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Policy: 

This policy is to serve as a guide in maintaining smooth patient flow of the SBHC. 

Procedure: 

1. Records should be pulled and prepared the day before clinic whenever possible. Staff is to attempt to have outstanding lab/correspondence/ immunization records/ER reports in the record for provider review. All forms needed for the visit should be in the chart and appropriately labeled with name of patient and date of birth. 

2.   Lab QA should be completed daily and recorded on the appropriate forms. 

3. Staff should be aware of amount of time allotted to see a particular patient and attempt to adhere to the constraints. Friends of the patient are not permitted to accompany the patient if the appointment is during class time. 

4. Clients with appointments are seen first. Walk-ins wait unless acute distress is noted. 

Refer to evaluation of walk-ins for directions for acute distress. 

4. Schedule flexibility will be attempted to allow time for acute needs of the students and staff of the school. 

5. If a student is unable to keep an appointment due to a school activity or other reason, the appointment is to be rescheduled. 

6. All team members of the SBHC are expected to assist one another as needed. This may include assisting in an activity that is not in their usual job description, e.g., answering the clinic main phone or assisting clients with making appointments. 

