



COVID-19 POLICY 

Part I:  Exposure Prevention Policy 

1. Providers who believe they have been exposed to the corona-virus must inform Jane McKinney 
immediately.   
- Exposure means that you have been in contact with someone who has the coronavirus. 

2. Providers who have been exposed to the coronavirus will stay out of the office (and stay home) for 16 
days from the day of exposure.   
- The day of exposure counts as day 0.   
- Providers with exposure to the corona virus may provide Telehealth (see part III below) sessions 

from home if your can ensure patient privacy from your home; and, you are not symptomatic. 

3. Providers who have 2 degrees of exposure to the coronavirus will inform Jane McKinney immediately.   
- Two degrees of exposure is defined as being around someone who has been around someone who 

has been exposed to the coronavirus. 

4. Providers with 2 degrees of exposure to the coronavirus will stay out of the office for 16 days from 
suspected day of 2 degrees of exposure.   
- The day of two degrees of exposure counts as day 0.   
- Providers with 2 degrees of exposure to the corona virus may provide Telehealth (see part III 

below) sessions from home if your can ensure patient privacy from your home; and, you are not 
symptomatic. 

Part II:  Provider Precautions 

1. Providers will wear masks whenever there is another person in the office suite. 

2. The bathroom will remain closed to the public during the pandemic. 

3. Providers working in the office will wipe down all surfaces in the lobby, office used, group room, and 
both bathrooms using Clorox wipes provided after each use and after each client contact. 
- Surfaces include, but are not limited to, door knobs, light switches, hand railings, chairs, bench, 

handles, toilet seat, sink, and all flat surfaces.  
- Any surface that was touched in addition to the ones mentioned above. 

4. Providers will take additional measures to prevent infection by the coronavirus including the 
following: 
- Providers will remove all paper and food from the lobby.   



- Providers will make sure all paper touched by a client is either returned to the client file, 
shredded, or thrown in the trash immediately if it has no identifying information on it.   

- Providers will refrain from providing food and drink to clients. 
• If there is not an available shredder, a shredding bin will be set up in the locked storage room 

next to the locked filing cabinet.  When the shredder arrives it will be set up in the group 
room.   

- Providers will ask clients to take their used water bottles, cans, etc. with them when they leave. 
- Providers will wash hands with soap and water for 20 seconds before and after consuming food. 
- Providers will wash hands with soap and water for 20 seconds after using the restroom. 
- Providers will wipe down all surfaces touched after consuming food using Clorox wipes provided. 

5. Providers using the EMDR tappers will wipe down all parts of the equipment using alcohol wipes 
provided in the presence of the client before and after use of the equipment. 

6. Providers using any office equipment, play therapy equipment, art supplies, or sand tray items, or 
other items will clean all parts immediately after use with Clorox wipes. 
- Tissue boxes will be wiped down between every session. 

7. Providers will work together to stagger in-person appointments to ensure 15 minutes between each 
in-person appointment at the office. 
- Terry Paine will work Monday through Friday.  Her sessions will start at the top of the hour in the 

morning; and at the bottom of the hour in the afternoon and sessions will be scheduled at 1.25 
hour increments to allow time for cleaning in between face to face clients (e.g. 0800, 0915, 1030, 
1145….1330, 1445, 1600, 1715).   

- Marquita Leverette will work on Saturday mornings only.  Her sessions will start on the quarter of 
the hour (0845, 1000, 1115, 1230). 

- Jane McKinney will work Monday through Saturday.  Her sessions will start at the bottom of the 
hour (e.g. 0830, 0945, 1100, 1215…1400, 1515, 1630.  Saturday times:  0830,  0945, 1100, 1215)  

8. Jane McKinney will email the policy to all clients and providers. Providers will email a copy of the 
consumer policy to clients upon their request. 

9. Providers will verbally inform their clients of the COVID-19 prevention policy, offer to email the 
written consumer policy to their clients, and ensure that their clients are following the policy. 

10. Providers will adhere to the entirety of this COVID-19 policy during re-opening and in-person 
meetings in the office for the next two years or until administrator provides new information.  

Part III:  Telehealth Policy 

1. Providers are encouraged to continue to use Telehealth for their and their clients’ safety; however, 
must inform clients that if telehealth becomes non-reimbursable by their insurance company after 
May 31, 2020,  the cost of the session will be the client’s responsibility, as payment for any service 
rendered that is not covered by insurance is the consumer’s responsibility. 



2. Providers, who must work from home due to exposure to the coronavirus, will email all their clients 
to arrange with them for Telehealth services. 
- All emails will be copied into the client file. 

3. Providers will use a HIPAA compliant platform for on-line therapy sessions.  The platform currently 
used by A Balanced Life LLC is doxy.me 
- Go to doxy.me and sign up as a provider 
- Use your abalancedlifellc.com email account as your login 
- Create a password that you can access when needed 
- Add the doxy.me sign-in page to your favorites in your browser 

4. Providers will work with their telehealth patients to develop a plan for dealing with crisis/emergency 
situations and technology failures when providing telehealth services.  
- These plans should include things such as: how crisis/emergency situations will be addressed 

(local resources, hotlines, trusted people identified by the patient, etc.);  
- how to confirm patient’s location;  
- how to deal with technology failures during sessions and in crisis situations;  
- how to deal with billing in the event of technology failures. 

5. Providers will read and be familiar with the Telehealth Informed Consent agreement.   
- Providers will review this consent with every client to ensure the client understands the 

agreement. 
- Providers will ask their clients to sign and return the Telehealth Informed Consent signature page. 
- Providers will follow up to make sure their clients have signed the Telehealth Informed Consent.   
- Providers may opt not to work with clients, who refuse to sign the informed consent,  when the 

provider must use telehealth for theirs and others’ safety; and will provide the client appropriate 
referrals.   

6. Providers will adhere to the in-person schedule pattern, though may schedule the Telehealth sessions 
whenever it is convenient for their and their clients’ schedules. 

7. Clients will be notified that they can arrange for Telehealth with their provider if they need to 
quarantine; or, if they prefer to maintain social distance, provided the client is willing to sign the 
informed consent.  

8. Providers will document all Telehealth communication as per A Balanced Life LLC practice policies, 
adding the information to the Purpose of the session in the standard progress note, “HIPAA compliant 
Telehealth session due to on-going potential exposure to coronavirus.” 

9. Providers will write, “TELEHEALTH SESSION”, in the “Notes” section of the Jituzu appointment for each 
client with whom telehealth was used. 

http://doxy.me
http://doxy.me
http://abalancedlifellc.com
http://doxy.me


Part IV:  Consumer Precautions 

1. Clients are encouraged to continue to use Telehealth if it is a viable alternative to in-person services.   

2. Clients who need to use Telehealth are encouraged to contact their insurance provider to learn about 
the Telehealth coverage due to COVID-19 for their specific plan.  Clients are reminded that they are 
responsible for payment of services provided that are not covered by insurance.  

3. This COVID-19 Consumer Precautions policy will be posted in the lobby, on the window for viewing 
from outside the office, and on the website. 

4. The bathroom will remain closed to the public during the pandemic. 

5. A minimum of 15 minutes will be scheduled between every in-office appointment to allow for 
disinfecting between visits.   To allow for this,  your provider may need to schedule 45 minute 
sessions with you instead of the customary 55 minute session.  

6. Clients will call, text, or email their provider upon arrival and wait outside until their provider opens the door to 
greet them and let them inside.  Clients and providers will adhere to 6 ft minimum social distancing at all times 
while on the premises.   

7. Clients and providers will wear masks at all times on premises.  

8. Providers will offer clients a mask to wear if clients do not have a mask. 

9. Clients will put the mask on outside, before entering the office suite.   

10. All parties will use hand sanitizer upon entering the office to be used for the session.  

11. Providers will follow the COVID-19 policy throughout the session. 

12. At the end of the session,  providers will open doors to let clients exit the office and suite. 

13. Clients and providers will wear single-use disposable gloves when using the sand tray or art supplies.  

14. Consumers who decline to follow this policy are welcome to schedule telehealth sessions instead of in-person 
appointments. 

Part V:  Additional Consumer Precautions for Children 

1. Child clients and their parents will follow Part IV: COVID-19 Consumer Precautions in addition to the following: 

2. Child therapy appointments may be shortened to 30 minutes due to children also having to wear a mask.  If the 
child’s insurance plan does not cover a 30 minute session (although MOST plans do),  alternatives, including 
telehealth, referrals to another provider, or suspension of therapy services will be considered with the parent/



guardians.  Please confirm with your insurance plan that 30 minute sessions for children are covered.  We will 
also seek clarification on our end to determine if there are any plans that do not cover a 30 minute therapy 
session.   

3. If play therapy equipment is used, the child therapy sessions will be scheduled a minimum of 1 hour apart to 
allow for time to clean and disinfect the play therapy equipment.  

4. If parents/guardians are not participating in the session they will wait outside for their child. 

Sources of information to inform this policy: 
America’s Health Insurance Plans (blog post on May 29, 2020) 
https://www.wired.com/story/how-long-does-the-coronavirus-last-on-surfaces/ 
https://www.cdc.gov/coronavirus/2019  (type coronavirus into search field) 
https://www.health.harvard.edu/diseases-and-conditions/coronavirus-resource-center (type coronavirus 
in the search field; select coronavirus resource center from the menu) 
https://insurance.ks.gov/documents/department/COVID19-FAQ.pdf, updated on 5/11/2020 
https://www.kcmo.gov/home/showdocument?id=4004 
https://www.kcmo.gov/home/showdocument?id=5225 
Telehealth Guidance by State during COVID-19; American Psychological Association; May 13, 2020 

https://www.wired.com/story/how-long-does-the-coronavirus-last-on-surfaces/
https://www.cdc.gov/coronavirus/2019
https://www.health.harvard.edu/diseases
https://insurance.ks.gov/documents/department/COVID19-FAQ.pdf
https://www.kcmo.gov/home/showdocument?id=4004
https://www.kcmo.gov/home/showdocument?id=5225

