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	SCOPE:  Office Administration

	PURPOSE:  To define a procedure for students to leave and return to class for School-Based Health Center (SBHC) visits


POLICY:

The SBHC will work in conjunction with the schools to define a procedure for students to leave and return to class for SBHC visits.  This procedure is created with student safety in mind and fulfills the following objectives:

1. The schools will know that the SBHC staff are available to care for the student, and the SBHC staff will be aware to expect a student.

2. The schools will be able to track all students who leave the school building to go to the SBHC.

3. The SBHC will be able to collect data concerning amount of time lost from class.

PROCEDURE:

The SBHC and the schools have developed a specific hall-pass for use with the SBHC.

All students coming to the SBHC for walk-in or scheduled appointments will report to their school office.

The student will be given a hall-pass slip with the time they leave class and/or leave the school office marked on the slip.  The school office will contact the SBHC by phone or walkie-talkie to request to send a student.

On arrival at the SBHC, the students will present their hall-pass and the SBHC staff will note the time of arrival at the SBHC.  If a student presents without a hall-pass, the SBHC staff will contact the school to alert them to the student’s presence in the clinic.

On departing the SBHC the student’s departure time will be marked on the hall-pass and the student will be instructed to report to the school office.  The slip will also be marked that it is “OK for student to return to class” or will contain other specific instructions.  The SBHC staff will contact the school office by phone or walkie-talkie to inform them of the student’s return.  

If patient census indicates that a student will have a long wait for a visit, the SBHC staff may request that the schools “hold” students until notification.  

If the SBHC needs to contact a student for a return appointment or follow-up information, they will do so through the school office.

Student information regarding medical care must remain confidential.  However, the SBHC staff may confirm a student’s presence in the SBHC.  In cases of questioned absences, the staff may also indicate if the visit/class absence was medically indicated.  The SBHC staff will make an effort to track suspected misuse of the SBHC to “skip” class or seek school excuses.  The SBHC staff may directly address this issue with its clients.  

Discipline of students is the responsibility of the schools.  However, the SBHC staff may report a witnessed student violation of school regulations (i.e. smoking, skipping class, etc.) if it occurs on school property, especially in the process of coming to and from the SBHC.  Unwitnessed behaviors that are reported to the staff in context of a confidential medical visit must be treated with respect to the clinic’s policy regarding confidentiality.
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