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Standard Terms and Conditions
Applicable Law 

These Standard Terms and Conditions together with the contract for services set out in the Engagement Letter are governed by, and should be construed in accordance with, English law. Each party agrees that the courts of England will have exclusive jurisdiction in relation to any claim, dispute or difference concerning the engagement of Acorn2Oak Therapy or matters arising from it. Each party irrevocably waives any right to object to any action brought in those courts, to claim that the action has been brought in an inappropriate forum, or to claim that those courts do not have jurisdiction.
1. Client Identification

1.1 As regards business arrangements, the person or other body, whether partnership, parent, carer, company, school etc. who is named in the Engagement Letter is hereafter referred to as the “Contracting Client”.

1.2 As regards therapy, the child or young person to whom therapy is given is referred to hereafter as the “Clinical Client”.

1.3 Where the therapy takes place in a school setting which is not the contracting client the school will be referred to as the “Delegated Organisation”

2. [bookmark: _Toc451517788]Responsibilities of Acorn2Oak Play and Creative Arts Therapy

Acorn2Oak Therapy undertakes to be responsible for: 

2.1 working within the ethical framework, ethos and values of Play Therapy UK and the British Association of Counsellors and Psychotherapists (BACP AND PTUK), the Professional Standards Authority (PSA) and that of the Contracting Client. In circumstances where there is a conflict, not to commence work until written confirmation is received from the Contracting Client that the conflict has been resolved,

2.2 making available to the Contracting Client the complaints procedures of BACP or PTUK,

2.3 preparing and making available to the Contracting Client and the Delegated Organisation a Risk Assessment for each engagement, 

2.4 using professional knowledge to alleviate the problems of the Clinical Client(s) referred by the Contracting Client,

2.5 in the case of multiple relationships, making sure that the correct boundaries are maintained and that conflicts of interest are avoided,

2.6 observing the Safeguarding, Health and Safety and other relevant and appropriate policies and standards of the Contracting Client or the Delegated Organisation,

2.7 ensuring that adequate professional indemnity and public liability insurance is in place to cover the therapeutic work and, upon request, to make available to the Contracting Client evidence that this is the case,

2.8 registering for an enhanced Disclosure Baring Service (DBS) and subscribing to the DBS update service.  Providing details of registration to the Contracting Client and the Delegated Organisation prior to commencement of work with the Clinical Client,

2.9 adopting and implementing a General Data Protection Regulation (GDPR) policy, 

2.10 holding registration with the Information Commissioner’s Office (ICO),

2.11 protecting the confidentiality of all notes, records and reports and observing the requirements of the Data Protection Acts (1998 and 2018) relating to the Contracting Client and the Clinical Client,

2.12 securely storing of clinical notes using PTUK ’s Fortuna cloud-based storage system, 

2.13 anonymising all clinical notes, 

2.14 ensuring that any permissions required in relation to the presentation of the Contracting Client’s information are obtained before disclosure is made,

2.15 ensuring that the confidentiality of the Clinical Clients’ process is protected,

2.16 preparing such reports that have been agreed in the Engagement Letter on a timely basis,

2.17 returning, on termination of any engagement, all documents, correspondence, and property belonging to the Contracting Client,

2.18 ensuring that all information concerning the Contracting Client used by the therapist for professional development, clinical supervision and case study is anonymised,

2.19 making every effort to attend all therapy sessions and other appointments at the agreed and arranged time,

2.20 reporting as soon as possible any unavoidable absences from therapy sessions or other appointments and to making alternative arrangements for the Clinical Clients and whenever possible providing appropriate messages to be passed on to the Clinical Client, 

2.21 providing an alternative therapist where circumstances, such as illness, conflict of interest, or the need for specialist skills render that necessary. In all instances where an alternative therapist is provided, Little Acorn Pay and Creative Arts Therapy will be responsible for their engagement and will ensure that they are fully briefed as to the needs of the Clinical Client, the therapy to be provided and the reporting requirements, 

2.22 deciding when an alternative therapist should be engaged. The Contracting Client may only object if they are aware of a conflict of interest or other serious matter which renders a particular therapist unacceptable. In such circumstances Acorn2Oak Therapy will agree an alternative who is mutually acceptable,

2.23 ensuring that all clinical therapy is delivered by a therapist, or alternative therapist, with the skill set and competencies required according to the needs of the Clinical Client,

2.24 preparing for and attending where possible review meetings involving the therapist, the Contracting Client, other relevant professionals, the Clinical Client, and the parent/carers of the Clinical Client,

2.25 observing the agreed communication protocols with the Contracted Client or Delegated Organisation to ensure an effective and safe handover of Clinical Clients before and after therapeutic sessions,

2.26 ensuring parental or carer consent for therapy and use of data for research purposes has been obtained prior to commencement of work with the Clinical Client,

2.27 producing reports, as required by PTUK, including the referral data (anonymised), and clinical outcomes, that must be submitted to PTUK for clinical governance,

2.28 ensuring that the therapist and/or the alternative therapist attends clinical supervision to support the therapeutic process and responds to, and acts upon, recommendations and outcomes from supervision to improve therapeutic outcomes for the benefit of Clinical Client and to ensure that the ethical requirements of BACP and PTUK are met. All clinical supervision will meet the standards of BACP and PTUK,

2.29 ensuring that the therapist undertakes continuing professional development and meets the requirements specified by BACP and PTUK,

2.30 annually reviewing all policies including those relating to, safeguarding, risk assessment and equal opportunities,

2.31 ensuring that all therapists or those with contact with Children and young people have received current safeguarding training,

2.32 ensuring that, wherever possible, adequate notice is given of the termination any engagement. Where the Contracting Client is a school or college adequate notice means one academic term, when this is a private contract with a parent of carer this should be a minimum of 3 weeks,

2.33 ensuring that, except in the proper course of the engagement, the therapist does not use or divulge or communicate to any person any confidential information which belongs to the Contracting Client or a member of their staff, or the Clinical Client or their parents or carers,

2.34 ensuring that the therapist shall not solicit or agree any further work with a Clinical Client originally referred by the Contracting Client in private practise without first receiving the agreement of the Contracting Client,

2.35 the decision to decline to work with a particular child or children if the assessment process indicates, for any reason, they should not do so. The decision not to act is made by Acorn2Oak Therapy and is not made or influenced by the Contracting Client or the Delegated Organisation. Acorn2Oak Therapy do not have to explain their decision,

2.36 working harmoniously with members of Contracting Client’s staff or with the staff in a Delegated Organisation,

2.37 working within the agreed budget, as set out in the Engagement Letter, if applicable,

2.38 maintaining the therapeutic space in an impeccable condition, A request may be made for cleaning materials and equipment to be provided. 

2.39 identifying the therapeutic equipment and materials required to enable effective therapy to be delivered, sourcing the equipment and materials, and ensuring that sufficient quantities are available at all times.

3. Responsibilities of the Contracting Client or Delegated Organisation. Not applicable to venues hired by Acorn2Oak Therapy 

The Contracting Client, or the body to whom they have delegated authority, agrees to:

3.1 provide an accessible playroom or confidential therapeutic play space, unless otherwise agreed in the Engagement Letter, and to ensure that it is safe in terms of confidentiality and physical security. The space must be suitable for the use of physical, creative art, clay, sand and water play and music activities. The space must be consistently available and kept clear of extraneous equipment or materials for the times of play therapy sessions. Acorn2Oak Therapy reserves the right to make additional charges to the contracted client or delegated organisation if the room needs to be adapted to enable therapy to take place.

3.2 ensure absolute privacy during play therapy sessions, with no interruptions during the sessions and between the sessions and to ensure that all members of the organisation’s staff comply with this requirement,

3.3 provide adequate time in the therapeutic space for the therapist to carry out the clinical sessions, to prepare the room and to write clinical notes,





3.4 agree with Acorn2Oak Therapy the scheduling of clinical sessions by the therapist in advance and to adhere to the agreed schedule. In exceptional circumstances the Contracting Client or Delegated Organisation must communicate any unavoidable changes to Acorn2Oak Therapy as soon as possible, 

3.5 ensure that no member of the contracting client’s or delegated organisation’s staff asks the children how they got on in therapy or draw attention in any way to the fact that they go to play therapy, apart from reminding the child in a low-key way, if necessary, of their next session,

3.6 ensure that Safeguarding and Health and Safety procedures are clearly communicated to the therapist, and all others concerned,

3.7 respect that the therapist, together with their clinical supervisor has complete control over the therapeutic process and as such not to make any attempt to interfere with the therapy delivered or to enquire about sessions either before or after they have taken place,

3.8 resolve any conflicts with BACP or and PTUK ’s ethical framework before commencement of work. This must be recorded in writing and communicated to Little Acorn Play and creative Arts Therapy,

3.9 ensure professional indemnity and public liability insurance policies permit therapeutic work to take place and that Public Liability insurance indemnifies the therapist in respect of any negligent acts, errors and omissions arising out of actions by the Delegated Organisation or Contracting Client.

3.10 ensure that GDPR policy and procedures are clearly communicated to Little Acorn Play and creative Arts Therapy. To provide the therapist with the knowledge and facilities necessary to protect the confidentiality of clinical records and to observe the requirements of the Data Protection Acts (1998 and 2018), 

3.11 return to Acorn2Oak Therapy any information, documents, materials, and equipment owned by them and to ensure that any retained data is held in compliance with current GDPR regulations,

3.12 ensure that Acorn2Oak Therapy is made aware of any permissions that are required in relation to the presentation of the Contracting Client’s information to a training provider or external clinical supervisor, including material incorporated into case histories, research and in respect of any subsequent publication,

3.13 ensure that any messages from the therapist for the Clinical Client arising from an unavoidable absence, are passed on verbatim and in a confidential location,

3.14 undertake periodic Clinical Client review meetings involving the therapist, organisation staff, parent/carers, and the Clinical Client as appropriate,

3.15 ensure that adequate time is given for staff to carry out assessments for and meetings with the therapist to enable the completion of required reviews and reports,

3.16 ensure that all communication protocols between the therapist and all relevant members of staff are agreed regarding the handover of Clinical Clients before and after clinical sessions,

3.17 ensure that the decision to end therapeutic sessions provided to a Clinical Client is made jointly with Acorn2Oak Therapy and to plan all endings having regard to the therapeutic needs of the Clinical Client. In this respect, a minimum of three weeks is recommended to affect a safe withdrawal of clinical sessions,

3.18 undertake satisfactory enhanced DBS Police Safeguarding checks using the enhanced DBS update service,

3.19 recognise and respect that parental/carer consent for therapy is to be obtained by Acorn2Oak Therapy and not by the Contracting Client,

3.20 make clear to parents/carers and other professionals that the therapist is professionally independent from the Contracting Client,

3.21 make available to Acorn2Oak Therapy their complaints framework. 

3.22 recognise and respect the submission of referral data, including clinical outcomes, to PTUK for clinical governance,

3.23 provide Acorn2Oak Therapy with all relevant information, including health conditions, before the commencement of play therapy with the Clinical Client, to ensure the therapist and the Clinical Supervisor are able to act on and acknowledge any aspects which could have an impact on the Clinical Client’s emotional state,

3.24 protect the confidentiality of all notes, records and reports and observe the requirements of the Data Protection Acts (1998 and 2018) relating to Little Acorn Play and Creative Arts Therapy, the therapist, and the Clinical Client,

3.25 wherever possible to make available to the therapist a secure wi-fi connection with the intention that contemporaneous notes can be backed up in accordance with the policies of Little Acorn Play Arts and Creative Therapy before the therapist leaves the Contracting Client’s premises,

3.26 ensure that Acorn2Oak Therapy is made aware of the procedures for presenting their fee notes prior to commencement of the engagement,

3.27 inform Acorn2Oak Therapy as soon as possible if a Clinical Client cannot attend a therapy session. Fees may be adjusted if 7 days' notice of non-attendance is given where there is a single client in the setting,

3.28 inform Acorn2Oak Therapy if a client is referred for or receiving another therapeutic provision,

3.29 provide access to water for use in the therapy room for personal hygiene purposes

3.30 provide secure locked storage for client’s personal therapy boxes,

3.31 make freely available washroom facilities and access to drinking water for the therapist at all times.


4. Special Conditions for COVID-19 and other health issues

4.1 provide adequate time for the therapist to carry out the clinical sessions and to write clinical notes,

4.2 agree with Acorn2Oak Therapy the scheduling of clinical sessions in advance and to adhere to the agreed schedule. In exceptional circumstances the Contracting Client must communicate any unavoidable changes to Acorn2Oak Therapy as soon as possible, 

4.3 [bookmark: _Hlk67249003]The Contracting Client or Delegated Organisation will inform the therapist as soon as is possible if the organisation is closed due to confirmed cases of COVID-19, Norovirus or other health concerns.

4.4 	The Contracting Client or Delegated Organisation will provide the therapist with a comprehensive risk assessment to manage the risks associated with Covid-19.

4.5 The Contracting Client or Delegated Organisation will provide the therapist with the recommended cleaning materials and the designated person will give any training if needed. 

4.6 The therapist will conduct a twice weekly Lateral Flow Test for Covid 19 and will only attend if a negative result is recorded. 

4.7 	The therapist will inform the school and the NHS test and trace system if the therapist, family member or close contact has tested positive for COVID-19.

4.8 	If the therapist or a member of the therapist’s household develops symptoms which are associated with COVID-19 the therapist will inform the organisation and self-isolate until a negative test result is confirmed. 

4.9 The therapist will not be held liable if they unknowingly pass on an infection, including that of COVID-19, to a member of the Contracting Client’s staff or to a Clinical Client.


5. Financial Aspects

Fees will be charged for time and services provided as set out below.  The level of fees will be set out in the Engagement Letter which is to be read in conjunction with these Standard Terms and Conditions and must be agreed by the Contracting Client before the commencement of clinical sessions. The fee levels set out in the terms letter will be subject to review at the end of each April and September following the date on which the terms were agreed. 

Acorn2Oak Therapy is registered with HMRC as a sole trader and is fully responsible for and compliant with Tax and National insurance legal requirements. 

5.1 Clinical Sessions – a fee is charged for each clinical session, half day or day as appropriate. The amount of the charge will be set having regard to the length of the session and the needs and complexities of the Clinical Client.

5.2 Room Hire – Where the Contracting Client is unable to provide a suitable room in which the clinical session can take place Acorn2Oak Therapy will arrange for a suitable venue and will charge the Contracting Client for costs incurred and administration time.

5.3 Play materials and equipment – In normal circumstances Little Acorn Play Creative Arts Therapy will provide all play materials and equipment at no additional cost. Where additional materials or items of equipment are purchased to meet the particular needs of the Clinical Client an additional charge may be made, and this will be communicated to, and agreed with, the Contracting Client.

5.4 Meetings and reports – Time taken to write reports or attend meetings is charged according to the time taken and at the rate set out in the terms letter.

5.5 Travel and travel expenses – Travel time and travel expenses incurred in attending clinical sessions, meetings, court appearances etc are charged in addition to the fees for clinical sessions.

5.6 Supervision – Unless otherwise agreed in the terms letter the costs of clinical supervision are borne by Little Acorn Play and Creative Arts Therapy.

5.7 Fee quotation - Wherever possible Acorn2Oak Therapy will agree fixed fees. Where this is not possible a range of fees will be indicated in the Engagement Letter. If it becomes apparent to Acorn2Oak Therapy that, due to unforeseen circumstances, the fee quoted in the Engagement Letter is inadequate, Acorn2Oak Therapy will notify the Contracting Client and seek their agreement to a revision of the fees to be charged.   

5.8 Non-attendance at clinical sessions - Non-attendance by the Clinical Client will be charged to the Contracting Client. The therapist will remain in attendance where there are multiple clinical clients in a setting and undertake administrative tasks relevant to the clinical client. The circumstances, if any, in which a charge will be reduced are set out in the Engagement Letter when applicable.

5.9 Value Added Tax - Acorn2Oak Therapy is not registered for Value Added Tax and hence all fees quoted are not subject to additions for VAT. In the event that Acorn2Oak Therapy becomes registered for Value Added Tax this tax will be charged in addition to the quoted fees,

5.10 Invoices and payment terms – Invoices will be raised and submitted as agreed in the Engagement Letter and are payable upon presentation.  When payment of an invoice is not made in full upon presentation, Acorn2Oak Therapy will issue a statement at the end of the following month. If payment is not made within 10 days of the statement being issued interest will be charged on the outstanding amount from that date at the rate of 3% above bank base rate under the Late Payment of Commercial Debts (Interest) Act 1998.  Monthly statements of account are issued at a charge of £10 per statement.

5.11 School holidays – Where the Contracting Client is a school, fees will not be raised for the period of the closure due to school holidays unless sessions or meeting attendance are required. 

5.12 Organisation closure - If the Contracting Client or Delegated Organisation closes the organisation’s premises such that it is not possible to hold the contracted clinical sessions or attend agreed meetings Acorn2Oak Therapy reserves the right to charge for the cancelled sessions and meetings at a rate of 80% of the total fee. 

5.13 Termination of an ongoing engagement – Any unilateral termination of an ongoing engagement effected by the Contracting Client, without the agreement of the therapist, will give rise to a charge equivalent to six months of the fees as set out in the Engagement Letter.

5.14 Missed clinical sessions – If the therapist is unable to attend a planned therapy session the charges relating to that session will be waived or a credit given as appropriate.

Duration and Review

5.15 The terms and conditions set out in this document shall be operative until the engagement is terminated or they are replaced by Acorn2Oak Therapy with an updated version. On each occasion that they are updated a revised copy will be issued to the Contracting Client.

5.16 The Contracting Client will be provided with and agrees to complete; a client satisfaction survey and Little Acorn Play Arts and Creative Therapy will provide to the Contracting Client an annual impact report.

5.17 The Contracting Client or Delegated Organisation will designate a liaison person and this person shall ensure that he/she is available for consultation by the therapist at agreed times and shall provide a contact email to facilitate communication. 


Agreement of Terms and Conditions


The Contracting Client confirms below that they have received, read, and agree with, the Standard Terms and Conditions of Little Acorn Play Arts and Creative Therapy as set out in this document. The Contracting Client acknowledges that these Standard Terms and Conditions should be read in conjunction with the Engagement Letter and that insofar as that letter and these terms differ the contents of the Engagement Letter shall take precedence.

Client sessions will commence after the letter of engagement and the standard terms are signed by the parent/carer/referrer/statutory body.





I understand, have read, and agree to the Standard Terms and Conditions of Acorn2Oak Therapy reflected in this document and confirm that I have authority to agree to them on behalf of:

Name of Contracting Client:  


Delegated Organisation:


Name and Signature of representative/parent/carer:



……………………………     ……………………	………………………………           …………………….
Signature		Name		            Job title				Dated
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