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Section A - Assessment Information
	Duration and/or due date:

	The assessor will confirm the due date and duration of the assessment in the first week of delivery of this cluster. 

	Task Instructions

	
Summary and Purpose of Assessment
This activity is one (1) of four (4) assessment tasks, which you need to complete satisfactorily to be deemed competent for the units CHCCSL001 Establish and confirm the counselling relationship and CHCCSL002 
Apply specialist interpersonal and counselling interview skills.
This assessment task allows you to demonstrate your knowledge of establishing and confirming the counselling relationship, as well as applying specialist interpersonal, counselling and interview skills. 
Assessment Instructions
This assessment is an open book assessment, where you can use your class notes. You must answer each question. If you are unsure of any questions or require clarification, you can check with your assessor.

What
For this assessment, you are required to answer thirty-six (36) questions relating to the counselling process.

Where
This assessment may be conducted in class time or alternatively outside the classroom space.

How
All thirty-six (36) questions must be answered correctly for you to be assessed as Satisfactory for this assessment task.



	Conditions for assessment

	· This is an individual assessment task; however, you can seek clarification from your assessor to assist you in completing the task.
· You can use your class notes to help answer the questions.
· You must answer all questions correctly, to be deemed Satisfactory in this assessment.
· You will be assessed as Satisfactory or Not Yet Satisfactory.
· Please make arrangements with your assessor, at least one week prior to the assessment due date, if you feel that you require special allowance or allowable adjustment to this set task. 
You can appeal the assessment decision according to the RMIT Assessment Processes.

	Instructions on submitting your knowledge assessment   

	You will upload the completed assessment to Canvas, by the due date.

	Equipment/resources students must supply:
	Equipment/resources to be provided by RMIT or the workplace:

	· Student assessment. 
· Class notes.

	· Knowledge quiz available on CANVAS.
· Computer and internet access.
· Appropriate space to complete the assessment.





Section B – Student Answer Sheet 
	Student Name

	


	Student ID

	




	Students, provide your responses in the boxes below each question 

	Questions
	Satisfactory
   Y          N

	Question 1:
Explain Duty of Care.

	A:
Duty of Care is a legal or moral obligation to someone’s wellbeing under your care. 

	
	

	Question 2:
a) List five barriers to communication.
b) Explain five strategies that can be used to overcome communication barriers. (40-50 words)
		

	A:

· The use of jargon in your vocabulary:
Practice your speaking communication skills without the use of jargon, by using plain English, speaking with clarity, and choosing words wisely.
· Lack of attention and interest in a conversation:
Improve active listening skills by concentrating, focusing, and using other senses not just hearing what words are spoken. Be empathetic, ask questions and paraphrase. 
· Language:
Use repetition and plain English and provide visual forms of communication and having an interpreter. 
· Stress:
Improve stress management skills and learn to avoid stress by first recognizing it. When stress is recognized, you can then be able to identity what triggered it, and therefore work on triggers in the goal that stress decreases.   
· Incongruent cues:
Be consistent with verbal communication and body language, being aware of how your non-verbal communication relates to your spoken words. Ensuring they both match each other.

	
	

	Question 3:
Read the Case Study below and then identify an example directly from it, where Phil has used the following communication techniques, as well as also explaining the benefit of each. (40-50 words)
a) Effective body language
b) Paraphrasing
c) Reflecting of feelings
d) Open questions
e) Summarising
f) Closed question
Case Study
Phil is a support worker, offering counselling at an aged care facility. He has an appointment with Mrs Brown, who arrives at his office on time. Phil makes sure that the area is free from distractions, tells his office assistant to hold any phone calls for him, and closes the door to his office. He sits facing Mrs Brown, maintains eye contact and gives her, his full attention. He also asks her, “If she is comfortable sitting in that chair?”
Mrs Brown begins to tell him, why she has come to counselling. Phil does not interrupt, but sits forward in his seat and nods, to show that he is listening. He also makes encouraging sounds like “Uh Huh” and says “Yes” to acknowledge what Mrs Brown is saying.
Phil is somewhat confused about the main issue, so he asks questions to clarify what Mrs Brown means. “I understand that you are not comfortable sharing a room at the centre. Can you please tell me why? “Mrs Brown says that she doesn’t want to get into trouble and doesn’t want to be a troublemaker and is obviously hesitant about explaining her concerns to Phil. Phil reassures her, that she has a right to voice her concerns and reminds her, that he will not repeat anything that they discuss without her consent. Mrs Brown says she feels that her roommate is disrespectful and bossy. Phil asks Mrs Brown, “What exactly do you mean when you say, ‘disrespectful and bossy?” Can you please give me an example of when you experienced this?
Phil paraphrases what Mrs Brown has explained. He says to her, “Your main concern is…” Mrs Brown agrees. Phil goes on to say to Mrs Brown,” So you don’t like the way this happens, and you are angry, because you feel that there is no respect?” Mrs Brown agrees this is how she indeed feels. Phil summarises the issues raised by Mrs Brown. He then asks her for feedback on the way forward by saying, “What would you like to see happen now, Mrs Brown?”


	A:
a) He sits facing Mrs Brown, maintains eye contact and gives her, his full attention.
The benefits of effective body language are it shows that you are engaged with the client and listening to them. It helps break down the barrier, resulting in the client feeling more comfortable. 


b) Your main concern is…
The benefits of paraphrasing are the client is not being interrupted while communicating to the client that you understand and that they are being heard. Paraphrasing conveys empathy, acceptance, and congruence.

         c) I understand that you are not comfortable sharing a room at the centre.
So, you do not like the way this happens, and you are angry, because you feel that there is no respect?
              Reflection of feelings is beneficial because it reveals the client’s awareness of what client is feeling and gives the client the ability to label their own emotions. Reflecting also helps to fully understand the message that is being received.

 


d) What exactly do you mean when you say, ‘disrespectful and bossy’?
Can you please give me an example of when you experienced this?
What would you like to see happen now, Mrs Brown?
Open questions are beneficial because it encourages the client to speak more than they would have with a closed question, and the counsellor can gather more information this way to learn about the client and their concerns.



e) Mrs. Brow is not comfortable sharing a room, she feels her roommate is bossy and disrespectful, this makes Mrs. Brown feels angry. 
Summarising is beneficial because it lets the client know the counsellor has hears and understood their concerns, it also gives the client the opportunity to clarify and point out what is important.


f) Are you comfortable sitting in that chair?
Closed questions are beneficial to the counsellor to gain specific information from the client or focus the client.



	
	

	Question 4:
What type of information should be reviewed prior to a counselling session? (20 words)

	A:
Case history
Health information (prior medications etc.)
Insurance 



	
	

	Question 5:
Briefly explain your understanding of a Counselling Plan. (30-40 words)

	A:
A counselling plan is a collaborative plan between counsellor and client. The client will have a main goal to hopefully fulfil by the end of therapy. The counselling plan contains diagnosis priorities, special need information, ‘homework’, referral information and what works and does not work for the client. This plan will help the client reach their main goal. 


	
	

	Question 6
Outline the principle of the Person-Centred approach to counselling. (30 words)

	A:
The person-centred approach was created by psychologist Carl Rogers. It deals with how the individual perceives themselves and puts the client at the centre of their own care. The main goal is to create a necessary environment for the clients change and growth. 



	
	

	Question 7
What is the aim of counselling?

	A:
The aim of counselling is to help the client make effective decisions to make positive choices for themselves, positive attitude, and behaviour. The client will be able to make and reach their decisions and act upon them on their own.



	
	

	Question 8:
What is the purpose of the initial counselling session? (30-40 words)	

	A:

The purpose of the initial counselling session to gather background information from the client and identify concerns and what changes the clients would like to make in their lives. As well as to build trust and rapport.


	
	

	Question 9:
What are the five factors that can influence how communication occurs? (20-30 words)

	A:


· Emotional state
· Participant’s willingness to participate 
· Person’s ability to hear (may have hearing loss)
· Persons belief on what happens in counselling
· Lack of interest, attention, or distraction.



	
	

	Question 10:
Explain the following gathered information, from a Counselling Plan: (150 words)
a) Safety and/or reporting issues
b) Special needs information
c) Observation of client requirements
d) Identified priorities
e) Goals
f) Involvement of another agencies/referral information
g) Evaluation strategies

	A:

a) Safety and reporting issues may arise when working in the community service sector, there is a greater likelihood client’s issues may affect their behaviour. This may pose a risks or harm. It is important to have policies and procedures that focus on health and safety and mandatory reporting in the case of abuse or neglect arises.  
b) Special needs for a person should be identified before the counselling interview, and through discussion over time there may be additional special needs. Special needs cover several areas such as mental, disability, education, etc. There are many potential barries communicating effectively with a person with special needs such as environmental barries, phycological barriers, language or cultural barries, speech impairment, hearing impairment etc.
c) You can gain a tremendous about of information by observing a clients emotional, physical, and psychological state, by observing you are able to gain insight on a client’s requirements. It is important not to make assumptions as a client has a right to case notes under the Privacy Act 1988. Language must be used carefully while recording, using language such as “appears to be….” “presented as….”. 
d) To clarify a client’s goal, they may need to be identified. Identifying priorities is paramount to reach is a certain goal. With clear priorities in place the client will become more motivated.
e) As a counsellor it is part of the job to help the client develop and set achievable goals for themselves. Goal setting may help identify further issues. The result is for the client to identify an outcome they can work towards with the help of the counsellor they can set actions to achieve that outcome. 
f) Counselling services may not be able to provide all the assistance to a client needs, they may need assistance in other areas. In this case a counsellor should seek assistance from a supervisor for a referral to another part of the organisation or to a different organisation all together. It is important to consult with the client first asking for consent to refer them and explain the reason for the referral.
g) The goal of an evaluation plan is to determine what is and is not working, and what areas need improvement for the client’s progress. Evaluation process looks at the progress made and reviews the clients’ goals and priorities this will clarify that the goals and priorities are still valid. It is recommended to review the plan with a supervisor, the supervisor will offer advice and insight. The supervisor might recommend other courses of action and options. Evaluations should occur regularly with a supervisor.














	
	

	Question 11:

In the assessment stage of the counselling process, what communication skills could a Counsellor use? (List 4)


	A:
· Open ended questions
· Paraphrasing
· Summarising
· Reflection of feeling

	
	

	Question 12:

Give four examples of both the rights and responsibilities that clients have.


	A:

· Clients have the right to their privacy and confidentiality protected
· Clients have the right to receive professional and caring service that respects individual differences
· Clients have the responsibility to be respectful towards counsellors 
· Clients have the right to make a complaint about a counselling service, which will be investigated









	
	

	Question 13:

a) Explain why a client may feel anxious about the counselling process and about what is expected of them. (40 words)
b) How could a Counsellor, lessen a presenting client’s anxiety? (20 words)

	A:
Clients may feel anxious about the counselling process because they do not know what to expect if it is their first-time undergoing counselling. Another reason may be because during treatment critical issues are raised and during counselling, people often share personal information and explore their issues (feelings, experiences, desires, relationship issues etc). 

B: By explaining to them how counselling works, and the counsellors preferred way of therapy they use. Displaying nonverbal communication to make the client feel less anxious, congruence, positive regard and empathy. 






	
	

	Question 14:

Give three examples of possible client myths regarding counselling.  (30 words)


	A:


· You must be ’crazy’ to attend counselling or counselling is for people with severe mental illness
· Counselling is constantly talking about my childhood
· Counsellors are like a ‘friend’ who give you advice 




	
	

	Question 15: 
 
Why is it important for a Counsellor to both clarify and confirm the expectations of a counselling service, with a client? (20 words)


	A:

It is important to clarify and confirm expectations of a counselling service because it gives a client a clearer picture of what counselling will be like, resulting in less anxiousness of the whole process. 


	
	

	Question 16:

List two ways that a Counsellor can maintain professional boundaries. (15-20 words)


	A:
· Not accepting gifts from clients during the duration of counselling them
· Not accepting invitations to parties or events of any kind from a client during the duration of counselling them 


	
	

	Question 17: 

 Identify two tasks that would be considered outside a Counsellor’s scope of role. (10 words)


	A:

· Driving a client home after a counselling session
· Diagnosing or prescribing medication



	
	

	Question 18:

List the key information that should be included in a counselling contract, regarding confidentiality, disclosure, and the storage of personal information? 


	A:


· Privacy – all information is securely stored with passwords and client can view/receive information if requested.
· Confidentiality- sessions are confidential and will not be discussed with anyone unless client is at harm to themselves, others, or if client gives permission to disclose information 
· Cancellations- 24 hours’ notice is required to cancel an appointment, if not done so the missed appointment will be charged
· Termination- When the client feels ready to end counselling sessions, client should let the counsellor know before hand to organise a closure date.









	
	

	Question 19:

State three examples of communication micro-skills that will assist with the development of the client-counsellor relationship.


	A:
1. Attending behaviour: As a client opens about their concerns the counsellor can lean with their body, showing empathy and understanding. Or slide back into the chair taking a more relaxed position, which the client will follow suit and become less anxious and more comfortable.
2. Questioning: Asking questions during a counselling session can open the conversation up to new discussions and pinpointing an issue. It can also assist in clarification. Questioning can aid in a client recalling information and self-exploration. 
3. Confrontation: Gently bring awareness to an issue or problem the client has been avoiding. “You say…..but you do…” or “Your words say…..but your actions say”.




	
	

	Question 20:

 Explain the different learning styles for clients with visual, auditory, and/or kinaesthetic preferences. (25-40 words)


	A:
Visual learners like to learn through written language, such as reading and writing tasks. They often remember what was written down, without having to read it more than once. Tend to learn better with charts, graphs, videos, demonstrations, and other forms of visual material. 
Auditory learners often read out loud and may find it difficult to complete reading and writing tasks. They do better talk to a colleague or audio recording to play back to hear what was said.
Kinaesthetic learners to best while touching and moving. They tend to lose concentration if there is no external stimulation. These learners like to take notes to move their hands and when reading like to scan the page to get a bigger picture of the text then focus in on small details.  

	
	

	Question 21:

Describe how nonverbal communication can enhance the communication process. (20-25 words)


	A:

Nonverbal communication can improve a person’s ability to engage, feel more at ease, and establish meaningful interactions and may lead to stronger relationships.




	
	

	Question 22:

Describe the process of the encoder and the decoder in the communication process. (30-40 words)


	A:

Encoding is what you would like to communicate to another person, and decoding means the listener of the encoded message. Decoding means the interpretation of the message being received. 



	
	

	Question 23: 

Explain how a Counsellor can prevent their personal biases and values impacting a counselling session.


	A:
By developing a strong self-awareness and not imposing your values onto the client. And honouring client rights and the duty of care you have to your client.



	
	

	Question 24:

Explain how a Counsellor can apply Work Health and Safety law in the workplace. (30-40 words)


	A:
By implementing policies and procedures for potential hazards and risk, mental health/burnout, and evaluation protocols. 
Example: Letting counsellor and employees take a mental health day once a month or implementing meditation/yoga during lunch hours to reduce stress. 




	
	

	Question 25:

Why would a Counsellor use focusing and reflecting skills? (20 words)


	A:
Focusing would be used to hone in on a specific topic to discuss and reflection would be used to clarify or empathise with a client. 







	
	

	Question 26: 

Explain the place of counselling in helping services. (30 words)


	A:

Counselling is a place in helping services where there is a process of talking and working through your personal problems and concerns with a counsellor. Counselling helps by addressing problems in a positive way, explore options, develop strategies, and increase self-awareness. 



	
	

	Question 27:

Why are boundaries important to the therapeutic relationship?  (20 words)


	A:
Boundaries are important to the therapeutic relationship because it protects the client and counsellor from forming an inappropriate relationship, that can be harmful to the client’s mental health and harmful to the counsellor’s professional career. 


	
	

	Question 28:

What do clients have the right to expect from Counselling? (30-40 words)


	A:

Clients have the right to expect professional service tailored to clients’ individual needs and circumstance, and the proper attention from a counsellor at all times during the session. 




	
	

	Question 29
What basic information (eg, The Therapeutic Framework), should be given to clients to assist them to understand the nature of the counselling service on offer?  (30 words)

	A:
The duration of the session, where the session will be located, availability and work hours, cost per session, privacy, and confidentiality rights, and a 24- cancelation policy if there is one.
Orientate to modality, do an elevator pitch about your approach to counselling and how you work. Example: a mixture between cognitive behaviour and existential humanistic, which will maximise benefits for you. 
	
	

	Question 30:
Name the tool that is used to clarify both a client’s expectations and commitment to the counselling relationship?

	A:
Counselling Contract 

	
	

	Question 31:
a) Explain what a Code of Conduct is.
b) What should a Code of Conduct promote?

	A:
A code of conduct is a set of principles, standards or rules that guide the decision and procedures in a place of work.

B: 
A code of conduct should promote core values, professional behaviour, and integrity. 




	
	

	Question 32:
Counselling in all its different forms, has existed for hundreds of years in various cultures around the world. But which American Psychologist in the 1970’s, was the catalyst for the evolution of the helping relationship?

	A: The catalyst for the evolution of the helping relationship is Gerard Egan.

	
	

	Question 33:
Explain the 5 stages of a counselling arrangement. (50-70 words)

	A:

1. Initial disclosure and relationship building:
In this session you will explain the contract to treat, ask for consent to take notes and oriented the client to counselling.
2. Exploration and identification
Counsellor will help the client explore and identify their main problems and concerns.
3. Goal setting and action plans
Once problem areas are identified, we now can identify goals with the client and come up with steps to reach that goal.
4. Putting plans into action
Once an action plan is set up, the client will have to incorporate it into their life “homework”.
5. Monitoring performance
Monitor what works and does not work for the client.
6. Ending the counselling relationship
When the client feels as they no longer need counselling, counsellor will organise date for closure.







	
	

	Question 34:
Why is active listening, important in counselling? (20 words)

	A:
Active listening is important because it creates a healthy and positive relationship with a client. It shows the client they are being heard.


	
	

	Question 35
Give six examples of possible workplace discrimination. (30 words)

	A:
1. Job refusal because you have a minor disability
2. Denial of training opportunities and promotions because your gender identify 
3. Exclusion or isolations by co-workers because of your transgender
4. Being subject to micro aggression because of your skin colour 
5. Not being paid the same amount as someone with the same number of qualifications and experience as you because of your sex
Being dismissed or having shifts cut down because of a disability that does not interfere you’re your job

	
	

	Question 36:
a) Who is the AHRC?
b) What is the role of AHRC?

	A:
Australian Human Rights Commission
B:
The role of AHRC is to investigate complains about discrimination and human right violations.
	
	







Section C – Feedback to Student 

	Has the student successfully completed the task?
	   Yes              No

	
	
	

	Feedback to student:
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