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INTAKE, ORIENTATION, & ONBOARDING PROCESS 
 

This section of the therapy program and treatment plan review will cover the process of the 
consultation, intake, and orientation to therapy. It is essential to your treatment and the therapeutic 
journey to let you know why you are being asked to complete this activity. I will tell you what you 
can expect for the next steps in this process. You'll learn why following the therapy program and 
creating a treatment plan is important. I'll cover the process of making the plan and each element of 
an effective plan. 

I will share the necessity of complying with ethical standards, state licensing regulations, federal 
and state laws, and health insurance company requirements. I will explain the process of gathering 
information from you, including a history, current problems, and a list of medications. I will explain 
what medical necessity is and why it's important. I will review the informed consent to treatment, our 
therapy agreement, the intake session, and the intake process. 

You will learn why critical thinking skills are foundational to my therapy program, your treatment 
plan, and the health and wellness program. I will outline the Substance Abuse and Mental Health 
Services Administration recovery principles that guide professionals in developing ethical and 
evidence-based treatment programs. Finally, for the purpose of continuity of care and cooperation 
of care, I will explain the importance of ruling out other medical conditions and assessing the need 
for medications. 

 

The Scheduling Process 

Before collaboratively creating your treatment plan, several important steps were taken to ensure 
you are fully informed and engaged in the process. I have emphasized the importance of your 
active involvement in developing your treatment plan and monitoring your progress, as well as the 
requirement for you to sign the treatment plan and any revisions. Prior to your intake appointment, 
you were sent several documents to review, complete, and sign. 

You should have been encouraged to watch videos on my YouTube channel, specifically the "About 
James Fitzgerald" playlist. These videos provide information about my educational background—
including my bachelor's degree in psychology and master's degree in clinical mental health 
counseling—my training and work history, professional development and continuing education 
certificates, theoretical orientation, and integrative and holistic approaches to counseling. 

You should have been asked to review the intake process, compliance procedures, and instructions 
for completing the packet of intake documents. You should have been invited to watch an 
instructional YouTube video that explains these processes in detail. I requested you review my 
professional public disclosure statement for Licensed Clinical Mental Health Counselors (LCMHCs) 
and sign an acknowledgment that you have reviewed the document. A new statement will be 
provided to you each year we work together.  
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As part of this disclosure, you should have been asked to review the Vermont Secretary of State 
Office of Professional Regulation's statutes and professional regulations document, which will also 
be updated annually. Optionally, you could watch a series of instructional YouTube videos about this 
disclosure statement. 

You should have been asked to review my philosophical and theoretical orientation document and 
sign an acknowledgment of your review. An optional informational YouTube video was provided to 
further explain my philosophical and theoretical orientation. You should have been asked to review 
my ethical compliance and accountability statement and sign an acknowledgment that you have 
reviewed the document. An optional informational YouTube video was available to provide 
additional details about my ethical compliance and accountability practices. 

Upon completion of the required documentation, you should have been asked to review and sign 
the acknowledgment and acceptance for a therapy intake session. These steps are designed to 
ensure you are fully informed and comfortable with the therapeutic process, fostering a 
collaborative and transparent relationship between us. 

What to Expect 

The intake process involves a consultation session, paperwork to complete before the next session, 
and an initial assessment phase of therapy where I gather essential information about your medical 
history, family dynamics, mental health history, relationships, current concerns, and your goals for 
therapy. This helps me create a personalized treatment plan tailored to your needs. You will then 
receive detailed information about me, the therapeutic approach we will use, and any necessary 
administrative details. This is also an opportunity for you to ask any questions and address any 
concerns you may have. 

I will walk you through my policies, procedures, and privacy practices. You will learn about 
appointment scheduling, payment methods, and communication protocols. This phase ensures that 
you are fully informed and comfortable with the logistics of your care. If you are seeing me primarily 
through telehealth, you will be informed that we can only meet if you are physically located in the 
state of Vermont. 

You will be asked to complete a series of forms and questionnaires that provide me with a 
comprehensive understanding of your history and present situation. This information is crucial for 
developing an effective and personalized plan for your care. Engaging in lessons and activities 
between sessions is a vital part of your therapy process. These tasks are designed to reinforce the 
concepts discussed during your sessions, provide opportunities for practice and reflection, and 
accelerate your progress. Research has shown that clients who actively participate in between-
session activities experience greater improvements and achieve their goals sooner and more 
effectively. 

By completing the in between session assignments, you will enhance your understanding of key 
concepts. You will be able to apply new skills in real-world situations. You may want to reflect on 
your experiences and insights. I will ask you to monitor your progress so we can make necessary 
adjustments as needed. The assignments help you stay motivated and engaged in your journey. 



JAMES FITZGERALD THERAPY, PLLC 
James Fitzgerald, MS, NCC, LCMHC 

Strengthening Your Conscious Self © 2022 
Intake & Onboarding Process 

 
 

 
 

Therapy Program & Treatment Plan 
 

3 

Remember, I am here to support you every step of the way. If you encounter any challenges or 
have questions about the lessons and activities, please do not hesitate to reach out. Your active 
participation is essential for your success, and I am committed to helping you achieve the best 
possible outcomes. 

The Client's Medical Records Chart Documents Process 

This process should have been completed before the treatment plan was cooperatively created. 
The client was asked to complete all the intake documents on or before the day of the intake 
appointment and has completed or reviewed and signed them. The forms are Therapy Notes LLC 
default forms and automatically become part of the client's clinical chart and medical records. 

Intake Session & Process 

Prior to the session, the clinician will verfiy that the client has completed all the required paperwork, 
and/or watched all the videos; and will reinforce and reassign the documents and videos as 
homework before the next session. The clinician will complete the paperwork in session that needs 
to be done to stay in compliance. The intake session adhered to the following format: 

The clinician and client reviewed a summary of the clinician's work experience, education, training, 
and credentials. The clinician and client discussed the client's presenting problem. what symptoms 
and behaviors are they struggling with, what brings them to therapy, what are they hoping to 
accomplish by coming to therapy. 

The clinician and client discussed important policies, procedures, session format, mental capacity, 
informed consent, medical necessity, confidentiality statement and the limits of confidentiality, duty 
to warn, and compliance process. 

The clinician and client discussed the clinician's ethical and necessary use of different technology 
tools and software applications, and the clinician's legal obligation to inform the client of the different 
programs being used: Therapy Notes LLC; Upheal AI; Chat GPT; Google Workspace; Google Drive; 
Gemini; Notebook LM; Zoom Pro; SR Fax; Hushmail; Quenza; Facebook pages; Linked In; 
Professional websites; TikTok; Instagram; YouTube; and InVideo AI. 

The clinician informed the client that no personal identifiable information is shared with any AI 
platform or add on. The only software that stores personal health information is Therapy Notes, and 
that is not an optional software. The client was made aware of the benefits of the technology, that 
business associate agreements are in place, that the software is secure and HIPAA compliant. The 
client was informed about potential risks of data breaches. 

The clinician and client discussed the state of Vermont Secretary of State's office of professional 
regulation statement for unethical conduct and the method of filing a complaint. The clinician and 
client discussed the treatment planning process, progress notes, and the HAq-II, The Revised 
Helping Alliance Questionnaire. 

The client and clinician scheduled a set of sessions to build rapport, gather more history, develop 
trust, finalize the treatment plan's goals, objectives and interventions, discuss ways of tracking 
progress on the plan, and determine the discharge criteria. 
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Medical Conditions 

The clinician and client will work together to rule out Medical Conditions. When it is appropriate and 
necessary, the clinician and client will work together to motivate the client to schedule an 
appointment for a physical health examination. 

Continuity of Care: The client will complete a medical evaluation conducted by a physician, to 
assess for any possible contribution of neurological, medical, or substance-related conditions to the 
symptoms and behaviors associated with their presenting problems. If the client is being cared for 
by (or has been evaluated by) their primary care physician, discuss and process any medical 
concerns, illness, disease, chronic pain, or physical health and wellness problems and goals with 
the clinician. 

Coordination of Care: The clinician will provide a referral to a physician for a medical evaluation 
and physical health examination to rule out general medical or substance related causes of their 
presenting problems. The clinician will discuss and process medical concerns, illness, disease, 
chronic pain, or physical health and wellness problems and goals, with the client. The clinician will 
provide the client encouragement, support, and person-centered, strengths-based guidance. 

Psychiatric Medication 

The clinician will encourage the client to agree to an assessment of the need for Psychiatric 
Medication. When it is appropriate and necessary, the clinician and client will work together to 
motivate the client to schedule an appointment for a medication evaluation. 

Continuity of Care: The client agrees they will cooperate with and complete a - neurological, 
educational, social, emotional, mental/cognitive, speech, language, communication - physical and 
psychiatric evaluation to rule out medical and substance related etiologies and assess the need for 
psychotropic medication. If the client is currently prescribed medication to alleviate symptoms and 
problems, discuss medication compliance and any resistance or ambivalence, ask for accountability 
from the clinician, and discuss side effects and efficacy of medications. 

Coordination of Care: The client will assist the client in arranging for and provide a referral for a - 
neurological, educational, social, emotional, mental/cognitive, speech, language, communication - 
physical and psychiatric evaluation to rule out medical and substance related etiologies and assess 
the need for psychotropic medication. The clinician will assist the client with remaining compliant 
and taking medication as prescribed by regularly assessing medication compliance, side effects, 
and efficacy. The clinician will confer regularly with the client's prescribing physician (a current 
release of information will be in the client's chart). 


