SOP Template: Follow-up and Ongoing Session
Management

This SOP details the process for follow-up and ongoing session management, covering scheduling and
conducting follow-up appointments, monitoring client progress, documenting session outcomes, adjusting treatment
plans as needed, ensuring continuity of care, and maintaining effective communication with clients. The goal is to
optimize client engagement and achieve desired outcomes through consistent and well-organized session
management practices.

1. Purpose

To establish standardized procedures for managing follow-up sessions and ongoing care to optimize client outcomes
and engagement.

2. Scope

This SOP applies to all staff involved in client care, scheduling, and session management.

3. Responsibilities

¢ Providers: Conduct follow-up sessions, monitor progress, adjust treatment plans, and document outcomes.
¢ Administrative Staff: Schedule appointments and maintain records.
o All Staff: Ensure effective communication and continuity of care.

4. Procedure

1. Scheduling Follow-Up Appointments
o Schedule follow-up sessions at the end of each appointment, based on client needs and treatment
plan.
o Send appointment reminders via preferred client communication channel (e.g., phone, email, SMS).
o Document appointment details in the scheduling system.
2. Conducting Follow-Up Sessions
o Review previous session notes and treatment goals before each session.
o Assess client progress, challenges, and successes since the last session.
o Use standardized outcome measures or assessment tools as needed.
3. Monitoring & Documenting Progress
o Record session outcomes, observations, and client feedback promptly.
o Track client progress toward goals and update records accordingly.
o Note any missed appointments and follow up to reschedule.
4. Adjusting Treatment Plans
o Assess need for modifications based on progress and feedback.
o Modify goals and interventions as required, in collaboration with the client.
o Document all changes to the treatment plan.
5. Ensuring Continuity of Care
o Coordinate with other care providers as needed (with client consent).
o Transfer relevant documentation if client transitions to another provider.
6. Maintaining Communication
o Respond to client inquiries in a timely manner outside of sessions.
o Provide additional resources or referrals as appropriate.
o Maintain confidentiality and comply with applicable privacy regulations.

5. Documentation

¢ All session notes, progress updates, appointment schedules, and treatment plan changes must be accurately
documented in the client's record.

e Ensure records are stored according to organizational and regulatory requirements for confidentiality and
security.

6. Review and Continuous Improvement



¢ Regularly review session management processes to identify areas for improvement.
¢ Solicit feedback from clients and staff to enhance service delivery.
e Update SOP as needed to reflect best practices and regulatory changes.

7. References

e Organizational policies and procedures
¢ Applicable legal and regulatory guidelines
¢ Industry best practices in client care and documentation
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