Setting Up a Client File

Creating client files is an essential task for mental health professionals to maintain organized
and confidential records. Here are step-by-step instructions on how to set up a new client file.
Check off the item once it is complete.

1. Gather Necessary Materials.
Obtain a new, secure file folder or electronic client management software.

Ensure you have access to any required intake forms, consent documents, and legal
documents.

2. Confirm Legal and Ethical Compliance.

Review local, state, and federal regulations regarding client record-keeping and
confidentiality.

Ensure that you have the necessary client consent and release forms as required by your
jurisdiction.

3. Create a Cover Sheet.

If you use a physical file folder, create a cover sheet or label with the client's name, date of
birth, and contact information.

If setting up an electronic file, input this information as the client's profile.
4. Initial Contact and Consent.
Document the date and method of the initial contact with the client.

Ensure that you have obtained the client's informed consent for treatment, including any
relevant disclosures.

5. Assessment and Intake Forms.

Complete and file any assessment or intake forms that are part of your standard client
onboarding process.

Ensure these documents are signed and dated by both you and the client.
6. Confidentiality Agreement.

File or upload a confidentiality agreement, outlining the boundaries and limits of
confidentiality in therapy.

7. Treatment Plan.
Develop a treatment plan based on the client's needs and goals.

Include details on treatment modalities, goals, objectives, and proposed duration.
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8. Progress Notes.

Begin documenting progress notes immediately after each session. Include the date,
session duration, client's presenting issues, interventions used, and progress made.

Ensure that progress notes are concise, objective, and focus on the client's treatment.
9. Consent for Release of Information.

File or upload a consent form if the client wishes to share their information with other
healthcare providers or individuals.

10. Emergency Contact Information.

Document emergency contact information for the client, including the name of an
emergency contact person and their contact details.

11. Billing and Insurance Information.

Maintain a record of the client's billing and insurance information, including any invoices
or payment receipts.

12. Incident Reports.

Create anincident report section for recording any client-related incidents, such as safety
concerns or breaches of confidentiality.

13. Regular Updates.

Regularly update the client file as therapy progresses, including revising the treatment
plan and documenting changes in the client's condition.

14. Secure Storage.

Ensure that physical client files are securely stored in a locked cabinet or room to protect
client confidentiality.

For electronic records, use secure and encrypted software and implement strong
password protection.

15. Regular Review and Audit.

Periodically review and audit client files to ensure compliance with regulations and ethical
standards.

Update any consent forms or treatment plans as needed.
16. Closure and Archiving.

When therapy with the client is terminated, complete a closing summary, update any legal
documents, and securely archive the file in accordance with legal requirements.
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17. Appropriately Dispose of Records.

When records reach the end of the legally required retention period, dispose of them
securely, following applicable regulations.

Remember that maintaining organized and secure client files is essential for providing effective
therapy and safeguarding client confidentiality. Always stay updated on legal and ethical
requirements specific to your jurisdiction.

Notes:

Here are some tips for setting up client files:

e Choose the right medium for your client notes. You could use paper, a digital tablet, or a
voice recorder.

e Develop a session checklist to ensure you complete all necessary tasks for each session.

e Learn your state's documentation laws and rules so you know what information you
need to keep and how to store it.

e Create a template for your client notes to help you stay consistent and shorten your
note-writing time. Consider SOAP, BIRP, or DAP formats.

e \Write notes collaboratively with your client.

e Focus on key details and avoid dismissive or judgmental language.

e Finish your notes within the session or at the end of the day.
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