
OFFICE STAFF AND THERAPIST 
DUTIES AND RESPONSIBILITES

FROM THE INTAKE PROCESS TO 

THE TERMINATION OF SERVICES



• Client request services online or in person by filing out an intake 

• Sucett calls to collect missing information such as insurance and proof of income.

• Sucett moves the intake forward to the assignment waiting list

• Clinical supervisor assigns a therapist to the case

• Liz calls the client and schedules the appt for an initial assessment

• Therapist sees the client for the first time

• Therapist reschedules the client for  a f/u appt

• Therapist books an office for F2F appts

• Therapist documents all visits and communications with client



Therapy Notes



what is 
Therapy 
Notes?



Accessing 
TN

Provider Username: Initial of first name followed by last name (e.g., Claudia Ornelas is COrnelas)

Practice Code: FamilyService79905

Portal web link for clients: https://www.therapyportal.com/p/familyservice79905/ 

• Ask clients to enter the link on the browser DO NOT USE Google search. Clients get this link in the 

automated email appointment reminder.

• Recommended browsers: Windows Edge or the newest Microsoft browser bundled with Windows 10, or 

Chrome.





Utilized TN Templates
Therapy Notes

• Psychotherapy Intake & Consultation Note: Easy access by clicking on the 

“Notes” tab in the appointment box.

• Psychotherapy Treatment Plan: Word file found in the TN Library.

• Contact/Miscellaneous/Missed or Canceled Apt Notes/ Psychotherapy 

Termination Note : Access in the “Create Note” tab under “Documents” once 

you are in a client’s chart.

TN Library

• PDF’s: PVHC Referral, Couples Psychotherapy Intake 

Jotform (e-forms) Clinician Toolbox

• Fee Reduction Request, Transfer Summary, New Service Request Form, In-Kind 

Form







Templates





Whats Next?



ACTION
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