Academic Life Coach ~ Solutions

Policies & Procedures

It is my goal to provide your child with the most professional academic coaching & tutoring possible. Your
participation is valuable and greatly appreciated and will ensure the most successful outcome for your child. Please
review, complete, and sign/initial this form before you/your child’s first session. Your signature/initial represents
your understanding and agreement with these policies. You will be provided with a copy of these policies after you
return this form to me.

Prior to our first meeting I offer a free 30-minute consultation to ensure that I can be the most successful
support for your child’s needs. An appointment can be scheduled either by phone or email. My contact information
is: 415-250-6106 or patricia@academiclifecoach.solutions.

All information provided to me is confidential and will not be shared with anyone unless you provide your
prior consent.

1) Cancellations must be made at least 24-hours in advance by phone, e-mail or text. If same day cancellations are
made, there is no charge if we are able to reschedule for later in the week. In the case of an emergency and the
session has been pre-paid, the session may be rescheduled. In the event that I have an emergency, the client may
reschedule. Emergencies include illness, accident/injury and bereavement. I understand and agree.

2) Booked sessions may be rescheduled (for any reason) up to 1 week before the scheduled session. Please contact
me by phone, e-mail or text to reschedule. Sessions may only be rescheduled three times per academic year. I
understand and agree.

3) Academic Life Coach Solutions (ALCS) attempts to ensure that your session starts on time. If you are more than
5 minutes tardy to your session, the session will not be extended. If I am coming to your home, I will do my very
best to be on time, if traffic does not allow this, I will try to stay as long as possible given scheduling circumstances.
You will not receive a refund if you/your child do not attend the session. Every effort will be made to accommodate
extenuating circumstances. I understand and agree.

4) I understand that I am hiring Academic Life Coach Solutions (ALCS) by choice. I may choose to discontinue
ALCS services at any time, for any reason (as long as paid sessions have been completed). Likewise, ALCS may
choose to discontinue services at any time, a reason will be provided in the rare instance that a service can no longer
be provided (as long as paid sessions have been completed). I understand and agree.

5) I understand that Patricia Duncan, MA, LPCC will provide high-quality consulting/coaching during each session,

but it is essential that I/my child practice outside of each session to receive the most progress.
I understand and agree.

6) I understand that I will receive a courtesy 15-minute check-in regarding my child’s progress and the skills that
were covered during the session. Any questions or concerns may be discussed via e-mail or phone, depending upon
availability. I understand and agree.

7) In addition to academic coaching, Academic Life Coach Solutions offers parent consultation to assist in
remediating issues related to homework, communication, compliance with parental direction and behavior
management. Parents or I may request a consultation to discuss concerns or problems that need parental
involvement. I meet with parents in my office or over the phone to ensure privacy. I will work with you to identify
and resolve essential issues impacting your family system. The meetings are at a rate of $80/hour and $120 for 90
minutes. You are free to decline my request for consultation. I understand and agree



8) If I request additional consultation with my child’s school, teachers, or therapist, time will be billed in 15-minute
increments and payment will be due at time of service unless otherwise arranged. I understand and agree.

9) Sessions can be scheduled through me. Please contact me, Patricia Duncan, either by phone (415) 250-6106 or
email at patricia@academiclifecoach.solutions to make arrangements. To ensure the greatest benefit from sessions
it is best to reserve the same time and day each week. Sessions are based on availability. I understand and agree.

10) My rate is $80 for 60 minutes or $120 for 90 minutes. If you request that I travel to your home, my rate is $90
for 60 minutes and $130 for 90 minutes. I accept cash, checks, PayPal or credit cards. Payment must be made prior
to session or at time of service unless otherwise arranged. Advance notice will be provided when session rates

increase. I understand and agree.

11) Client will receive a free session for each referral that books a session. A 15% discount will be applied to the
client’s next session for each positive review that is made on Yelp, Face Book, Google or Thumbtack. Contact
Patricia Duncan upon completion of your review to receive your discounted rate. I understand and agree.

12) 1, the client, understand that Academic Life Coach Solutions (ALCS) strives to provide excellent professional
client services. If I have any questions or concerns regarding services, I will contact ALCS before writing a
negative review. My goal is to ensure that you receive outstanding academic coaching and consultation. Every
effort will be made by ALCS to satisfy each client. I understand and agree.

My signature below is my agreement to the policies and procedures in this agreement. If I am returning this by
email, my printed signature represents my signature (e-sign).

Signature Date



