
 
 

 

 

 

Please read this carefully and, if you have any questions, please ask for clarification. 
 
Confidentiality 
 
Base Counselling staff are ethically obligated to keep your information strictly confidential. 
Only your counsellor will have access to your file. Your file will be kept in a locked file 
cabinet for a minimum of 10 years. 
 
If you request to have your file information transferred to another professional such as 
your lawyer, doctor, or pastor, we require that you sign a release of information form prior 
to the transfer. 
 
Your privacy is important, so any information about your appointments will not be shared 
with anyone outside of Base. If you are over the age of 18, then only you can book and/or 
cancel your appointments. If you would like another person, (e.g. spouse, parent, sibling, 
etc.) to be able to book/cancel appointments on your behalf, please list their name(s) and 
their relation to you below: 
 
Name:_________________________________ Relationship:________________ 
Name:_________________________________ Relationship:________________ 
Name:_________________________________ Relationship:________________ 
 
Please note that the people listed above will only have access to information regarding the 
times and dates of your appointment; any other information regarding the content or 
nature of your appointments will not be shared. 
 
Limitations to Confidentiality  
 
Your counsellor is required by law to report to the appropriate authorities if there is 
physical or sexual abuse of a child under the age of 18, or if there is reason to believe a 
client’s or another person's life is in jeopardy. If your counsellor is subpoenaed to testify in 
court or to release the contents of a file, your counsellor may be required to comply with 
that subpoena. 
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Appointments 
 
All appointments at are booked either by phone or email. Appointments are 50 minutes in 
length, leaving 10 minutes for your counsellor to make notes on your file and prepare for 
the next client. Base Counselling encourages clients to schedule appointments ahead of 
time in order to ensure an appointment that works for you. 
 
Cancellations, Missed, and Late Appointments  
 
Coming to a counselling appointment is an important part of your mental health. In order 
to protect the time and efforts of you, your counsellor, and any other potential clients, Base 
Counselling Services has adopted the following policy:  
 
You may withdraw from counselling or cancel an appointment at any time. However, your 
appointments are reserved ahead of time. Therefore, if you do not attend your appointment 
or do not cancel your appointment 24 hours in advance, you will be charged the full session 
fee. 
 
If you are going to be more than 10 minutes late, please call to notify your counsellor. If no 
call is received, your counsellor is free to assume you are not attending and your session 
may be cancelled. Alternatively, your counsellor may allow you to have whatever time 
remains of your allotted 50 minute appointment, but you will still be charged the full fee.  
 
Charges for non-cancelled or missed appointments often cannot be submitted for health 
insurance reimbursement. 
 
Fees 
 
Each counselling session at Base Counselling Services is $200. Fees must be paid in full by 
cash, cheque, or electronic transfer to info@basecounselling.com at each appointment 
unless alternate payment arrangements have been made in advance. Fees are set in 
accordance with the recommended fee scale provided by the Psychological Association of 
Alberta. 
 
Additional fees may be charged for: 

- Photocopying; 
- Reports and letters written on behalf of clients, 
- Reprinting receipts (receipts can be emailed to you each session, after payment has 

been made. Please retain receipts for insurance claims. Uninsured portions of 
payment for therapy can be claimed as medical expenses on your income tax.); 
and/or 

- Transferring your file to another agency.  
 
Please note: A $25 fee will be charged for returned and NSF cheques. If two NSF 
cheques are received by a client, that client will be eligible to pay by cash or e-
transfer only. 



If extenuating circumstances require that a fee for the session is to be deferred, the fee 
must be paid at your next appointment. Accounts with two outstanding sessions will not be 
eligible to rebook until the charges are paid in full. 
 
Potential Risks and Benefits 
 
You will be supported in this endeavor but you will also be challenged to think in different 
ways and to perhaps see aspects of your life in an entirely new way. As you experience 
counselling, you will be processing new ways of thinking and may discuss issues that are 
upsetting to you. Therefore after a session you may feel annoyed, tired, or upset; you may 
also feel energized, motivated, and relieved. Both of these situations are a normal part of 
the process.  
 
Signature 
  
Please sign below to acknowledge that you have read and fully understand the information 
contained in this form. If you have any concerns or questions, you may discuss them with 
your counsellor at any point, including prior to your first appointment.  
 
I have read and understood the above information. I agree to abide by its terms. I 
understand and give my consent to receive services under the above terms and conditions 
from a counsellor at Base Counselling Services. 
 
Name   _______________________________________________________      
 
Signature  _____________________________________________       
 
Date             ____  
 


