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1. Introduction 

This handbook is to inform you of what you need to know about the course and facilities 

here at Glasgow Council on Alcohol (GCA). 

2. Location and resources 

Courses are held in GCA’s main office at 14 North Claremont Street. Usually these will be in 

our Training Suite on the first floor but occasionally we use a large room on the second 

floor.  

Our Training suite has two large rooms where the main group work will take place with 

some smaller break out rooms for skills practices.  There are toilet facilities on both floors 

with a disabled toilet on the first floor.  The building has a lift and access through the front 

door is level. On street parking is readily available and free after 6.00 p.m. for evening 

courses. For daytime courses the Sikh Temple on Berkeley Street has reasonable rates for all 

day parking and is only a couple of minutes’ walk away.  There are several buses which run 

nearby. The nearest railway stations, Charing Cross or Exhibition Centre are both ten 

minutes’ walk and the nearest underground station Kelvingrove is about the same distance.  

3. Student support 

Please consult the course tutors about any extra facilities you may require to make your 

learning experience easier for example access to a PC, special seats or handouts on coloured 

paper in a specific font.  Access to computers is available to all students on arrangement. 

4. Health and Safety 

A named tutor will be responsible for all Health and Safety during course time and will 

disseminate necessary information at the beginning of the course. 

5. Reporting absence 

Please let us know as soon as possible if you cannot attend any units of the course. COSCA 

require 85% attendance to complete each module and we will make every effort to help you 

make up what you have missed on any occasion through catch up session or guided study. 

6. Time out 

In the event of more long-term problems please contact the course tutors to discuss the 

best way forward. 

7. Diversity and Equal Opportunities 

GCA recognises and accepts its legal obligations under the Equality Act 2010. Under this Act, 

age, disability, gender reassignment, marriage and civil partnership, pregnancy and 

maternity, race, religion or belief, sex and sexual orientation are protected characteristics. 
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Anyone involved with GCA who has one or more of these characteristics are protected from 
all forms of unlawful discrimination in the workplace, including: direct and indirect 
discrimination; discrimination by association; discrimination by perception; discrimination 
arising from disability; harassment; and victimisation.  
 
GCA is a COSCA Accredited Counselling and Training Service and adheres to its ethical 
framework.  

 

GCA is a Disability Confident Employer 

 

8. Recruitment. 

For the Counselling Skills course we don’t look for formal qualifications.  Participants are 

asked to write short essays on what their experience is of relating to people in a supportive 

role and what their motivation is to attend the course. 

To qualify for: 

Further Steps and Group Counselling skills courses participants must have first completed 

the Skills course  

Certificate in Counselling Supervision Skills participants require to have the COSCA 

Counselling Skills Certificate (or equivalent). 

Certificate in Counselling Supervision participants require to have a Counselling Diploma (or 

equivalent) and substantial (at least 2 years’) experience as a counselling practitioner with a 

minimum of 150 hours supervised client work and be in a position to practice in a 

supervisory role in their own organisation or have other arrangements.  

9. Course Induction 

At the start of each course the requirements for the course will be explained in detail to the 

participants with lots of opportunities to ask questions and seek clarification.  These will also 

be discussed at the start of each module in the Skills course. 

10. Course Validation 

All COSCA courses run by GCA have Full Validation status. 

11. Confidentiality 

All our COSCA courses feature skills practices which require participants to share their 

personal experiences and so confidentiality is key to the success of the courses.  A full 

discussion around this subject will be held at the beginning of the course and form part of a 

Working Contract for the course. 
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12.  Skills Practice  

One of the main features of COSCA courses is that they have a strong practice element with 

participants breaking into smaller groups to practice the skills they learn about in the large 

group. There will also be feedback from peers and tutors. 

13. Course Delivery 

All courses will be delivered by experienced counsellors/ supervisors and the lead trainer 

will be a COSCA Accredited Trainer.  We endeavour to maintain the COSCA requirement of 

one trainer to twelve participants and will have two tutors if course numbers are larger. We 

employ a range of different techniques and styles to make the course varied, interesting and 

to meet the different learning styles of participants.  

14. Assessment 

Assessment tasks and criteria will be explained at the start of each module for the 

Counselling Skills course and revisited at the half way point. The same procedure will be 

followed in the Supervision course. We aim to be open and transparent about the 

assessment procedures for all tasks. Your written assignments will be assessed by the 

course tutors and a random selection will be sent to the External Verifier to ensure 

consistency and fairness.  You will be given a pass for assignments when appropriate or be 

given the opportunity to resubmit if it doesn’t meet the criteria. Written feedback will be 

given in both cases which will also give guidance for your resubmission.  Feedback on the 

Skills practices will be given by the course tutor regularly throughout the course.  

15. Discontinuation policy  

While we expect most participants to successfully complete the course there are several 

criteria which could result in you being asked to discontinue. As all COSCA courses are 

experiential and interactive they have set attendance requirements which will be explained 

to you at the beginning of each course, failure to meet these will result in discontinuation. 

All assignments must be completed in a reasonable time scale – extensions can be agreed 

by course tutors when there are extenuating circumstances.  All courses start with a group 

working agreement and serious or persistent breaches of this could also result in you being 

asked to leave. 

16. Student complaints policy and procedures 

If you have concerns with the marking of one of your assignments you should first discuss 

this with your course tutor. If you feel the matter has not been resolved you can ask to have 

your assignment marked by the External Verifier. Finally, if you still have concerns you can 

appeal direct to COSCA who will review your complaint. If you have concerns about other 

aspects of the course the same procedure should be followed. 


