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The Welcome Packet: Relationship Coaching                                                                                                                      Dr. Elizabeth-Anne Stewart, BCC, PCC                                                                                www.ChicagoWeddingRites.com                                                                                                                                                                                                                     773-495-0228

CLIENT POLICIES & PROCEDURES 
Welcome!  Welcome to Relationship Coaching! You are about to make a great investment, helping an amazing relationship become even better! I very much look forward to working with you, but need to let you know of the guidelines we will maintain for things to go smoothly. Please don’t hesitate to call if you have any questions.

PROCESS
To get the most out of each one hour session, please complete the Relationship Coaching Questionnaire before your first appointment and email me a copy at least two days before our scheduled session; you can send me the Client Prep Form before subsequent sessions. You will set the agenda and I will support you in your goals. Please note that I cannot do your work for you; it is your responsibility to implement the steps that emerge from the Coaching experience or you will not meet your goals!
FEE
Clients pay me on the day of our appointment or before we meet!  My Fee for 2018-2019 is $125 per hour session or $115 per hour session if you pre-pay for a package of 3 sessions. I accept payment through Chase Quick Pay/ Zelle  (preferred method of payment), PayPal and personal checks. We will work around vacations, conflicts etc. but I must have 24 hrs’ notice if you wish to cancel or re-schedule. Barring a documented emergency, the fee for a missed appointment with less than 24 hours’ notice is $100.00.
EXTRA TIME
If you need a coaching session to be longer than one hour in length, I will be happy to accommodate you, if my schedule permits. The fee would be based on $25 per quarter hour. If you wish to contact me between sessions, the best way is by email. I am happy to provide a brief response to your questions, comments or updates, but anything longer would be billed as consultation at $100 per hour or fraction thereof. 
PROBLEMS
If you ever have concerns about my responses or suggestions, please let me know. Language is an imperfect tool and so it is possible to take offense over words taken the wrong way. Transparency and honesty will be essential if we are to work well together. If you are uncomfortable with my coaching style at any point in our work together, do let me know so that we can come up with a solution. It may be that I am not the right coach for you at this time in your life. If I believe that you would be better served by another coach or resource, I will encourage you to make a change. Please note that if you disclose the intention to endanger yourself or others, I will take all reasonable steps to notify the appropriate authorities. I will respect the confidentiality of  your information, except as otherwise authorized by you, or as required by law.
AS CLIENT, I AGREE THAT: 

· I will pay fees on time

· I will keep appointments at the scheduled time

· I am fully responsible for my well being during coaching, including choices and decisions that may emerge from the coaching process
· I am aware that coaching is neither psychotherapy nor a substitute for psychotherapy

· I understand that life coaching does not treat mental disorders as defined by the American Psychiatric Association
· I promise that if I am in therapy or under the care of a mental health professional, I will consult that person regarding the advisability of working with a life coach; I will also let my life coach know that I am working with another professional

· I understand that life coaching is not to be used in lieu of professional advice regarding financial, medical, legal and business issues or any other issues

· I understand that certain topics may be shared anonymously with other life coaching professionals for the purpose of training or consultation

I have read and agreed to the above.
CLIENT SIGNATURE: __________________________________________________ 

PRINTED NAME:   ________________________________________ 
CLIENT SIGNATURE: __________________________________________________ 
PRINTED NAME:   ________________________________________ 
DATE: _______________________________
