without agreement from the young person and parents, where appropriate. Young 

people and parents, where appropriate, will always be involved in the decision making process around 

the counselling agreement and this includes the sharing of information. Counsellors are unable to 

discuss the content of a counselling session with a young person. 

They may be able to share details of how the school can further support the YP during/after the 

intervention but this must be in agreement with the YP. 

Counsellors, children, young people and schools must have a clear understanding of the issues around 

information sharing and confidentiality (See Ayrshire Information Sharing Flowchart). Confidentiality is 

a basic ethical principal in the counselling process and should be respected at all times. However there 

are specific circumstances under which counsellors may need to break confidentiality and share 

information without consent. 

At the beginning of the counselling relationship, the young person and counsellor will enter into a 

counselling contract/agreement that spells out the guidelines about confidentiality in a way most 

appropriate to the young person’s age and level of understanding. 

At all times the welfare of the young person will take precedence over confidentiality and it 

is important to make young people aware of this exception. If the school counsellor has any significant 

events to be added to the AYRshare chronology, this should be passed on to the Named Person. 

https://www.exchange-counselling.com/
https://www.exchange-counselling.com/
https://www.exchange-counselling.com/
https://www.east-ayrshire.gov.uk/Resources/PDF/G/GIRFEC-Ayrshire-Information-Sharing-Flow-Chart.pdf


16. Record Keeping  

The school counsellor is responsible for obtaining consent from the pupil for making, keeping and storing 

a record of the counselling activity and related correspondence. This will be included in the counselling 

contract or agreement with the pupil and documented that consent has been given. 

Where consent has not been given, the counsellor will explore with the pupil the reason it has been 

withheld and seek guidance from the counsellor coordinator about whether counselling may continue. 

Where a pupil does not have the capacity to consent to counselling and consent has been given by the 

parent/carer, then the parent/carer must also consent to the record keeping. 

16.1 What is kept in the records? 

Session notes will include a brief summary of how the pupil presented and engaged, and any 

observations made by the counsellor. It typically also includes the counsellor’s intervention or strategy 

with a rationale. It will also include attendance or non-attendance and session number. 

Other items kept in the file may include:  

• Request for Assistance forms assessments including risk assessments outcome measures 

• safety plans 

• written and signed consents 

• copies of correspondence from the pupil or relating to work with the pupil 

• copies of correspondence, or notes about consultation with anyone else about the pupil (e.g. 

possible referral, or discussion by the counsellor with the referrer, Pastoral Support or 

supervisor) 

• copies of any handouts or information sheets given to pupils together with any notes about how 

the pupil acted on these 

• artwork, drawings or other material produced, brought or utilised during a session (unless the 

pupil took these away in which case it should be noted in their session record) 

Due to the personal and sensitive nature of the pupil’s record, only the counsellor has automatic and full 

access to the counselling record as the counsellor is responsible for the work contained therein. 

Pupils have the right to look at their counselling record if they request keeping in mind limits imposed by 

possible child protection investigations. Other potential pupil welfare issues may need to be thought 

about and addressed with a supervisor first. 

If the counsellor wishes to request assistance from another agency or organisation to work with the child 

or family, the Named Person or Lead Professional should convene a TAC meeting. The sharing of any 

records should only be done with the pupil’s consent. This should be done using the local authority 

AYRshare system via the named person. (Appendix 20) 

Parents/carers do not have the right to access a pupil’s counselling record without the pupil’s consent. 

However, where the pupil lacks capacity to consent to counselling and the parent/carer has given their 



consent for the counselling and the keeping of the record, then they generally have the right to view the 

records as requested. This may be denied where there is a need to safeguard the wellbeing or safety of 

the child or others, or to safeguard a police or other investigation in the context of child protection. 

17. Confidentiality Policy 

Counsellors, children, young people and schools must have a clear understanding of the issues around 

information sharing and confidentiality (See Ayrshire Information Sharing Flowchart). Confidentiality is 

a basic ethical principal in the counselling process and should be respected at all times. However there 

are specific circumstances under which counsellors may need to break confidentiality and share 

information without consent. 

At the beginning of the counselling relationship, the young person and counsellor will enter into a 

counselling contract/agreement that spells out the guidelines about confidentiality in a way most 

appropriate to the young person’s age and level of understanding. 

At all times the welfare of the young person will take precedence over confidentiality and it is important 

to make young people aware of this exception. If the school counsellor has any significant events to be 

added to the AYRshare chronology, this should be passed on to the Named Person. 

18. Child Protection Procedures  

All counsellors working with schools must be familiar with and follow East Ayrshire procedures for child 

protection and safeguarding set out in Standard Circular 57. Counsellors will be aware of the exceptional 

circumstances where confidentiality may be breached and direct action taken to protect and ensure the 

safety of a young person. Counsellors will complete a safeguarding incident report form (Appendix 21) if 

they have concerns for the safety of the child or young person. 

Counsellors will attend regular training on child protection issues, be aware of who the Child Protection 

Lead is in each school they work with and have a clear understanding of the role and responsibility in 

relation to raising child protection concerns in respect of the children/young people they are working 

with. 

https://www.east-ayrshire.gov.uk/Resources/PDF/G/GIRFEC-Ayrshire-Information-Sharing-Flow-Chart.pdf
https://docs.east-ayrshire.gov.uk/crpadmmin/2012%20AGENDAS/CHILD%20PROTECTION%20COMMITTEE/11%20SEPTEMBER%202012/Item%2011%20Circular%2057%20Single%20Agency%20Proecdures%20Presentation%20for%20info.pdf


Appendix 1 - Wellbeing Champions Programme  

 

For further Information, please contact the HWB team.  

Appendix 2 - Universal Supports in Schools Checklist  

 

https://catrina.o'neil@east-ayrshire.gov.uk/


Appendix 3 - EAC Wellbeing Supports Document  

 

 



 

Appendix 4 - Starting a Conversation tool  

 



Appendix 5 Pupil Leaflets 

 

 



Appendix 6 - Tracking & Monitoring System  

 

Appendix 7 - Waiting for Counselling  

When a young person is referred for counselling, they may be put on a waiting list and so not receive any 

counselling support for a few weeks. In that interim period, it is really important that the pupil continues 

to get support elsewhere. Below are some suggestions for what that support could be. 

Wellbeing Champions 

Consider allocating the young person a peer mentor who has taken part in the Wellbeing Champions 

programme if they feel that would be helpful. 



 

Support Network 

Let the young person’s parents and/or class teacher/guidance teacher know that they are having a 

difficult time and to look out for them (With YP’s permission or if they are at risk). 

 

Regular Check-ins with a trusted adult 

Ensure that you or a suitable trusted adult check in with the young person on a regular basis setting 

aside a time each week or letting them know what times you’ll be around if they want to drop in.   



 

D-EXY 

Visit the Exchange's digital wellbeing platform - D-EXY.  

Choose your Path 

I got this - Happy to help yourself? Pick and choose resources from the library to build your knowledge 

and answer those niggling questions 

Guide Me- Choose one of our online programmes to help yourself. Perhaps you want help to deal with 

anxiety or maybe build your confidence. If you are looking to share your problems or maybe help 

someone with theirs you can join our 'Safe Space' room and chat to other young people. 

Talk to Me - Want to book time with a professional to see what support option is best for you? This is the 

place 

https://www.d-exy.com/


 

 



Appendix 8 - In school triage process  

 

Appendix 9 - YP CORE  

 



Appendix 10 - Procedure to follow when a young person is involved with 

CAMHS  

When supporting children and young people with their mental health and wellbeing, it is important that 

they receive the right support at the right time. It is also important that services work together to ensure 

that the young person does not have to repeat “their story” to several different people. We would 

recommend, where a child or young person has previously been or is currently being supported by 

CAMHS, that schools follow the steps below if considering putting in a RFA to the School Counselling 

Service . This includes any young person who is on the CAMHS waiting list. 

• If you want to refer a child or young person is involved with CAMHS, the PTPS should check with 

CAMHS first before putting in a referral to Exchange. This can be a call or email. 

• If CAMHS ok this, the referral can go in but please state the child/young person is involved with 

CAMHS, that you have discussed it with them and name the person at CAMHS. 

• If you cannot get a hold of/get a reply from CAMHS put your referral in but please state the 

child/young person is involved with CAMHS, that you have tried to get in touch with them but 

can’t and name the person at CAMHS. 

Appendix 11- Exchange Process  

 



Appendix 12 - Self Referral Posters  

 



Appendix 13 - Secondary good practice guide, The Counselling 

Environment  

 

 



Appendix 14 - Procedures to ensure YP can access school counselling 

confidentially  

 



Appendix 15 - School Counselling Leads - DHT and PT Pupil Support 

Remits  

 

Appendix 16 - Language used by counsellors  

RFA - Request for Assistance 

Confidentiality - young person has the right to privacy and will not share with the school or family the 

content of sessions 

Exceptions to Confidentiality - young person gives permission to share, concerns are raised for young 

person’s safety or become aware of risk of harm to young person or someone else. We aim to share any 

details working closely with the young person. The counsellor will seek guidance from our Safeguarding 

team. 

SIRF Form - Safeguarding Incident Report Form – completed if risk highlighted or disclosure. If full 

disclosure a copy of this form is made available to the safeguarding link in the school. It highlights what 

has been said by young person, the counsellor’s response, actions taken and with whom and next 

appointment if agreed. 

Screening - first appointment with the young person. Will cover areas such as verbal contract, home life, 

support networks, issues to discuss, adverse experiences, risk and safety and goals. Most importantly 

will check if they wish to engage in counselling and their expectations and suitability. 



YP Core Form - Questionnaire comprised of 10 questions that highlights if mild, moderate or severe risk 

to young person. Young person can answer from a range of options from ‘not at all’ to ‘most or all of the 

time’ and focuses on the last week. This is used as a baseline and throughout the counselling sessions to 

show progress. Covers issues such as anxiety, support, harm, sleep and thoughts/feelings. 

Counselling - Counsellors use their own training combined with TCS unique resource-based framework 

which looks at the areas that young people are strong and which areas they may need additional 

resources. 

Holistic Approach - We want to work collaboratively with the school – integrated in the well-being 

approach. Please speak with the counsellor if unsure if counselling is the best option. CAHMS or the 

School Nurse may be the best option or regular check ins with the Pastoral Care staff. 

Supervision - Our counsellors receive monthly supervision in line with British Association for Counselling 

and Psychotherapy(BACP) guidelines to ensure that they work ethically and to support them with 

safeguarding situations. Young people’s details remain confidential. 

Appendix 17 - Practical arrangements for using a counselling service in 

schools - a checklist for school leads  

 



Appendix 18 - Pupil Feedback on School Counselling Service  

 

Appendix 19  - Parent/Carer Leaflets  

 



 

Appendix 20 - AYRshare - Standard Chronology of Significant Events  

AYRshare must be used by all professionals who have access to AYRshare and form the Team Around the 

Child (TAC) to develop an Integrated Chronology of Significant Events. This is the most effective way of 

ensuring information is shared timeously and securely and meets the standards set within GIRFEC 

Briefings for Practitioners Single Agency and Integrated Chronologies (8/8) (Scottish Government, 2013). 

Where the child is Looked After or subject to Child Protection procedures, the AYRshare chronology must 

be used by all contacts. 

Information sharing through the AYRshare chronology must not replace professional discussion in 

relation to the analysis of needs and risks in relation to the child. 

Where a risk or concern may require an immediate response this must be communicated directly to the 

Named Person or Lead Professional. In the case of a Child Protection concern this will always be the Lead 

Professional or Initial Response Team within Social Work. 

OPERATIONAL PROCESS 

1. When an AYRshare folder is created, information on the significant events leading to the 

requirement for information sharing through AYRshare must be added to the Chronology by the 

Named Person or Lead Professional. 



2. All members of the Team around the Child who are contacts on the child’s AYRshare folder are 

responsible for entering appropriate significant events from their single agency chronology to 

the AYRshare integrated Chronology 

3. It is the responsibility of the Named Person and Lead Professional if identified, to manage the 

Chronology. This includes the requirement for removing duplicate information where 

appropriate. 

4. AYRshare chronologies must be reviewed regularly and information analysed to take an account 

of patterns and the whole picture. Chronologies must be taken to every Team around the Child 

(TAC) meeting, Child Protection Conference, Core group or Looked After review for analysis and 

consideration of action as part of the Child’s Plan. 

5. Any agencies involved with the child who contribute to the Chronology and who do not have 

access to AYRshare must ensure that any events which they consider to be significant are 

brought to the attention of the Lead Professional or Named Person who will make a decision 

about whether to enter this on AYRshare as a significant event. 

6. Where information is added to the Chronology by the Named Person or Lead Professional on 

behalf of another person who does not have access to AYRshare, the context and significance of 

the information should be discussed and clarified before entering. 

Appendix 21 - Safeguarding Incident Report Form  
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