
3000 HUMAN RESOURCES MANUAL  

 
3520 COUNSELLOR  

Policy Type: Human Resources Manual 
Applies To: Teachers, Administration 

Approved By: Head of School  
Policy Reviewed: every 2 years 

Adopted: 09 2018 
Revisions:  

 

GENERAL REQUIREMENTS 

(a)​ Uphold all policies of the LCS Board and Community standards.  

(b)​ Intentionally pray with and disciple students, and model a rich Christian faith in the community.  

(c)​ Uphold Professional Standards for BC Educators and the 3101 Employee Conduct Standards.  

(d)​ Participate in campus-wide and individual self-directed professional development planning as guided by 
School-wide K-12 Action Plans and the LCS Board Strategic Plan.  

(e)​ Establish and maintain records.Participate in collaborative planning with grade teams, committees and 
departments.   

(f)​ Provide assistant where required to ensure that Individual Education Plans (IEPs), classroom profiles, 
behaviour and safety plans, and other program support for students are implemented as required. Provide 
administration and SBT with weekly classroom schedules and update as required; provide data and 
collaborate with SBT to monitor wellbeing and achievement of at-risk learners.  

(g)​ Collaborate with EAs and other non-enrolling LSS faculty to provide targeted instruction and social 
emotional support and/or adaptations as required by IEP, or classroom needs assessments 

(h)​ Participate in the delivery of the LCS Program Pillars (arts, athletics, STEM, service) through co-curricular 
activities and programs.  

(i)​ Participate in routines of the school community including arts performances, committees, devotions and 
events, which may fall outside of the regularly scheduled school day, as required by the campus principal.  

(j)​ Supervision and additional duties as assigned by the principal as necessary for maintenance of the learning, 
safety and wellbeing of students and staff.  

(k)​ Establish strong, respectful and supportive relationships with students, staff and parents.  

 

QUALIFICATIONS 

●​ Eligible for certificate of qualification or independent schools teaching certificate.  

●​ Masters of Arts in Counselling Psychology  
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●​ Certification and credentialing through a governing body: preference for BCACC (BC Association of 
Clinical Counsellors); will also consider CCC (Canadian Certified Counsellor), or ACCT (Association of 
Cooperative Counselling Therapists), CCPA (Canadian Counselling & Psychotherapy Association).  

 

DUTIES & RESPONSIBILITIES 

●​ Support the social and emotional needs of our students and better equip them to meet the goal of our 
vision at LCS, which is to educate all aspects of the child (spiritual, emotional, physical, social, aesthetic, 
intellectual). 

●​ Acknowledge the strong correlation between a student’s emotional/ social mastery or resilience and 
academic success. 

●​ Create a clear focus on supportive, emotional/ social/ spiritual care and through this honour our LCS 
commitment and mission to educate students, equipping them to discover their gifts, develop Christ-like 
discernment, and seek their life’s calling. 

●​ Strengthen connections with qualified community professionals (Langley Youth Services, Foundry etc)  so 
that we can guide families to the longer-term help that they may need.  The counselling department will 
maintain an updated referral list. 

●​ Focus on preventative measures, developing broad-ranging educational support activities, such as 
classroom or grade-wide workshops and targeted, small-group sessions.  

●​ Provide short-term “triage” personal counselling to students who require support 

●​ Implement all reporting protocols that are based on students who report abuse, suicide ideation, etc. 

●​ Maintain confidentiality with staff and students in matters that do not compromise a student’s health or 
safety 

●​ Provide support to teachers who deal with issues of personal growth and development in their classes. 
(healthy / non-healthy relationships, sex education, abstinence seminars, etc.) 

●​ Promote a presence in the school that values personal counselling as a positive activity 

●​ Model effective interpersonal skills and establish relationships based upon mutual respect 

●​ Provide a trusting, understanding environment where students can discuss personal issues. 

●​ Assist students to explore and examine their own feelings, faith commitment, beliefs and behaviour 

●​ Help students to understand, appreciate and practice effective communication skills 

●​ Recognize the characteristics of students at risk or in crisis 

●​ Help students to learn and practice effective problem-solving and decision-making skills 

●​ Keep, maintain and safeguard records of student counseling sessions in a secure, locked place 

 

COORDINATION ROLE  

The counsellor plays a coordinating role by: 

(a)​ Referring students and parents to professional counseling services as needed 
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(b)​ Providing resources to staff members that address issues as they are raised 

(c)​ Researching, collating and maintaining resources on counseling-related issues 

(d)​ Organizing healthy living/healthy relationship seminars for Grade 9-12 classes 

(e)​ Providing seminars/workshops to address specific issues to classrooms or grade levels 

 

CONFIDENTIALITY OBLIGATION:  

(a)​ Information received through the counselling relationship is confidential. The counsellor regards such 
information as confidential and does not voluntarily divulge such information without the student’s prior 
consent.  This statement applies equally to interview notes, recordings of interviews and any other 
documents used to assist in the counseling process. Notes are to be kept as part of the counsellor’s records, 
but not part of the records kept in the office of the school. 

(b)​ Exceptions 

●​ With Consent: With the consent of the student, the counsellor may divulge information received 
through the counselling relationship.  

●​ Potential Harm: If there is potential for harm to him/herself or another person, the counsellor shall take 
appropriate action to protect the student and/or the other person. 

●​ Child Protection: A counsellor who has reason to believe that a child is or might be in need of 
protection shall forthwith report the information to the appropriate authorities in accordance with 
legal obligations pursuant to child protection legislation. 

●​ Consultation and Collaboration: A counsellor may consult and collaborate with other professionals for 
the purpose of more effectively helping the student. The counsellor shall share only such information 
that will serve the best interests of the student. A Release of Information (ROI) will be obtained before 
information is shared. 

●​ Legal Requirements: A counsellor may be required to provide records in compliance with the law. 

 
Reviewed: 04 2025 
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