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Working Online Policy For Practitioners 
 

Introduction 

 

This policy is for BeeLeaf Members working therapeutically online. BeeLeaf recognises that working 

online is fast becoming the new normal for many Practitioners particularly as a result of the Coronavirus 

pandemic. It is important that Practitioners educate themselves as much as possible by following 

recommended practice guidelines offered by various professional bodies and by acquiring specific 

training even if they are confident with using the internet and computer for other purposes. 

 

It is important to recognise that working with clients online who previously were working in person 

presents different challenges from working online from the beginning of the therapeutic relationship. 

 

Following the guidance within this policy does not replace in-depth training in working online or qualify 

the Practitioner as an Online Therapist. 

 

Scope 

This policy is for Practitioners who are presently unable to see clients face-to-face in person because of 

the latest Government advice on COVID-19, or who may simply want to move some or all of their 

practice online. For the purpose of this policy, online therapy refers to therapy conducted by video link 

or telephone. This policy does not cover therapy conducted by online correspondence such as email, 

sms and chatbox which must be practiced under separate specific protocols and for which dedicated 

training must be completed. 

 

This policy should be used in conjunction with the following policies 

• The UKCP Code of Ethics  

• COOHP Guidelines on Psychotherapeutic Practice and Working in Isolation 

• COOHP Guidelines for Working Online 

• BeeLeaf Lone Working Policies 

 
Managing Risk and Safeguarding  
 
The Practitioner must discuss with the client if working online is appropriate for both parties at this time. 
The safety of the client must be the first priority and potential issues around privacy and online security 
must be discussed particularly if the client is in a shared space.  
 
Legal Responsibility 
 

• The Member must be aware of data protection obligations and make the client aware of what 
data is being collected about them, the purpose and for how long it will be stored.  

• If client information is being stored on a computer/online the Practitioner needs to research and 
follow appropriate advice provided by the Information Commissioner’s Office (ICO).  

• The Practitioner must make the client aware that although every precaution and safety measure 
is being taken to ensure confidentiality and protection of data no internet system is 100% 
secure. 

• If working with clients in a different country the Practitioner must take account of the legal and 
professional issues and insurance consequences of working across international and state 
jurisdictions, including the implications for the online therapeutic contract. 

 
Sending emails  
 
When sending an email to the client it is important to keep in mind that someone other than the client 
may have access to the email. Therefore the following may be appropriate: 

• Try to use an email address that is not immediately identifiable as being about psychotherapy. 
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• Have a separate professional email address to avoid any accidental personal emails being 
sent.  

• If sending an attachment in an email make it password encrypted and give the password to the 
client separately so that only they can open the attachment.  

• Avoid the use of email to discuss therapy content, unless you are conducting email 
psychotherapy for which specific other protocols apply. 

 
Preparing the Therapy Space 
 

• Consider the height of the computer device. It may be a good idea to use a separate camera 
that can be mounted at eye level. 

• The Practitioner must familiarise themselves with using the online platform of their choice on the 
actual device to be used for therapy.  Platforms perform differently on different kinds of devices 
and with different browsers. 

• Create a contact procedure (e.g mobile number or app) with the client for what will happen if 
internet connection is lost or it becomes necessary for the client to end the session for their own 
security and safety. 

• The Practitioner should be aware of what objects are within camera range and therefore visible 
to the client online. 

• Prepare the therapeutic space beforehand. Check the lighting in the room is suitable. For 
example, it may be necessary to pull down blinds turn lights into a different direction. 

• Ask the client to suitably prepare their own space, including ensuring adequate connection, 
appropriate lighting and privacy. 

 
Client Identity  
 
The Practitioner must take practical steps to ensure their computer is secure and setup to protect client 
identity.  
 

• Make sure there is antivirus, anti malware software and firewall installed.  

• An account password must be setup especially if the computer is shared with others. 

• The identity of the client should be protected by using a pseudo name on any online calendar 
that may be used.  

• When working with a client online close any other programmes so there is no risk of data 
leakage.  

• Ensure the broadband system is setup to cope with your video platform. make sure that quality 
of connection is not compromised if other people on the premises are using the Internet at the 
same time.  

• Turn off listening devices such as Alexa and Siri.  

• The Practitioner and the client may want to use headphones for privacy. This is especially 
important if sharing a space and other people are within earshot. 

 
Self Care 
 
The Practitioner should take appropriate steps to ensure self-care needs are met, as working online 
with clients can be more tiring. 

• Take regular screen breaks. Stand up and walk around. 

• Use comfortable headphones. 

• Create a rest space that is different from the space used for online therapy. 

• Make use of Clinical Supervision to discuss issues that arise with online therapy. 
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