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Mobile: 0493 034 394
Email: tamsyn@mindfulmoments-counselling.com
Web: www.mindfulmomentscounselling.au

Client Intake for Services Provided by Tamsyn Lock-Johnstone at Mindful Moments Counselling & Mental Health

	Full name:
	

	Pronouns:
	
	Date of birth:
	

	Address:

	

	Mobile:
	

	Email:
	

	Preferred contact:
	Phone / Email / SMS

	Emergency contact:
	Name & relationship:
Mobile:

	Relationship status:
	Married / De facto / Dating / Separated / Other:

	Children:
	No / Yes        Please list ages:

	Accessibility requirements:
	No / Yes        Please list:

	Cultural/personal considerations:
	No / Yes        Please list:

	Reason for appointment (main concerns, symptoms):
	





	Goals/aspirations for counselling (list as many or as few as you like):
	



	Anticipated timeframe:
	

	Preferred session frequency:
	Weekly / Fortnightly / Monthly / Other (please specify)

	Preferred days:
	Mon / Tue / Wed / Thu / Fri 

	Preferred session type:
	In-person (clinic) / Walk-and-talk / Home visit / Telehealth

	Diagnosed medical or mental health conditions:
	No / Yes        Please list:


	Medications:
	No / Yes        Please list:


	Previous counselling/therapy?
	No / Yes


	How did you hear about me (word of mouth, social media, referral, etc)?
	





Privacy Policy and Consent Form for Services Provided by Tamsyn Lock-Johnstone at Mindful Moments Counselling & Mental Health
Privacy Policy
This policy outlines the ways in which Tamsyn Lock-Johnstone at Mindful Moments Counselling & Mental Health handles the personal information of clients. Privacy is taken seriously and with committed compliance with the Australian Privacy Principles in the Privacy Act 1988 (Cth).
Personal information: Personal information is any information about an individual that can be used to identify them directly or indirectly, such as name, address, phone number, email address, and date of birth. Sensitive information is a type of personal information which includes details, for example, about a person’s racial or ethnic origins, political or religious beliefs, sexual orientation, health or genetic information, family court orders or criminal record. The breach of sensitive information is likely to leave people open to discrimination or embarrassment. 
Why personal information is collected: The sharing of personal information by a client to Tamsyn Lock-Johnstone assists in assessment and support of the client in processing their identified concerns. Personal information is retained to enable Tamsyn Lock-Johnstone to provide a relevant and informed service. Within this practice and due to duty of care, a client cannot be anonymous. A client may request to use a pseudonym, but a name as listed on ID’s is required. 
How personal information is collected: Personal information is collected through a variety of means, including:
· the information shared verbally,
· written communication received via email, SMS or letter,
· online booking system,
· intake form,
· the guardian of those under 18 years of age,
· a referral from your GP or another treating practitioner or service.
Storage of personal information: To protect held personal information from misuse or loss, it is stored, all of which are secure and can only be accessed by Tamsyn Lock-Johnstone. The method of storage varies between types of information and includes both hard copies and digital versions (either on a secure server or offline). No credit card nor banking details are retained once processing the payment is finalised. No unnecessary information is retained where possible, disposing of it securely from time to time depending on the type on information it is and our legal obligations. Should Tamsyn Lock-Johnstone become aware of a security breach, it will be promptly investigated and, where appropriate, remedial action taken including notifying the individual affected in accordance with the Privacy Act.
Disclosure of personal information: No personal information is disclosed to third parties without the client’s consent, except when the disclosure is required by law. It is unlikely that any information will be disclosed to a recipient outside of Australia. 
Accessing personal information: Clients may request access to held personal information. Tamsyn Lock-Johnstone may ask to specify what information is required and may charge a fee where we provide access. All requests for access to personal information are dealt with as required by the Privacy Act. Access may be refused if the Privacy Act allows. 
Integrity of personal information: Tamsyn Lock-Johnstone will aim to ensure that the personal information collected is accurate and up to date. Clients may request an update or correction to personal information held and with all such requests will be dealt with as required by the Privacy Act.
Complaints: If you think your personal information has not been handled in line with the Privacy Act, please contact Tamsyn Lock-Johnstone in the first instance. Tamsyn Lock-Johnstone will investigate your complaint and try to promptly resolve your complaint directly with you. If you are not satisfied with the outcome, then you may make a complaint to the Office of the Australian Information Commissioner (OAIC). For information about how to make such a complaint, please refer to the OAIC website http://www.oaic.gov.au/
Changes to this privacy policy: Changes to this privacy policy may be made from time to time, and in such cases, the client will be notified by email.
Contact: Any questions relating to privacy matters may be provided by email at tamsyn@mindfulmoments-counselling.com.

Informed Consent
Agreement for counselling services
Some important facts about counselling: Professional counselling is a safe and confidential collaboration between qualified counsellors and clients to promote mental health and well-being, enhance self-understanding, and resolve concerns. Clients are active participants at every stage of the counselling process. (PACFA Scope of Practice for Registered Counsellors 2018, p.2). 
People seek counselling for a wide variety of reasons. Tamsyn Lock-Johnstone looks forward to exploring your reasons for seeking counselling and to navigating the counselling journey together. All people are unique beings with unique histories, perceptions, and expectations, and as a result, the outcomes of counselling can vary widely. This means that no set outcomes can be guaranteed, however, Tamsyn Lock-Johnstone is committed to best practice with clients in resolving concerns.
The counselling process may act as a catalyst for triggering a wide range of feelings and reactions. It is therefore important that clients keep the counsellor informed of any such experiences should they arise to ensure optimised support. To get the best out of the counselling process, the following guidelines are useful:
· Aim to attend every scheduled session,
· Be prepared to share your thoughts and feelings openly with the counsellor,
· Complete any out-of-session tasks agreed upon,
· When unsure, ask for clarification about any of the counselling activities being undertaken, and discuss any doubts or concerns with the counsellor.
Some practicalities
Hours of practice: Consulting hours are from 8:00 am to 5:00 pm weekdays. There is a limited after-hours service on Wednesday, Thursday, and Friday evenings between 5:00 pm and 8:00 pm for which appointments may be made by special request only. In-person clinic appointments are currently only available via The Bigger Picture Clinic in Elsternwick – for other service areas, home visit and walk-and-talk appointments may be available by request. In-person walk-and-talk appointments are not available as initial appointments. Telehealth appointments are available across Australia.
Session frequency: A typical counselling session is 60 minutes in length for individuals, and 90 minutes in length for couples. Whilst the frequency of sessions depends on the client and the nature of the concern, an initial commitment to five appointments is recommended preferably on a weekly to fortnightly basis.
Scheduled sessions: Sessions are offered in person (via The Bigger Picture Clinic in Elsternwick, walk and talk appointments, or previously arranged locations) or via telehealth. Sessions via phone or video are provided on the basis that client and counsellor both:
· Ensure a confidential and uninterrupted space; this may or may not involve using a headset,
· Will not record sessions, and
· Will aim to have reliable connectivity. 
Cancellation policy: If you need to cancel or reschedule a booked appointment, a minimum of 24 hours’ notice is required, unless exceptional circumstances occur and at the discretion of Tamsyn Lock-Johnstone. This allows for the reassignment of cancelled bookings to other clients who may be waiting for an appointment. A cancellation fee equivalent to the full appointment fee applies to missed bookings where 24 hours’ notice is not provided. Cancellations must be provided through email, SMS, or by phone call.
Fees: The hourly charge for counselling sessions with individuals is $100 (seniors is $60) and with couples is $160 and is payable prior to the appointment via direct deposit, BPAY, or credit or debit card. Please discuss with Tamsyn Lock-Johnstone if you require an alternative payment option.
In an emergency: As Tamsyn Lock-Johnstone does not provide a crisis service, if there is an emergency please contact:
· your doctor, or the emergency section of your local hospital.
· Lifeline on 13 11 14.
Confidentiality: Your right to privacy encompasses confidentiality. Information discussed during sessions is confidential and may not be shared with anyone without your written permission except when Tamsyn Lock-Johnstone is legally obliged to:
· Report a serious and imminent threat to the life, health or property of yourself or another,
· Report any abuse or neglect experienced by a young person under the age of 18 years, and/or,
· Release client records when required by court order. 
Confidential written records are maintained to reflect the issues and goals identified in counselling sessions and are kept securely for seven years. 
Relationship counselling: In couples counselling, the therapeutic client is the relationship, not the individual partner. As such, the counsellor is not an advocate for either partner, and does not provide legal advice, relationship determinations, or forensic opinions.
Secrets policy (relationship counselling only): Though partners may receive sessions individually as part of relationship counselling, Tamsyn Lock-Johnstone has a no-secrets policy and does not keep secrets that materially impact the counselling process or if information related to risk, abuse, or safety. Information disclosed individually may be raised in joint sessions if it affects: 
· Relationship safety, 
· Informed consent of the other partner, or,
· The integrity of the therapeutic work.
Supervision: To comply with professional standards and professional development, Tamsyn Lock-Johnstone has an ethical responsibility to participate in ongoing professional supervision with a registered clinical supervisor. In such situations, content presented is de-identified.


Acceptance by the client
I, ___________________________________________________, have read and understood the above privacy policy and consent form as well as the circumstances where confidentiality may not be maintained. I declare that the information entered above is truthful and correct to the best of my knowledge. I consent to these conditions for the services provided by Tamsyn Lock-Johnstone at Mindful Moments Counselling & Mental Health.

Signature:

Date: 
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