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Independent Speech and Language Therapist 

www.communicate-therapy.com 

 

Terms and Conditions 

Jenny Treen-Smith, Independent Speech and Language Therapist  

Royal College of Speech and Language Therapist  Membership no. RC0022244 

Health Professions Council     Registration no. SL13646 

 

Statement of intent 

Terms and conditions set out the expectations of the client and therapist. They govern the contract 
between us and ensure that both parties are protected in the unlikely event that a disagreement 
occurs. Please read my terms and conditions and contact me if you have any questions. 
 
SERVICES 
Where possible the price and time will be discussed and agreed with clients, in advance. The travel 
cost is additional to the services provided. 
 
Option 1: Assessment 
Initial consultations typically include the following: 

• A pre-assessment questionnaire to be completed by the parent/carer  
• 1.5 hour of face-to-face time with the therapist  
• Careful observation of your child’s communication on visit and video provided by the 

family.  
• Information gathering with parents / carers 
• Play-based informal assessment gathered at the initial face to face visit  
• Verbal feedback & discussion of your child’s current abilities with recommendations.  
• Discussing options for support with parents/carers 
• A summary of the visit provided in an email 

The fee also includes time planning for the assessment, material preparation and administration.  
 
Option 2: Assessment and Summary Report 
All of the above outlined in initial assessment plus a report explaining the assessment findings and 
recommendations of approx. 2 pages of A4.  
The fee also includes time planning for the assessment, material preparation, administration, and 
completion of the report. 
 
Option 3: A Comprehensive Assessment and Full Detailed Report  
If a more comprehensive assessment is conducted and a detailed report is required, this may include 
formal assessment using standardised tests (where appropriate), detailed analysis of assessment 
scores and findings, play-based screening and observation, video analysis, response to therapy, 
recommendations, long and short term targets.  
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The report will form contribution towards Education, Health and Care Plans (EHCP).  
 
 
The assessment breakdown of work are as follows: 

• A pre-assessment questionnaire to be completed by the parent/carer 

• Child's assessment and observation of approx. 2 x visits in home and/or education setting of 
1.5 hours each. 

• Information gathering with education and health professionals by telephone or face to face 
(approx. 1 hours) 

• Trailing AAC session and/or therapy approach (approx. 1 hour).  

• Record keeping, preparation, analysing assessments and writing up (approx. 3 hours) 

• 4-6 hours report writing (approx. 8-10 pages) 

• long and short term goals 
 
 
Please note that formal assessments used are standardised on neurotypical participants and therefore 
may not be used or best suited for the neurodiverse population. My findings may differ from the 
expectations of parents or carers. I may not tell you anything new.  
There is no obligation to take up therapy following these assessments. Therapy is usually effective but 
cannot be guaranteed.  
 
Reports 
Reports are written for an update on current skills, target reviews and contributions to annual reviews. 
These will only be written if your child is already known to me and has been receiving continuous 
therapy or coaching support. It is worth highlighting that therapy and/or coaching sessions involve 
constant assessment on the response to particular approaches or Augmentative and Alternative 
Communication (AAC). Therefore assessment is an ongoing process within the therapy sessions and 
will be discussed during the sessions.  
If you would like to have a written report of work carried out, the progress made and findings from 
the sessions than a written report is a great way to capture all of this. Aside from writing the report, 
extra time is required outside of the therapy sessions to reflect on the effectiveness of the approach 
and identifying any obstacles in meeting the goals. This will involve some or all of the following: 
 

• liaising with other professionals 
• speaking with carers 
• using and analysing qualitative or quantitative questionnaires of progress  
• Formal or informal assessments and analysis 
• Providing suggested targets to progress onto   
• demonstration/explanation of follow up activities. 
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Therapy / Coaching Sessions - 30 minutes 
                                                     60 minutes 
 
Your child must have attended an assessment appointment with me before commencing therapy. This 
enables me to plan the appropriate therapy. Therapy appointments will be agreed and booked in 
advance. We will agree the number of sessions at the point of booking. We will review the need for 
further sessions at the end of each block of sessions. Sessions can be carried out at home, in school or 
at preschool/nursery. 
 
Sessions are very much child-led and therefore the length of time is dictated by the child’s interests, 
motivation and attention. Time is also for you, their carer, to explain and discuss the methods and 
approaches taken.  
 
Initially I like to provide lots of input and support for the full 60 minutes. As the sessions progress and 
you and your child feel more confident in your skills the sessions may become shorter. The sessions 
are face-to-face time with your child and accompanying adult. It will also include: 

• face to face therapy/coaching time  

• 10-15 minutes liaising with you, the parent/carer or staff for feedback at the time of the 
therapy and discuss activities for home/school practice before the next session. 

• planning prior to the session (approx. 20 minutes) 

• preparing any materials (approx. 20-30 minutes) 

• feedback to you or school on progress after therapy or at the end of a course of therapy 
(usually a term of 6 sessions). 

• Writing up my clinical notes and analysis of the session aims and progress (approx. 30 minutes).  

• Liaising with professionals working with your child via email or telephone (approximately 15 
minutes). 
 

If therapy runs for a set amount within the term or block or 4-6 sessions the last therapy session will 
be spent reviewing progress with you the carer and ideas for continuing the work at home to 
consolidate his/her learning. 
Parents are free to withdraw a child from therapy at any time. Equally, if I feel that therapy is at any 
time not being effective, then I will discuss this with you and may recommend that we stop. 
 
There is an hourly rate for the following:  

• Meetings for reviews such as annual reviews, care plan reviews  

• meetings specifically to discuss and demonstrate targets  

• Training for small groups of carers, staff or professionals on approaches used in therapy. 
Preparation and planning are also calculated into the cost.  

• Reading or providing additional paperwork e.g. written information/ letters/onward referrals. 

• Telephone conversations. Detailed conversations lasting 30 minutes or more and not “quick 
chats” to arrange appointments etc.). 

• Source materials and make visual supports such as Communication books / Boards / PODD 
Books / PECS folder / visual strategies / speech cards. 

• Attendance at Multidisciplinary Team meetings 
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Visits 
Role of the Parent/Guardian 
It is expected that a carers will be present throughout the session. Therapy is most effective when 
parents, teaching assistants, and teachers observe sessions. This ensures greater understanding of 
how therapy is helping your child and develops additional confidence and skills in carrying out ideas in 
the home and school environment. If this is not feasible, brief feedback will be given via a homework 
book or discussion at the end of the session. 
 
Visits such as to schools or Preschools are only made with parental agreement. Consent to see a child 
in school is given on the declaration form. Initial consultation at school typically involves formal and 
informal assessments, but may also include classroom observation, discussion with teacher/ key 
worker and meeting with parents. 
 
Therapy undertaken in school on a regular basis is charged at the standard rate, plus travel premium. 
Where home activities are provided, it is the responsibility of the parents/carers to share with the 
education setting and ensure that the therapy materials are sent back on the appropriate day. If 
training is needed for the education staff than it is for the education setting and parents/carers to 
discuss and pay additional fees.  I would advised you to liaise with the SENCo (Special Educational Needs 
Coordinator) and the NHS therapist in the first instance to identify whether support can be offered 
before making a request for further.  It is important that you informing me if your child will be absent 
from school, otherwise this will incur the cost of the visit.  
 
Parents/carers are encouraged to come to school-based sessions by arrangement with the school and 
myself. They can also telephone me to discuss progress and/or any concerns or queries they may have. 
Please note that there will be a fee if longer than 30 minutes.   
 
Liaison 
It is important for the learners development that liaison with other professionals involved occur. This 
can inform therapy/coaching and identify when best to provide my service. I strongly recommend to 
families that they keep everyone involved in their learner’s care and inform me of any changes to 
treatment received from other professionals. 
 
My professional standards require good liaison, and it is good practice, where both an independent 
and an NHS therapist are involved, for them to work together collaboratively to maximise 
opportunities for effective therapy to take place. This is also true where there are other professionals 
involved as well. I am always happy to discuss this policy and any related concerns with parents. 
 
All reports will be sent to the parents or carers who have initiated the assessment in the first instance. 
Following their request and consent reports will then be distributed to all named in the cc list. 
 
Correspondence including reports will be made via email. Email is not a 100% secure method of 
communication. With your consent, I will use email for correspondence and to send letters, reports 
and other documents. 
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All documents will be password protected and saved as a PDF. Correspondence via email to other 
professionals will be copied to you as necessary. I will refer to your child by their initials only. 
 
Location and Travel 
Appointments will be offered in either your home or if more appropriate, in your child’s preschool or 
school. I work in the Wiltshire area. There will be mileage and time for distance travelled from SN15 
4SB to location and back. Mileage will be charged at 50p per mile and £30 per 30 minutes traveled. 
This will be agreed with you prior to the first appointment. 
 
Use of video, photographs and sound recordings 
Video is a key element of coaching and will be used throughout the sessions. Other assessments and 
therapy techniques involve the use of video, photos and/or sound recordings and I may record work 
carried out to show you or others working closely with your child. These are temporarily stored on 
an encrypted, password protected tablet. Once used as needed in therapy it will be deleted. No 
copies will be retained unless agreed for training purposes.  
 
Training 
Talks, workshops and training sessions for groups of parents and professionals can be arranged. Fees 
include preparation of materials, planning and materials given to staff, as well as time allocated for 
the session. 
 
Working hours 
My working hours are term-time and sessions will be paused through school holidays. Advice and/or 
ideas can be provided to continue in the holidays. However, I do recommend this is a good chance to 
switch off and relax which is equally important. 
 
My working hours are 9am – 5pm Tuesday, Wednesday, and Thursday. However, you are welcome 
to email me or leave a message and I will respond as soon as I can.  
 
Payment terms 
Fees for assessment, therapy and coaching sessions should be paid on or before the day of the 
appointment. Payment must be received within 7 calendar days of receiving the invoice. This can be 
paid via cash or bank transfer. Receipt for payment can be provided at your request. 
 
The first appointment of a £50 deposit must be paid by BACS at the time of booking and the remainder 
of the fee for your first appointment must be paid in full prior to the session.  
 
My preferred method of payment is via bank transfer to the following account: 

▪ Account Name: Jenny Treen-Smith 
▪ Sort code: 60-83-71 
▪ Account Number: 9572 0337 

Please use your learners name for reference.  

Clients using private medical insurance will need to settle the invoice themselves and then claim the 
money back from the private medical company. 
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Non-Payment 
The following process will apply in the event of non-payment 

1. I will contact you to remind you that payment is overdue 
2. If an invoice remains unpaid 7 days after the reminder you will receive written notice that 

             therapy is suspended pending payment in full 
1. If payment is not received 7 days after therapy is suspended, I reserve the right to refer 

             the matter to a solicitor and to commence legal action. 
 
Cancellation Policy 
Cancellation by the Therapist: This will only be done as a last resort and in the event the therapist 
will rearrange the service agreed at a time that is convenient for the client and therapist. 
 
Cancellation by the client before the day of the appointment: 
If the client cancels an appointment the day before the appointment, the session can be re-arranged 
at no cost. 
 
Cancellation by the client on the day of the appointment: 
If the client cancels an appointment on the day of the appointment, then the bill-payer will be 
invoiced for the full cost of the session. 
 
Fee changes 
Fees are subject to annual increases from 1 September each year. 
Existing clients will be given 8 weeks notice of any changes in fees. 
 
 
DATA PROTECTION 
For further information and full details please refer to my Privacy Policy. A paper copy can be 
requested at any time. 
 
Discharge Criteria  
A child or young adult will be discharged when: 

- They are at a level that is within the broad average range for their age 
- They are no longer responding to therapy 
- They have significantly improved and are likely to progress without further intervention or 

support 
- The therapist feels it is appropriate to cease therapy  
- The parent/guardian decided to cease therapy for their child 
- The therapist cannot arrange a follow-on appointment via telephone or email  
- Fees are not paid 

 
The therapist reserves the right to terminate services at any time. If, in my professional opinion, your 
child is no longer benefiting from therapy or needs a break, I will discuss this with you, and we will end 
the therapy contract. Similarly, if you no longer wish to continue with therapy, I would be grateful for 
4 weeks’ notice and the therapy sessions your child has not received will be reimbursed in full. 
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Complaints Procedure  
Education staff, parents and carers are actively encouraged to raise concerns or issues at the earliest 
opportunity. Most concerns can be dealt with informally without the need to go beyond the 
preliminary stage. Please discuss any complaints or concerns that you may have with Jenny Treen-
Smith by email jenny@communicate-therapy.com or telephone 07939009105 in the first instance. 
 
If you need to express a dissatisfaction with provision further or in the case of serious concerns a 

formal complaint with the relevant governing body should be taken.  

 

Complaint      Who to contact  

Child protection     Wiltshire Council 

https://www.wiltshire.gov.uk/article/1433/Contact-children-s-services 

Criminal behaviour     Police https://www.gov.uk/contact-police 

Data protection     Information Commissioner’s Office  https://ico.org.uk/ 

Therapy Services     RCSLT  https://www.rcslt.org/help-and-support/making-

a-complaint/ 

 

 

I am committed to agree standards of professional conduct and registered with: 

Royal College of Speech and Language Therapy (RCSLT) since 2004 

Health and Care Professions Council (HCPC) since 2004 

Association of Speech and Language Therapy Independent Practice (ASLTIP) since 2020 

Information Commissioner’s Office (ICO) since 2020 

I hold an Enhanced Disclosure and Barring Services (DBS) and have professional indemnity to protect 

clients.  

 

I have a safeguarding policy which can be located on my website https://www.communicate-

therapy.com/ or I can share on request.  

 

 

Accessibility of this document 

This document is available to be viewed at www.communicate-therapy.com and can be emailed to 

clients who use Communicate services on request. 

 

Monitoring and review 

Policy agreed and published:  September 2025 

Next review:  September 2026 
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