
COUNSELLING CONTRACT  

Reviewed: September 2022


Next review: September 2023


Table of content 

 

Counselling sessions	 
2
Booking an appointment	 
2
Change of appointment, cancellation and lateness	 
2
Communication between sessions	 
4
Confidentiality	 
4
Notes and record-keeping	 
5
Complaints	 
5
Reviews	 
5
Social media	 
7
Option 1: Online	 
9
Option 2 - Outdoors	 10

Page  of 1 11

Francesca Lo Verso Counselling and Psychotherapy

website: www.francescacounselling.com

Email: counselling.francesca@gmail.com

http://www.francescacounselling.com


Counselling sessions  

Counselling sessions last 50 minutes each. 


Although there is no limit on the maximum number of sessions we can have, 
regular reviews will support us assess how therapy is going for you.


You are free to terminate the contract at any time, and I would ask if you 
could give me a week's notice where possible. The ending is an integral part 
of our work, and I strive to create the space and bring meaning to the end of 
therapy.


 
Booking an appointment 

I use Acuity Scheduling System to manage my calendar and Stripe for 
payments (to know more about how your data is stored and processed on 
Acuity Scheduling System and Stripe, please refer to my GDPR policy). 
These systems help me to manage my workload and bookkeeping. 


How does it work?  

Your data (name, surname, phone number and email address) will be added 
to Acuity Scheduling System, which will send out an automated email with 
the payment link confirming the appointment. Seventy-two hours before the 
appointment, you will receive an automatic reminder of the session with the 
payment link.


Change of appointment, cancellation and lateness 

You can change or cancel an appointment at any time by emailing me. The 
table below explains fees and cancellations, and changes of appointments in 
detail.
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	 Change of appointment

If you would like to change your appointment, you can do so by emailing me 
and together, we will look at a more suitable time and date to meet. I always 
try to accommodate within the same working week, but sometimes this is 
not possible, and we would need to look at the following week. You will 
receive an email from Acuity with the new agreed time and date.


	 Cancellation - what happens if you cancel the session

You can cancel your appointment at any time by emailing me. A confirmation 
email will be sent out through Acuity Scheduling System. 


	 Cancellation - what happens if I cancel the session

If I am to cancel a session, I will inform you as soon as possible. I will always 
aim at rescheduling the missed session within the same week or the week 
after. You will not incur any additional costs for this, and your payments will 
be honoured or refunded if that is your preference.


	 Lateness

There may be times, for whatever reason, that the session starts later than 
agreed. 


When that happens on my side, I will aim to communicate that to you 
promptly. Alongside that, I will still offer you the 50-minute session. If the 
delay impacts your other commitments, the appointment will be rescheduled 
free of charge.


Change appointment Cancel appointment Refund offered

up to 2 days (5pm) 
before session (including 

Sunday)
yes yes yes

from 2 days to 5pm on 
the day before the 

appointment
yes yes no

after 5pm the day before 
the appointment no yes no
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When lateness happens on your side, and it is more than 5 minutes, I invite 
you to let me know by email. I will wait for you for the duration of the session 
as planned, and I am happy to go ahead with the session unless you state 
otherwise. However, you will still be charged for the entire session, and the 
session won’t be extended as this may run into another client’s time. 


Communication between sessions 

Communication between sessions is reserved for scheduling appointments 
only. This ensures that I can safely hold your experiences when I have the 
time and capacity to offer this fully. Unless booked as a counselling session, 
emails are not deemed for that type of therapeutic holding and containment.


This means that all other information contained in the email will be deemed 
as not urgent and addressed during our counselling session.


I would need to refer you to your local helplines and emergency services for 
all urgent matters. 


Confidentiality 

Your attendance to counselling with me is confidential, and so is everything 
that you will discuss during the sessions. 


Due to professional requirements, I see a supervisor who abides by the exact 
terms of confidentiality as I do. I may discuss my work with you during 
supervision sessions, where your identity will remain anonymous. There 
might be times, though, when I would need to seek guidance from my 
supervisors to help me to support you: if you are at risk of harming yourself 
or others or when statutory law requires me to inform the relevant authorities 
(such as terrorist activities, drug trafficking or safeguarding matters regarding 
children). 
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When this happens, I will support you in bringing the concerns forward to 
any agency dealing with the issue. In case of impossibility to help you do so, 
I will discuss the break of confidentiality with you and keep you informed 
about and throughout the process. 


To ensure your and other clients’ confidentiality, I will ask you to arrive no 
earlier than 10 minutes from the beginning of your counselling session, 
whether the session is online or in person.


Notes and record-keeping  

Please refer to the GDPR document to know how I record and keep the 
notes from the sessions. 


Complaints  

I am a registered member of COSCA (registration number 5192). 


I hope you feel you can bring to me any concerns or difficulties you are 
finding in our work together. I will ensure there is space for you to raise any 
concerns you may regularly have. This is part of how I work and monitor that 
you are satisfied with the service.


If you have reasons to complain beyond any resolution, I am inviting you to 
read the complaints procedure as outlined by COSCA (link on my website 
under “Contract and GDPR”).


Reviews 

I will review this contract, my paperwork and the systems I use for my 
practice as and when required, at least once a year in April. 


You will be informed of any changes in the contract and procedures that may 
affect our work together. 
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You will be offered two weeks under the previous contract to decide whether 
you are happy with the new changes and wish to continue working together 
or conclude therapy.  

Page  of 6 11



Social media 

 
Following 

I have a public profile on different social media platforms. I also publish a 
blog and have a newsletter connected to my business. As a client, I do not 
expect you to want to follow my business on those platforms. However, if 
you use an easily recognisable name on social media and I happen to notice 
that you’ve followed me there, we may briefly discuss it and its potential 
impact on our working relationship. My primary concern is your privacy. If 
you share this concern, there are more private ways to follow me on social 
media which would eliminate you having a public link to my content. You are 
welcome to use your discretion in choosing whether to follow me.


Note that I will not follow you back. I believe casual viewing of clients’ online 
content outside of the therapy hour can create confusion regarding whether 
it’s being done as a part of therapy or satisfying my curiosity. In addition, 
viewing your online activities without your consent and without our explicit 
arrangement towards a specific purpose could potentially have a negative 
influence on our working relationship. If there are things from your online life 
that you wish to share with me, please bring them into our sessions, where 
we can view and explore them together during the therapy hour.


If we are already connected through social media, I will unmute you for the 
time of therapy together. 


Friending

I do not accept friend or contact requests from current or former clients on 
any social networking site. I believe that adding clients as friends or contacts 
on these sites can compromise your confidentiality and our respective 
privacy. It may also blur the boundaries of our therapeutic relationship. If you 
have questions about this, please bring them up when we meet, and we can 
talk more about it.
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	 Interacting

Please do not use SMS (mobile phone text messaging) or messaging on 
Social Networking sites. These sites are not secure, and I may not read these 
messages in a timely fashion. Do not use Wall postings, @replies, or other 
means of engaging with me in public online if we have an already established 
client/therapist relationship. Engaging with me this way could compromise 
your confidentiality.
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Option 1: Online 

Use of Technology 

When working online, please ensure that the technology you are using to 
communicate with me is in working order and running smoothly. For 
example, you may want to check that your internet connection is stable 
enough for a video call or instant messaging or that you have enough signal 
for a phone call. It is your sole responsibility to ensure that the device you 
are using is in working order. 


Issues with technology - if it happens to me

If issues with technology and signal on my end require us to interrupt or 
reschedule the session:


- if we meet for less than 30 minutes, I will offer a new appointment free of 
charge within the same working week or the following one


- if we meet for more than 30 minutes, I will provide the remaining time as 
an add-on to your next session (if we are left 20 minutes, I will divide this 
over two sessions)


- if it is your last session, I will offer you the remaining time in a separate 
session.


I will always try my best to guarantee the continuation of service. Whenever 
possible, I will try to connect with you using another device, making up for 
the time lost (I will still be offering you the full 50-minute). If that is not 
possible due to your commitments, we will agree on how I can honour the 
remaining session time.


Issues with technology - if it happens to you  
I will try and offer to move our session to another device first. If this is not 
possible due to ongoing technical issues (within 10 minutes from when the 
problem arose), the session will be ended.


No refund is offered if the session is interrupted or cancelled due to a failure 
in technology and/or signal on your part. 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Option 2 - Outdoors 
	 Cancellations: adverse weather


Therapy will go ahead unless MetOffice, UK's official weather service, issues 
a weather warning. It will be my responsibility to contact you before the 
session (usually the day before) to discuss this.


In this case, a refund won’t be offered; instead, the paid session will be 
rescheduled online in one of the modalities you would find most suitable for 
your needs (video call, phone call, email or instant messaging). 


	 Social distancing and Personal Protective Equipment (PPE)


Our counselling sessions will conform to the current government’s guidelines 
concerning outdoor gatherings during the times of Covid-19. As your 
therapist, I will keep you up to date with any current legislation/guidelines 
that could impact our work together.


	 Confidentiality


Working outdoors opens up the possibility of encountering other people (for 
example, dog walkers) who may or may not approach us during therapy. We 
will agree on how you would like to approach this scenario during our first 
session. Nevertheless, confidentiality remains my main priority, and at no 
point, I will mention/confirm/imply to a third party that what we are doing is 
therapeutic. 


	 Insurance


As a therapist, my work is insured by the PPS Trust, which protects against 
claims for damages arising from professional activities. I, the therapist, am 
not liable for accidents and incidents resulting from adversities experienced 
from being outdoors. 
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Counselling sessions: getting prepared


Counselling outdoors means being ready for all sorts of weather, especially 
in Scotland. The client's responsibility is to ensure that footwear and clothing 
are appropriate for the weather and season the session takes place. If in 
doubt, you can always contact me to discuss this further.
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