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Introduction
Assessment is a necessary and often challenging part of any programme. What can help is that you have sufficient information regarding the expectations, processes and responsibilities associated with assessment. In this way, it is our hope that you find the experience of completing assessments to be rich, rewarding and essentially an experience that will support your learning on your journey to becoming a therapeutic practitioner.

This handbook focuses on the assessments required for the first year of the programme associated with  the modules M7X01678 Framing Therapeutic Practice and M7X01679 Therapy and Context, which forms the exit award of  Post Graduate Certificate in Psychotherapeutic Practice: Humanistic.
We aim to make the information contained in this handbook accurate and correct.
Changes are occasionally made and you will be informed at the earliest opportunity.
Remember that there are a range of services in the University which have been set up to support you and your academic development, please use them.
If you have special needs regarding assessments it’s important that you are proactive in making sure that those needs are met. Use Student Services http://www.uwtsd.ac.uk/student-services/ they have a range of services and resources for you to access. The Library and Learning Resources http://www.uwtsd.ac.uk/library/ also are there to meet your needs. Your personal tutor is there to support and signpost any other services or support you might need.

Your part is to take responsibility for your own learning. To make sure that you understand and are clear about all the assessments and professional requirements of the programme. That you follow the instructions you’ve been given and respond appropriately to all deadlines, be they assessment or professional requirements.

The programme prepares you for professional life, therefore the culture of the programme will mirror that.

















Map of the Programme: Module Codes and Credit Value

	Module Code
	Module title
	Credit value

	Part 1 POSTGRADUATE CERTIFICATE 

	M7X01678
Practice and non-practice routes
	Framing Therapeutic Practice
	30

	M7X01679
Practice and non-practice routes
	Therapy and Context (Clinical Practice I & II)
	30

	Part 1 POSTGRADUATE DIPLOMA

	M7X01680
Practice and non-practice routes
	Professional Practice 
	30

	M7X01681
Practice and non-practice routes
	Research and Practice (Clinical Practice I & II)
	30

	Part  2  Masters

	M7X01682
Practice and non-practice routes
	Psychotherapy and Counselling Dissertation
	60






SUMMARY OF PROGRAMME ASSESSMENTS

	
Module 
Code
	Module 
Title
	Level 
	Credits
	Assessment Details

	Part 1 Level 7: Postgraduate Certificate

	M7X01678
	Framing Therapeutic Practice
	7
	30
	Assessment Component 1 – 35%
Coursework: Assignment (3,000 words +/- 10%)
Assessment Component 2 – 35%
Coursework: Written Essay (3,000 words +/-10%) 
Assessment Component 3 – 30%
Practical: Presentation (20 minutes)


	M7X01679
	Therapy and Context (Clinical Practice I & II)
	7
	30
	Assessment Component 1 – 40%
Coursework: Written Essay (4,000 words +/-10%) 
Assessment Component 2 – 30%
Practical: Presentation (20 minutes)
Assessment Component 3 – 30%
Coursework: Reflective Report  (3,000  words +/-10%) 

	Part 1 Level 7: Postgraduate Diploma 

	M7X01680
	Professional Practice
	7
	30
	Assessment Component 1 – 45%
Coursework: Case Study Report (4,000 words +/-10%)
Assessment Component 2 – 35%
Practical: Presentation (20 minutes) 
Assessment Component  3 – 20%
Coursework (2,000 words +/-10%

	M7X01681
	Research and Practice (Clinical Practice I & II)
	7
	30
	Assessment Component 1 – 20%
Coursework: Project Proposal (2,500 words +/-10%)
Assessment Component 2 – 30%
Practical: Presentation (20 minutes) 
Assessment Component 3 – 50%
Coursework: Critical literature Review (4,000 words +/-10%)


	Part 2: Level 7 Master’s Dissertation

	M7X01682
	Psychotherapy and Counselling Dissertation
	7
	60
	Assessment Component 1 – 100%
Coursework: Dissertation (15,000 words +/-10%)



Assignments Semester 1:

	Module Code
	Assessment Title
	Due Date
	Return Date

	M7X01678:
Assignment 1
Coursework
35%
3,000 words (+/10%)

	Critically evaluate the significance of ONE of the concepts below to the theory and practice of psychotherapy: 
Emotion, Empathy or Presence 

	25th October 2018 – 23:59
	22nd November 2018

	Assignment 2:
35%
3,000 words (+/10%)

	You will submit a reflective account of your practice work.

	22nd November 2018 – 23:59
	10th January 2019

	Assignment 3:
Presentation
30%
20 mins.
	A Panopto Recording of a Counselling Session in a Peer Group Setting. 

	13th December 2018 – 23:59
 
	31st January 2019



Assignments Semester 2:
	Module Code
	Assessment Title
	Due Date
	Return Date

	M7X01679:
Assignment 1
40%
4,000 words (+/10%)

	TBN
	
	

	Assignment 2:
30%
20 mins 



	TBN
	
	

	Assignment 3:
Coursework/DVD 30%
20 mins.
	TBN
	
	



Submitting your assignments
All assignments (except practice portfolios & supervisor reports) to be uploaded as word documents on the module page on Moodle, by no later than 12.00pm on the due day the assignment (see above for due dates).

Before submitting your assignment on-line please do the following:-
a) Make sure you are uploading the final copy of your assignment, not a draft.
b) Once you have uploaded your assignment, you should get a return email informing you that you have successfully submitted your assignment. However it is always wise to keep copies of all your assignments and Moodle receipts, just in case there is a rare glitch in the system.

A Note on Confidentiality
In your assignments we ask you to write about your own experiences on the course,
(and your own history) – as well as some examples of experiences of working with
your clients. Assignments that you upload on to Moodle, are only accessed by the
direct teaching team and the external examiner for course moderation purposes. Nobody else will have access to your assignments. Nevertheless, you should maintain a high level of confidentiality in relation to writing about others – your family, your peers, your clients – making sure that you do not include details that would make these people identifiable (e.g. Names, and contextual details that are traceable). 


Semester One
a) Personal Development Plan
You will be assigned to personal development groups at the start of the academic year. You are invited to spend some time both inside the PD group and in your own time (perhaps aided by journal writing), thinking about your goals for personal development for the first year of the course and then you will need to complete a personal development learning contract. You may work towards these personal development goals in a variety of different ways, including through journal writing, skills work and theory teaching exercises, through personal therapy, in supervision, through other activities such as mindfulness and specifically through being an active member of your personal development group. You will be asked to submit your completed Personal Development Plan pro forma (PD5) on Tuesday 10th October 2017, for agreement by your personal tutor. There will be a review of your PDP with your personal tutor on tutorial day in the first semester. 


A second tutorial will be held in the second semester for further review of your progress towards your personal goals and to help you prepare for the reflective aspect of your assignments. You will also be expected to be keeping a Personal Journal throughout these modules, and for the rest of the course. This is both a requirement, as in it’s what we want you to do, and a recommendation, as in we believe that it’s a really useful way of reflecting on your learning and development and you can use it as a source for your assignments.



b) Practice Portfolio – please collate documents in a plastic folder.


Please include the following in your practice portfolio:

1. PD1: a,b,c: Supervisor Report Forms. 
2. PD2:Counselling Supervision Log. Demonstrating the supervised hours undertaken, which are being signed off by your supervisor. 
3. PD3: Therapeutic hours Log
4. PD4: Client practice hours log. 
5. PD5: Personal Development Plan Pro Forma
6. PD6: Evidence of placement – the placement agreement form
7. PD7: Readiness to Practice form, evidencing your readiness to undertake a counselling placement.
8. PD8: Client Consent Form
9. PD9: Student Placement Agreement Form – additional information needed by the University.
10. Evidence of membership (student) of professional association e.g. N.C.S; BACP
11. Evidence that your counselling practice hours are covered by Professional Liability Insurance either by your agency or yourself.



Hand in hard copies in a plastic file with built in poly pockets to your tutor in
Class by an agreed date. You will not receive your Readiness to Practice agreement until ALL the paperwork has been received and agreed by your personal tutor.

Readiness to Practice & Evidence of Placement – The Practice Placement Agreement Form

If you already have a counselling placement and are seeing clients, you must let the supervisor and manager of your agency know that the University cannot validate you working with clients until you have passed your Readiness to Practice set of competencies on Tuesday 12th December. You will not be able to count any counselling hours you have completed (towards 100 counselling practice requirement) until after you have received your Readiness to Practice on Tuesday 12th December 2017. If you are not deemed ready to practice by this date, feedback will be given to you and a subsequent opportunity will be made available to you, to evidence that the feedback has been integrated into your work.

If you do not have a placement when you enrol on the course, you need to get one organised quickly in order to hand in your Placement Portfolio by Tuesday 28th November 2017.  You must provide evidence of at least one supervised counselling placement where you have or are about to see counselling clients, otherwise you may be required to defer from this Programme. If you have more than one counselling placement, you will need to provide the full documentation for each one. (It would normally be expected that all students (who have obtained their Readiness to Practice) should be seeing clients when they return to University after the Christmas break in January 2018).

This evidence takes the form of the ‘Placement Agreement Form’ (PD6) which must be signed by your placement manager and yourself. Please note before your placement manager signs the placement agreement form, you need to make sure they have a copy of the placement handbook and have agreed to the guidelines laid out in that document. If they have any queries, ask them to contact your tutors directly.

Being in a placement is a requirement of being on the Programme. In order to understand and learn about the integration of theory and skills you need to be able to practice these in an agency under clinical supervision. You will need to have completed 100 hours of supervised counselling practice by the end of the Post Graduate Diploma level: 50 hours in the first year and 50 hours in the second year. Please note you will not be able to count any counselling practice you have undertaken (towards 100 hours counselling practice) prior to passing your Readiness to Practice competencies, or before you and your agency has signed the placement agreement form, you are a student member of the NCS or BACP and have suitable professional liability insurance.

You are advised to have completed:-

· 25 hours by Easter 2018.
· 50 hours at enrolment onto the 2nd year of the programme.

You should be keeping a log of your client contact hours and of your supervision for your portfolio. The pro-forma you need to fill in for these can be found on Moodle 

Evidence of student membership of a professional counselling body ( e.g.
NCS, BACP)

By Tuesday 12th December 2017 you must also provide evidence of membership of an appropriate professional association e.g. NCS or BACP.  This takes time to obtain, so make your application at the start of the first term. Membership of a professional body binds you to an ethical framework or code of practice and provides a channel for accountability to the profession and the public for your work with clients. Most agencies also routinely require you to obtain this membership. 

PLEASE NOTE: YOU WILL NEED TO HAVE DOWNLOADED BACP OR NCS MEMBERSHIP APPLICATION FORM BY TUESDAY 10th OCTOBER FOR THE TUTORS TO COMPLETE REFERENCES. FAILURE TO DO SO MAY RESULT IN DELAY TO YOUR APPLICATION.




Evidence that your counselling practice hours are being covered by
Professional Liability Insurance either by your agency or yourself.

By the Tuesday 28th November 2017 you need to be able to produce a photocopy of a professional liability insurance certificate that covers your counselling work in the event of a client or organisation taking out a legal case against you. Most agencies already have professional liability insurance policies to cover all the work of their staff and volunteers. In which case, we would ask you to obtain a photocopy of that certificate to submit by the 28th November. However, if your counselling practice is not covered by an insurance policy taken out by your organisation, then you will have to take out your own policy (approximate cost £75 per year) and submit a photocopy of your certificate by the 28th November deadline.  







Assessment Guidance 

Practice assessments will be marked against the learning outcomes for the module and the Core Humanistic Competencies which are up on Moodle for you to consider.


Written Reflection

Your written piece needs to include:

An analysis of the Skills
a.  Summarise the issues brought by the client, explaining how your understanding of counselling theory informs your work.
b. Interventions. Briefly describe your theoretical approach in this session, explaining why you chose to work this way. Give some concrete examples (preferably from the extract you have chosen using line numbers to pinpoint the skills) to demonstrate particular concepts or skills. In this section we are looking for evidence of consistent, effective interventions, underpinned by some sound theoretical understanding.
c. Process. Describe how the focus of the session developed, changed or got stuck. How did you deal with this? How did the counselling relationship develop in this session?
d. Difficulties. Describe any difficulties you encountered, and explain how you dealt with these.
e. The extract you have chosen. Why did you choose this extract, and what does it demonstrate? What were your aims in this part of the session?
Something you were pleased with in this part of the session:
Something you could have done differently/ wish you had done differently:
f. Future work with this client and ethical practice.
In concrete terms how will reflecting on this assessment inform how you will work with this client in upcoming sessions?
Can you make any comment about how this session has helped you to reflect on ethical practice?
g. The way in which you have built the therapeutic frame with the client 
We’ll expect you to do a simple contract at the start of your 20 minute recording and to state your position on record keeping and data protection.


Some important points to note:
· You will need to demonstrate competence in both the recorded session itself AND the skills analysis write up.
· When you record your session, treat it as a real counselling session in which your main task is to build a relationship with the client and to try and understand their issues from their perspective.


· While we don’t expect you to use every skill you’ve ever learnt, we need to be able to see you working confidently and competently with a range of skills (these are identified in the assessment marking sheet for each skills assessment).
· When you come to complete your written reflections you will be expected to comment on the issues raised, showing how your knowledge of theory and skills learnt up to now has informed the way in which you worked. The tutors will be looking for evidence that you can understand what you were doing and why you were doing it.
· Extremely important: Your work needs to make reference to authoritative texts and journal articles to support the work that you are doing.
· You will be expected to comment on the issues raised, showing how your knowledge of theory and skills learnt up to now has informed the way in which you worked. The tutors will be looking for evidence that you can understand what you were doing and why you were doing it. 
· Your write-up will be in two main parts: firstly about the session as a whole, and secondly about the section you have selected for the tutor to watch.
· The work should include a brief reference to content (what the client talked about and what happened in the session), the counselling process (what you understood to be happening between you and the client) how you relate what’s going on for the client to your understanding of counselling theory. You should pay particular attention to the theory you have acquired so far. This should include a brief case conceptualisation with reference to the trans-theoretical concepts, with one or two alternative hypotheses. Also show awareness of temporal dimensions (links between past, present & future) in the client’s experience of their world. What happened in the session and what you would do next.
· All written work must be referenced correctly, following the School of Social Justice and Inclusion Harvard referencing system – this is essential for a postgraduate level of work
· You will hand in your written work by uploading it onto Moodle, in the relevant section of the module page. You should do this no later than no later than 23:59 pm on the due date. All late submissions are subject to grade reduction penalty unless an Extenuating Circumstance form is accepted by the University. Please see link to EC form and guidance on the Moodle page.
· Please put all your written work through the ‘DRAFT’ Turnitin portal to pick up any unacceptable text matching. Tutors are obligated by the University to scrutinise and possibly report to the Unfair Practice committee any work that looks as if it has over 5% text matching. PLEASE DON’T PUT US, OR YOU, IN THAT POSITION. 


Confidentiality, Supervision & Ethical mindedness
It is important that this process is bound by the confidentiality arrangements for the course which are in the Course Handbook & by the NCS/BACP code of ethics to which you are all signed up. The code of ethics and the ethos behind it are always a consideration when working with ‘real’ client material and this of course includes skills practice and skills assessments. If you are unfamiliar with the code – please go to the NCS/bacp.co.uk website – and study carefully the professional boundaries & ethics enshrined.  

In your client role it can be useful to explore personal issues in the space on offer but
we ask you to remember that the primary goal is to enable the counsellor to demonstrate their skills. Remember, too, that the session will be seen by the markers and possibly the external examiners of the course. Please note it is not appropriate for the student-in-client-role (before and outside the assessment session) to tell the counsellor which topics are ‘on and off limits’ – this can be very off putting and inhibiting to the student being assessed. As client you do not have to talk about anything you do not wish to, but as with ‘real’ clients this discussion is much more authentic if it takes place as part of the recorded skills session. As with all skills work, be it straightforward skills practice or an assessment, if issues come up which disturb, concern or confuse you, the tutors are always available to support and advise you.



Guidance for Written Assignments
· The word count excludes the referencing list at the end of the essay. Appendices are not a supplement and will not be assessed as part of the content of the assignment, therefore will not contribute to the grade awarded. 
· Assignments that are lengthier than the specified word count will not be read beyond the plus 10% point and will be marked according to the material already read. 
· The assignment should be word processed (handwritten assignments are not accepted), double spaced, with numbered pages and your student number printed as a footer on every page. 
· The assignment should include an Introduction, and after the body of your work, a conclusion. 
· As a matter of professional and ethical awareness no other person’s name (e.g. other student, family, friends) should appear anywhere on the assignment. 
· The font should be a font such as Arial in font size 11 or 12. Double spaced – please, it helps with digital marking.

When you are referring to your own process and experience, then you should use the first person, other than that, the work should be in standard academic third person. 

While we don’t expect you to use every skill you’ve ever learnt, but simply paraphrasing and reflecting your client is unlikely to impress – we need to be able to see you working confidently with a range of skills and interventions. 

Written work areas for consideration:
· Using past, present and future – to explore meaning
· Developing a tentative case conceptualisation using trans-theoretical concepts, including alternative hypotheses
· Rationale for skills / techniques used in terms of theory to practice
· Appropriate critique of session & adequate understanding of case formulation




Personal Therapy requirement during the two years of the Diploma
You are required to have a minimum of 25 hours of personal therapy per academic year while on the course .You need to evidence attendance through having your therapist complete the Personal Therapy form (on the next page). They need to be suitably qualified and experienced i.e. accredited (or accreditable) with NCS, BACP, UKCP or an equivalent body. They should be at least 2 years post qualifying. They should not be known to you in any other capacity.




[bookmark: _GoBack]Personal Journal
We ask you to keep a Personal Journal of your time on the course, which you should fill in each week. Though this is only a guideline, you might like to consider this as consisting of three headings – “What we did”, “What I learnt” and “What I felt”.
Supplementary questions you might also be asking yourself are “What changes do I see taking place?” “What difficulties keep repeating themselves?” “Is this a familiar pattern?”, “What might I do about it?” “Am I getting all I could do out of the course?” “What’s stopping me if I’m not?”
While the Journal is not formally assessed, this should be a rich resource for you to use when you are writing your Personal Development Review.

General requirements of all assignments.
Counselling requires the appropriate combination of theory (knowledge), skills and self- awareness. These three aspects should, wherever possible, be included in all assignments. Obviously an essay may have a greater focus on theory, but there should still be clear evidence of self-awareness and where possible examples of application in practice. Likewise a skills assessment will focus on skills, but theory and self-awareness will again need to be there in some way. These aspects should be linked into a coherent whole. So that, for example, the way you link theory to yourself, is the same as the way you link it to your practice. Furthermore, as there is increasing demand for “evidenced based “practice in the field we encourage you to develop a research awareness. This entails a self-reflexive stance on your own practice and keeping up to date with current research in the field via journals, conferences, workshops.  In your writing, the tutors are also looking for you to ‘critically evaluate’. This phrase often confuses but, what it means and what is being looked for is the ability to:
Give your judgement about the merits of theories or opinions, or about the truth of facts. Back your judgement by a discussion of the evidence and reasoning involved. It is never enough to simply state your own opinion. Try reading Bor, R & Watts, M (2011) The Trainee Handbook: A guide for counselling and psychotherapy trainees. London: Sage, Chapter 2 Effective Essay Writing. A very useful and easy to read guide to study skills for counsellors
Words often used in assignments are:- 
· Define – give the meaning of
· State – Present in brief, clear form
· Describe – Give a detailed account of
· Compare and contrast – look for similarities and differences, reaching a conclusion as to which idea or approach is preferred
· Evaluate – judge the importance of
· Critically evaluate – see above.
These can be thought of as a progression in sophistication of written ability. Please note that we always expect you to “critically evaluate”. If you have not discovered already you will during this course that, counselling is far from straight forward. There is very little right or wrong, every situation is unique, every context different, every counsellor different, every session different. The tutors are looking for you to be aware of this and understand the factors that lead to specific situations and interventions. It is also important that you own and don’t generalise from limited evidence.
· ‘I’ or ‘the Author’/ ‘it is thought that…’ unlike other academic studies, in Counselling, it is more appropriate to use ‘I’, to make it personal.
· Use examples Use examples from your experience, your cases, your history to demonstrate your understanding. Be explicit and detailed; quote a specific intervention you made rather than say “I was empathic”. Be concise and relevant, we are more interested in what you said /did, why and with what consequences than details of the clients story. Think about confidentiality; include only client details and story as is needed and only in the detail that is needed to make your point. Get the clients permission. Referring to unsuccessful work is not a no- no. You can show understanding and awareness, your ability to reflect and evaluate. However, very poor, unethical work can be very problematic for assessors.

To summarise tutors will be looking for the following in all assignments:
· Ability to apply theory ideas to self and others (including clients)
· Developing ability to interlink theory, practice and self-awareness into a coherent whole
· The use of detailed and specific examples from personal history or practice that link strongly to the essay title and help define your developing thinking.
· Ethical and appropriate client practice where you cite your own case work
· Ability to compare, contrast ideas and models, to evaluate and reach judgements grounded in knowledge and experience.
· Ability to appropriately reflect on own practice and on the assignment
· An awareness and understanding of the complexity of counselling work
· An awareness of current research

Format and layout
All assignments should be typed or word processed with the following:
· 12 or 11 point Arial 
· double spaced. 1” (2.5 cm) margin left and right.
· each page numbered 

Handing in assignments
Most assignments will be handed in electronically through Moodle. 

Marking processes

Internal Moderation
A proportion of work is moderated internally as a quality control process to help the tutors’ grade consistently across the team. A selection of assignments and feedback are sent to the external examiner so that an outside perspective is gained.
You should be aware that the external examiner could ask to see any of the work submitted. In all cases of referral & fail grades the work is double marked. A second tutor marks the work independently. If there is a difference in the grades the two tutors discuss and agree a final grade.

Results
We aim to return work normally within 21 working days, a date for return is set on Moodle and in this document above. Your work will be returned to you via Moodle. 

Exam board
Grades given on returned work are subject to confirmation at Exam Board. This is the board that finally confirms results for assignments, modules and the course as a whole. This means that the board that will really concern you will be the one that sits in June following the end of the course, by which time you will have needed to pass all the assignments. Once the board has sat results will be confirmed via the on-lines results service. It is important to note that provisional grades will be available before the board via this service but they are not final and confirmed until you have received notification to your University email account. Please note that if you have failed an assignment you do not have an automatic right to return to repeat or resit the module. Permission to repeat or resit the module will be at the discretion of the Exam board.

Late submission – please see University Handbook
Extenuating Circumstance




Guidelines for Skills Practice
The Client
You are in charge and responsible for the material that you bring to skills practice. It is advisable that you do not bring material of a confidential nature or material that might trigger significant distress for you. Generally using your own material gives the counsellor an authentic experience of practice. However, you are allowed to fictionalise and bring into the practice session hypothetical situations that you draw from your life experience but are not personal to you at this time. Remember that you are working with colleagues with whom you will be studying for 18 months. The purpose of skills exercises and practice is to give the trainee counsellor the opportunity to practice skills learnt on the course. Skills practice means that the material being worked with is in the public domain and both tutors and other students have access to it. It is not the same as a real counselling session. If you really find it difficult to work from hypothetical situations, then maybe think of your life in a straight, horizontal line. A lot of the time, our lives bump along the line; sometimes they dip below or rise above; at other times there may be higher peaks and deeper troughs. For the purposes of skills practice, it is those things that bump along the line that are probably most suitable for use in skills practice. It does not matter if an issue feels as if it is in the past and has been dealt with: it is still not suitable for skills practice, if it was a trough.
With all skills work if issues come up which disturb or concern you, the tutors are available.


The Trainee Counsellor
Remember you are a trainee counsellor and in a learning environment when you are practicing skills. If you feel out of your depth with the material being offered to you, you can stop the practice session and say you need supervision on this. You need to find
a way of dealing with it so the person feels ok but that you are not struggling or “faking it” to the detriment of both yourself and the client. You have permission as a trainee to “not know”.

Feedback
Feedback is an essential part of the learning process. However the way in which feedback is given can either enhance or shutdown somebody’s learning. The rule of “no criticism without a suggestion” will enable feedback to be assimilated and to be useful to your colleagues. Hold in mind how much your counsellor colleague will be able ‘to hear’ – being careful not to repeat constructive criticism that has already been mentioned by an observer or tutor.
“Non Judgemental” does not mean that “anything goes”. If you are feeling uncomfortable about a situation then it is more productive to discuss your concerns with your colleagues in order to be constructive, than to let it go completely. Which would you prefer: the client who disappears and never returns or the client who comes back and discusses with you a problem they may have about the previous counselling situations or something you did.
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