
New Client Intake Session Checklist 
1. Session introduction 

☐ Introduce yourself ​
☐ Outline what you will be doing in your time together today 

Example of session outline: 

●​ Rapport building 
●​ Presenting concerns 
●​ Developmental / psychosocial history 
●​ Risk + safety screening 
●​ Goals & plan 
●​ Questions 

☐ Explain your therapy approach (e.g. play / group-based / neurodevelopmental lens)​
☐ Provide brief psychoeducation for brain, behaviour, regulation, attachment​
☐ Normalise questions and a collaborative style 

2. Admin & consent 

☐ Intake forms received & checked: 

●​ Contact details 
●​ Consent forms 
●​ Invoicing/payment details 
●​ Privacy agreement 
●​ Any questions? 

☐ Therapist to sign & date all required documents​
☐ Check allergies & medical conditions​
☐ Check current medications (if relevant) 

☐ Assessment tools received from client (if applicable): 

●​ SCARED/anxiety 
●​ AutPlay measures 
●​ Sensory profile screen 
●​ Emotional regulation screen 

☐ Scoring completed post-session & feedback scheduled 
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3. Presenting concerns 

Example prompts: 

●​ What brought you here, why now? 
●​ What are the main concerns at home/school? 
●​ When did it start? Has it changed? 
●​ What makes it better/worse? 
●​ Impact on daily functioning (home, school, peers) 

☐ Identify key concerns clearly​
☐ Document functional impact  

4. Risk screening (essential) 

A. Emotional Regulation Risk 

☐ No concerns​
☐ Mild dysregulation (manageable with support)​
☐ Moderate (frequent escalation / difficulty recovering)​
☐ High (intense, prolonged, or unpredictable escalation) 

Notes: 

 
 

 

B. Behavioural / Safety Risk 

☐ No safety concerns​
☐ Verbal escalation only​
☐ Physical aggression (hitting/kicking/biting/throwing)​
☐ Property destruction​
☐ Requires physical intervention at times 

Notes: 
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C. Elopement / Supervision Risk 

☐ No concerns​
☐ Wandering when upset​
☐ Leaves area/safe space when dysregulated​
☐ Requires close/constant supervision 

Notes: 

 
 

 

D. Sensory Regulation Risk  

☐ No significant concerns​
☐ Sensory seeking (movement/touch/noise)​
☐ Sensory avoidance (noise/crowds/touch)​
☐ Sensory overload triggers shutdown/escalation 

Notes: 

 
 

 

E. Group participation risk (if applicable) 

☐ Engages well in group settings​
☐ Needs support with peers/turn-taking​
☐ History of peer conflict​
☐ Group settings increase dysregulation​
☐ Requires 1:1 support for group participation 

Notes: 
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5. Developmental & trauma history 

Early history prompts: 

☐ Pregnancy stressors/context: What was happening in your world? Stress levels, 
planned pregnancy? Working? Relationship? Level of support? Mental health? ​
☐ Birth experience (complications, separation, NICU, feeding issues)​
☐ Early attachment & caregiving stability 

Developmental timeline: 

☐ 0 - 12 months (regulation, attachment, stress response), trauma/toxic stress screening​
☐ 1 - 4 years (stress response, emotional development, behaviour patterns)​
☐ School age (social, academic, behavioural functioning) 

Adversity screening: 

☐ Loss / separation​
☐ Family stress / conflict / DV exposure​
☐ Medical trauma​
☐ Chronic stress / instability 

Notes: 

 
 

 
 

6. Strengths & protective factors 

☐ Strong interests and/or motivations​
☐ Positive relationships/support at home​
☐ Strength in creativity / problem-solving / movement​
☐ Responds well to structure​
☐ Good engagement with adults​
☐ Other strengths: 
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7. Setting goals 

☐ Goals linked to presenting concerns​
☐ Parent expectations explored + validated​
☐ Realistic, measurable direction set 

Examples: 

●​ Emotional regulation 
●​ Social confidence 
●​ Peer interaction skills 
●​ Attention / executive functioning 
●​ Sensory regulation 

Notes: 

 
 

 
 

8. Plan & logistics 

☐ Session frequency agreed​
☐ Appointment times confirmed​
☐ Attendance expectations explained​
☐ Communication pathways clarified 

☐ Crisis support clarified: Remind them you are not a 24h crisis service and provide 
emergency contacts 

9. NDIS (if applicable) 

☐ Service agreement completed​
☐ Copy provided to client​
☐ Copy filed​
☐ NDIS goals reviewed​
☐ Plan aligned with therapy goals 
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10. Clinical formulation snapshot (for therapist only) 

Key presentation summary: 

 

Primary risks: 

 

Protective factors: 

 

Group suitability decision: (if applicable)​
☐ Suitable​
☐ Suitable with supports​
☐ Needs modification plan​
☐ Not suitable currently 

 

 


