MAKING A CONTRIBUTION TOWARDS THE COST OF COUNSELLING 
– AN EXPLANATION OF OUR POLICY:

Your counsellor will discuss contributions with you at your first appointment and this information is intended to be helpful with regard to any questions you may have.

NEECS was developed to provide access to counselling for people in the locality whose income may not allow them to make the choice of using other counselling services.   The priority of the limited funding NEECS is able to secure is to provide a quality service that responds to the needs of its users.   Client contributions help to maintain the service in a variety of ways and if regular, may help to reduce waiting times.
However, access to NEECS and how long you have to wait for an appointment is not affected by your ability to contribute and we remain committed to the availability of a free service.   
Your counsellor will discuss contributions and what will suit your situation in order that you can then use your sessions without concern about this matter.
The actual cost of NEECS providing a session is £52.  In thinking about making a contribution, we suggest using your income as a guide:-
Income




Contribution per session

Unwaged




from £0 to £3

£5000 - £15,000



from £3 to £10

£15,000 - £25,000


from £10 to £25

over £25,000



from £25 to £45
It is understood that during the course of longer term counselling, your income may go up or down and so you may require to discuss contributions with your counsellor again.
As a charity, NEECS can increase the value of your contributions, by reclaiming tax through Gift Aid.  Your counsellor will explain this.
Should you have any queries about contributions at any time, please raise them with your counsellor or if you prefer, with the service manager, Fiona McRae.
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GUIDELINES FOR COUNSELLORS ON CLIENT CONTRIBUTIONS:
- 
The client will be sent information prior to their first appointment, 
which you should be familiar with.  They are clearly informed that their 
counsellor will discuss contributions.
-  
The aim of the contributions policy is to encourage contributions where 


possible and maintain the remit of NEECS  to provide counselling to 
people who would otherwise not be able to access a fee-paying service. 
-
In the first session, discuss & agree your client’s contribution, which 
should be given to you at further sessions. Although the client will have 
the suggested rate of contribution, you can guide them towards an 
appropriate level/or free.  If a contribution is agreed, please request 
completion of a Gift Aid form.   Getting this “out of the way” in the 
first session may minimise the client’s anxiety. However, if you find it to 
be inappropriate, the discussion can be postponed, but this should be 
explicit, rather than you not mentioning the question of contributions.
-
As contributions are voluntary, the agreed amount would not be 
requested after DNAs, although it can be accepted if the client is 

pro-active in offering it.
-
The sum they contribute is confidential to their sessions.  While the 
amounts per session will be recorded in admin, they will not be 
identified with client names.  For the purposes of Gift Aid and in line 
with Inland Revenue requirements, client numbers only will be recorded 
in admin.
- 
If  a free service is needed, but the client has difficulty with accepting 
this, a compromise may be to suggest an “ad hoc” contribution if/when 
they can, either in the box or to you as they prefer  

- 
If you’re working in the core service, let your client know that you will 
check out their situation in future; this is intended to be supportive 
should they, for example, be finding difficulty with the previously 
agreed amount & don’t feel able to tell you.  Reviewing contributions 
allows for them to start, stop, decrease or increase. 

……………………/cont.>>>>>>>>>>>>
ADMIN OF CONTRIBUTIONS:
In the interests of confidentiality, recording of contributions is not entered on the client record sheets, except for a box to tick where Gift Aid is applicable.  However, in order to monitor the level of donations, free service,

and fulfil conditions of Gift Aid  we do need to record ALL amounts received per session exactly as follows:- 

- 
When you receive your client contributions:-

This needs to be done on the day you receive them; if you work on more 
than one day, it needs to be done each day.
1.
Enter in the CONTRIBUTIONS BOOK as directed (kept beside 
the client record files).  


In the contributions book put the client number only beside ALL 
contributions (except, of course, “0”).  

Do not add initials or any 
other information to this.
2.
Put the contributions in the small envelopes provided, seal, put 
your name,the date & total on the outside and post into the 
donations box.

The box will be emptied daily & tallied with the book, so it is 
important that the information is given as instructed.


Please do not enter ANY additional information in the book or

on the envelope.  
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FILLING IN THE CONTRIBUTIONS BOOK:-
Remember to put your name in 
Date: this is the appointment(s) date

Amount: put amount for each appointment attended, INCLUDING “0” so the level of FREE service can be recorded.  
Lump sum payments:
When a client pays a lump sum to cover sessions 
in advance, enter the full amount in the book on the day you receive it and add in brackets after the amount the number of weeks this covers.  

In subsequent weeks, where the client has prepaid, enter “pp”, NOT “0” as this would otherwise indicate a “free” session.
If a client pays a lump sum after several sessions, enter the full amount on the date you receive it and add in brackets the number of weeks this covers and the letters “dp”.  “dp” should also be entered in the previous weeks entries, not “0”.
DO NOT ADD ANY OTHER INFORMATION OR PUT LINES UNDER ENTRIES AS THIS CONFUSES THE BANKING SYSTEM! 
_______________________________________________________

Example:   (counsellor with 4 appointment sessions, where 1 client pays for that days session and the one previous session; and 1 client who pays for that days session and the following 3 sessions).
Counsellor
date

Client no.

amount

total

Ada

10/05/05
1122


10.00 (x 2, “dp”)
 “

“

-


0

 “

“

3344


5.00

 “

“

5566                      20.00 (x 4)

35.00
Information on envelope to go in contributions box:-
Ada
10/05/05

£35
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