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PLANETARY HEALING CENTRE
PROJECT COORDINATOR   
ROLE DESCRIPTION

The Project Coordinator will:

1. Support the therapist(s) in his/her role during the day. 

2. Take bookings for the project answering the phone: “Holistic Health Project, “name” speaking, how can I help you? “ 

3. Observe our policy of booking the client only the therapy he or she has asked for. Send reminders to clients about their session and inform therapists too. 
4. Register project users in the project giving them an application form and when needed help them to fill it in. 
5. Do reception work, be the person responsible for opening and closing the Centre, do some light cleaning and tiding up of the centre. 
6. Promote inclusion and equal opportunities for users of the project.

7.  Register in the finances books the contribution given by users of the project and sales from the shop.
8. Whenever possible let people out there know about the project.  

9. Be aware and sensitive to the vulnerability of users of our project. 

10. Observe confidentiality in all aspects regarding users’ private information, therapy history, our organisation’s general information, database, etc. 

11. When applicable pass on information to clients regarding appropriate specialists or community agencies (e.g. A.A, counselling services, etc. We have a folder available with details of other agencies) 
12. Participate  in support and supervision session over the phone once a Month.

13. Observe our code of conduct, policies and procedures. 

14. Be able to explain the following to clients:  

	Has the following been explained to you?

	1) The Service (we offer holistic therapies which are listed on our website) 

2) Support we can offer (one to one therapies, befriending, stress management and confidence building programme) 

3) Number of sessions agreement? ( between 8 to 16 sessions, after that, if we have a waiting list,  client has to be reassessed in order to continue using the project)

	4) Referral Process  (we take referrals and at the end of the number of sessions agreed, we write to the referral agency for an evaluation) 

5) Confidentiality (all info is confidential, only the therapists you book with can read your notes) 

6) Waiting list (We ask clients to only cancel an appointment for reasons beyond their control. The project can get very busy, therefore, less minute cancellations are taking the place of other people who could have benefited from the project.) 

7) Monitoring process (after 8 or 16 sessions we will ask client to fill in the Monitoring and Evaluation form and once a year client will receive a phone call from project evaluator consultant), 

8) Contact with GP when it is the case (this will only happen if,  because of clients’ health condition, we feel it is necessary for the  GP to know he/she is attending our project. However we will never contact clients’ GP without his/her authorisation)

9) Exit meeting (after 8 or 16 sessions, we will ask client to fill in an exit form) 

10) Outcome/review (our monitor and evaluator consultant will contact regular users of the project once a year to check on outcomes achieved and write a review of the project. )

	11) Complaints policy (users and volunteers can email their complain to Claudia Goncalves at holistic@planetary-healing.org. Complains will be dealt with by a board of trustee and client will receive a reply within 2 weeks)  

12) Cancellation policy (Cancellations less than 24 hours notice, will occur a £5 fee) 
13) Contact with therapists policy (Users of the project are asked not to contact volunteer therapist outside the project unless it is related to private  session. We recommend user of the project to fill in an exit form for the project before he or she becomes a private client.  

14) Our office in Balerno: 0131 449 4467. 


