FIFE

Providing Guidance, Hope, and Healing

CLIENT GUIDELINES/CONSENT FORM

Welcome to FIFE COACHING!

I look forward to working together. This form includes a few guidelines that are important in
creating and maintaining a good working relationship between coach and client. If you have any
questions, please feel free to contact me.

FEES: Clients are expected to pay in advanced or pay at the time of service unless prior arrangements
have been made. Payments may be made by check or credit card.

PROCEDURES: It is expected that clients arrive on time (or if doing a tele-session, call on time).
Clients are expected to come to the session with updates, progress and current challenges. Let me
know what you want to work on and be ready to be coached. Please make copies of the enclosed
client prep form and e-mail a completed form before each session. The agenda is client generated
and coach supported.

COACHING SESSIONS: Coaching sessions generally meet live in-person, but they may also be
scheduled to be completed over the telephone if that is more convenient. A live session or tele-
coaching session is 50 minutes in length.

TELE-COACHING ETTIQUETTE: When participating in a tele-coaching session, please follow the
following phone etiquette guidelines: 1) Calls are always made by client to the coach. 2) Call at the
scheduled time agreed upon. 3) Call from a place where you won’t be distracted. 4) Avoid calling
from a cell phone in your car.

CHANGES: If you need to cancel an appointment, please give 24 hours notice so that we can
reschedule the session. If you have an emergency, we will work around it. Otherwise, a missed
session is not made up.

CLIENT RESPONSIBILITIES: It is necessary for the client to implement the coaching that is given to
feel that coaching is a success. You have hired a coach to do things differently than you ever have
before. Success and change can happen if you are willing do the work.

CONSENT FOR COACHING: Your signature indicates your consent for April Fife to provide Life
Coaching to you and/or family members and signifies that the information you provided is accurate
and that you have read, understood, and agreed to the terms described above. Your signature also
indicates that you are aware that life coaching is not considered professional counseling treatment
and is not intended to diagnose or treat medical or mental health diseases or conditions.

| HAVE READ AND AGREE TO THE GUIDELINES OUTLINED FOR CLIENTS OF FIFE COACHING.

Name: Date:
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ELECTRONIC COMMUNICATION POLICY

E-mail and texting offer easy and convenient ways for coach and client to communicate. In some situations, it has
advantages over office visits or telephone calls. However, it is important remember: there are important
differences. E-mail is not to be used as a substitute for coaching sessions, nor is it to be used by clients to share
information that you want to be kept private from other family members. Similar to leaving a message on my
voicemail, there is no person at the other end of the call — just a computer. You can’t tell for certain when your
message will be read, or even if | am in the office or on vacation. Nonetheless, | believe that the ease of
communication e-mail can afford a benefit to client care. Below are some guidelines for contacting me using e-

mail.

e E-mail is never appropriate for urgent or emergency problems! Please use the telephone or go to a
Hospital Emergency Room for emergencies.

e E-mail is great for asking those little questions that do not require a lot of discussion. Appropriate uses
of e-mail also include referral and appointment scheduling requests.

e E-mail is not confidential. It is like sending a postcard through the mail. You should also know that if
sending e-mails from work, your employer has a legal right to read your e-mail if he or she chooses.

e E-mails should not be used to communicate sensitive medical information, such as information
regarding sexually transmitted diseases, AIDS/HIV, mental health, developmental disability, or substance
abuse.

e E-mail may become a part of the client record when we use it; a copy may be printed and put in your
chart.

e E-mail is not a substitute for seeing me. If you think that you might need to be seen, please call and book
an appointment!

e Either party can revoke permission to use the e-mail system at any time.

0 | DO want to communicate with April Fife electronically. | have read the above information and
understand the limitations of security on information transmitted. | understand that April Fife may
not be able to communicate with me electronically about my specific condition if there are concerns
regarding confidentiality.

0 It is permissible for April Fife to contact me via email regarding scheduling.

0 Itis NOT permissible for April Fife to contact me via email.

Client Name:
Client Signature: Date:

E-mail Address:

Adapted from Katherine M. Hertlein, Ph.D.
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