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44084 Riverside Parkway, Suite 240, Leesburg, Virginia  20176 - (703) 724-0200 
 
 

Riverside Counseling Center Information and HIPPA Policies 
 

Please Sign & Return Page 7 to the Front Desk 
 
 

Welcome to Riverside Counseling Center. We want to thank you for allowing us to be a part of your mental health 
treatment. Our staff of highly trained professionals is here to help you through a process of renewal and restored 
resiliency. We endeavor to help you discover physical, emotional, and spiritual vitality, depending on your own individual 
needs.  We welcome children and adults from all backgrounds.  We offer a safe place to share your emotional life with a 
compassionate counselor or physician. 
 
 
1. Services Offered at Riverside Counseling Center  
 

• Counseling Services. Psychotherapy is conducted using a number of different approaches, depending on your 
therapist and his or her training and orientation.  Psychotherapy is a collaborative effort. The length of therapy 
will vary upon the concerns you choose to work on.  At times, what is discussed in therapy may cause you 
discomfort or anxiety.  These feelings often accompany behavioral and emotional change and are usually a sign of 
progress. It is important to discuss these experiences with your therapist.  

 
• Psychiatry and Medication Management. Our psychiatrists are able to provide medical evaluation and 

prescribe psychotropic medication if and when this is needed. You will be informed about both the benefits and 
possible side effects of medications prescribed. In our experience, the most effective treatment for certain 
diagnoses often involves a combination of medication and psychotherapy.  

 
2. Risks and Benefits of Mental Health Treatment 
The benefits of therapy can include several positive outcomes.  For example, benefits may include higher level of 
functional coping, solutions to specific problems, new insights into self, more effective means of communicating in 
relationships, symptomatic relief, and improved self-esteem. Just as medications sometimes causes unexpected side 
effects, counseling can stimulate painful memories, unanticipated changes in your life, and uncomfortable feelings like 
sadness, guilt, anger, frustration, loneliness, and helplessness. In some cases, client’s symptoms become worse during the 
course of therapy, occasionally necessitating hospitalization.  
 
3. Making Appointments  
Many Riverside Counseling Center’s counselors are very busy. Periodically, counselors and medical staff will be closed 
to new patients. Schedules are often reopened within a few weeks. Following your first appointment, you may wish to 
schedule several future appointments at once in order to reserve the day and time which best fits your schedule.  
 
 
4. Contacting Your Provider 
You may need to contact your provider at times and this is best done directly through our phones unless your clinician 
informs you of other means. If you decide to use email, we cannot guarantee that these will be kept completely 
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confidential. Due to the nature of computer software and hardware, some of this information might inadvertently be 
exposed to other parties. It is for this reason that we suggest minimizing email communications. Furthermore, be aware 
that all emails are retained in the logs of yours and our Internet service providers. While it is unlikely that someone will be 
looking at these logs, they are, in theory, available to be read by the system administrator(s) of the Internet service 
provider. You should also know that any emails we receive from you and any responses that we send to you become a part 
of your legal record. 
 
If you leave a voice message, we will do our best to return your call by the end of the business day. In an emergency, 
please contact your family physician or the nearest emergency room.  
 
Telephone consultations between sessions will be billed on a pro-rated basis. Anything beyond a very brief call will be 
subject to this charge. If you request phone contacts with family, friends or other professionals you will be asked to sign a 
release of information form. 
 
5. Professional Records 
The laws and standards of our profession require that we keep treatment records. You are entitled to request a copy of the 
records unless we believe that seeing them would be emotionally damaging, in which case we will send them to a mental 
health professional of your choosing. All records will be maintained by Riverside in a secured area for a period of seven 
years from the time of service termination. Records will be stored in a locked facility and/or by a secured on-line practice 
management software system.  
 
6. Confidentiality  
As a client, one of your most important rights is that of confidentiality. Communications between client and clinician will 
be confidential and not disclosed to anyone outside of Riverside Counseling Center without your written consent. By law, 
the privacy of communications between a client and their mental health care provider is protected, with exceptions to 
confidentiality described below. Additionally, information may be shared between providers within our group in order to 
coordinate your care. In addition, by agreeing to enter treatment, you are giving us consent to use and disclose your 
protected health information for treatment, payment, health care operations, and any other purpose permitted or required 
by law (see below.) 
 

(A) Treatment is defined as the provision, coordination, and management of therapy, consultation, testing, 
medication management and referral.  

 
(B) Payment includes such things as determining eligibility and coverage, billing, claims submission, and 

collection activities. Insurance companies require that we provide certain information about you. This information will 
become part of the insurance company files and, although insurance companies claim to keep such information 
confidential, we have no control over what they do with it once it is in their hands.  
 

(C) Health care operations refer to business activities necessary to conduct my practice, e.g. administrative 
services, audits, and quality assessment.  
 

(D) Listed below are situations where your provider is permitted or required by law to disclose information 
about you without your consent or authorization:  
Child Neglect/Abuse, Domestic Violence/Abuse, Threat to harm yourself, Threat of Harm to Others, Judicial or 
Administrative Proceedings, Health or Government Oversight Activities, If you file a complaint or lawsuit against this 
practice, Worker’s Compensation, If you are under eighteen years of age, Other situations as required by law, 
Coordination of Care: Providers within Riverside Counseling Center often refer to each other; therefore, your records may 
be made available within our practice to assist with providing you the best treatment possible. 

If you have any questions about law-permitted breaches of confidentiality, your provider will be happy to discuss 
these in more detail or discuss any concerns you may have.  
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7. Insurance & Payment Information  
Insurance: If you are utilizing insurance it is your responsibility to obtain initial primary care referrals and pre-

authorizations as required.  In addition, it is your responsibility to contact your insurance company directly to obtain 
information about your mental health/substance abuse benefit package including: deductibles, reimbursement rates and 
percentages, number of sessions covered, in-network and out-of-network provisions.  
 

Payment Method: Payment or insurance co-payment is required at the time of service.  Payments can be made in 
cash or by check or credit card.  Should your account remain unpaid for 30 days or more, the clinician reserves the right to 
suspend or discontinue treatment until the charges are paid in full or until the client and clinician agree upon a suitable 
payment arrangement (in writing.) If payment is not made and treatment is discontinued, the clinician will offer referral 
assistance to an appropriate municipal or non-profit mental health agency.  
 
 
8. Other Billing Policies  

• Tricare Non-Participation: I realize that due to changes in Tricare policies, Riverside is no longer seeing 
patients who use Tricare Insurance. If I begin Tricare insurance in the future, I will notify my therapist/doctor 
right away. 

• Medicare Non-Reimbursement:    
o All Medicare patients will be required to pay the usual full fee at time of service.  Medicare will not 

reimburse for services at this office. 
o LCSW therapists do not  see Medicare patients at this office. 
o LPC and Residency Therapists may see Medicare patients but Medicare will not reimburse for services. 
o MD and NP medical staff may see Medicare patients under opt-out status. This means patients may not 

bill Medicare for services.  Patients seeing MD, NP, and LPC providers may request reimbursement from 
secondary insurance companies. Riverside does not directly bill secondary insurances. 

9. If Seeing Resident in Counseling. I understand that my therapist has a Master’s Degree in counseling and is working 
toward state licensure as LPC under the supervision of Dan Towery, LPC. I understand that my counselor is providing 
reduced-fee services and that medical insurance will not reimburse for these sessions.  

10. Ancillary Services. Many medical insurance companies are now blocking access to new medications. This often 
requires physicians to complete lengthy Prior-Authorization (PA) processes. For PAs requiring less than 15 minutes to 
complete, no fee will be charged by our office. For PA’s taking longer than 15 minutes, the doctor’s or nurse practitioner's 
usual hourly fee will be charged in 15 minute increments.  Comparable fees are assessed for completion of extensive 
paperwork such as that required by employers, schools, government agencies, and disability insurance companies. 
 
11. Termination of Treatment: We recommend that you discuss ending therapy with your clinician rather than 
discontinue therapy without advice or explanation. If you cancel or miss a scheduled appointment and do not contact your 
clinician within 90 days, it will be assumed that you have ended your period of treatment. The therapist maintains no legal 
or professional obligations to the client after treatment has ended. You may contact your therapist at a later date if you 
wish to resume treatment. 
 
12. Prescription Misuse Policy & Monitoring of Controlled Substances. Note that the use of controlled substances 
(e.g., Adderall, Xanax, and others) may be monitored through use programs such as the Prescription Monitoring Program 
(PMP).   Misuse of controlled substances may result in termination of services from this office and reporting misuse to the 
federal Drug Enforcement Agency (DEA). In order to prevent abuse of controlled substance medications (Schedule II-IV 
prescriptions), Riverside providers may check with pharmacy or state monitoring services to ensure that patients are not 
receiving controlled medications through multiple doctors. We take this matter very seriously.  If we find that patients are 
receiving duplicate prescriptions or otherwise misusing medication, treatment may be terminated.  



RCC	Info	HIPPA	10/	2019	

 

4 
 

 
13. Telehealth. Some providers at Riverside offer counseling via telehealth (video conferences, “doxy.me”.)  If your 
provider has offered this option to you and you are interested in utilizing technology-assisted counseling, please complete 
the technology-assisted informed consent (available at the front desk and online.)  
 
14. Reminder Notifications: Riverside does utilize a program that provides reminder notifications for appointments 
(consent at the end of this document.) I understand that in the event that a reminder notification does not occur for any 
reason (i.e., technical difficulties), I am still responsible for knowing my appointment date/time and failure to receive a 
reminder is not means to avoid a no show/late cancel fee.  
 
15. Medication Refills: Please allow at least 48 hours for medication refills.  Prescription refills require ongoing 
monitoring. You must schedule an appointment with you psychiatrist at least every 3 months. Your psychiatrist will 
inform you if more frequent appointments are indicated. If you have concerns or problems related to your medications, 
you should schedule an appointment with a psychiatrist. If you do not attend your appointment within the follow up time 
recommended by your provider and you need a medication refill, a $25 fee for refills will be charged.  

 
 
 
17. Emergency Management: Urgent issues may be handed through your therapist during the normal work week by 
calling (703) 724-0200. Emergency situations, including thoughts of suicide should be addressed by calling 911 or going 
to the nearest emergency room.  
 
 
 
 

16. Cancellations and Missed Appointments  
Missed appointments are a loss of everyone. Your appointment time will be reserved exclusively for you. We do not overbook 
or double book appointment times as may be common in other medical practices. If we do not receive sufficient notice of 
cancellation then we cannot fill cancelled appointment times with patients seeking to get in on that date.  
 
 How to Cancel an Appointment: By Phone (703) 724-0200 or in Person at Riverside Office  

Late Cancelation Policy:  I recognize that if I am unable to keep an appointment, it is my responsibility to 
cancel at least 24 business hours in advance, exclusive of weekends and holidays, by calling RCC at (703) 
724-0200.  I understand that insurance companies do not pay for missed appointments and that my failure to 
give 24 hours notice may result in my being charged the clinic’s usual full visit fee for that session.  
I understand that due to high call volume, all voice mail calls are logged as to time and date received and a 
timely voicemail will constitute a cancellation. 
I understand that I may ask Riverside Counseling Center to review a missed appointment fee:  

-If I submit the appeal, in writing, within 30 days of the missed appointment (appeal form available at 
the front desk or online)  
-That all appeal decisions are final  
-Appeals will not be handled over the phone 

 
*Note Late Arrivals: If you arrive to an appointment 15 minutes late, or more, your provider reserves the right to cancel the 
appointment and charge for missed appointment fee.  
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HIPPA Notice of Privacy Practices  

This Notice Describes How Medical Information About You May Be Used and Disclosed and How You Can Get Access To 
This Information. Please Review This Notice Carefully.  

Your health record contains personal information about you and your health. This information about you that may identify you and that 
relates to your past, present or future physical or mental health or condition and related health care services is referred to as Protected 
Health Information (“PHI”). This Notice of Privacy Practices describes how we may use and disclose your PHI in accordance with 
applicable law, including the Health Insurance Portability and Accountability Act (“HIPAA”), regulations promulgated under HIPAA 
including the HIPAA Privacy and Security Rules, and the NASW Code of Ethics. It also describes your rights regarding how you may 
gain access to and control your PHI.  

We are required by law to maintain the privacy of PHI and to provide you with notice of our legal duties and privacy practices with 
respect to PHI. We are required to abide by the terms of this Notice of Privacy Practices. We reserve the right to change the terms of 
our Notice of Privacy Practices at any time. Any new Notice of Privacy Practices will be effective for all PHI that we maintain at that 
time. We will provide you with a copy of the revised Notice of Privacy Practices by posting a copy on our website, sending a copy to 
you in the mail upon request or providing one to you at your next appointment.  

How We May Use And Disclose Health Information About You 

Treatment: Your PHI may be used and disclosed by those who are involved in your care for the purpose of providing, coordinating, 
or managing your health care treatment and related services. This includes consultation with clinical supervisors or other treatment 
team members. We may disclose PHI to any other consultant only with your authorization. Payment: We may use and disclose PHI 
so that we can receive payment for the treatment services provided to you. This will only be done with your authorization. Examples 
of payment-related activities are: making a determination of eligibility or coverage for insurance benefits, processing claims with your 
insurance company, reviewing services provided to you to determine medical necessity, or undertaking utilization review activities. If 
it becomes necessary to use collection processes due to lack of payment for services, we will only disclose the minimum amount of 
PHI necessary for purposes of collection. Health Care Operations: We may use or disclose, as needed, your PHI in order to support 
our business activities including, but not limited to, quality assessment activities, employee review activities, licensing, and 
conducting or arranging for other business activities. For example, we may share your PHI with third parties that perform various 
business activities (e.g., billing or typing services) provided we have a written contract with the business that requires it to safeguard 
the privacy of your PHI. For training or teaching purposes PHI will be disclosed only with your authorization. Required by Law: 
Under the law, we must disclose your PHI to you upon your request. In addition, we must make disclosures to the Secretary of the 
Department of Health and Human Services for the purpose of investigating or determining our compliance with the requirements of 
the Privacy Rule. Without Authorization: Following is a list of the categories of uses and disclosures permitted by HIPAA without 
an authorization. Applicable law and ethical standards permit us to disclose information about you without your authorization only in 
a limited number of situations.  

As licensed in the state of Virginia and as a member of the National Association of Social Workers, it is our practice to adhere 
to more stringent privacy requirements for disclosures without an authorization.  
 
The following language addresses these categories to the extent consistent with the NASW Code of Ethics and HIPAA. 

 
Child Abuse or Neglect: We may disclose your PHI to a state or local agency that is authorized by law to receive reports of child 
abuse or neglect. Judicial and Administrative Proceedings: We may disclose your PHI pursuant to a subpoena (with your written 
consent), court order, administrative order or similar process. Deceased Patients: We may disclose PHI regarding deceased patients 
as mandated by state law, or to a family member or friend that was involved in your care or payment for care prior to death, based on 
your prior consent. A release of information regarding deceased patients may be limited to an executor or administrator of a deceased 
person’s estate or the person identified as next-of-kin. PHI of persons that have been deceased for more than fifty (50) years is not 
protected under HIPAA. Medical Emergencies: We may use or disclose your PHI in a medical emergency situation to medical 
personnel only in order to prevent serious harm. Our staff will try to provide you a copy of this notice as soon as reasonably 
practicable after the resolution of the emergency. Family Involvement in Care: We may disclose information to close family 
members or friends directly involved in your treatment based on your consent or as necessary to prevent serious harm. Health 
Oversight: If required, we may disclose PHI to a health oversight agency for activities authorized by law, such as audits, 
investigations, and inspections. Oversight agencies seeking this information include government agencies and organizations that 
provide financial assistance to the program (such as third-party payors based on your prior consent) and peer review organizations 
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performing utilization and quality control. Law Enforcement: We may disclose PHI to a law enforcement official as required by law, 
in compliance with a subpoena (with your written consent), court order, administrative order or similar document, for the purpose of 
identifying a suspect, material witness or missing person, in connection with the victim of a crime, in connection with a deceased 
person, in connection with the reporting of a crime in an emergency, or in connection with a crime on the premises.                 
Specialized Government Functions: We may review requests from U.S. military command authorities if you have served as a 
member of the armed forces, authorized officials for national security and intelligence reasons and to the Department of State for 
medical suitability determinations, and disclose your PHI based on your written consent, mandatory disclosure laws and the need to 
prevent serious harm. Public Health: If required, we may use or disclose your PHI for mandatory public health activities to a public 
health authority authorized by law to collect or receive such information for the purpose of preventing or controlling disease, injury, or 
disability, or if directed by a public health authority, to a government agency that is collaborating with that public health authority. 
Public Safety: We may disclose your PHI if necessary to prevent or lessen a serious and imminent threat to the health or safety of a 
person or the public. If information is disclosed to prevent or lessen a serious threat it will be disclosed to a person or persons 
reasonably able to prevent or lessen the threat, including the target of the threat. Research: PHI may only be disclosed after a special 
approval process or with your authorization. Fundraising: We may send you fundraising communications at one time or another. You 
have the right to opt out of such fundraising communications with each solicitation you receive. Verbal Permission: We may also use 
or disclose your information to family members that are directly involved in your treatment with your verbal permission. With 
Authorization: Uses and disclosures not specifically permitted by applicable law will be made only with your written authorization, 
which may be revoked at any time, except to the extent that we have already made a use or disclosure based upon your authorization. 
The following uses and disclosures will be made only with your written authorization: (i) most uses and disclosures of psychotherapy 
notes which are separated from the rest of your medical record; (ii) most uses and disclosures of PHI for marketing purposes, 
including subsidized treatment communications; (iii) disclosures that constitute a sale of PHI; and (iv) other uses and disclosures not 
described in this Notice of Privacy Practices.  
 
Your Rights  
 
You have the following rights regarding PHI we maintain about you. To exercise any of these rights, please submit your request in 
writing to Dr. Donald Hall, Riverside Counseling Center, 44084 Riverside Parkway Ste 102 Leesburg, VA 20176 

● Right of Access to Inspect and Copy. You have the right, which may be restricted only in exceptional circumstances, to inspect 
and copy PHI that is maintained in a “designated record set”. A designated record set contains mental health/medical and billing 
records and any other records that are used to make decisions about your care. Your right to inspect and copy PHI will be restricted 
only in those situations where there is compelling evidence that access would cause serious harm to you or if the information is 
contained in separately maintained psychotherapy notes. We may charge a reasonable, cost-based fee for copies. If your records are 
maintained electronically, you may also request an electronic copy of your PHI. You may also request that a copy of your PHI be 
provided to another person.  
● Right to Amend. If you feel that the PHI we have about you is incorrect or incomplete, you may ask us to amend the information 
although we are not required to agree to the amendment. If we deny your request for amendment, you have the right to file a 
statement of disagreement with us. We may prepare a rebuttal to your statement and will provide you with a copy. Please contact 
the Privacy Officer if you have any questions.  
● Right to an Accounting of Disclosures. You have the right to request an accounting of certain of the disclosures that we make 
of your PHI. We may charge you a reasonable fee if you request more than one accounting in any 12-month period.  
● Right to Request Restrictions. You have the right to request a restriction or limitation on the use or disclosure of your PHI for 
treatment, payment, or health care operations. We are not required to agree to your request unless the request is to restrict disclosure 
of PHI to a health plan for purposes of carrying out payment or health care operations, and the PHI pertains to a health care item or 
service that you paid for out of pocket. In that case, we are required to honor your request for a restriction.  
● Right to Request Confidential Communication. You have the right to request that we communicate with you about health 
matters in a certain way or at a certain location. We will accommodate reasonable requests. We may require information regarding 
how payment will be handled or specification of an alternative address or other method of contact as a condition for accommodating 
your request. We will not ask you for an explanation of why you are making the request.  
● Breach Notification. If there is a breach of unsecured PHI concerning you, we may be required to notify you of this breach, 
including what happened and what you can do to protect yourself.  
● Right to a Copy of this Notice. You have the right to a copy of this notice.  

COMPLAINTS 
If you believe we have violated your privacy rights, you have the right to file a complaint in writing to Dr. Donald Hall  44084 Riverside 
Parkway Ste 102  Leesburg, VA 20176 or with the Secretary of Health and Human Services, 200 Independence Avenue, S.W., 
Washington, D.C. 20201 or by calling (202)619-0257. We will not retaliate against you for filing a complaint.  
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Informed Consent for Treatment 
 

I agree and consent to participate in behavioral health care services offered at and provided by Riverside Counseling Center, 
behavioral health care providers. I understand that I am consenting and agreeing only to those services that the provider is qualified to 
provide within: (1) the scope of the provider’s license, certification, and training: or (2) the scope of the license, certification and 
training of the behavioral health care provider directly supervising the services received by the patient. If the patient is under the age 
of eighteen or unable to consent to treatment, I attest that I have legal custody of this individual and am authorized to initiate and 
consent to treatment, and I am legally authorized to initiate and consent to treatment on behalf of this individual. 
 
 
 
Cancellation Policy and Appeal Process Agreement (see pg 4.) 
 
By initialing below, I acknowledge that I have read, fully understand and agree to abide by the Riverside Counseling Cancellation 
Policies and Fees described in this document ________ 
 
 
 
Reminder Notifications 
 
By initialing here, I am stating that I would like to receive reminder notifications ________ 
By initialing here, I am stating that I would NOT like to receive reminder notifications ________ 
 
 
 
HIPPA Agreement 
 
I have received, read, and understand Riverside’s HIPPA Notice of Privacy Practices.  I understand that copies of this document are 
available in the office at any time.  
 
 
_________________________________________ (Signature of Patient/Parent/Guardian) 
 
 
 
 
By my signature, I affirm my agreement with “Riverside Counseling Center Information and HIPPA Polices”, which I have read 
in full and understand.  
 
Patient/ Responsible Party: ___________________________________________________________________ 
*If signing as a responsible party or guardian, I attest that I have legal authority to make medical decisions regarding this patient. 
 
Relationship to Patient (if patient is a minor): ____________________________________________________ 
 
 
Signature: ____________________________________________________        Date: ____________________ 
 
 
Witness:  _____________________________________________________        Date: ____________________ 
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