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COMMUNICATIONS POLICY

Revised - September 2, 2026

Owl Practice

Sarah Schlote, MA, RP, CCC, SEP uses Owl Practice, a Canadian web-based platform designed specifically for
psychotherapy providers, for her practice management needs: scheduling, electronic forms, client data
management, notes, billing, appointment reminders, and secure messaging. Owl Practice is secured with industry
standard encryption, customized login pages, usernames and passwords, and all information is processed and
stored on Canadian servers. Owl Practice is compliant with relevant Canadian and American privacy legislation.
While Owl is not GDPR-certified in the European Union, equivalent safeguards are used.

e Reminders: You will typically receive a reminder email 72 hours in advance to provide you with enough
time to cancel your appointment if necessary (with at least 48 hours’ notice). You will also receive a text
message reminder the day of your appointment if you provide a cell number. If you do not receive these
reminders, please follow up with Jennifer.

e Messaging: Once you have created an account and it has been associated with your profile, you will be
able to use the messaging feature. Please follow up with Jennifer if you have any questions.

e Video: Appointments will typically take place using Sarah’s Doxy link: www.doxy.me/sarahschlote. Doxy is
a telemedicine platform that is compliant with Canadian, US, and European (GDPR) privacy legislation.

o On an exceptional and limited basis, appointment(s) may be conducted using Sarah’s Zoom
meeting room, typically when instructional or consultative needs (such as real-time screen sharing,
or group consultations) or accessibility needs (such as the closed captioning or transcription
feature) would benefit from the Zoom platform: https://us02web.zoom.us/j/4657030776

o Please note that Zoom is not a psychotherapy-specific platform and is subject to different privacy,
data handling, and security considerations. If Zoom is used, you may elect to proceed or request
an alternative arrangement.

o Consent to proceed using Zoom applies only to the specific appointment(s) in question and does
not constitute ongoing consent for future appointments, unless otherwise discussed.

e Browsers: Some internet browsers do not block hidden 3 party trackers, email trackers, targeted ads, or
cookie pop ups from popular websites. Consider accessing your video appointments and responding to
emails from a browser that emphasizes privacy and data protection over data collection.

e  Privacy: Please ensure that you are in a private location where other people are not around so that
confidentiality can be maintained. If you would like to invite another person to be part of your
appointment that is not in the context of couples therapy, please discuss with Sarah in advance (see
Session Guest Consent Form for details).
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e Recordings: Appointments are not usually recorded. No audio or video recording will take place unless
this is discussed in advance and express written consent is obtained from all parties.

e Troubleshooting: If an appointment is interrupted due to technological issues, you and Sarah agree to
log out and log back into the call. Rebooting your router or device may also be required. If a service or
power outage prevents the appointment from unfolding smoothly, or if the internet connection is too
unstable, we will email you to reschedule to a different day and time. If you are in crisis during a virtual
appointment and the call is interrupted and cannot continue due to technological issues, please contact
your local crisis or distress line or call 911. Sarah may do this on your behalf if she is concerned for any risk
or harm to yourself or someone else.

e Artificial Intelligence: Sarah does not use Owl Practice’s Al-based Smart Notes feature. All session notes
are manually produced by Sarah.

Additional Terms and Conditions

Virtual Appointments: Sarah primarily offers appointments via video platforms, with occasional in-person services
provided on location. Video appointments support continuity of care regardless of distance, and many of the
approaches Sarah uses are well suited to this format. However, virtual appointments have limitations:

e Some approaches are not available via video or require modification.

e Video platforms may experience technical issues, service interruptions, or privacy breaches beyond
our control. No video platform can be guaranteed to be completely secure or confidential, even if it
claims compliance with privacy legislation.

e Virtual appointments are not appropriate for emergencies involving immediate risk and do not
replace local crisis or emergency services.

Email, Texting, and Voicemail: You are strongly recommended to use Owl’s built-in secure messaging service to
share details of a sensitive nature with Sarah. The following points outline our parameters for other forms of
communication along with various risks and limitations to be aware of:

e Sarah and Jennifer do not communicate with clients, students, or consultees via text except in
extenuating circumstances.

e Messaging apps (e.g., SMS, WhatsApp, Signal) are used only for internal communication between staff
and training team members.

e Voicemails and electronic messages may be documented in your service record. Client-identifiable
information will not be shared outside the psychotherapy practice without written consent, unless
legally required. See Sarah'’s various informed consent forms, the EQUUSOMA® Student and Team
Member Agreements, and the Deep Dive Learning Terms and Conditions for additional limitations to
confidentiality as applicable.

e Email and text communications are not fully secure and may be intercepted, altered, stored, or
misused; backup copies may exist even after deletion. Emails and links may also introduce viruses.

e Written communication can be misunderstood and may cause distress that cannot be addressed
outside scheduled appointments.
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e Email, text, and voicemail are not appropriate for urgent matters or emergencies, and response
times cannot be guaranteed. In emergencies, contact 911 (or your local equivalent), a crisis line, or
go to the nearest hospital.

e Emails are intended only for brief administrative matters (e.g., scheduling, billing, links, resources,
homework, or aftercare instructions). Clinical or personal matters should be discussed in appointments.
Lengthy messages requiring significant response time may be billed at Sarah’s hourly rate.

e Email is checked regularly, but not during vacations, training, or time out of the office.

e Technical or connectivity issues may delay or prevent message delivery. If you do not receive a
response within five business days, please follow up using another method or allow additional time.

e Your email address will never be shared with third parties without your written consent, except for the
situations described in the EQUUSOMA® Student and Team Member Agreements (if applicable).

e Employers and online services may monitor emails sent through their systems; please avoid using work
devices or work email for private or clinical communication.

e Please notify us of any changes to your contact information.

e If communication outside appointments exceeds these guidelines, Sarah will discuss alternative supports
or solutions with you.

Social Media Use: We use social media through professional accounts on Facebook, Instagram, Linkedlin,
YouTube, and ResearchGate to connect with colleagues and to share resources and updates that may be of
interest to you. We do not add Sarah'’s private psychotherapy clients as contacts or friends on social media, but
they are welcome to follow or subscribe to public posts or pages.

Private Practice
For individuals seeking psychotherapy, personal or clinical consultation, or to complete credit hours in the Somatic
Experiencing® and EQUUSOMA® programs
For scheduling, billing, Owl Practice, and other | Jennifer Matz, practice manager
administrative matters: support@sarahschlote.com | 519-591-7795*
For clinical matters: Sarah Schlote, practice owner and registered psychotherapist
sarah@sarahschlote.com or via Owl Messaging (see above)
*This number is linked to a cell phone that is in the possession of Jennifer Matz in Guelph, Ontario. Please do not call this
number unless you have an administrative matter to discuss with Jennifer directly that cannot be easily resolved via email.

EQUUSOMAR® Training Program
For EQUUSOMAR® students, graduates, and team members*, and public inquiries

For general questions, for support related to program info@equusoma.com

registration or payment, for portal-related matters, or for policy- | (this account is monitored by Jennifer Matz, Kim
related questions: Wideman, and Sarah Schlote)

For Clarity Calls prior to registering as a student, and for Kim Wideman, program liaison

questions related to the curriculum, program progression, liaison@equusoma.com

locating an approved provider, or becoming a team member:

*For communications related to private appointments with Sarah, please use the contact information in the Private Practice
table above. Please note that the present Communications Policy pertains only to the independent services delivered via
Sarah'’s private practice (including consultations offered to EQUUSOMAG® students), and not the EQUUSOMAR® training
program itself. EQUUSOMAR® students and team members sign a separate agreement and waiver pertaining to their
involvement in the training program.
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Waiver and Agreement

We cannot guarantee the absolute security or confidentiality of information transmitted electronically or by
telephone. However, Sarah and her staff will use reasonable administrative, technical, and physical safeguards to
protect personal information in accordance with applicable professional and legal standards. Sarah and her staff
will not be responsible for unauthorized disclosure of confidential information except where caused by their own
intentional misconduct or gross negligence.

By signing this document, you acknowledge and agree to the following:

Name:

Signature:

Date:

| understand that electronic communications (including email, video conferencing, and other online
platforms) carry inherent privacy and security risks, including risks arising from the actions or omissions of
third parties, internet service providers, software platforms, or my own devices and networks.

| acknowledge that Sarah and her staff do not control the security of my computer systems, devices,
software, internet connections, or any third-party platforms used at my request or with my consent. | freely
and knowingly assume the risks associated with using such methods of communication, including the risk
of unauthorized access, interception, or disclosure.

| agree that Sarah and her staff shall not be liable for any breach of privacy or confidentiality, or for any
interference with or damage to my computer systems, software, or data, where such breach, interference,
or damage is caused by my own actions, a third party, or the use of insecure or unencrypted
communication tools, and not by the intentional misconduct or gross negligence of Sarah or her staff.

| confirm that | have read and fully understood this Waiver and Agreement. | have had the opportunity to
ask questions, understand the risks associated with these communication methods, and voluntarily
consent to their use in accordance with the parameters set out in this Communications Policy.
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