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Part 1 · Overview
Time Management & Session Excellence
Effective time management in SUD treatment goes beyond scheduling — it is about maintaining
addiction-centered focus while managing complex patient needs within structured timeframes.
This intensive develops systematic approaches for managing sessions with therapeutic authority
and clinical precision.

Learning Slides
Session structures, drift prevention, redirection techniques, and boundary management.

Mind Map
Visual framework for time allocation and session component management.

Self-Assessment
Evaluate your time management effectiveness and session structure consistency.

Worksheet
Practical exercises for building systematic session management practices.

Session Excellence Areas
Pre-session planning and structured agendas

Avoidance and drift pattern recognition

Skillful redirection techniques

Crisis management within treatment framework

Time allocation and boundary management

Documentation demonstrating clinical focus
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Part 2 · Slides

INTRODUCTION

Time Management & Addiction Focus in Treatment Sessions
Optimizing Therapeutic Effectiveness
Effective time management combined with unwavering addiction focus represents one of the
most critical clinical skills in substance use disorder treatment. This presentation explores
strategies for maintaining addiction-centered interventions while managing complex patient
needs within structured session timeframes.

• Understanding the challenge of maintaining addiction focus
• Recognizing patterns that lead to therapeutic drift
• Developing systematic approaches to session management
• Balancing secondary concerns with primary addiction treatment

THE CHALLENGE

Why Sessions Drift From Addiction Focus
Common Patterns of Therapeutic Drift
Multiple factors contribute to loss of addiction focus during treatment sessions. Understanding
these patterns is the first step toward maintaining therapeutic effectiveness.

• Patient avoidance: Using secondary issues to avoid discussing substance use
• Clinician comfort zones: Gravitating toward familiar topics over addiction work
• Crisis presentations: Urgent problems that seem to demand immediate attention
• Co-occurring disorders: Mental health issues overshadowing primary addiction
• Documentation pressures: Time constraints affecting therapeutic priorities

IMPACT

Consequences of Lost Addiction Focus
Why This Matters for Treatment Outcomes
When sessions consistently drift away from addiction-specific interventions, both immediate and
long-term treatment effectiveness suffers.

• Reduced treatment efficacy and slower progress toward recovery goals
• Difficulty demonstrating medical necessity in utilization reviews
• Patients may receive support but not addiction-specific treatment
• Longer treatment episodes with less measurable addiction progress
• Increased risk of treatment failure and relapse
• Clinician frustration and potential burnout
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SESSION STRUCTURE

Creating Addiction-Focused Session Structure
Systematic Approaches to Session Planning
Effective session structure provides a framework for maintaining addiction focus while remaining
responsive to patient needs.

• Pre-session review: 5 minutes reviewing treatment goals and planned interventions
• Brief check-in: 5-10 minutes for urgent issues and rapport building
• Addiction-focused work: 25-30 minutes for core recovery interventions
• Integration and planning: 5-10 minutes connecting topics and assigning homework
• Documentation: Immediate notes highlighting addiction-focused content

RECOGNITION SKILLS

Recognizing Patient Avoidance Patterns
Identifying When Focus Is Being Lost
Skilled clinicians learn to recognize subtle patterns that lead conversations away from necessary
addiction work, responding with empathy while maintaining therapeutic focus.

• Extensive focus on others' behaviors rather than personal substance use
• Detailed external circumstances without examining personal responsibility
• Crisis presentations that consistently occur before addiction work
• Intellectual discussions about addiction without personal application
• Minimizing substance use while emphasizing secondary problems

REDIRECTION TECHNIQUES

Skillful Redirection to Addiction Topics
Maintaining Focus While Preserving Rapport
Effective redirection acknowledges concerns while steering conversation back to addiction
treatment goals through collaborative, respectful language.

• "How does that situation affect your recovery right now?"
• "Let's connect this to your substance use patterns..."
• "I hear this is important. How does it relate to your recovery goals?"
• "We can address that briefly, then return to your treatment plan."
• "What recovery skills could help you handle this situation?"

CRISIS MANAGEMENT

Balancing Crisis Response with Addiction Focus
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Graduated Approaches to Patient Crises
Not all crisis presentations require extensive session time. Developing rapid assessment skills
helps maintain treatment momentum while addressing genuine emergencies.

• Immediate safety issues: Address fully, document, adjust treatment as needed
• Acute stressors: Brief intervention, connect to recovery skills, monitor
• Chronic life problems: Acknowledge, set boundaries, maintain addiction focus
• Avoidance tactics: Validate feelings, gentle redirection to treatment goals
• Appropriate referral: Know when specialized services are needed

CLINICIAN DRIFT

Preventing Clinician Drift
Maintaining Your Own Addiction Treatment Focus
Clinician drift involves gradually moving toward topics that feel more comfortable or familiar
rather than maintaining addiction-centered interventions.

• Regular self-assessment of session content and intervention patterns
• Supervision specifically focused on maintaining addiction-centered practice
• Commitment to evidence-based addiction modalities over personal preferences
• Honest reflection about therapeutic comfort zones
• Ongoing education in addiction-specific interventions

DOCUMENTATION

Documentation That Demonstrates Addiction Focus
Supporting Treatment Through Clear Records
Strong documentation serves multiple critical purposes: demonstrating medical necessity,
tracking progress, supporting utilization reviews, and maintaining continuity of care.

• Clear connections between session content and addiction treatment goals
• Specific descriptions of addiction-focused interventions used
• Quantifiable measures of addiction severity and recovery progress
• Evidence-based rationale for addiction treatment approaches
• Integration of secondary issues within addiction recovery framework

TIME ALLOCATION

Mastering Time Allocation in Sessions
Conscious Management of Session Components
Effective time management involves deliberate allocation of session time to ensure adequate
addiction focus while remaining responsive to legitimate needs.
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• Use visual cues or timers to maintain time awareness
• Set clear time limits for different session components
• Practice efficient assessment and intervention techniques
• Develop standardized session structures that include addiction focus
• End sessions clearly with summaries of addiction-focused work

BOUNDARIES

Professional Boundaries and Priority Setting
Maintaining Therapeutic Authority
Clear professional boundaries help maintain addiction focus while preserving therapeutic
relationships. This involves collaborative agenda-setting with clear treatment priorities.

• Educate patients about importance of maintaining addiction focus
• Use collaborative agenda-setting that prioritizes addiction goals
• Set clear expectations about session time allocation
• Balance empathy for concerns with commitment to addiction treatment
• Practice saying 'we'll address that within our recovery framework'

INTEGRATION

Integrating Secondary Issues Within Addiction Framework
Comprehensive Care Without Losing Focus
The goal is not to ignore secondary issues but to address them within an addiction treatment
context that maintains therapeutic momentum toward recovery.

• "How does this relationship problem affect your substance use?"
• "What recovery skills could help you manage this situation?"
• "Let's look at how your addiction has contributed to this issue."
• "This is important, and addressing your addiction will help you handle it."
• Refer for specialized care when issues exceed addiction treatment scope

TEAM COLLABORATION

Team-Based Care Coordination
Maintaining Addiction Focus Through Collaboration
Effective treatment teams address secondary issues through appropriate specialization while
ensuring addiction recovery remains the central organizing principle.

• Clear communication protocols about treatment focus and responsibilities
• Appropriate referrals for specialized care of secondary issues
• Regular team meetings with addiction recovery as organizing principle
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• Coordinated care plans that all team members understand and support
• Defined roles that prevent dilution of addiction treatment focus

ASSESSMENT INTEGRATION

Addiction-Centered Assessment Integration
Efficient Measurement of Progress
Regular use of brief, standardized addiction-focused assessments helps maintain focus while
demonstrating treatment effectiveness through quantifiable data.

• Brief screening tools that can be administered quickly in sessions
• Standardized scales for tracking addiction severity and progress
• Regular outcome measurement demonstrating treatment effectiveness
• Addiction-focused homework extending therapeutic work between sessions
• Consistent application of evidence-based addiction treatment modalities

IMPLEMENTATION

Implementing Your Addiction-Focused Practice
Practical Steps for Improvement
Moving from awareness to consistent practice requires systematic implementation of new
approaches with regular assessment and adjustment.

• Start with one structured element (written agendas, time allocations)
• Practice specific redirection phrases until they feel natural
• Seek consultation on maintaining focus in challenging cases
• Review documentation regularly for addiction focus demonstration
• Gradually build comprehensive addiction-focused practice system
• Celebrate progress while honestly acknowledging areas for improvement

CONCLUSION

The Path Forward
Sustainable Addiction-Focused Practice
Developing these skills creates sustainable clinical practices that prevent burnout while
improving treatment effectiveness. What once felt like competing demands becomes an
integrated approach serving both relationships and outcomes.

• Addiction focus is not rigid—it's the most compassionate approach
• Secondary issues matter but are best addressed within recovery framework
• Structured approaches support rather than constrain therapeutic work
• Consistent practice transforms skills from conscious effort to natural habits
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• Regular self-assessment ensures continued growth and effectiveness
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Part 3 · Mind Map
Clinical Practice Map

Time Management & Addiction Focus

Create a personalized map that identifies your specific patterns of time management and
addiction focus challenges. This exercise helps move from general categories to your specific
clinical manifestations.

How to use this map: For each category, identify your specific examples. Be as concrete and
detailed as possible. The more specific you are, the more useful this map will be for targeting
your professional development.

High-Challenge Clinical Contexts

Identify specific situations where you struggle most with addiction focus

Patient Populations

Which patient populations or characteristics make it most difficult to maintain addiction focus?
Examples:
• Patients with extensive trauma histories who resist discussing substance use
• Clients with complex co-occurring mental health conditions
Your specific examples...

Clinical Presentations

What types of patient presentations consistently challenge your time management?
Examples:
• Patients presenting ongoing legal problems that dominate session discussions
• Clients in constant crisis mode with urgent but secondary issues
Your specific examples...

Environmental Factors

What environmental or organizational factors make structured sessions difficult?
Examples:
• High-census days when time pressure makes structured sessions difficult
• Back-to-back scheduling without planning time between sessions
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Your specific examples...

Personal Clinical Drift Patterns

Note your typical patterns of losing addiction focus

Topic Areas

What topics do you tend to gravitate toward instead of addiction-focused work?
Examples:
• Gravitating toward relationship counseling when patients discuss family problems
• Spending excessive time on mental health symptoms rather than substance use patterns
Your specific examples...

Intervention Preferences

What interventions do you prefer that might take time away from addiction-specific work?
Examples:
• Spending excessive time on mindfulness techniques rather than addiction-specific cognitive

work
• Extensive trauma processing without connecting to current substance use
Your specific examples...

Avoidance Areas

What addiction-focused topics or interventions do you find yourself avoiding?
Examples:
• Difficulty addressing patient denial or minimization of substance use severity
• Avoiding confrontation of continued substance use patterns
Your specific examples...

Successful Addiction-Focused Strategies
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Identify approaches that work well for you

Effective Techniques

What specific techniques help you maintain addiction focus effectively?
Examples:
• Using motivational interviewing to connect secondary problems to substance use
• Brief standardized assessments at start of each session
Your specific examples...

Successful Session Structures

What session structures or routines work best for maintaining addiction focus?
Examples:
• Beginning with brief substance use assessment before addressing other concerns
• Using written agendas co-created with patients at session start
Your specific examples...

Documentation Strengths

What documentation approaches effectively demonstrate your addiction focus?
Examples:
• Clearly linking all interventions to specific addiction treatment plan goals
• Using standardized language that highlights addiction-specific progress
Your specific examples...

Resource and Support Needs

Identify what you need for improvement

Skill Development Needs

What specific skills or training would enhance your addiction-focused practice?
Examples:
• Training in cognitive-behavioral approaches for addiction
• Learning brief intervention techniques for crisis situations
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Your specific examples...

Organizational Support Needs

What organizational supports would help you maintain addiction focus?
Examples:
• Regular consultation focused on maintaining addiction treatment focus
• Protected time for session planning and documentation
Your specific examples...

System Improvement Needs

What system changes would support better addiction-focused time management?
Examples:
• Better referral resources for addressing secondary issues outside addiction treatment
• Team protocols for handling crises without derailing individual addiction work
Your specific examples...

Synthesis & Action Steps

Based on your map, what are the top 3 patterns you want to address first?
Identify your priority patterns...

What specific strategies from your "Successful Strategies" section can you apply more
consistently?
How will you leverage what works...
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What support or resources do you need to request from your organization or supervisor?
What do you need to succeed...

Scoring guide
Time Management Clinical Practice Map
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Part 4 · Assessment
Time Management & Addiction Focus

Optimizing Treatment Sessions

Evaluate your effectiveness in maintaining an addiction-centered focus while optimizing time
management within therapeutic sessions.

Progress: 0 of 70 questions0%

Part 1: Identifying Time Management and Focus Challenges

Session Planning and Structure
1. I begin sessions without a clear, addiction-focused agenda.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I allow patient crisis issues to completely derail planned addiction interventions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always
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3. I find myself spending entire sessions on secondary issues unrelated to substance use.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

4. I struggle to transition conversations back to addiction-related topics.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I end sessions without addressing planned addiction-focused treatment goals.

○

Never

○

Rarely

○

Sometimes

○
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Often

○

Always

Patient Avoidance Recognition
1. I notice patients consistently steering conversations away from substance use topics.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I allow discussions of external problems to substitute for addiction-focused work.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I find it difficult to redirect when patients focus on everyone else's behavior rather than their
own substance use patterns.

○

Never

○
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Rarely

○

Sometimes

○

Often

○

Always

4. I struggle to maintain addiction focus when patients present compelling secondary crises.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I accept patient explanations that external circumstances are more important than addressing
addiction.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always
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Crisis Management Balance
1. I treat every patient concern as equally urgent regardless of its relationship to addiction
recovery.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I allow acute secondary issues to consistently postpone addiction-focused interventions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I find myself in crisis management mode more often than addiction treatment mode.

○

Never

○

Rarely

○

Sometimes
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○

Often

○

Always

4. I struggle to distinguish between genuine emergencies and avoidance tactics.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I defer addiction-focused work indefinitely when patients present ongoing life stressors.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Clinician Drift Patterns
1. I gravitate toward discussing topics that align with my personal interests rather than addiction
treatment needs.

○

Never
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○

Rarely

○

Sometimes

○

Often

○

Always

2. I spend more time on co-occurring mental health issues than primary addiction concerns.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I focus extensively on trauma processing at the expense of addiction-specific interventions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always
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4. I allow my therapeutic approach to drift based on patient preferences rather than addiction
treatment requirements.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I avoid difficult addiction conversations by focusing on more comfortable secondary topics.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Documentation and Focus Integration
1. My progress notes reflect more content about secondary issues than addiction-focused
interventions.

○

Never

○

Rarely

○
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Sometimes

○

Often

○

Always

2. I struggle to connect secondary issue discussions to addiction treatment goals in my
documentation.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. My treatment plans show limited evidence of consistent addiction-focused interventions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

4. I have difficulty demonstrating addiction treatment progress in utilization reviews.

○

Never
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○

Rarely

○

Sometimes

○

Often

○

Always

5. My documentation lacks clear justification for the medical necessity of continued addiction
treatment.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Time Allocation Awareness
1. I lose track of time during sessions and frequently run over scheduled limits.

○

Never

○

Rarely

○

Sometimes

○

Often

○
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Always

2. I spend disproportionate amounts of session time on check-ins rather than therapeutic work.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I allow secondary issue discussions to consume most of the available session time.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

4. I struggle to allocate appropriate time blocks for different session components.

○

Never

○

Rarely

○

Sometimes
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○

Often

○

Always

5. I find myself rushing through important addiction-focused work due to poor time management.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Boundary and Priority Setting
1. I have difficulty saying 'no' to patient requests that would derail addiction-focused treatment.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I allow patients to set the session agenda based on their immediate emotional needs rather
than treatment plan goals.

○

Never
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○

Rarely

○

Sometimes

○

Often

○

Always

3. I struggle to maintain therapeutic boundaries when patients resist addiction-focused
interventions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

4. I avoid confronting patient avoidance patterns to maintain rapport.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always
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5. I prioritize patient comfort over necessary addiction-focused clinical work.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Part 2: Developing Addiction-Focused Time Management

Structured Session Implementation
1. I create and follow written session agendas that prioritize addiction-focused interventions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I use specific time allocations for different session components (check-in, addiction focus,
wrap-up).

○

Never

○

Rarely

○
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Sometimes

○

Often

○

Always

3. I employ visual aids or timers to maintain awareness of session time usage.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

4. I develop standardized session structures that consistently include addiction-focused content.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I regularly review and adjust session planning approaches based on addiction treatment
effectiveness.

○

Never
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○

Rarely

○

Sometimes

○

Often

○

Always

Redirection and Integration Skills
1. I have developed specific phrases and techniques for redirecting conversations back to
addiction-related topics.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I skillfully connect secondary issues to addiction treatment goals without losing therapeutic
focus.

○

Never

○

Rarely

○

Sometimes

○

Often
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○

Always

3. I use motivational interviewing techniques to help patients recognize connections between
secondary issues and their substance use.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

4. I acknowledge secondary concerns while maintaining primary focus on addiction recovery.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I frame secondary problem discussions within the context of how they impact substance use
and recovery.

○

Never

○

Rarely
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○

Sometimes

○

Often

○

Always

Professional Boundary Management
1. I set clear boundaries about session time allocation and stick to them consistently.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I educate patients about the importance of maintaining addiction focus in treatment sessions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I use collaborative agenda-setting that prioritizes addiction-related goals.
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○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

4. I maintain therapeutic authority in directing session content toward treatment plan objectives.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I balance empathy for secondary concerns with commitment to addiction-focused treatment.

○

Never

○

Rarely

○

Sometimes

○

Often
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○

Always

Crisis Assessment and Prioritization
1. I quickly assess whether urgent issues require immediate attention or can be addressed within
an addiction-focused framework.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I distinguish between genuine emergencies and patient avoidance patterns.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I develop graduated responses to patient crises that maintain addiction treatment momentum.

○

Never

○

Rarely
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○

Sometimes

○

Often

○

Always

4. I utilize brief interventions for secondary crises while preserving time for addiction-focused
work.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I refer appropriately for secondary issues that require specialized attention beyond addiction
treatment scope.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Documentation Excellence
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1. I structure progress notes to clearly highlight addiction-related interventions and progress.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

2. I use quantifiable measures to document addiction severity and recovery progress.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I explicitly link all session content to addiction-related treatment plan goals.

○

Never

○

Rarely

○

Sometimes

○
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Often

○

Always

4. I clearly articulate the clinical rationale for addiction-focused interventions in my
documentation.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I document patient engagement in addiction-focused activities with specific examples.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Addiction-Centered Assessment Integration
1. I implement brief, focused assessment instruments to quickly gauge addiction-related progress
and concerns.

○

Never
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○

Rarely

○

Sometimes

○

Often

○

Always

2. I use standardized addiction-focused scales that can be administered and interpreted
efficiently within sessions.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I regularly track and update addiction-specific outcome measures to demonstrate treatment
effectiveness.

○

Never

○

Rarely

○

Sometimes

○

Often

○
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Always

4. I incorporate addiction-focused homework or between-session activities to extend therapeutic
work.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I utilize evidence-based addiction treatment modalities consistently in my clinical practice.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Team-Based Care Coordination
1. I collaborate effectively with other professionals to address secondary issues while maintaining
my addiction treatment focus.

○

Never

○

Rarely
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○

Sometimes

○

Often

○

Always

2. I establish clear communication protocols within the treatment team to ensure comprehensive
care without diluting addiction focus.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

3. I make appropriate referrals for secondary issues while maintaining primary addiction
treatment relationships.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always
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4. I coordinate care plans to ensure all team members understand and support the
addiction-focused treatment approach.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

5. I participate in multidisciplinary planning that keeps addiction recovery as the central
organizing principle.

○

Never

○

Rarely

○

Sometimes

○

Often

○

Always

Scoring guide
Significant Time Management and Focus Challenges
You frequently struggle with maintaining addiction focus and effective time management in
treatment sessions. Secondary issues regularly overshadow addiction-specific interventions,
potentially compromising treatment effectiveness.

Moderate Time Management and Focus Challenges
You experience regular difficulties maintaining addiction focus, particularly in certain clinical
contexts. While effective in some areas, inconsistencies create vulnerabilities in treatment
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outcomes.

Mild Time Management and Focus Challenges
You occasionally struggle with time management and addiction focus but maintain effective
treatment in many contexts. Work on developing more consistent approaches.

Minimal Time Management and Focus Challenges
You rarely experience significant difficulties maintaining addiction focus or managing session
time effectively. Continue practicing honest reflection while maintaining existing effective
practices.

Strong Addiction-Focused Practice
You have developed robust systems for maintaining addiction focus while managing time
effectively. Your structured approach provides excellent protection against therapeutic drift.

Developing Addiction-Focused Practice
You have established several important addiction-focused practices but have opportunities to
strengthen consistency across all treatment domains.

Basic Addiction-Focused Practice
You have begun implementing addiction-focused approaches but need substantial development
in several areas. Prioritize strengthening systematic session planning.

Limited Addiction-Focused Practice
Your addiction-focused treatment strategies are currently insufficient. Focus urgently on
developing structured approaches to session management.

Your time management challenges significantly outweigh your addiction-focused practices,
indicating substantial risk for ineffective treatment.

Your addiction-focused practices slightly outweigh challenges, but the margin may be insufficient
during complex cases.

You have established a healthy balance of addiction-focused practice relative to time
management challenges.

Your addiction-focused practices substantially outweigh time management challenges, creating
consistent treatment effectiveness.

Time Management Challenge Score
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Part 5 · Worksheet
Time Management Worksheet

Focusing on Addiction-Related Issues in Treatment Sessions

This worksheet is designed to help clinicians in substance use disorder (SUD) treatment improve
their time management skills during sessions, with a specific focus on prioritizing
addiction-related issues over secondary concerns.

Part 1: Assessing Current Time Management Practices

On a scale of 1-10, how would you rate your current ability to manage time effectively in sessions,
focusing primarily on addiction-related issues?

In a typical 50-minute session, estimate the number of minutes you usually spend on
addiction-related issues:

Minutes spent on secondary issues:

Minutes spent on administrative tasks:

Minutes spent on building rapport/general conversation:

List the top three challenges you face in managing time during sessions:

How often do you find sessions veering off-topic onto secondary issues?
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Describe your current method (if any) for tracking time during sessions:

Part 2: Session Structure and Planning

Do you typically create an agenda or plan for each session?

If yes, briefly describe your session planning process:

List the key components you try to include in every session:

How do you prioritize these components to ensure addiction-related issues receive adequate
time?

What percentage of your session plan typically focuses directly on addiction-related issues?

Part 3: Identifying Time Drains

List three common secondary issues that tend to consume session time:
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For each secondary issue, estimate how many minutes they typically consume:

Describe a recent session where time management was challenging due to secondary issues:

What factors contributed to the time management challenge in this session?

How did this impact the attention given to addiction-related issues in that session?

Part 4: Strategies for Maintaining Focus on Addiction-Related Issues

List three strategies you currently use (or could use) to keep sessions focused on
addiction-related issues:

Rate the effectiveness of each strategy (1-5, where 5 = Very effective):

Describe a technique you use to redirect the conversation back to addiction-related issues:
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How do you balance addressing urgent secondary issues while maintaining overall focus on
addiction?

What phrases or questions do you use to refocus clients on addiction-related topics?

Part 5: Time Allocation Techniques

Are you familiar with the Pomodoro Technique or other time management methods? If yes, which
ones?

How might you adapt these techniques for use in SUD treatment sessions?

Describe or sketch a potential visual aid you could use to track time allocation in sessions:

How could you involve clients in time management during sessions without disrupting the
therapeutic process?

List three ways you could improve your time management skills specifically for SUD treatment
sessions:
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Part 6: Handling Time Pressure and Flexibility

How do you typically handle situations where you're running out of time in a session but haven't
addressed all planned addiction-related issues?

Describe your approach to balancing structure and flexibility in session time management:

How do you determine when it's appropriate to extend time on a particular addiction-related topic
versus moving on?

What strategies do you use to wrap up sessions effectively while maintaining focus on
addiction-related issues?

Part 7: Client Education on Time Management

How do you explain to clients the importance of focusing session time on addiction-related
issues?

What strategies do you use to help clients understand and respect session time boundaries?
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How do you handle clients who consistently try to divert session time to secondary issues?

Describe how you might use a session contract or agreement to set expectations about time use:

Part 8: Self-Reflection and Improvement

Reflect on a recent session where you managed time effectively, focusing primarily on
addiction-related issues. What made it successful?

What personal or professional factors might be influencing your ability to manage session time
effectively?

How might improving your time management in sessions impact the overall effectiveness of your
SUD treatment?

What additional training or resources would help you improve your session time management
skills?

30-Day Action Plan

Priority 1
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Priority/Focus Area

e.g., Improve session time allocation

SMART Goal

Specific, Measurable, Achievable, Relevant, Time-bound goal...

Potential Obstacles and Solutions

What might get in the way, and how will you address it?

Week 1 Actions

What will you do in week 1?

Week 2 Actions

What will you do in week 2?

Week 3 Actions

What will you do in week 3?
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Week 4 Actions

What will you do in week 4?

Priority 2

Priority/Focus Area

e.g., Improve session time allocation

SMART Goal

Specific, Measurable, Achievable, Relevant, Time-bound goal...

Potential Obstacles and Solutions

What might get in the way, and how will you address it?

Week 1 Actions

What will you do in week 1?

Week 2 Actions

What will you do in week 2?
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Week 3 Actions

What will you do in week 3?

Week 4 Actions

What will you do in week 4?

Key Insights & Commitment

Summarize your key insights from this worksheet and your commitment to improving time
management in your SUD treatment sessions:
Reflect on what you've learned and commit to specific improvements...


