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COUNSELLING PROCEDURE 

1. INTRODUCTION

According to Grencavage and Norcross (1990), institutional goals can best be attained if clients’ 
needs are factored in the strategy of the institution. 

The Namibian College of Open Learning (NAMCOL) is a state-supported educational institution 
with a core function of providing study opportunities for adults and out-of-school youth. It 
is therefore the objective of NAMCOL to develop a counselling programme that factors in the 
students’ psychological needs. This will not only attract students to make use of the services 
but will also empower them with abilities to take charge of their lives. This psycho-education 
service is also envisioned to play a role in the prevention of student drop-out and transfer to other 
institutions. In essence then, NAMCOL strongly believes that counselling services impact study 
completion and student retention.

A student’s mental well-being is very important to their success.

The counselling service at NAMCOL is a professional and confidential service, with the aim of 
improving the well-being of all students.  It adheres to a strict code of ethics and ethical practice 
as outlined by the Social Work and Psychology Act 6 of 2004 and other professional bodies that 
govern the practice of psychology and counselling in Namibia.

We encourage all internal stakeholders/ NAMCOL staffs to read our counselling procedure prior 
to making any commitment with the services.  

2. IMPORTANCE OF THE PROCEDURE

The purpose of this procedure is to provide a standardised basis for the provision of counselling 
services to the students. 

The aim of this procedure is to implement student counselling services at the college 

3. PURPOSE OF COUNSELLING SERVICES

The purpose of the counselling services is to respond to students who present with personal, 
social, emotional, educational or professional concerns that might have a negative impact on their 
studies.

Studies have found that counselling is an important intervention in boosting student retention in 
university (Burke, 2016; Nelson-Jones, 2011; Gathoni, Sirera  & Olaly, 2019). It helps students 
to resolve Psycho-social issues which may disrupt them from progressing academically from 
NAMCOL. The disruption usually leads to drop outs, prolonged stays, course transfers and 
institutional transfers altogether.
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NAMCOL therefore resolves to promote a supportive environment where such concerns are to be 
explored, thereby contributing to the mental well-being of the college community.

To this end, NAMCOL is to operate counselling services that are personal, and confidential which 
enable clients to acknowledge and address any concerns which may interfere with their studying, 
working and living a satisfactory life. 

Studies around the world have found that counselling services in universities influence the 
retention of students significantly. These studies assert that students who go for counselling gain 
a lot in terms of study skills, time management skills, problem solving skills, creative and critical 
thinking amongst others. These skills can influence their decision making especially with regard to 
discontinuation of studies or transferring to other institutions (Burke, 2016; Nelson-Jones, 2011; 
Gathoni, Sirera  & Olaly, 2019). 

4. RESPONSIBILITY OF THE COUNSELLOR/TEAM

 The counselling team is responsible for delivering a confidential, ethical and professional   
 service.

5. POLICY OF THE STUDENT WELFARE OFFICE

 Where reasonably possible, clients are entitled to:

• An offer of an initial 30 minutes’ assessment appointment within a minimum of three 
working days and a maximum of five working days of requesting support from a 
member of the college counselling services.

• In an event of emergency, a response from the services in the same day

• An offer of an initial 4 sessions, with an opportunity to review, and if appropriate, re-
negotiate further sessions if required in the opinion of the Counsellor and the client.

• Have supported referral to an external agency where appropriate.

• During the initial assessment session, a consent form, assessment form should be 
signed with the client.  The confidentiality clause of counselling should also be explained.

• An opportunity to work with a respectful, open, genuine, qualified counsellor who 
subscribed by the Social Work and Psychology Act 6 of 2004.

• To work with a counsellor whose role it is to facilitate the counselling work together, 
in ways which respect the client’s values, personal resources and capacity for self-
determination.
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6. ETHICAL PRINCIPLES OF COUNSELLING

Counselling is based on strict ethical principles which are derived from the Social Work and 
Psychology Act 6 of 2004. Below are the core ethical principles which inform the work and 
decision making of counsellors and the services they offer.

•	 Confidentiality

Confidentiality is a central and integral part of the counselling process.  It offers safety and 
privacy to those who choose to discuss personal and private concerns and it safeguards 
against any inappropriate or unnecessary disclosure.  Information, written or verbal, given 
to the counselling services will be held in the strictest confidence.

•	 Limits	to	confidentiality

In exceptional circumstances counsellors may need to break confidentiality.  

This occurs in one of two ways:

If a strong believe exist that there is a risk of harm or danger to either the client or another 
individual.  This may relate to issues surrounding sexual/physical/emotional abuse; child 
sexual abuse; child protection issues; rap; self-harm; suicidal intent; violence or criminal 
activity.

Occasions when disclosure is required as part of a legal process or Garda investigation.

In such instances information may be disclosed to significant others or appropriate third 
parties without permission being sought.  Where a full explanation will be given to the 
client regarding the necessary procedure and intended actions that may need to be taken.

In term of the reporting to the management of the college, no confidential or identity 
information of the client will form part of such reports. However demographic and 
geographic information may form part of the reports. 

 » Being Trustworthy:  honouring the trust placed in the practitioner

 » Autonomy: respect the clients right to be self-governing

 » Beneficence:	a commitment to promoting the clients’ well-being

 » Non-maleficence: a commitment to avoiding harm to the client

 » Justice: the fair and impartial treatment of all clients and the provision of adequate 
services

 » Self-respect: fostering the practitioners’ self-knowledge and care for self.
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7. VALUES OF THE COUNSELLING SERVICES

Counsellors work with clients, as individuals and in groups, to whom they supply professional 
services concerning educational, vocational and personal/social development.  To protect 
clients’ interests, counsellors are required to comply with this Code of Ethics, which makes 
explicit the values underlying their practice.

• Respecting human rights and dignity

• Ensuring the integrity of the client/practitioner relationship

• Enhancing the quality of professional knowledge and its application

• Alleviating personal distress and suffering

• Fostering a sense of self that is meaningful to the client

• Increasing personal effectiveness

• Enhancing quality relationships between people

• Appreciating the variety of human experience and culture

• Striving for fair and adequate provision of counselling services

8. THE USERS OF THE SERVICES HAVE THE RIGHT TO:

Clients who seek the professional counselling services at the college are do so on a voluntary 
basis.  Counselling services and professional are not allowed to coerce clients into receiving this 
services. There clients have the right to:

• Request help from the services

• Withdraw from the services at any time

• Clear explanation of the parameters of confidentiality

• Decide how much to disclose to the counsellor

9. RECORD KEEPING

Accurate record keeping is an important aspect of being professional and accountable 
for the services counsellors provide to clients. Accurate records assist in making referrals 
to other services and reporting risk to the client or other parties.

Counselling services files are not to be attached to any academic record within the 
college and are held securely and confidentially within the service for a maximum of 5 
years.
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In addition to the intake forms case notes are attached to the clients file following each 
session or intervention. These notes are brief and capture a factual account of what was 
discussed and agreed on.

Other relevant documentation such as referral letters, assessments, consent forms, 
support letters etc. are also attached to the file.

All	regional	counsellors	are	to	forward	any	case	files	for	archiving	to	Windhoek	
at the end of their term.

10. SHARING OF INFORMATION

On occasion it is beneficial for both client and counsellor to share information with 
another Support Service, Medical Practitioner, Academic department or External Party. 
The sharing of such information is conducted in collaboration with the client.  

• A signed consent form must be completed prior to any disclosure being made.

11. REFERRALS

All college staff will ensure that students in need of counselling support are appropriately 
referred to the services.

Clients to the services may be self-referred or they may also be referred to the services 
by other staff members. 

• In such case a referral form may need to be completed.

12. COUNSELLING SERVICES PROGRAMMES

1. Career and Vocational Counselling

2. Study methods

3. Individual and Group Counselling

4. Psychometric Testing

5. Student Counselling Workshops

6. TVET Pre-entry assessments

7. Support staff trainings

8. Student welfare scopes and publications
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