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INSTITUTE COUNSELLING CELL POLICY 

 

1. Introduction 

The well-being and holistic development of students are paramount to their academic 

success and personal growth. To achieve that, the Institute Counselling Cell is being 

established to provide comprehensive psychological and emotional support to students. This 

policy document outlines the systematic approach for identification, assessment, 

intervention, follow-up, and case closure procedures to ensure effective academic, career, 

personal and mental health support within the academic environment. 

 

1.1 Purpose 

This policy serves to standardize the counselling services, establish clear protocols for case 

management, and ensure ethical practices while maintaining confidentiality and professional 

standards. 

 

1.2 Scope 

This policy covers every student at the academic institute who wants counselling help. It 

includes one-on-one sessions, group therapy options, quick crisis responses, and programs to 

prevent mental health problems before they grow. 

 

2. Objectives of the Counselling Cell 

➢ To provide accessible and confidential counselling services to the students. 

➢ To implement early identification and intervention strategies for mental health 

concerns. 

➢ To establish systematic case management and follow-up procedures. 

➢ To maintain professional standards and ethical practices in counselling. 

➢ To promote mental health awareness and preventive programs. 

➢ To conduct regular assessments and improve counselling services. 

 

3. Student Identification Process 

3.1 Referral Mechanisms 

3.1.1 Self-Referral 

Students may voluntarily approach the counselling cell if they feel they need support. The 

students can contact the counselling cell in two ways: either walk-in to the counselling cell 

during college hours or by filling online self-referral form (Annexure I). 

3.1.2 Faculty Referral 

Faculty members can refer students to the counselling cell when they observe any academic, 

behavioural, or emotional concern that may require intervention, such as: 

➢ Long-term absenteeism (< 30%) 

➢ Sudden drop in attendance (>2 weeks) or marks (<SGPA 6.0) 

➢ Behavioural issue, withdrawal, isolation 
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➢ Stress during placement 

➢ Backlogs in core subjects 

➢ Substance abuse indicators 

➢ Reports from hostel warden/class mentors 

 

3.1.3 Peer/Anonymous Referral 

Peer/anonymous referral allows family/friends to point out a student who needs help. For these 

peers to contact the counselling cell either through walk-in or by contacting to faculty 

counsellor. An anonymous system lets students report concerns without names.  

 

3.2 Screening Procedures 

The course coordinator will identify the students with the criteria given in point 3.1.2 and refer 

those students to the faculty counsellor of his/her department. The faculty counsellor will initiate 

the process of taking consent from the student and filling in the pre-counselling form with the 

help of the course coordinator. The faculty counsellor will initiate the process of appointment 

scheduling. Depending on the issue presented by the student, the student will be counselled by 

the counselling committee (Convenor, Co-convenors, Faculty counsellor, and Expert if needed). 

 

3.3 Appointment Scheduling 

Appointments will be arranged by the Faculty counsellor with the consent of the counselling 

committee. One or two counselling sessions per week will be scheduled in a timely and 

structured manner, with priority given to urgent cases. Follow-up appointments will be 

scheduled based on the student’s progress and specific needs to ensure continuous support. 

 

3.4 Case Priority Classification 

Priority 

Level 
Description Response Time Action Required 

Critical 
Suicidal ideation, severe 

crisis 
Immediate 

Crisis intervention, 

possible hospitalization 

High 
Severe depression, 

anxiety, trauma 
Within 24 hours 

Urgent counselling, 

regular monitoring 

Moderate 
Academic stress, 

relationship issues 
Within 3-5 days 

Regular counselling 

sessions 

Low 
General counselling, 

preventive care 
Within 1-2 weeks 

Scheduled counselling, 

group therapy 

 

 

4. Counselling Process Flow 

The counselling session will be scheduled once or twice weekly, depending on the no. of cases 

and case priority.  
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The counselling process flow is depicted in the following flow chart- 
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5. Roles and Responsibilities 

 

5.1 Faculty Counsellor 

The faculty counsellor will handle appointment setups and talks with students. They manage 

records like individual files and log books, data entry, and preparation of statistical reports. 

5.2 Counselling Cell Co-convenor 

The counselling cell co-convenor oversees members work and performance. They make sure 

the implementation of policy rules and handle compliance. The co-convenors also handle the 

external liaising to bring in experts to tackle student issues. 

5.3 Convenor 

The convenor takes charge of overall admin and strategic planning, plus supervision. They lead 

crisis responses and emergencies, and also the training and mentoring of members. 

5.4 Licensed Counsellors/Registered Medical Practitioners 

Licensed counsellors run individual and group sessions for high-risk or critical cases. They 

assess needs and plan treatments. Case notes and reports get documented by RMPs for cases 

handover to them. They may join team meetings and training sessions. 

5.5 College Director 

The director plays a key role in supporting mental health by fostering a caring school 

environment, ensuring resources for counselling are available, and actively promoting the 

importance of student wellbeing. The director must ensure resource allocation, limit substitute 

teaching assignments, etc. 

5.6 College Management 

College management must actively support mental health initiatives by providing necessary 

resources, promoting a culture of wellbeing, and ensuring that counselling services are 

prioritized within the school environment. They must allocate funds, provide resources, and 

offer crisis support. 

 

6. Counselling Service Areas and Policies 

6.1 Academic Counselling Policy 

6.1.1 Services Provided 

➢ Identifying the root cause of poor academic performance 

➢ Study skills and time management training 

➢ Academic performance improvement strategies 

➢ Examination anxiety (stress and fear related to examination) management 

➢ Subject-specific learning difficulties intervention 

6.1.2 Academic Counselling Steps 

➢ Initial Assessment: It compiles a full academic history and spots current challenges.  

➢ Goal Setting: Goal setting creates specific, measurable objectives for academics. 

➢ Strategy Implementation: runs a four-to-six-week personal improvement plan. 

➢ Progress Monitoring: Bi-weekly academic performance tracking or as needed 

➢ Outcome Evaluation: Outcome evaluation reviews performance at semester end. 
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6.2 Career Counselling Policy 

6.2.1 Services Provided 

The following services will be provided to students 

➢ Career exploration and information sessions 

➢ Resume writing and interview preparation 

➢ Internship and placement guidance 

➢ Professional networking skills development 

➢ Industry-specific career pathway guidance 

6.2.2 Career Counselling Process 

➢ Assessment Phase: It evaluates the interests, aptitudes, and personality traits of the 

student. 

➢ Career Exploration: Career exploration searches for options that match assessment 

results. 

➢ Decision Making: Evaluation of career alternatives and goal setting 

➢ Action Planning: Development of concrete steps toward career goals 

➢ Skill Development: Skill development covers resume writing, interview preparation, and 

networking. 

➢ Implementation Support: Guidance during the application/placement process. 

 

6.3 Personal Counselling Policy 

6.3.1 Issues Covered 

➢ Interpersonal relationship difficulties 

➢ Self-esteem and identity concerns 

➢ Grief and loss counselling 

➢ Adjustment to college life 

➢ Life transitions and developmental challenges 

6.3.2 Counselling Approaches  

To provide a supportive, nonjudgmental space that motivates students for self-exploration and 

personal growth by emphasizing empathy, unconditional positive regard, and genuineness. 

 

6.4 Mental Health Counselling Policy 

Mental health counselling provides specialized support for students experiencing psychological 

disorders, severe emotional distress, or psychiatric conditions requiring professional 

intervention. 

6.4.1 Counselling Approaches 

Referral to external services happens under certain criteria, such as condition severity goes 

beyond what the institute can handle. 

 

7. Follow-up Procedures 

Immediate Follow-up (Within 72 hours): immediate crisis resolution 

Short-term Follow-up (1-4 weeks): Behavioural and Academic monitoring 

Long-term Follow-up (1-6 months): Academic performance monitoring 
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8. Documentation Requirements 

➢ Detailed and accurate records of all counselling sessions will be maintained securely by co-

convenors. 

➢ Maintain separate files for each student to avoid mixing information. Clearly label files with 

unique identifiers. 

➢ The following documents are maintained by the counselling cell- 

• Attendance Register 

• Minutes of meetings 

• Student counselling file (Consent form, Pre-counselling questionnaire, session notes 

and follow-ups/progress report, crisis log if any, closure report, feedback report) 

• Monthly activity report (No. of students counselled, types of issues addressed, 

follow-up status, workshop conducted, Recommendation to management) 

➢ Documents will be filled out by the following person 

• Online form (Annexure I): Student 

• Consent form (Annexure II): Student 

• Pre-counselling form (Annexure III): Course coordinator who refers to the counselling 

cell 

• First Counselling Form (Annexure IV): Faculty counsellor 

• Session/progress report (Annexure V): Faculty counsellor/Counselling committee 

• Feedback form (Annexure VI): Student 

 

9. Meeting Schedule for Counselling Cell 

 

10. Crisis Management Protocol 

In cases of immediate threats to student’s safety, such as suicidal ideation or self-harm, 

the following steps will be taken 

o Notification to authorities and parents 

o Emergency medical services: if the situation needs 

o Documentation: All actions taken during the crisis will be documented, 

including the nature of threats, individuals notified, and any steps taken 

 

11. Confidentiality and Ethics 

 

 

Meeting Type Frequency Participants Purpose 

Review 

Meetings 
Bi-weekly All counselling staff Case discussions, coordination 

Administrative 

Meetings 
Monthly 

Counselling Cell member 

and Higher Authorities 

Outcome evaluation, Policy 

review, planning 

Annual Review 

meeting 

End of 

session 
All committee members 

Policy review, Statistical 

analysis and outcome evaluation, 

Success of the initiative and 

workshops. 
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11.1  Confidentiality Standards 

➢ All counselling records are strictly confidential and disclosed only need to know basis. 

➢ Information sharing only with the written consent of the student. 

➢ Secure storage and access control systems. 

➢ To maintain trust, counselling sessions will not be recorded via audio/video. 

➢ Any reports or updates shared with college management will be anonymized. 

11.2  Ethical Guidelines 

➢ Respect for student choices and dignity for building trust 

➢ Non-discrimination and cultural sensitivity 

➢ Professional boundary maintenance 

➢ Competence and continuous learning 

➢ Informed consent procedures 

11.3  Professional Boundaries 

➢ Punctuality: Start and end sessions on time 

➢ Location: Sessions conducted in designated counselling rooms only 

➢ Dual Relationships: Avoid social or personal relationships with students 

➢ Contact Outside Sessions: Emergency contact only through designated channels 

➢ Physical Contact: Minimal and only when therapeutically appropriate 

11.4  Mandatory Reporting Situations 

Times when the counsellor must report the issue to authorities for safety and legal reasons- 

➢ Imminent danger to self or others  

➢ Physically, emotionally, or sexually harmed  

➢ Mandated by law to report 

➢ Public health emergencies 

 

12. Group Counselling 

12.1 Group Counselling Parameters 

➢ Group Size: minimum 6 participants 

➢ Duration: minimum 30 minutes per session 

➢ Frequency: weekly 

➢ Screening: All participants screened for group suitability 

12.2 Group Counsell ing Themes and Topics 

➢ Stress Management and Relaxation Skills 

➢ Social Skills and Interpersonal Effectiveness 

➢ Coping with Depression and Anxiety 

➢ Building Self-Esteem and Confidence 

➢ Time Management and Academic Success 

➢ Healthy Relationships and Communication 

➢ Mindfulness and Emotional Regulation 

➢ Grief and Loss Support 
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13. Follow-ups Procedure 

 

Follow-up 

Stage 
Timing Method Content Documentation 

Missed 

Appointment 

Within 48 

working 

hours 

Phone call + 

text message 

Check-in, reschedule, 

assess barriers 

Attendance 

register 

Progress 

Check 

Every 4 

sessions 

In-session 

assessment 

Formal progress evaluation 

using outcome measures 
Progress report 

Post-Crisis 
24, 48, 72 

hours 
Phone calls 

Safety check, support, 

resource confirmation 

Crisis follow-up 

report 

Treatment 

Completion 

15-day 

post 

closure 

Email/call 

(optional) 

Sustained improvement, 

relapse prevention, and 

rereferral if needed 

Feedback report 

 

14. Case Closure 

Any of these, like successful goal achievement, symptom resolution, student readiness for stress, 

mutual agreement, external transfer like a psychiatrist, or regular absence in counselling sessions, 

will result in case closure. A comprehensive case summary report, along with treatment 

outcome, will be attached to the student's file. 

Successful Completion: The case will be closed if the set goals are achieved or skills 

developed to deal with the stress situation. 

Mutual Agreement: If both the student and counsellor agree that adequate progress has been 

made or the student has shown the skills to handle the stress situation, the case can be closed 

with mutual agreement. 

Student-Initiated Termination: If the student doesn’t want to continue with counselling 

sessions, the case will be closed with the written request of the student. 

Referral to External Services: If students need go beyond the expertise of the counselling 

cell, the counsellor can refer the student to external professionals, such as a psychiatrist, career 

specialist or any other professional. The referral process should involve parental consent 

(where necessary). 

Administrative Closure: The case will be closed in any of situations like non-attendance in 

3 consecutive sessions, graduation, or withdrawal by students. 

15. Disposal of Records 

➢ Records will be retained for a minimum period of 5 years. 

➢ All unused records must be securely destroyed after 5 years. 




































