
Pa#ent  Rights  &  Responsibili#es

At  Children’s  Integrated  Center  for  Success  (CICS),  we  respect  your  rights  as  a  pa<ent.  We  want  you  to  be  aware  of  
these  rights  as  well  as  your  responsibili<es  as  a  pa<ent  to  yourself,  your  providers,  other  pa<ents,  and  to  CICS.  

As  a  pa<ent,  you  have  the  right:

• To  privacy  and  confiden<ality.
• To  be  treated  with  respect,  including  recogni<on  of  personal  beliefs  and  values.
• To  receive  care  in  a  seEng  and  environment  commiGed  to  pa<ent  safety.
• To  have  a  chaperone  present  during  an  office  medical  examina<on.
• To  coordina<on  and  con<nuity  of  your  health  care.
• To  know  the  iden<ty  of  providers  involved  in  your  care.
• To  informa<on  and  treatment  op<ons  presented  in  terms  you  can  understand.
• To  be  involved  in  decisions  regarding  your  health  care  plan.

• To  access  healthcare  records  according  to  CICS  No<ce  of  Privacy  Prac<ces.
• To  be  heard  if  problems,  complaints,  or  grievances  arise.
• To  be  informed  of  charges  for  services  as  well  as  payment  op<ons.  

As  a  pa<ent,  you  have  a  responsibility:

• To  provide  complete  medical  informa<on  to  your  health  care  providers.
• To  ask  ques<ons  so  that  you  have  clear  understanding  about  your  care.
• To  make  informed  decisions.  
• To  report  any  changes  in  your  health.

• To  follow  agreed  upon  plans  and  instruc<ons  for  your  care.  
• To  keep  scheduled  appointments,  or  to  reschedule  in  a  <mely  manner.
• To  communicate  with  the  office  when  you  are  unable  to  keep  an  appointment.
• To  respect  the  rights,  privacy,  and  confiden<ality  of  other  pa<ents.
• To  not  bring  weapons  into  CICS.
• To  accept  financial  obliga<ons  and  understand  your  health  insurance  benefits  including  copays  and  

deduc<bles  that  may  be  required  at  the  <me  of  service.
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Prac#ce  Policies

Please  review  general  policies  below  and  discuss  any  ques<ons  or  concerns  with  your  provider.  Your  signature  on  
the  aGached  acknowledgment  page  indicates  that  you  have  read,  understand,  and  agree  to  CICS  policies.  

A5endance  

Pa<ents  will  lose  their  scheduled,  recurring  appointment  <mes  with  any  of  our  providers  if  3  appointments  are  

cancelled  or  missed  for  any  reason  within  a  90  day  period.  Pa<ents  may  be  discharged  from  the  prac<ce  or  placed  
on  a  wait-­‐list  for  another  available  appointment  <me  at  the  discre<on  of  the  treatment  team.  Pa<ents  are  not  
guaranteed  a  preferred  appointment  <me  if  recurring  appointment  is  lost.  Excessive  abuse  of  aGendance  policy  
may  result  in  being  discharged  from  the  prac<ce  at  the  discre<on  of  CICS  staff.  

A  no-­‐show  is  defined  as  a  missed  appointment  without  no<ce,  or  a  cancella<on  for  any  reason  made  with  less  than  
24  hours  no<ce.  No-­‐shows  will  be  billed  a  $25.00  missed  appointment  fee.  

Con#nuity  of  Care

If  CICS  providers  feel  that  a  pa<ent's  needs  are  not  appropriate  for  the  outpa<ent  level  of  care,  if  the  aGendance  
policy  has  not  been  followed,  if  treatment  goals  have  been  met  to  the  best  of  the  integrated  team's  ability,  or  care  
is  unable  to  be  provided  for  any  other  reason,  CICS  may  assist  in  the  process  of  transi<oning  services  at  the  
discre<on  of  the  treatment  team.  

CICS  will  make  every  effort  to  provide  referrals  and  con<nuity  of  care  to  appropriate  services  based  on  the  needs  of  

the  pa<ent.  CICS  will  provide  names  and  contact  informa<on  for  referrals  in  wri<ng  within  60  days  of  last  
appointment.  If  pa<ents  are  receiving  medica<on  management  services  from  CICS,  we  will  provide  prescrip<ons  
for  30  days  following  discharge.  Pa<ents  will  be  referred  to  their  primary  care  physician  for  follow-­‐up.  Those  who  
have  been  discharged  from  the  prac<ce  may  return  at  the  discre<on  of  the  treatment  team,  but  must  revisit  the  
intake  process  as  a  new  pa<ent.    

Due  to  our  integrated  nature  and  our  concern  for  the  overall  health  of  our  pa<ents,  it  is  impera<ve  that  pa<ents  
par<cipate  in  recommended  services  to  the  best  of  their  ability.  Pa<ents  are  encouraged  to  meet  with  our  nutri<on  
professional  if  they  are  prescribed  medica<on  that  may  have  an  impact  on  weight  (see  list  of  medica<ons  at  front  
desk)  or  begin  services  with  a  rehabilita<ve  or  behavioral  therapist  if  recommended  by  a  medical  professional.  
Appointments  for  mul<ple  services  are  not  guaranteed  to  be  scheduled  in  tandem,  but  may  be  if  schedules  permit.

If  psychotherapy  or  behavioral  therapy  services  are  recommended  by  a  member  of  our  medical  team,  pa<ents  
must  either  aGend  therapy  sessions  twice  per  month  or  have  been  discharged/stepped  down  by  their  therapist  
successfully  to  maintain  only  medica<on  management.  If  pa<ents  miss  or  cancel  any  3  appointments  in  a  90  day  
period  (see  AGendance  Policy),  they  will  no  longer  be  eligible  for  medica<on  management  services.

2



Refill  Requests

CICS  has  implemented  a  Medica<on  Refill  Policy  to  ensure  the  safety  of  our  pa<ents.  If  a  refill  is  needed  for  a  
current  medica<on,  please  send  an  email  to  refills@everychildevery<me.com  and  include  the  following:

• Pa<ent's  name
• Date  of  birth

• Name  of  the  medica<on
• Dosage  of  the  medica<on  (mg  or  ml)
• Name  and  loca<on  of  the  pharmacy  to  which  it  can  be  prescribed
• Your  name  and  call  back  telephone  number  where  you  can  be  reached

CICS  will  no  longer  accept  phone  requests  for  medica<on  refills.  We  will  not  process  refills  on  visits  other  than  a  
medica<on  check  appointment.  A  one-­‐week  advance  no<ce  is  needed  for  prescrip<on  refills.  Prescrip<ons  that  
cannot  be  called  into  a  pharmacy  will  be  available  for  pickup  in  the  office  during  regular  business  hours  within  3  
business  days  a`er  request.  CICS  medical  staff  reserves  the  right  to  refuse  a  refill  request  for  any  reason  and  
require  that  pa<ents  aGend  a  medica<on  management  appointment  before  refills  will  be  provided.

Medical  Records  Requests

All  requests  for  itemized  receipts,  medical  records,  and/or  diagnosis  leGers  signed  by  providers  must  be  completed  
by  filling  out  Request  for  Records  form  which  can  be  submiGed  via  mail,  fax,  email,  or  in  person,  and  can  be  found  
on  our  website  or  in  the  office.  Please  refer  to  the  No<ce  of  Privacy  Policies  for  informa<on  regarding  the  way  

personal  health  informa<on  may  be  used  or  disclosed  by  Children’s  Integrated  Center  for  Success  and  pa<ents’  
rights  regarding  this  informa<on.  Please  allow  30  days  for  processing  of  any  requested  documents.  

Grievances  

If  you  have  a  grievance  about  services  at  CICS,  we  want  you  to  know  that  your  concerns  are  important  to  us.  

Pa<ents  may  request  an  appointment  with  their  treatment  team  and  a  supervisory  individual  to  discuss  concerns.  
A  mee<ng  <me  with  the  treatment  team  will  be  offered  within  60  days  upon  request.  Grievances  may  also  be  
submiGed  in  wri<ng  and  will  be  reviewed  by  the  treatment  team.  

Custody

CICS  requires  copies  of  most  recent  court  documenta<on  regarding  custody  agreements  in  cases  of  separa<on  or  
divorce.  Addi<onally,  both  guardians  will  need  to  give  verbal  consent  for  treatment  in  the  case  of  joint  legal  
custody.  It  is  the  responsibility  of  parents  to  communicate  with  one  another  regarding  services.  CICS  does  not  
rou<nely  provide  custody  recommenda<ons  and  reserves  the  right  to  charge  for  any  required  custody  related  
services.  CICS  staff  will  provide  a  referral  to  a  trained  custody  evaluator  upon  request.  
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Triage  and  Crisis  Appointments

In  an  effort  to  be  highly  responsive  to  the  needs  of  our  clients,  CICS  has  assembled  a  Triage  Team.  Having  this  team  
allows  new  and  exis<ng  pa<ents  who  have  an  urgent  need  to  be  seen  within  72  hours  of  contact.  No  same  day  
appointments  will  be  made.  An  urgent  need  is  one  with  an  iden<fied  sense  of  urgency  but  not  in  crisis.  Pa<ents  in  

crisis  –  where  a  situa<on  poses  risk  of  safety  or  injury  –  will  be  directed  to  the  hospital  emergency  room.

The  purpose  of  a  Triage  appointment  is  to  provide  support  un<l  an  intake  or  standard  appointment  can  be  
scheduled.  This  appointment  is  not  to  assess,  diagnose  or  treat,  nor  does  it  replace  a  standard  appointment.  It  
simply  allows  the  pa<ent  to  be  seen  by  a  professional  who  can  provide  support  to  them  in  a  <mely  manner  under  
urgent  circumstances  un<l  the  pa<ent  can  be  seen  for  a  more  formal,  thorough  evalua<on.  At  the  appointment,  if  
the  team  determines  that  the  pa<ent  requires  services  other  than  what  CICS  provides,  the  team  will  refer  the  
pa<ent  to  an  appropriate  facility.  To  request  a  Triage  appointment,  please  call  CICS.  Triage  appointment  requests  
cannot  be  made  through  our  web  site  or  via  email.

Animal  Assisted  Interven#ons

This  consent  is  meant  to  minimize  risk  by  informing  pa<ents  that  therapy  animals  are  some<mes  present  at  CICS  
and  may  be  used  in  therapeu<c  sessions  if  deemed  appropriate  by  providers.  Although  working  with  animals  in  a  
therapeu<c  manner  has  many  benefits,  there  are  risks  associated  with  the  interven<on.  Pa<ents  have  the  right  to  
refuse  interac<on  with  therapy  animals  in  sessions  at  any  <me.  By  acknowledging  receipt  of  this  document  via  

signature  on  acknowledgement  page,  and  by  verbally  consen<ng  to  interac<on  with  a  therapy  animals  at  each  visit,   
pa<ents  and  guardians  waive  liability  for  accidents  that  may  occur  while  interac<ng  with  therapy  animals.  

Although  CICS  therapy  animals  will  remain  current  on  vaccina<ons  and  health  screenings,  there  is  always  a  slight  
risk  of  zoono<c  disease  transmission  (i.e.,  the  sharing  of  diseases  between  animals  and  humans)  when  working  
with  an  animal.  Although  every  effort  will  be  made  to  cut  and  file  animal’s  nails,  scratching  may  occur  while  
physically  interac<ng  with  therapy  animals.  Please  be  aware  that  animals  some<mes  play  or  show  affec<on  by  
licking  or  nibbling,  which  may  result  in  oral  contact  from  the  animal.  Pa<ents  are  never  le`  alone  with  therapy  
animals;  CICS  staff  will  be  present  to  handle  animals  at  all  <mes.  Pa<ents  will  promptly  report  any  accidents  and/or  
injuries  incurred  to  CICS  staff.  Should  injury  occur,  CICS  staff  will  respond  accordingly  and  take  proper  ac<on  to  help  
the  pa<ent  get  appropriate  medical  care.  If  you  become  uncomfortable  or  distracted  by  the  presence  of  therapy  

animals  in  the  session,  they  will  be  promptly  removed.  If  at  any  <me,  therapy  animals  show  signs  of  distress,  
irrita<on,  fear,  or  in  any  way  acts  in  a  nega<ve  manner,  they  will  be  removed  if  necessary.  Please  do  not  feed  
therapy  animals  and  avoid  any  strong  perfumes  or  creams.  Please  wash  your  hands  before  and  a`er  handling  
therapy  animals.  Pa<ents  must  respond  to  requests  from  staff  to  behave  in  a  safe  and  appropriate  manner  with  
therapy  animals;  failure  to  do  so  will  result  in  session  or  interac<on  with  animal  ending  immediately.  
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