



(Program Title)

SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Client Encounters

(AKA: Staff Responsibilities for Clinic Visits)

POLICY STATEMENT

According to state laws, students {INSERT AGE} years old and older may obtain health care services without parental consent. It is the SBHC's policy to encourage students to notify and involve their parents in all aspects of their health care. Parents will be contacted in a medical emergency. The law also allows people of {INSERT AGE}  age to obtain family planning and sexually transmitted infections/disease services without parental consent. Students under {INSERT AGE} years old must have parental consent to obtain health services (other than those {INSERT AGE} related to family planning and sexually transmitted infections/diseases) at the SBHCs.

PROCEDURE

SBHC Staff Responsibilities - New Client Visit

Senior Office Assistant Responsibilities at Check In

· Have student check in at the front desk.
· Ask student to complete the registration form, consent form and health history.  Assist student as necessary.

· Obtain insurance and billing information. If unknown to client offer to telephone parent.

· Send form home for parent/legal guardian to complete if applicable.
Based on the age of consent laws in your state:
· If student is (X) years or older, ask student to sign the consent form. Give a second consent form to deliver home and encourage a parental signature.

· If student is under the age of (X) and is seeking medical care other than family planning or STI/STD related services, they must have their parent/guardian sign a consent form before services can be provided.  The age of consent for mental health services is (X) years old. Give student a consent form to take home for the parent/guardian to sign and reschedule a new appointment.
· If the student is younger than (X) years old and has an urgent health problem, call the parent/guardian for consent in order to provide services.

· Mark the appointment book to indicate that the appointment was kept, missed, or canceled.

· If the client is in high school, assemble an adult chart. If the client is in elementary or middle school, use a pediatric chart.

· If student has a medical record at a primary care clinic and wishes to receive all future care from the SBHC, send for existing chart. If they plan to utilize both the SBHC and their existing primary care clinic, open a second chart, leave the client's chart in the MIS system as the primary care clinic and add appropriate message, e.g., "Has primary care chart at another primary care clinic."

· If the student has a medical record at another SBHC, request the chart be transferred.

· Check client in via the MIS system and create labels: for chart, encounter form, and any extra that may be needed, e.g., for lab forms.


· Ensure that appropriate forms are in the record, write client's name on all forms and date the progress note.

 
HA/LPN Responsibilities
· Prepare the client according to protocol for type of visit. Record per protocol on parameter flow sheet.

· Write a brief note in the progress notes regarding reason for visit.

· Document on the registration form how the client would like to be contacted.

· Complete appropriate lab slips as indicated by visit type.

· Record immunization data on client.

Provider (CHN, NP/PA, MHC) Responsibilities
· Interview the client to make appropriate assessment and plan.

· Confirm contact choice and document/update on registration form.

· Clarify the plan for computer tracking and follow-up and note on encounter form.

· Assess the client’s need for immunizations.

· Send client to Senior OA with completed encounter form.

· Complete SOAP/POR charting in Progress Notes.

Senior OA Responsibilities at Check Out

· If a follow-up appointment is needed, schedule the appointment. Record appointment in appointment book and give the student an appointment slip and a detain slip. Schedule appointments during study halls, before school, or after school whenever possible
· If follow-up appointment is needed in 2 to 4 weeks one week prior to appointment, contact student (via preferred communication method indicated by student in chart and/or teacher's mailboxes) to remind them of the  appointment. If needed,  give the student another appointment slip and a detain slip.

· If follow-up appointment is in more than 4 weeks, enter information into 
computer tracking system. One week prior to appointment, contact the student (via preferred communication method indicated by student in chart and/or teacher's mailboxes)
· Enter Encounter Form in the computer. Check chart for completeness.

· Ensure that client contact information is indicated in the medical record and 
in the computer.

Acronym / Abbreviations Key:

AKA = Also Known As

CHN = Community Health Nurse

HA = Health Assistant

LPN = Licensed Practical Nurse

MHC = Mental Health Counselor 

MIS = Management Information System

NP = Nurse Practitioner

OA = Office Assistant

PA = Physician Assistant
POR=Problem Oriented Recording
SBHC = School Based Health Center 

SOAP = Subjective, Objective, Assessment, Plan

STD = Sexually Transmitted Disease

STI = Sexually Transmitted Infection

�Why are we taking things from a computer and putting them in a paper chart?





