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SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Clinic Flow Guidelines
POLICY STATEMENT 

Teams have a high level in interdependence and it is important that all team members have the same expectations and priorities for establishing smooth clinic flow.

PROCEDURE

All staff is expected to be available and ready to work at their respective start times.
Each clinic should establish and post opening/closing procedures. Lab QA should be done on a daily basis and recorded appropriately.

Records should be pulled and prepared the day before clinic whenever possible. Outstanding lab/correspondence should be in the record for provider review. All forms needed for the visit should be in the chart and appropriately labeled, e.g., health maintenance or physical exam form, appropriate lab slips.

All staff should be aware of amount of time allotted to see a particular student and attempt to adhere to the constraints. If the visit begins late, tailor it accordingly. Avoid making your next client wait unnecessarily. Let clients know how much time you have together at the beginning of the visit and prioritize problems to address.
 Clients with appointments are always seen first. Walk-ins wait.

Develop a system of letting providers know when the next patient is waiting (e.g., phone call, knock on door) to decrease a wait time.

Avoid rescheduling students seeing the provider to return for needed blood draws or immunizations. CHN/LPN should be requested to complete these services at the time of the visit, whenever possible. Students who return to the SBHC more than once in a day to complete a visit or service, should not have a second encounter form completed.

Build flexibility into the schedule when walk-ins are most likely to arrive: as in after the school nurse is gone. Students who walk in and want to be excused from school due to illness should proceed to the attendance office or school nurse.

In keeping with the philosophy of customer service, all team members 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.
Whenever a team member plans an absence, make sure there is flexibility in the schedule to accommodate for the unexpected.

Acronym / Abbreviations:

CHN = Community Health Nurse

e.g. = Example

LPN = Licensed Practical Nurse

QA= Quality Assurance


