[image: ]





DAVID MATTHEWS GROUP
COUNSELLING SERVICE
CLIENT ASSESSMENT & TRIAGE PROCEDURE
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1. PURPOSE
This procedure sets out how David Matthews Group – Counselling Service assesses, screens, and triages all new clients to ensure:
· Safe, appropriate, and ethical allocation of services 
· Identification and management of risk 
· Suitability for counselling interventions 
· Appropriate referrals where required 
This process ensures all clients receive the right support, at the right time, and at the right level of intervention.

2. SERVICES COVERED
This procedure applies to all services delivered by the organisation, including:
· Anxiety Disorder Counselling 
· Bereavement Counselling 
· Depressive Disorder Support 
· Insomnia Support 
· Talking and Listening Therapy 

3. PRINCIPLES OF TRIAGE
All client assessments are guided by:
· Safety First – immediate risk is prioritised 
· Appropriateness – ensuring the service meets client needs 
· Timeliness – prompt assessment and allocation 
· Proportionality – level of intervention matches risk 
· Professional Judgement – informed by training and experience 

4. INITIAL CONTACT & REFERRAL PATHWAYS
Clients may access the service via:
· Self-referral 
· GP or healthcare referral 
· Employer referral (EAP or private) 
· Third-party referral (with consent) 
At the point of first contact, the following is completed:
· Basic personal details 
· Reason for referral 
· Immediate risk screening question: 
· “Are you currently at risk of harming yourself or others?” 
👉 If immediate risk is identified, the client is:
· Signposted to emergency services (999 / NHS Crisis Team) 
· Or appropriate urgent intervention 

5. PRE-ASSESSMENT SCREENING (TRIAGE STAGE 1)
Before booking a full assessment, an initial triage is completed to determine urgency and suitability.
Screening includes:
· Presenting issue(s) 
· Duration and severity 
· Current mental health status 
· Any history of: 
· Self-harm 
· Suicide ideation 
· Psychiatric diagnosis 
· Current support in place 
· Medication (if applicable) 
Outcome of Stage 1 Triage:
Clients are categorised as:
· Low Risk / Suitable → proceed to full assessment 
· Moderate Risk → proceed with priority assessment 
· High Risk / Unsuitable → refer to specialist or crisis services 

6. FULL CLIENT ASSESSMENT (TRIAGE STAGE 2)
All suitable clients undergo a structured assessment prior to commencing therapy.
Assessment includes:
6.1 Personal Information
· Name, DOB, contact details 
· GP details 
· Emergency contact 
6.2 Presenting Issues
· Nature of concerns (e.g. anxiety, depression, bereavement) 
· Triggers and contributing factors 
· Impact on daily functioning 
6.3 Mental Health History
· Previous counselling or therapy 
· Diagnoses 
· Medication 
· Hospital admissions 
6.4 Risk Assessment (Mandatory)
· Current or historic self-harm 
· Suicidal thoughts, intent, or plans 
· Risk to others 
· Safeguarding concerns 
6.5 Social & Environmental Factors
· Living arrangements 
· Employment status 
· Support network 
· Substance use 
6.6 Capacity & Consent
· Understanding of therapy 
· Ability to engage 
· Consent to treatment 

7. RISK STRATIFICATION (TRIAGE OUTCOME)
Following assessment, clients are categorised:
🔹 Low Risk
· No current safeguarding concerns 
· Suitable for standard counselling
👉 Allocated to routine sessions 

🔹 Moderate Risk
· Some indicators of vulnerability (e.g. low mood, past ideation)
👉 Allocated with: 
· Increased monitoring 
· Shorter review intervals 

🔹 High Risk
· Active suicidal ideation 
· Significant safeguarding concerns
👉 Action: 
· Immediate escalation 
· Referral to: 
· GP 
· Crisis team 
· Emergency services 
⚠️ Counselling may be paused or declined if risk cannot be safely managed.

8. SUITABILITY & EXCLUSION CRITERIA
The service may not be suitable where:
· Active suicidal intent with plan 
· Severe and unmanaged mental illness 
· Psychosis or acute psychiatric crisis 
· Substance dependency impacting engagement 
· Risk cannot be safely managed in a counselling setting 
👉 In such cases, clients will be safely referred to appropriate services.

9. CLIENT ALLOCATION
Following triage:
· Clients are allocated based on: 
· Clinical need 
· Risk level 
· Specialism required 
· Therapy plan agreed: 
· Type of therapy 
· Frequency 
· Goals 

10. ONGOING REVIEW & DYNAMIC RISK MANAGEMENT
Risk is continuously monitored throughout therapy:
· Risk reviewed at each session 
· Any changes documented immediately 
· Escalation procedures followed where required 

11. RECORD KEEPING
All assessment and triage records:
· Are documented clearly and factually 
· Stored securely in line with GDPR 
· Include: 
· Assessment outcomes 
· Risk level 
· Decisions made 
· Referrals 

12. SAFEGUARDING LINK
All triage and assessment processes are aligned with the organisation’s Safeguarding Policy.
Any safeguarding concerns identified during assessment must be:
· Recorded 
· Reported 
· Acted upon immediately 

13. QUALITY ASSURANCE
David Matthews ensures:
· All assessments meet professional standards 
· Decisions are evidence-based 
· Continuous improvement of triage processes 

14. REVIEW
This procedure will be reviewed annually or in response to:
· Incident or risk event 
· Changes in legislation or best practice 

15. CONTACT
David Matthews
Director / Lead Counsellor
📞 07493 392481
📧 dave@dmhrgroup.com

16. APPROVAL
Signed:
David Matthews
Director – David Matthews Group
Date: 23 March 2026
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