
PUBLIC SERVICE GUIDANCE AND 

COUNSELLING POLICY

Email: counselling@dpm.go.ke
Website: www.dpm.go.ke

PRINTED BY THE GOVERNMENT PRINTER, NAIROBI

Revised, 2017

THE PRESIDENCY

REPUBLIC OF KENYA

MINISTRY OF PUBLIC SERVICE,YOUTH AND GENDER AFFAIRS
STATE DEPARTMENT OF PUBLIC SERVICE AND YOUTH

DIRECTORATE OF PUBLIC SERVICE MANAGEMENT



i

Public Service Guidance and Counseling Policy

Public Service Guidance and Counselling Policy 

Revised, 2017

Ministry of Public Service, Youth and Gender Affairs
State Department of Public Service and Youth

Directorate of Public Service Management



ii

Public Service Guidance and Counseling Policy



iii

Public Service Guidance and Counseling Policy

TABLE OF CONTENTS
DEFINATION OF TERMS .....................................................................V
ACRONYMS AND ABBREVIATIONS ................................................... VII
FOREWORD ..................................................................................... IX
ACKNOWLEDGMENT ........................................................................ XI

CHAPTER ONE: INTRODUCTION
1.1 Background  ................................................................................1
1.2 Rationale .....................................................................................2
1.3 Objectives ....................................................................................2
1.4 Scope ..........................................................................................2

CHAPTER TWO: LEGAL AND REGULATORY FRAMEWORK
2.1 Overview. ....................................................................................3
2.2 International Labour Organization Conventions ..............................3
2.4 Constitution of Kenya,2010 ...........................................................4
2.4 Other Kenyan Statutes ..................................................................4

CHAPTER THREE: GUIDING PRINCIPLES
3.1 Introduction .................................................................................7
3.2 Informed Consent ........................................................................7
3.3 Counselling Relationship ...............................................................7
����&RQ¿GHQWLDOLW\ ..............................................................................8
3.5 Counselling Records .....................................................................9
3.6 Professional Rensponsibility and Obligation ..................................10
3.7 Evaluation, Assessment and Interpretation of Clients’ 
      Results ......................................................................................10
3.8 Termination and Referral .............................................................11

CHAPTER FOUR: OPERATIONAL GUIDELINES AND 
IMPLEMENTATION FRAMEWORK

4.1 Introduction ......................................................................13
4.2 Operational guidelines .....................................................13



iv

Public Service Guidance and Counseling Policy

4.3 Implementation framework .............................................14
4.4 Monitoring and evaluation ...............................................18
4.5 Policy development and review. .......................................18



v

Public Service Guidance and Counseling Policy

DEFINATION OF TERMS

Authorized Persons:�3XEOLF�RI¿FLDOV�ZKR�PD\�KDYH�DFFHVV�WR�FOLHQW¶V�
information by virtue of their role and responsibility in the Public Service.

Client: A public servant in need of counselling services.

Clinical Counselling Records: Notes on therapeutic content of 
counselling sessions.

Clinical Psychologist: A professional who administers, interprets 
psychological assessment and testing, and conducts psychological 
treatment.

&RQ¿GHQWLDOLW\�� The assurance that information shared during 
counselling will not be revealed without the written consent of the client.

Counselling: A skilled helping relationship in which a counsellor assists 
client(s) to resolve their issues and/or cope with situations.

Counselling Contract: A written consent duly signed by both the 
counsellor and client(s) indicating that the client(s) has agreed to be 
counselled.

Counselling Process: The period between a contract and termination 
of therapy. It involves three phases, namely, Exploration, Understanding 
and Action.

Counselling Professional Ethics: Principles, standards and guidelines 
that regulate the counselling practice.

Counselling Session: The period spent with a client within a counselling 
setting which takes 45 minutes to 1 hour for individual counselling and 2 
hours for group counselling. 

Counsellor: $� SURIHVVLRQDO�� VSHFLDOL]HG� LQ� WKH� ¿HOG� RI� FRXQVHOOLQJ�
psychology, who assists client(s) to resolve their issues and/or cope with 
situations.

Counsellor Supervisor: $Q� H[SHULHQFHG� FHUWL¿HG� FRXQVHOORU� ZKR�
provides counsellor support to ensure Counselling Professional Ethics 
are upheld.

Guidance: Provision of psycho-education by a counsellor.
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Multiple Relationships: A situation where a counsellor has 
relationship(s) with a client(s) other than the counselling relationship.

Physician: A medical doctor who deals with patients’ medical conditions.

Psychiatrist: A medical doctor specialised in diagnosing and treating 
mental disorders.

Psychologist: A professional (with educational background of masters 
or PhD in psychology) specialized in diagnosing and treating diseases of 
the mind, emotional disturbance and behavioural problems using talk 
therapy. 

Referral: Recommendation of a client to or by another professional/
specialist or agency for appropriate care and services.

Special Needs Counselling: Counselling of a person with a 
disadvantaged background and/or with a mental, emotional or physical 
challenge.

Social worker: A professional who works with patient/client/family and 
community in need of social help.

Sociologist: 2QH�ZKR�VFLHQWL¿FDOO\�VWXGLHV�VRFLHWLHV�DQG�WKH�EHKDYLRXU�
of people in groups.

Supervisor: $� SXEOLF� RI¿FHU� ZKR� KDV� DGPLQLVWUDWLYH� UHVSRQVLELOLWLHV�
DQG�KDV�RI¿FHUV�ZKR�UHSRUW�WR�KLP�RU�KHU�

Termination: Exit phase of a counselling session.

Third Party: 3UDFWLWLRQHUV� LQ� FRXQVHOOLQJ� DQG� RWKHU� ¿HOGV�SURIHVVLRQV�
whom counsellors would make or receive referrals. They include but not 
limited to, clinical psychologists, social workers, sociologists, workplace 
supervisors, counsellor supervisors and medical practitioners.

Workplace:  Occupational settings, stations and places where workers 
are engaged for gainful employment in Public Service.

 



vii

Public Service Guidance and Counseling Policy

ACRONYMS AND ABBREVIATIONS

ACU AIDS Control Unit

ADA Alcohol Drug Abuse

AO� $XWKRUL]LQJ�2I¿FHU

AIDS� $FTXLUHG�,PPXQH�'H¿FLHQF\�6\QGURPH

CARPS Capacity Assessment for Rationalization of the Public 
Service

CEO &KLHI�([HFXWLYH�2I¿FHU

CHRAC Central Human Resource Advisory Committee

CS Cabinet Secretary

DPSM Directorate of Public Service Management

HIV +XPDQ�,PPXQRGH¿FLHQF\�9LUXV

HCS Head of Counselling Secretariat

HOD Head of Department

IEC Information, Education and Communications    

ILO International Labour Organization

MCDA Ministries, Counties, Departments and Agencies

MHRAC Ministerial Human Resource Advisory Committee

MPSYGA Ministry of Public Service, Youth and Gender Affairs

MOH Ministry of Health

NACADAA National Agency for Campaign against Drug Abuse 
Authority

PLWD People Living with Disabilities

PLHIV People Living with HIV 

PSCS Public Service Counselling Secretariat
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FOREWORD

The Kenya Government has continuously developed and implemented 
policies geared towards the well-being of the public servants. As a result, 
in 2008 the Government developed the Public Service Guidance and 
Counselling Policy. 

The Constitution of Kenya, 2010, in Article 43. (1a) provides that every 
Kenyan has the right to the highest attainable standard of health, 
including psychological health. Psychological challenges, resulting from 
rapid changes such as transition from the Central to devolved system 
of Government; personal transitions; technological changes; workplace 
challenges; and high expectations of quality service delivery from the 
public, affect the well-being of public servants at all levels. 

In response to the changes occasioned by the implementation of the 
devolved system of Government and the need to align the Policy to 
the Counsellors and Psychologists Act, 2014, this Ministry through 
the Directorate of Public Service Management and with support of 
stakeholders, has reviewed the Policy on the Public Service Guidance 
and Counselling, 2008. The reviewed Policy, provides relevant guidelines 
and framework for effective implementation of guidance and counselling 
services to public servants in both levels of Government. Further, 
it ensures the provision of appropriate facilities, psycho-education, 
integrated guidance and counselling employee support programmes that 
effectively support public servants to maintain a healthy psychological 
state as they deliver services.

The successful implementation of this Policy is pegged upon the concerted 
HIIRUW� RI� DOO� WKH� VWDNHKROGHUV�� ,� XUJH� WKH� $XWKRUL]HG� 2I¿FHUV�� &KLHI�
([HFXWLYH�2I¿FHUV��DQG�+HDGV�RI�'HSDUWPHQWV�RI�UHVSHFWLYH�0LQLVWULHV��
Counties, Departments and Agencies, to ensure that activities and 
programmes which fall within their mandate are effectively implemented 
to achieve the objectives of the Policy.

Sicily K. Kariuki (Mrs.), E.G.H.,   
CABINET SECRETARY, 
MINISTRY OF PUBLIC SERVICE, YOUTH AND GENDER AFFAIRS.
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CHAPTER ONE: INTRODUCTION

1.1 Background

Employees’ psychological well-being is an increasingly relevant and 
necessary consideration in the modern workplace due its critical value in 
improving the quality, performance and productivity.  The psychological 
well-being of public servants is threatened by the emerging social-
cultural crises, rapid changes in technology, government restructuring, 
new legal frameworks and changes in management systems. This is 
also compounded by incidences of terrorism, increasing life threatening 
diseases such as cancer, among others. These changes are a source of 
stress and this impact on their productivity and overall work performance. 
This is evidenced through the employees’ cases of indiscipline, chronic 
DEVHQWHHLVP��QHJOLJHQFH��ORZ�PRWLYDWLRQ��LQWHUSHUVRQDO�FRQÀLFWV��+,9�DQG�
AIDS, alcohol and substance use disorders at work places. Workplace 
guidance and counselling is evidence based best practice used in 
providing public servants’ emotional well-being.

In view of the above, the Government developed the Public Service 
Guidance and Counselling Policy which has been in operation since June, 
2008. Since then, guidance and counselling services have been provided 
to public servants and it has been noted that there is an increase in 
uptake of these services over the period of the implementation of policy. 
This has been achieved through the collaborative efforts of the Human 
5HVRXUFH� 0DQDJHPHQW�� $GPLQLVWUDWLYH� RI¿FHUV� DQG� WKH� *RYHUQPHQW�
counsellors. 

This policy takes cognisance of the various changes that have taken place 
during the implementation period. These include: the Kenya Constitution, 
2010 which brought about the devolved system of government, the 
Counsellors and Psychologist Act of 2014, Mental Health policy and 
Capacity Assessment and Public Service Rationalization Programme 
(CARPS). Therefore the review and subsequent implementation of this 
policy will ensure the enhancement of the psychological wellness of the 
public servants and therefore quality service delivery.
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1.2 Rationale 

The review of this policy is in line with the requisite for a policy documents 
WR� EH� UHYLHZHG� DIWHU� ¿YH� \HDUV�� ,Q� DGGLWLRQ�� WKH� DERYH� QRWHG� PDMRU�
legal, structural and emerging counselling and guidance issues have 
necessitated this review. 

1.3 Objectives

The objectives of the previous policy remain relevant except the scope 
and changes in legal and regulations. The following are the objectives 
of the policy:—

1) provide guidelines on the operationalisation of guidance and 
counselling services in the Public Service;

2) set standards for mainstreaming workplace guidance and 
counselling services in the Public Service; 

3) establish operational guidelines and institutional framework for 
the implementation of guidance and counselling programmes 
and activities at the workplace in both levels of Government; and

4) clarify key roles and responsibilities key of personnel in the 
implementation of the policy.

1.4 Scope

This policy sets standards for managing psychological well-being of 
all public servants for effective management and productivity in Public 
Service as stipulated in the Constitution of Kenya 2010, Article 232 (1) 
(c) on the need of Public Service being responsive, prompt, effective, 
impartial and equitable provisions of services. It applies to all public 
servants in both National and County Governments. These include: 
Disciplined Services, Public Universities and other Learning Institutions, 
Public Service Commission, Judicial Service Commission, Parliamentary 
Service Commission, Teachers Service Commission, and other 
&RQVWLWXWLRQDO� &RPPLVVLRQV�� ,QGHSHQGHQW� RI¿FHV� �$XGLWRU�*HQHUDO� DQG�
Controller of Budget), County Public Service Boards and State Agencies.
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CHAPTER TWO: LEGAL AND REGULATORY FRAMEWORK

2.1 Overview

This policy takes cognizance of the International Conventions, Constitution 
of Kenya, 2010 and Kenyan Statutes that are acceptable to the Public 
Service.

 2.2 International Labour Organization Conventions 

International Labour Organization (ILO) stipulates that organizations 
should observe good work ethics and policies that enable employees 
to work in less stressful environment. Thus, guidance and counselling 
practice in the Public Service draws some principles from the following 
Statutes and Conventions; 

Workers with Family Responsibilities Recommendation 1981, R.165

The convention requires that those in employment should have available 
free of charge vocational guidance, counselling, information and 
placement services. The personnel offering these services should be 
suitably trained and able to respond to the special needs of workers with 
family responsibilities. 

Code of Practice on HIV and AIDS and the World of Work, 2001 

The Code stipulates that employers should encourage workers with HIV 
and AIDS to use expertise and assistance outside the organization for 
FRXQVHOOLQJ�RU� LQ�ZRUNSODFH�SURJUDPPH�� LI�VSHFLDOL]HG�DQG�FRQ¿GHQWLDO�
counselling is offered. Counselling support should also be made 
accessible at no cost to workers and adapted to the different needs and 
circumstances of women and men.  This is in liaison with other relevant 
stakeholders in establishing and providing such support.  Counsellors 
VKRXOG� LQIRUP� DOO� ZRUNHUV� RI� WKHLU� ULJKWV� DQG� EHQH¿WV� LQ� UHODWLRQ� WR�
statutory service, security programmes, occupational schemes and any 
life skills programmes which may help workers cope with HIV and AIDS.

Vocational Rehabilitation and Employment (Disabled Persons) 
Convention 1983  

This convention requires that vocational guidance be offered to the 
challenged persons to help them retain and advance in employment. This 
convention provides for support and recognition of people vulnerable to 
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discrimination. Effort will be made to support these groups which include: 
People Living with HIV (PLHIV), Most at Risk Populations (MARPS), 
People Living with Disabilities (PLWD) and other special needs.

2.3 Constitution of Kenya, 2010

The Constitution of Kenya, 2010, Article 43. (1a) provides that every 
Kenyan has the right to the highest attainable standard of health. Also, 
the Bill of Rights, Article 27. (1)(4)(5) advocates that vulnerable persons 
in the society have the right to equal protection and treatment and are 
not to be discriminated due to their health status or otherwise while and 
Article 28 provides that every person have a right to inherent dignity, 
respect and protection. 

Therefore, provision of counselling services will be aimed at facilitating 
SXEOLF�VHUYDQWV�WR�OLYH�D�GLJQL¿HG�OLIH��ZKLFK�LV�UHVSHFWIXO�IRU�LQGLYLGXDOV��
the public that they serve as well as providing the much needed conducive 
psychological environment that enhances protection of life for all. Public 
servants who have psychological challenges therefore have the right to 
access the relevant information on how to manage their conditions, right 
for counselling services, care and support.  

2.4 Other Kenyan Statutes

The Statutes within which guidance and counselling will be anchored 
are:

Mental Health Act. Cap 248, 1989

The Act provides for care, management and control of persons suffering 
IURP�PHQWDO� KHDOWK� SUREOHPV�� ,W� LGHQWL¿HV� SHRSOH� ZLWK�PHQWDO� KHDOWK�
problems as persons diagnosed with psychopathic mental illness, those 
suffering from mental impairment due to alcohol or substance abuse, 
DQG�RWKHU�PHQWDO�GLVRUGHUV�QRW�RWKHUZLVH�VSHFL¿HG��

Public servants who may be diagnosed with mental health problems 
should be referred for counselling as part of the management of the 
problem. Counsellors shall also liaise with the relevant authorities for 
referrals. In the case of patients suffering from mental health problems 
but who are unwilling to present themselves for treatment, the counsellor 
will liaise with the police, chief and relatives to ensure the affected 
person attends treatment under the provision on emergency admission 
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and involuntary patients.  

The Sexual Offences Act. 3, 2006

This Act provides for the prevention and protection of all persons 
from harm, unlawful sexual acts and/or connected purposes.  Under 
this provision, counsellors shall provide professional help to public 
servants who are victims of sexual offences in liaison with other relevant 
institutions.

The HIV and AIDS Prevention and Control Act.14, 2006

7KH� $FW� PDNHV� VSHFL¿F� UHIHUHQFH� WR� +,9� DQG� $,'6� HGXFDWLRQ� DQG�
information, safe practices and procedures, testing, screening and 
DFFHVV� WR� KHDOWK� FDUH� VHUYLFHV�� FRQ¿GHQWLDOLW\� DQG� GLVFULPLQDWRU\� DFWV�
and policies which are related to the provision of counselling.

Counsellors, who provide pre-test and post-testing counselling services 
on HIV and AIDS, must have completed training approved by the Minister 
for the time being responsible for matters of health. Within the provisions 
of this Act, counsellors shall not compel persons to undergo HIV test and 
ZLOO�DOVR�PDLQWDLQ�FRQ¿GHQWLDOLW\�LQ�UHFRUG�NHHSLQJ�DQG�GLVFORVLQJ�UHVXOWV�
of the HIV test.

To reduce stigma and discrimination related to HIV, psychological 
counsellors have a role of creating awareness on HIV at the workplace 
by providing relevant, up to date and evidence based information 
for prevention, management and care. Above all the provision of 
psychological counselling to staff living with HIV(SLHIV) and affected is 
paramount to enhance their quality of life.

7KH�3XEOLF�2I¿FHU�(WKLFV�$FW��������

$OO�SXEOLF�RI¿FHUV�VKDOO�PDLQWDLQ�LQWHJULW\�DQG�LPSDUWLDOLW\� LQ�WKHLU�ZRUN�
LQ�WKH�3XEOLF�6HUYLFH���$�SXEOLF�RI¿FHU�VKRXOG�DYRLG�EHLQJ�LQ�D�SRVLWLRQ�LQ�
ZKLFK�SHUVRQDO� LQWHUHVWV�FRQÀLFW�ZLWK�RI¿FLDO�GXWLHV��&RXQVHOORUV� LQ�WKH�
Public Service shall conduct themselves with professionalism and carry 
out their duties in accordance with the existing Laws.

7KH�$FW�VWLSXODWHV�WKDW�ZKHQ�D�SXEOLF�RI¿FHU�LV�D�PHPEHU�RI�D�SURIHVVLRQDO�
body, they shall observe the ethical requirements of that body. Therefore, 
counsellors in the Public Service are required to work and observe 
professional and ethical guidelines in counselling.  



6

Public Service Guidance and Counseling Policy

Counsellors and Psychologists Act, 2014

The Act contains the regulatory framework and requirements for the 
practice of counsellors and psychologists in Kenya. According to the Act, 
WKH�PLQLPXP�TXDOL¿FDWLRQ�IRU�RQH�WR�SUDFWLFH�LV�D�%DFKHORU¶V�GHJUHH�LQ�
either Counselling or Psychology profession. 

The Act establishes the Counsellors and Psychologists Board whose main 
WDVN�LV�WR�UHJLVWHU�DOO�TXDOL¿HG�FRXQVHOORUV�DQG�SV\FKRORJLVWV��KDQGOH�DOO�
cases of indiscipline and ensure adherence to professional standards 
which includes continuous professional education and supervision. 

The Act also creates a membership body known as Counsellors and 
Psychologists Society of Kenya whose main function to establish standards 
of professional competence and practice amongst members of the 
Society. The National and County Governments are expected to employ 
TXDOL¿HG� FRXQVHOORUV�� ,Q� OLQH�ZLWK� WKH� $FW�� DOO� JRYHUQPHQW� FRXQVHOORUV�
at all levels shall be registered and licensed by the Counsellors and 
Psychologists Board which also supervises their professional conduct and 
practice through the Society. 
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CHAPTER THREE: GUIDING PRINCIPLES

3.1 Introduction

The primary responsibility of counsellors is to promote the emotional well-
being of clients by addressing their psycho social challenges. The guiding 
principles enumerated in this policy will be adhered to by counsellors 
and their clients in the Public Service. They include; informed consent, 
FRXQVHOOLQJ� UHODWLRQVKLS�� FRQ¿GHQWLDOLW\�� SULYLOHJHG� FRPPXQLFDWLRQ� DQG�
privacy, counselling records, professional responsibility and obligation, 
evaluation, assessment, interpretation of clients’ results, termination and 
referral.

3.2 Informed Consent 

Clients have the freedom to choose whether to enter into or remain in a 
counselling relationship. Counsellors will explicitly explain to clients the 
nature of all services provided and the counselling process. In case a 
referred client chooses not to enter into the counselling relationship, this 
information will be communicated in writing to the supervisor. Informed 
consent will be an on-going part of the counselling process.

3.3 Counselling Relationship

Counsellors recognize that the quality of interaction with clients, colleagues 
DQG�RWKHU�SURIHVVLRQDOV�FDQ�LQÀXHQFH�WKH�TXDOLW\�RI�FRXQVHOOLQJ�VHUYLFHV���
Counsellors will, therefore, strive to build therapeutic relationship with 
their clients and cultivate positive working relationships with other 
SURIHVVLRQDOV�IRU�IXUWKHU�HIIHFWLYH�DQG�HI¿FLHQW�PDQDJHPHQW�RI�FOLHQWV�

With Client(s)

In maintaining good counselling relationship, counsellors will:—

1. participate and contribute to decisions that enhance the well-
being of client(s); and

2. deject sexual or romantic relationship with their client(s) or the 
IDPLO\�PHPEHUV�RI�WKH�FOLHQW�V���XQOHVV�D�SHULRG�RI�¿YH�����\HDUV��
following the last professional contact, elapse. Counsellors who 
may wish to enter into such a relationship after 5 years will 
document in writing whether the interaction can be viewed as 
exploitative or pose harm to the former client(s).
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With Colleagues and Other Professionals

Counsellors shall:—

1.  respect services that differ from their own;

2.  respect practices of other professionals with whom they work; 

3.  keep the focus on how to best serve the clients; 

4.  take reasonable steps to consult with other professionals when 
faced with counselling ethical dilemmas; and

5.  strive to resolve ethical dilemmas in a professional manner.  

Special Population, Gender and Youth

Counsellors shall provide counselling services to public servants with 
special needs, gender and youth without discrimination. The following 
shall be observed:—

1. provision of specialized counselling to special population such as 
visually and hearing impaired those with multiple impairments, 
neurological conditions, among others. This requires that 
counsellors be equipped in sign language, braille, touch therapy 
and other special skills;

2. SURPRWH�EHQH¿FLDO�FRXQVHOOLQJ�VHUYLFHV�WR�FOLHQWV�LUUHVSHFWLYH�RI�
their gender, age, social or cultural diversity;

3.  be responsive to the developmental stage of the client, suitable 
theories and techniques; and

4. be sensitive to the emerging contextual counselling issues.

����&RQ¿GHQWLDOLW\

Counsellors recognize that trust is the cornerstone of counselling 
relationship. To uphold clients’ trust, counsellors shall:—

1. respect clients’ right to privacy and seek information from clients 
RQO\�ZKHQ�LW�LV�EHQH¿FLDO�WR�WKH�FRXQVHOOLQJ�SURFHVV�

2. VHHN�FOLHQWV¶�FRQVHQW�WR�VKDUH�WKHLU�FRQ¿GHQWLDO�LQIRUPDWLRQ�ZLWK�
OHJDO�RU�HWKLFDO�MXVWL¿FDWLRQ��

3. only disclose clients’ information to third party if such disclosure 
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LV�JRLQJ�WR�EHQH¿W�WKH�FOLHQW�DQG�WKH�HPSOR\HU�ZLWK�WKH�FOLHQWV�
consent; and

4. WDNH�UHDVRQDEOH�VWHSV�WR�HQVXUH�SULYDF\�DQG�FRQ¿GHQWLDOLW\�ZKHQ�
a third party is involved in special needs counselling.

3.5 Counselling Records

Counsellors shall maintain records necessary for rendering professional 
services to their clients as required by the Law and regulations governing 
the Public Service. They shall:—

1. HQVXUH� VXI¿FLHQW� DQG� WLPHO\� GRFXPHQWDWLRQ� RI� WKHLU� FOLHQWV¶�
records for delivery and continuity of needed services;

2. take reasonable steps to ensure that documentation in records 
DFFXUDWHO\�UHÀHFW�FOLHQWV¶�SURJUHVV�DQG�VHUYLFHV�SURYLGHG�

3. ensure that clinical records are kept securely and that access to 
the records shall be limited strictly to authorized persons;

4. during counsellors’ supervision, obtain permission from clients 
prior to observing counselling sessions, reviewing session 
transcripts or viewing recordings of the sessions;

5. provide reasonable access to records and copies of records when 
requested by clients in writing;  

6. provide individual clients with only those parts of records that are 
related directly to them when there is compelling evidence that 
such access would cause no harm;

7. LI�H[FHSWLRQDO�FDVHV�WR�FRQ¿GHQWLDOLW\�H[LVW��FRXQVHOORUV�ZLOO�REWDLQ�
a written permission from clients to disclose or write reports to 
third parties.  (Steps should be taken to ensure that receivers of 
FRXQVHOOLQJ�UHFRUGV�DUH�VHQVLWLYH�WR�WKHLU�FRQ¿GHQWLDO�QDWXUH��

8. upon termination of counselling services, ensure reasonable 
future access and maintain the records in accordance with the 
statutes governing storage of records; and

9. SURWHFW� WKH� FRQ¿GHQWLDOLW\� RI� GHFHDVHG� FOLHQW¶V� FOLQLFDO� UHFRUGV��
disclosure should be consistent with the legal requirements.
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3.6 Professional Responsibility and Obligation

Counsellors have the responsibility and obligation to both the client(s) 
and employer in the practice of counselling.  Therefore, counsellors 
shall:—

1. LQIRUP�FOLHQWV�RI�WKH�OLPLWV�RI�FRQ¿GHQWLDOLW\�EHIRUH�D�FRXQVHOOLQJ�
contract;

2. give their professional impression when sought to determine a 
disciplinary case of a client under their care;

3. adhere to laws and regulations governing the Public Service, 
counselling professional bodies or from certifying bodies of which 
they are members;

4. practice within the boundaries of their competence; 

5. monitor their personal wellness and professional development for 
effective counselling service delivery;

6. refrain from providing counselling services, in case of personal 
impairment;

7. refer all clients’ suitably in case of incapacitation, transfer or 
termination of service/practice;

8. hand-over relevant case summary for continuity of client 
management in case of incapacitation, transfer or termination of 
service/practice;

9. provide personalized information to clients’ to facilitate their 
commitment to the counselling process; 

10. practice professionally and ethically while discharging their 
duties; and

11. update their professional knowledge in accordance with the latest 
UHVHDUFK�¿QGLQJV�

3.7 Evaluation, Assessment and Interpretation of Clients’ 
Results

Counsellors will use assessment instruments as one component of the 
counselling process, taking into account the clients’ personal and socio-
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cultural context.  They will only utilize those tests and assessment tools 
for which they are competent and take reasonable measures to ensure 
their proper use.  Counsellors shall:—

1. promote the psychological well-being of individual clients or 
groups by using appropriate educational, psychological and 
career assessment instruments;

2. appropriately use assessment results and interpretations, for the 
psychological well-being of the client;

3. respect client’s rights to know the results, interpretations made, 
and the counsellor’s impression and recommendations; and

4. guided by the assessment results, collaborate with other relevant 
service providers when dealing with clients with special needs. 

3.8 Termination and Referral

Counsellors shall terminate or refer clients when it becomes apparent 
WKDW� WKH� FOLHQW� QR� ORQJHU� QHHGV� FRXQVHOOLQJ� RU� LV� QRW� EHQH¿WLQJ� IURP�
continued counselling.  Counsellors shall:—

1. make appropriate arrangement for termination and referrals in 
case of interruptions resulting from long vacations, transfers or 
illness;

2. avoid entering or continuing with counselling relationship in 
instances of dual-relationships, professional limitations and 
differing values;

3. be culturally sensitive and appropriately refer;

4. terminate the relationship and document reasons for such 
termination and or referral; and

5. ensure relevant clinical and administrative referral procedures 
are followed.
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CHAPTER FOUR: OPERATIONAL GUIDELINES AND 
IMPLEMENTATION FRAMEWORK

4.1 Introduction

The Directorate of Public Service Management (DPSM) will coordinate, 
monitor and evaluate guidance and counselling services in the Public 
Service. A Public Service Counselling Secretariat will be established in the 
Directorate to develop policies, strategies, guidelines and management 
of effective counselling services. This will be done in consultation and 
collaboration with other Ministries/Departments/Counties to ensure 
psychological well being of the public servants upon entry, stay and exit 
from the Service.    

4.2 Operational Guidelines

Provision of counselling in the Public Service will be guided by the 
following: —

1. guidance and counselling services will be provided by Government 
counsellors or may be outsourced when necessary in accordance 
with the prevailing regulations;

2. MCDAs and will domesticate this policy and mainstream 
counselling, develop operational guidelines and establish 
Counselling Units out-source in accordance with the prevailing 
regulations;

3. supervisor notices poor performance and or harm to self or 
others, the public servant will be encouraged to seek counselling 
services;

4. counselling services will be restricted to public servants.  However, 
consultation with family, institutions or other relevant source may 
be sought; and

5. counselling services in the Public Service will be free. In case 
of referrals outside the Public Service, regulations on medical 
treatment will prevail.

Research and Publication Responsibilities

When conducting research counsellors are encouraged to contribute 
to the knowledge base of the counselling profession. In the event of 
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conducting research in the Public Service, counsellors shall:—

1. SODQ��GHVLJQ��FRQGXFW�DQG�VKDUH�UHVHDUFK�¿QGLQJV� LQ�D�PDQQHU�
that is consistent with pertinent ethical principles, Government 
SURFHGXUHV�� VFLHQWL¿F� VWDQGDUGV� DQG� SURFHGXUHV� JRYHUQLQJ�
research undertaken with human research participants;

2. protect their clients’ identity in instances where their clinical 
records are used for research;

3. support efforts of researchers by participating fully and willingly; 

4. take necessary precautions to ensure sustainability of ethical 
consideration throughout the research; and

5. minimize bias and respect diversity in implementing research 
recommendations.

4.3 Implementation Framework

The following shall play a pivotal role in the implementation of this policy: 
Ministry of Public Service Youth and Gender Affairs, Ministry of Health, 
&DELQHW� 6HFUHWDULHV�� 0&'$V�$FFRXQWLQJ� 2I¿FHUV�$XWKRUL]HG� 2I¿FHUV�
&KLHI� ([HFXWLYH� 2I¿FHUV�� 3XEOLF� 6HUYLFH� &RXQVHOOLQJ� 6HFUHWDULDW�� /LQH�
0DQDJHUV�6XSHUYLVRUV�'HVN�RI¿FHUV�DQG�&RXQVHOORUV�LQ�

Ministry of Public Service Youth and Gender Affairs (MPSYGA)

The MPSYGA, through the Public Service Counselling Secretariat (PSCS), 
will:— 

1. formulate, implement and continuously review the policy on 
guidance and counseling in the Public Service;

2. oversee the domestication of the policy, mainstreaming and 
implementation of the counseling in the Public Service; 

3. develop strategies and guidelines on guidance and counseling 
services;

4. build capacity to implement guidance and counseling services 
and identify counseling training needs;

5. co-ordinate, monitor and evaluate implementation of the guidance 
and counseling policy;
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6. network with relevant MCDAs and professionals to enhance 
professional counseling services;

7. provide counselor supervision which include:—

i. taking reasonable steps to supervise and evaluate the 
FRXQVHORU¶V�HI¿FDF\�

ii. PRQLWRULQJ�VHUYLFHV�SURYLGHG�E\�RWKHU�FRXQVHORUV�
iii. assisting counselors in recognizing their own professional 

LPSDLUPHQW��
iv. providing consultation and assistance when showing signs of 

LPSDLUPHQW��
v. LQWHUYHQLQJ�WR�SUHYHQW�LPPLQHQW�KDUP�WR�FOLHQWV��DQG

vi. preventing engagement in any form of non-professional 
interaction that may compromise the supervisory relationship.

8. DVVLVW� LQ� GHYHORSLQJ� VHFWRU� VSHFL¿F� SURJUDPPHV� LQ� 0'$V� DQG�
Counties;

9. liaise with relevant counseling Units in developing counseling 
Information, Education and Communication (IEC) materials;

10. link with the National Disaster Management Committee in 
response to disasters/crisis;

11. develop and adopt guidelines for the use of allocated resources 
for counseling activities;

12. make proposals for enhancing this policy;

13. conduct Counseling related surveys, statistical analysis and 
compile data for use by the Public Service;

14. collaborate with partners, counseling professionals and other 
stakeholders for best practices sharing and implementation;

15. introduce new ways or models of service delivery to deal with the 
dynamics of counseling services;

16. organizing and participating in national and international 
counseling conferences for professional growth and development; 
and 
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17. prepare annual counseling budget, work plan and reports.

Ministry of Health

The Counsellors and Psychologists Act is anchored in the Ministry and 
therefore the Counsellors and Psychologists Board will be responsible for 
registration and licensure of counsellors in the Public Service.

Cabinet Secretaries 

Cabinet Secretaries shall ensure that counselling targets are included in 
their performance contract in their respective Ministries and Counties.

5ROH�RI�$FFRXQWLQJ�$XWKRUL]HG�2I¿FHUV�&KLHI�([HFXWLYH�2I¿FHUV

Their role will include:—

1. ensuring that guidance and Counselling is mainstreamed in their 
MCDAs; 

2. mobilizing the required resources to facilitate guidance and 
counselling services;

3. domesticating the Public Service Guidance and counselling policy;

4. liaising with the PCSC in MPSYGA on the implementation of the 
Policy;

5. DOORFDWLQJ�ERWK�VXI¿FLHQW�KXPDQ�DQG�RWKHU�UHVRXUFHV�IRU�*XLGDQFH�
and counselling services;

6. promoting Guidance and counselling services at all levels;

7. facilitating psychological response to disasters/Crisis in the 
service; and

8. promoting and benchmarking counselling service with partners 
and other service providers.

Line Managers/Supervisors

Their responsibilities will include:—

1. liaise with PSCS in the MPSYGA to sensitize on guidance and 
counselling services during induction of newly recruited public 
servants in the Public Service:—
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2. assess training needs in counselling in Ministry/Departments and 
Organizations;

3. sensitize public servants on workplace challenges in relation to 
work performance in conjunction with PSCS;  

4. advice and refer public servants in need of counselling services;

5. support guidance and counselling programmes in their respective 
workplaces; and

6. facilitate administrative procedures for public servants to access 
guidance and counselling services.

Counsellors

Ministries, Counties, Departments and Agencies shall establish 
Counselling Units and counsellors in those Units will:—

1. provide counseling services  to needy public servants, through 
individual, group and family counseling in order to;

(a) enhance career growth;

(b) improve self-concept, increase productivity and develop       
positive image;

(c) maintain work-life balance through management of stress 
and burn-out;

(d) address disciplinary issues in liaison with MHRAC and 
CHRAC;

(e) liaise with MCDAs ACUs and ADA committees to provide 
guidance and counselling in preventing and managing 
ADA, HIV and AIDS;

(f) prepare public servants in change management; and

(g) prepare public servants psychologically for entry, stay and 
exit in cases of deployment, transfer and separation.

2. undertake planning and budgeting for guidance and counseling 
programmes;

3. develop and implement proposals for enhancing guidance and 
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counselling services in the workplace;

4. domesticating and implementing guidance and counselling 
SROLFLHV�ZLWKLQ�WKH�VSHFL¿F�VHFWRU�

5. liaise with other counselling organizations and partners to 
enhance service provision.

6. provide referral to public servants for specialized services;

7. promote  clients’ psychological well-being;

8. respond and coordinate disaster/crises by providing psychological 
¿UVW�DLG��GHEULH¿QJ�DQG�WUDXPD�FRXQVHOOLQJ�LQ�DUHDV�RI�MXULVGLFWLRQ�

9. organize sensitization workshops, seminars and conferences for 
guidance and counselling.

10. organize and convene regular counseling and Sub-ACU meetings;

11. organize bi-annual consultative meetings for stake-holders to 
review progress in the implementation of the policy;

12. monitor and evaluate the implementation of this policy; and

13. prepare annual counseling budget, work plan and reports.

4.4 Monitoring and Evaluation

This policy gives priority for continuous monitoring and evaluation for 
HIIHFWLYH�DQG�HI¿FLHQW�JXLGDQFH�DQG� FRXQVHOOLQJ� VHUYLFH�GHOLYHU\��(DFK�
MCDA will generate information necessary to assess the impact of 
guidance and counselling services within their jurisdiction.

4.5 Policy Development and Review

This Policy will be reviewed from time to time to ensure it remains 
relevant to the needs of the Public Service in both levels of Government.

                                              




