



This is the current model for how counseling team members financially 
participate. Elbow Tree team members must purchase a minimum of 8-hours per 
week and may add blocks of time in 4-hour increments. 

Our Commitment:

Expanding client referral engines from local organizations • Dedicated client 
coordinator managing incoming referrals • Furnished office space • Furnished 
waiting room spaces • Locked storage space for client files • Credit card 
processing with SquareUp • SunTrust business banking services • Monthly 
payroll via direct deposit • Year-end accounting services for IRS 1099 • Office wifi 
• Printing & paper • Utilities (electric, water, trash) • Lawn maintenance 
Housekeeping • Website presence for professional profile • Professional email • 
Main phone line • Parking for clients and clinicians • Paper products for kitchen & 
restroom • Staff soul care opportunities • Monthly staff gatherings • Impromptu 
peer to peer supervision opportunities • Professional supervision opportunities


Our Fees:

Graduate Interns charge $50 per client and $10 for college students.  
Registered Interns charge $125 per client with 2 lower fee clients  
Licensed Clinicians charge $150 per client with 2 lower fee clients
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Our Schedule:  

Counselors may elect to schedule their 8-hour day in four-hour increments where 
space allows with option to upgrade in 4-hour increments. We offer four-hour 
blocks from 8:00am-12:00pm, 12:00pm-4:00pm and 4:00pm-8:00pm.


Counselors may make last minute reschedules outside of the four-hour blocks 
using free windows of time that are not currently committed to another counselor. 


Do not commit to an office if you have not made absolutely certain that it is free. 


Our Expectations: 

• Commit to a minimum “buy in” of 8 hours per week / 32 hours per month.


• Telehealth clients are considered Elbow Tree clients and apply toward 
revenue percentages. Telehealth hours do not count against hours. 


• Offer excellent customer service in returning phone messages and emails.


• Arrive 20 minutes prior to all meetings with clients. 


• Maintain excellent HIPAA compliant client records physically and digitally. 


• Place all cash and checks into blue lock boxes. 


• Maintain monthly income Revenue Report spreadsheets on client payments.  


• Leave no trace. Take out what you bring in. 


• Wash all coffee cups, utensils and microwave after each use.


• First in the office? Adjust air conditioning to 72 degrees, turn on all lights and 
light candle. Last out? Turn off all lights.  


• Empty office trash can at the end of the day into the gray outside can. 


• Take a spin through the office to straighten waiting room and pick up trash. 


• Park in the rear grassy overflow lot. Do not park at The Back 40. 


• Observe the office hours that you subscribe. Make sure to use Google 
calendar, and even text the group to be sure a slot is open.
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• Maintain a supply of blue round edge business cards with Elbow Tree logo. 
Keep card bowl stocked with your business cards. 


• Manage time margins well. Sessions are 50 minutes. Leave room to drink 
water, use the restroom and create a buffer between clients.


• Address conflict. Keep short accounts with one another. Seek forgiveness. 
Make repairs. 


• Prioritize self care. Exercise. Play. Rest. Sit with a trained spiritual director. 
Do your own counseling work. Attend soul cate retreats. Visit a monastery 
overnight. Read for pleasure. 


• Maintain your professional liability insurance policy at 1M/3M and keep 
current. 


• Maintain CEU’s and renew your professional license on time. 


• Submit updated documents to ETCC for your file: W-9, state license, 
business license, liability insurance, drivers license.  

I have read and understand the expectations of this document. 


Signature ____________________________________  Date ____________


Printed Name __________________________________________________
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