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HOW TO WORK THROUGH THIS COURSE
Over the following pages, you will move
through a logical, self-paced learning
experience that can enlighten and
educate you in Counselling Practices.
It is important from the outset to
understand that learning about
something is not the same as just
reading about it. Learning implies a
permanent change in what you know
and can do.
Anyone can read a book and
understand it; but for most people
the detail of what you read is
largely forgotten.
Reading something once only puts
information into short-term memory.
It is soon lost if you don’t ‘work’ on it.
Studying the same information takes
longer, but by thinking about it and
processing it you can transfer that
information to long-term memory. This
way, you will enhance your ability to
recall and apply that information for
years to come. If you take your time to
work through the 7 lessons that follow,
you will learn.

Read, Reflect,
Research, Revise

The more time you spend doing
these things, the stronger your
learning will be.

Throughout the following pages, you
will find not only things to read about,
but also things to do:

Completing the Course

1. Throughout each lesson, there are
suggestions of things to do under
the headings “Learn More”. These
are all sorts of ideas about things
you can do in order to explore the
subject further.
2. At the end of each lesson, there
is an interactive selfassessment
test (assignment), for you to
undertake. When you click on this,
your computer needs to be online.
You will be taken to our cloudbased online school. The answers
you choose will be evaluated
immediately, and your results can
be seen on completion of each
test. You can return and repeat
tests if you wish.
Undertaking these tasks will involve
reflection, research and revision
of the topics you read about. By
repeatedly encountering each topic
in different ways, your perspective on
each subject will broaden, and the
commitment of information to longer
term memory will strengthen.
You don’t need to undertake all of the
suggested tasks if you don’t want to;
but we strongly recommend that you
do some in each lesson, and that you
take all of the self-assessment tests.

After completing all 7 lessons you will
be presented with a final assessment
which can also be undertaken online.
Do not attempt to do this until you
have worked through all 7 lessons,
and feel like you have learnt the
subject well.
Upon finishing this final assessment
you will immediately see your final
results, and you can save a pdf copy
of those results as a “Certificate
of Completion”.

Welcome Audio
Click the button below to listen to
the welcome audio for this course.
This feature is supported by most
computers and some mobile devices.
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Lesson 1 WHERE CAN
COUNSELLING BE USED?
There are differences between formal counselling and the use of
counselling skills.
A counsellor is a person who meets with
a client on a professional basis to help
to resolve their problems and issues.
A counsellor will use counselling skills
in their work.
Basically, we can say that
counselling is –
A process where a counsellor and
client meet up to discuss difficulties
the client finds stressful or emotional.
Through these helping sessions, the
client is able to see their problem more
clearly. This can enable them to focus
on their feelings and experiences, which
can help them to facilitate change.
The client/counsellor relationship
is a relationship based on trust and
confidentiality.
Counselling is not –
■■ Being judgemental
■■ Giving advice
■■ Trying to solve problems for

the client

However, many people will use
counselling skills. This does not mean
that they are counsellors.

As we said in the introduction,
a professional counsellor fulfils
a different role to someone using
counselling skills or techniques.
To summarise:
■■ Formal counsellors will tend to base

their counselling on a particular
theory or theories.

■■ They will receive supervision

at regular intervals during their
counselling.

■■ They should abide by ethical

guidelines and standards.

■■ They should have a formal contract

with their clients.

Formal counselling is undertaken by a
counsellor within a professional setting,
but many different professionals use
counselling skills e.g. psychologists,
psychiatrists, psychotherapists.
It is not just people involved in
psychology who use counselling skills.
Other people will use them, such as
■■ teachers
■■ social workers
■■ volunteers
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Suggested Tasks: ▼
Throughout this course
you will be provided with
suggested tasks and reading
to aid with your understanding.
These will appear in the right
hand column. Remember:
these tasks are optional. The
more you complete, the more
you will learn, but in order to
complete the course in 20
hours you will need to manage
your time well. We suggest
you spend about 10 minutes
on each task you attempt, and
no more than 20 minutes.

Learn More ›››
Suggested Tasks
How would you define a
counsellor?
Do you see your own work
as counselling or using
counselling skills?
Make a list of the counselling
skills you use in your daily life
(at home and work).

> BACK TO CONTENTS PAGE
■■ nurses
■■ doctors

But basically, anyone working with other
people in a helping relationship.
This lesson will consider:
■■ What are counselling skills?
■■ Who uses them?

What Are Counselling Skills?
Counsellors use a wide range of
counselling skills and techniques. These
can also be used by other professionals
within their daily role. Counselling skills
fall into three main areas: attending
skills, listening skills, and influencing
skills. We will now consider important
counselling skills.

Active Listening

listening helps people to talk through
their problems by helping them to find a
way to put into words what is troubling
them. It may sound odd to consider
“active” listening. I am listening, what
needs to be active about it? Think
about how you listen. How often have
you been having a conversation with
someone where you have been listening
to them talk but whilst you are listening,
you are thinking about what you want to
say next, planning what to eat for lunch,
interrupting them and so on. This isn’t
really listening or paying attention. You
are not REALLY listening to what they
have to say, but thinking about what
you are thinking about. Active listening
means that you are really paying
attention. So what is active listening?
With active listening, you may do some
talking, but mainly you are acting as
a sounding board for the person to
discuss their difficult issue. Active
listening should just encourage the
person to talk, not influence what they
have to say.
Think about this, someone is telling you
something distressing and you say:
“I know, I had the same
experience when.......”
“I know how you feel.”
“Try not to worry about, it will get
better soon.”

Listening is an art that requires
practice.
Many people will experience distressing
or painful situations that they find hard
to talk about. Active listening skills
can encourage people to talk. Active
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“That doesn’t sound so bad, last week,
this happened to me........”
All of these statements may be wellintentioned, but they could lead to the
person stopping what they are saying,
changing the subject or ending the

