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Therapist Agreement for the Utilization of Telehealth
Below is an agreement which you should review, sign and send a copy to the Administrative Director to be put in your employee records. This is to confirm that all clinicians at SASNJ are following the same protocol when delivering telehealth services, and that the high standards that SASNJ requires are being met by all who provide this service to clients. Many of the items listed here are also listed in the letter of agreement that we are asking the clients to sign. 
For payment:

* If this is the first time you are providing telehealth services for this client, and they do not yet have a credit card on file, please remember to inform them that they can pay their bill in full the next time they come in to the office. If the expectation is that they will be doing telehealth sessions repeatedly moving forward, please inform them that they need to call the front desk and provide their credit card information. Provide them with the direct telephone number to your respective front desk (973-845-2488 in FP or 732-210-6482 in EB, depending on where you are located).

* Under no circumstances shall you provide two consecutive telehealth sessions without having a credit card on file. If in question, please make the effort to check with your office administrator that a credit card is on file.

* Again for first timers, please inform them that for now (see last updated date at the top of this document) we cannot guarantee that their insurance company will pay for telehealth, even if they have paid in the past for in-person sessions. Recommend that they call their insurance company to clarify with their insurance carrier if they are concerned. 
For record keeping:

*For each new client that is utilizing telehealth services, make sure that they receive and sign a copy of the Letter of Agreement for clients using telehealth. This document can be found in SAS of NJ Googledocs under Telehealth Forms. Once this document is filled out and returned to you, please forward it to Marla or Martha to scan into the client's Theranest chart under General Documents and under it's own file name, "Telehealth Agreement." It is not mandatory that the client sign and return this document before the first session, but it is highly recommend if possible. It is required to be on file before having a second telehealth session. 
*When you schedule a telehelath session in Theranest under Calendar, make sure that the CPT code you are using is for telehealth
*In Theranest, under the Notes section, begin the field labeled Session Focus with the term, TELEHEALTH SESSION:

*On the left side of the screen, on that same page where you are writing your notes in Theranest, the Place of Service field is set to default to Office (11)- please change it to Telehealth (02).
* In Theranest, immediately after completing the telehealth session, please go to Agenda, find the client listed that you just saw in a telehealth session, and click on "Add Invoice."  There is nothing else you need to do in Theranest regarding invoicing.

* Once you have completed the telehealth session, and you clicked on Add Invoice in the Agenda (described in the previous bulleted item above), please take the few seconds to email Marla or Martha to alert administration that the telehealth session took place, and that they should charge the card on file (if there is not a card on file yet, no need to alert Martha/Marla, but please clarify with the client that they will pay in full the next time they come in, or that they will call their credit card information into the office at a later time.)
*Make sure that the Emergency Contact Information (explained in detail below) is filled out in the Details page of the client's Theranest Record. Their personal Emergency Contact already has a field that should be filled out, but below it is a box labeled "Client Notes." The additional emergency contact information should be written in there. 
In general:

*Charges for telehealth sessions are the same as for in person sessions. 
*Length of telehealth sessions are the same as for in person sessions
 

*Therapists at SASNJ typically do not conduct telephone sessions anymore for any reason, except for true clinical emergencies when it so happens that videoconferencing is not possible, or when there was an interruption in an ongoing telehealth session and for some reason you cannot reconnect to the service. 
*Last minute cancellations or now shows are still charged as for in-office sessions, unless you can reschedule the client within the same week, and it is not an inconvenience to you. Overall, please still follow our guidelines for cancellations/no shows, but there can be a little more flexibility if you feel you are less inconvenienced due to the nature of telehealth.

 

Conducting a telehealth session:

Obtain Emergency Contact Information:
Please request the following information when you are scheduling the appointment with the client.  If the client does not have the info handy, please ask them to call it in or text it in to you before your first telehealth session. 
1) The number of a personal emergency contact. This is usually the cell phone of a family member, but it could be a close friend. If possible, it should be someone who will typically be located locally to where the client will be during the telehealth session. 
 

 2) The telephone number of the client's local emergency room (where the client will be at the time of your session, not necessarily their home) 

3) The telephone number of the local police station (again, local to where the client will be at the time that the telehealth session will take place).
Please make these contact numbers part of the client's Theranest record as described in the Record Keeping section above.
At the Start of Each Session:

Ask the following series of questions at the start of every telehealth session: 
*Where are you located? (typically , "my house")

*Are you alone or  is anyone else is in the room with you? (Client should be alone. If someone else is in the room, they should be in view on your screen)

*Is there anyone else around? (to check to see if there are others in the vicinity in case a problem comes up/to again check for confidentiality, and to check with the client if they informed others that they should not be disturbed)
Other Important considerations when conducting your telehealth session:

These standards need to be met by you as well as your client:

*Telehealth session may not take place from an open public place (such as a Starbucks , restaurant table, a crowded park, the mall, a cubical at an office, or an open area in the library) because of confidentiality issues. 
 

*Telehealth may be done on your laptop, desktop, or tablet, which of course must have a camera (built in, or added on) but it may not be on your cell phone. Cell phones do not easily provide a full view of the person.  In addition, unless carefully secured, the image tends to move around a lot, and also, the user is more likely to be interrupted by other calls or notifications.  
*Sit back a bit away from the computer camera, so that your client can see you from about your waist up.  You should not be doing any other work, or texting anyone else during a telehealth session.

*Dress appropriately. Wearing your pajamas, a bathing suit, or sweats to your telehealth session would not be appropriate.  
*Essentially, you need to behave as you would in your office. 

*Make sure your wifi has a strong signal to properly carry your telehealth conversation. Typically, if you can stream video from your device at your location, you will be ok. 
* Make sure that you are not backlit, and that there is light in front of you so that you can be seen easily onscreen (so avoid sitting in front of a window in daylight without the shades drawn or where a lamp is in view behind you)- you can check how you look with the small video window on your video screen of how you appear to the client. Ask the same of the client if you cannot see them well. 

* Make sure you are alone in your room, and there is privacy.

Recommended (especially if you are home and there are others home as well)

-Put up a "Do not disturb" sign on the door to your room.

-Let others at home know that you are going into session

-If you have thin walls, consider a white noise machine 

-Consider using earbuds so if someone does happen to hear you, they only 
hear your side of the conversation

These standards are specific to the therapist:

*Setup telehealth with client. I recommend that in order to make sure that the client has no difficulties signing up, that you find a time separate from your session time to do a practice connection. Make sure that the video and audio works well, and that it is fluid and without signal interruption. Check for lighting, camera placement, and the other issues reviewed above. Explain beforehand to the client that this will not be a time to discuss any clinical issues- it is simply a time to test out the telehealth service so that time is not taken away from the telehealth session to deal with any connection issues.  You may choose to start the first session 5 minutes early to allow for the first connection test, but be aware that if there are significant connection problems, it will not allow time for the client to correct those problems, you will need to cancel that scheduled session, and you cannot charge them for this- so you would lose the session time. For that reason, again, setting up a separate time for the initial connection test, maybe a few days in advance, is recommended. 
- In any event, initial telehealth setup should not take away from clinical time and should be done separately from the session time allotted for therapy. 
*You need to set up a protocol with your client for if you get disconnected during your telehealth session.  Typically, if you do get disconnected, you should text your client through your RingCentral app in order to communicate, and let them know how to proceed.  Try first to resend the invite and start again. If there is a technical problem that cannot be resolved, then you  can finish that session over the phone, but if it is found over several telehealth sessions that there are chronic problems with the signal, either you or the client will need to change their location or boost their signal for future sessions. If you are finding the problem with multiple clients, you should assume the problem is from your end. If you find that your other clients are not having a problem with the connection, then it is the client who needs to find another location or boost their signal in their present location in order to continue with telehealth sessions. 

  

State by State Jurisdiction Restrictions:
Please note that, with certain exceptions, everything in this document applies for when you and your client are located in the State of New Jersey during the telehealth session. There are exceptions to this, which we can discuss on a case by case basis. 
Review of Above Information: Telehealth Checklist
*Audio only sessions will no longer be offered, except under specific circumstances

*Cell phones may not be used for telehealth sessions, only desk and laptop computers and tablets.

*Setup for telehealth should typically be done before the first telehealth session.

*Please procure personal emergency contact as well as the local ER and police station contact information before the first telehealth session. These places should be relative to where the client will be during telehealth session..
*You should be alone and have arranged for no interruptions when you sit down for your telehealth session. 

*You should not have a telehealth sessions in a public place.
*You should be dressed appropriately for your telehealth session. 
*You should not be backlit during your telehealth session- the client needs to see your face clearly. 
*You should be able to stream video on your device and at your location in order to use our telehealth services. 
*You should sit back away from your devices camera so that the client can see you from around the waist up as you speak (avoid "disembodied head" therapist at all costs).
*You should not be multi-tasking while in a telehealth session- so do not text anyone or engage in any other on or off screen behavior not relevant to what you are discussing in session at that moment. 
* With exceptions, you and your client should be in the State of New Jersey for your telehealth session.
Signature: 

Please sign and date the form below:

I have read, understand, and agree to the guidelines reviewed  in this document. 
_________________________________

                 Print Name

_________________________________



________________

                   Sign Name






Date

