POLICIES and PROCEDURES
VOICE THERAPY SERVICES
I am excited to have the opportunity to work with you to help you reach your voice and
communication goals. I am looking forward to learning more about you, and finding out how I can
help you find your best voice. In the meantime, please take a moment to review the following
information before we begin.

MELANIE TAPSON, SVS & SLP
I am a singer, a Singing Voice Therapist, a voice teacher, and a speech-language pathologist who
works almost exclusively in voice therapy and related areas. I have extensive experience as a
professional performer that I bring to my excitement and knowledge about voice therapy. For over
20 years, I have worked with a wide variety of people; from my fellow professional voice users and
performers, teachers and public speakers, to engineers and international medical students, as well
as fellow SLPs and voice coaches. I take a holistic approach to voice care, and I use a wide range of
techniques and approaches to boost my clients’ confidence by helping them to find their
strongest, healthiest, clearest voice. Whether you want to extend your range and increase your
power, speak with confidence, sound the way you always wanted to sound, be better understood
by modifying your accent, rate, pitch, or speaking style, rehabilitate (or prevent) a vocal injury, or
you just want to get through the day without vocal fatigue, don’t wait another minute – tell me
your story. I can’t wait to help you find your best voice.
Sessions may take place either at the clinic in which I work, or we may occasionally arrange for
sessions to take place in the environment you want the skills to transfer to, or in a location that is
accessible to you. Please inquire about the possibility of travel to other locations and rates. In
special circumstances, I can conduct therapy sessions via telepractice with a secure live
videoconference system. If you would like to learn more about telepractice therapy options, we can
discuss it when we set your therapy goals.
If you wish to have a voice teacher, caregiver, or supportive family member or friend participate in
the therapy session, I welcome their involvement; however, please discuss this with me in
advance so that I can determine the best way to facilitate this request while keeping in mind your
privacy and your goals in therapy.
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PRIVACY of INFORMATION and CONFIDENTIALITY
After the initial assessment, you will be given the opportunity to discuss the goals, objectives, and
treatment plan that you have decided upon in conjunction with your speech-language pathologist,
in order to ensure that you have the opportunity to play an active role in your therapy planning.
As a registered SLP, I abide by the policies of CASLPO, the regulatory organization that governs
SLPs and audiologists working in Ontario. Information that I collect during assessment or
treatment may be used for diagnosis, treatment planning, treatment, and continuity of care.
I respect the privacy of the information that you provide and I abide by ethical and legal
requirements of confidentiality and privacy of records. Provincial laws require that your medical
records, including information disclosed to me in an assessment, evaluation, or counselling session,
are kept private and confidential. As such, I adhere to the Personal Information Protection Act
(PHIPA) in ensuring all records and reports are kept confidential.
In order to protect your privacy, electronic files are stored on a secure password-protected drive.
Hard copies are kept in a locked cabinet and are securely shredded before they are discarded. All
client files will be retained in this secure manner for 7 years after treatment is discontinued. In the
case of children, files are stored securely until 7 years after they have reached the age of 21.
Your information, including reports or results of assessment or treatment, will not be disclosed or
released without your consent. Your information is only shared according to your written consent.
Communication outside the clinical setting will only occur as per your authorization. When it is
necessary to contact you via telephone, messages will not be left on voicemail (or with anyone
other than the client or the client’s legal guardian) unless you have provided authorization to do so.
Email is not considered a secure method of communication; however, given the frequency and
ease with which email communication takes place, I am happy to correspond with you via email if
it is your preference and you give me authorization to do so (consent is implied if you are the first to
initiate email correspondence).
You have the right to request to review or receive copies of your medical records. Here is some
important information you need to know about these requests: Fees are in compliance with OSLA
recommendations. Raw data cannot be provided as per College regulations. Custodial parents or
legal guardians may request records for non-emancipated minors with appropriate
documentation. All requests must be made in writing. Written reports are subject to additional
fees. There may be a fee for time incurred collating information.

APPOINTMENT LENGTH
The length and duration of appointments will be determined by your goals and needs. Typically,
appointments range from 30 to 60 minutes, and therapy may end at one session or continue for
several weeks. Time spent in your appointment is time working directly on therapy goals as well as
discussing homework, and can include counselling or consultative time with a caregiver or
supportive family member.
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CANCELLATION POLICY
24 hours’ notice is required to cancel appointments. Missed appointments (“no shows” without
notice) will be charged at the full rate; appointments cancelled with less than 24 hours’ notice will
be charged 50% of the full rate for that session. Occasionally, during peak times, this policy will be
modified to require 48 hours’ notice, but this change will be communicated in advance.

HEALTH POLICY
In order to maintain a healthy environment and to reduce the transmission of communicable
illness, please do not come to your appointment if you present with any of the following:
• fever
• excessive sneezing or coughing
• vomiting and/or diarrhea in the last 24 hours
• any other communicable illnesses (e.g., conjunctivitis or “pink eye”, hand-foot-mouth, etc)
If you are unable to come to your appointment because of an illness that meets the criteria above,
please notify me as soon as possible. There is no fee for cancelled appointments due to illness that
is communicable or that prevents you from participating in therapy.
However, for symptoms not listed above (e.g., hoarse voice, allergies, congestion, etc.), and
depending on your therapy goals, I may recommend you come for your session if therapy will be
beneficial despite your current condition. In some cases, particularly with voice clients, learning to
manage symptoms in the context of every day life is a key goal in therapy.
Often, active
rehabilitation is the best approach to the quickest and safest recovery. As such, please contact me
to let me know how you are feeling so I can help determine whether therapy is appropriate
given your symptoms, or if rest is preferable.

FEES
Before you begin therapy, you may be given options that include individual, group, or blocks of
therapy. During therapy plan discussions, you will be made aware of any fees for services you have
agreed upon.
I will always inform you of any charges prior to providing service. Fees apply to various services
including (but not limited to) direct client contact, reports, phone consultations, travel, caregiver
training, counselling, and consultation with other professionals.
If you are a member of ACTRA, Equity, a musicians’ association, the Ontario College of Teachers, or
other similar professional voice users’ association or union, please notify me, as I often have
programs that are specifically of interest to clients who hold these designations.
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PAYMENT
The client is responsible for payment of all services rendered. Accounts more than 30 days overdue
will be subject to a $25 late fee. Accounts more than 60 days overdue will be sent to collection. If
you have any questions or concerns, please do not hesitate to discuss them with me at any time.
Payment options include: cash, credit card, or Interac e-transfer sent prior to the end of the
appointment.

SUPPLEMENTAL HEALTH INSURANCE REIMBURSEMENT
Speech-language pathology services are not covered by OHIP. If you are seeking third-party
reimbursement (e.g., from your supplemental insurance provider), please be aware that you are
responsible for the payment of services rendered at the time of the appointment and I will provide
a receipt after services are rendered that you can submit for reimbursement.
Many extended health care plans include coverage for speech-language pathology services. Check
with your insurance company regarding the details of your coverage and to determine if you
require a doctor’s referral to qualify for reimbursement. I am happy to assist you in seeking
reimbursement for speech therapy services from your insurance provider by providing necessary
invoices or filling out the appropriate forms. Invoices will include my certification credentials,
therapy dates, and hours of service provided. Please let me know if there is any additional
information your insurance provider requires.

TERMINATION OF SERVICES
A client is discharged from therapy a) when goals have been successfully met and no further
therapy is indicated, b) if there has been no significant progress after a reasonable amount of time,
or c) if there is no expectation that further progress will be made by continuing. If additional
services, assessments, or therapy are indicated, I am happy to assist in connecting you with the
appropriate professional.
Services may be discontinued if it is determined that therapy is no longer appropriate, or if there is
any risk to your health or safety. As well, services will be terminated if a client is non-compliant,
unwilling to participate in therapy, and efforts to address these factors have been unsuccessful. As
well, you are always entitled to terminate services at any time, for any reason.
If an account falls overdue for more than 30 days, any pre-arranged appointments will be
suspended until payment is received, and those time slots may be made available to other clients
on the waitlist. No new appointments will be scheduled if there are any outstanding payments
due.

info@melanietapson.com

© 2020

www.melanietapson.com

YOUR RIGHTS
•

You have the right to privacy. Please see the section titled PRIVACY of INFORMATION and
CONFIDENTIALITY for information about how your personal health information will be
protected.

•

You have the right to select which information may be disclosed to others, and to whom it is
disclosed. However, regulation dictates that if the restriction of information prevents the
delivery of safe and effective speech therapy services, it may be necessary to discontinue
therapy.

•

You have the right to cancel release of information by providing a written notice.

•

You have the right to information regarding fees for services. I will always inform you of charges
before providing a service. A current schedule of fees can be obtained by contacting me at any
time.

•

You have the right to be informed of any changes in policies. You will always be notified in the
event of a change a policy that is relevant to services you receive.

•

You have the right to discontinue services at any time for any reason. Your participation is
voluntary.

MANY THANKS!
Thank you again for the opportunity to work with you! I value you as a client and look forward to
working with you towards finding your best voice. If you have questions, please do not hesitate to
contact me.
All the best,

BFA BEd MSc CCC-SLP Reg CASLPO
Singing Voice Specialist & Speech-Language Pathologist
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