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Welcome to the Front Desk

• Weekdays: Vadym Zhyrov

• Monday ‐‐ Thursday evenings and some  
Saturdays: Marisa Rios

• Friday evenings and weekends: Richard  
Dowaliby



Each time you arrive at the Center, sign in at the  
Front Desk and let the Front Desk person know  
you are here.

Please spend time getting to know how the  
Front Desk works and familiarizing yourself with  
the scheduling calendar. Remember not to ask  
the Front Desk unnecessary questions or have  
conversations in the front office in the period  
from ten minutes before the hour to ten  
minutes after the hour.



It is your responsibility to watch for your  
client – do not wait for the Front Desk to let  
you know that your client has arrived.



Money

Counselors collect payment at each session. You 
will find a receipt book in each counseling room.

*Credit card payments are processed at the front 
desk after the session.
*Clients can directly give you checks and cash. 
*You are in charge of making change for clients!





Most Important Receipt Rules

• There MUST be a receipt for every session  
(even if there was no payment).

• Include first and last name of both client and  
counselor.

• Record the amount and type of payment and  
the date.

• Write legibly.













Paper clip the payment to the white copy  
of the receipt and put it in the blue basket  
on the Front Desk.

Please do not accept coins for payment –
bills only. Also, we do not accept bills in  
denominations larger than $50.



Receipt Basket



Parking at SCCC
• Always allow extra time for parking when you  

come to the Center. If you pull into the  
parking lot and see that one or more cars are  
waiting to park, please wait your turn. Traffic  
moves in a clockwise direction.

• There is ample parking on Stanley. Be sure to  
read the signs to avoid street cleaning times  
and please be very kind and respectful to our  
neighbors. Curson is a permit parking street.



Night Safety

• We have a security guard in the parking lot at  
night. Please don’t hesitate to ask him to  
watch you or walk with you to your car.



Our Building

• We own our building thanks to The Friends of  
the Center – this has allowed us to survive  
through rocky financial times.

• We have 20 counseling rooms, the Counselor  
Lounge, kitchen, staff bathroom and two  
client bathrooms.

• The bathrooms and Counselor Lounge were  
recently renovated.





Main Floor





Open Doors Around the Center  
(and what they mean)

• Whenever a staff member’s door is open, you can  
come in and ask questions.

• Whenever you finish a session, be sure that the  
door to the counseling room is left open so that  
the next counselor knows the room is available.  
(Sometimes clients close the door without  
realizing that it needs to be open.)

• After using the staff bathroom, please leave the  
door open – otherwise people will wait out in the  
hallway, thinking the bathroom is occupied.



Client Files and Staff and Counselor  
Mailboxes



Communication
• You should have your voicemail box set up by  

now. If you have any problems with the  
voicemail or phone system, contact Robbyn 
Coffey.

• When you receive a client assignment, it is  
very important that you call the client within  
24 hours (even in cases where you are not  
going to be able to see the client that week).

• Clients must notify the Front Desk when they  
cancel appointments – this is in your outgoing  
message.



Client Assignment

• Kathryn Heymann, Client Coordinator

• Marisa Ice, Assistant Clinical Director



Client Binders
(above counselor mailboxes)



Goldenrod form



Intake form



Do not remove intake from the binder prior to  
your first session with a client. After your first  
session, you can make a client folder and the 
intake will go into the folder.  Place a fee tracking 
sheet in the left side of the folder and keep your 
own record of session dates, payments and any
balance owed. You will have your own hanging 
Pendaflex section in the  file cabinet to keep all 
your client files. Files must never leave the
building.



Fee Tracking Sheet



Client Request Form



Client Request Forms



Make the CRAWL Book Your Friend



ALL THE OTHER FORMS
(behind Front Desk)



Wait ‐‐Where do I put these forms?



New Counselor Supervision Year

• September through August

• In mid‐summer interviews will be held for  
Family Therapy Training Program (FTTP).

• In late summer supervision ballots will be  
distributed.

• In the beginning of September, new  
supervision groups and FTTP will start. FTTP is  
held Tuesdays from 4:00 to 6:00.



GATE Training

Gangs: A Therapeutic Education

January 26, 2019

Taught by SCCC Director of Outreach, Marianne Diaz.

Mandatory training for new counselors.



Community Resiliency Model (CRM)

• Two Day  
required  
training  
provided by the  
Trauma  
Resource  
Institute on  
November 10 
and 11.



Second Year Opportunities
• School‐based Program, Contact: Alyssa Mass

Ongoing Opportunities
• Outreach (Teen Group, Rage Resolution,  

Community Counselor Certification,
Watts, etc.), Contact: Marianne Diaz

• Best Practice Parenting Class, Contact: 
Alyssa Mass

• The Abuse Prevention Program (TAPP), 
Contact:  Moj Farazian



Get involved with the SCCC  
Community

• Fun volunteer opportunities:

Help out with the
fundraising gala 
in April:



Join the Retreat Committee  
October 20– talk to Marisa



Where to Eat around SCCC

Walking:

East: My Two Cents, Bloom, Stevie’s Creole Café,  

CJ’s, Sky’s Tacos, Pico Deli

West: Ho Ho Kitchen, Powerplant Superfood  

Cafe, Olson’s Scandinavian Deli, Paper or Plastik

Driving: Lucy’s (Pico and La Brea), Subway, Yummy.com, Fortune House(San Vicente  
and Fairfax), Starbucks (San Vicente and Fairfax), Panda Express, Chipotle, Jersey  
Mike’s, PizzaRev, etc. (shopping center at Pico and San Vicente), Trejo’s Tacos, Lassen’s

If you go north on Curson to Wilshire there are many restaurants (The Counter, Marie  
Callender’s, Baja Fresh, Mixt Green,s etc.) and food trucks in the Museum Square area
– only 5 minutes from SCCC.

Closest place to get a soda – liquor store in mini‐mall next to Ho Ho Kitchen (Pico and  
Spaulding).



Or, the Snack Basket in the 
Counselors’ Lounge:



Don’t forget to :

• Read the Counselor Handbook and CAMFT  
Ethical Standards on the passworded section  
of the website (under “SCCC Connect”)



• Read the Thursday Bulletin (on Friday).

• Like us on facebook!

• Ask Marisa about our Amazon and  
Ralph’s programs. (When you, your  
friends, and your family shop, we get  
money!)


