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SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES


DNA (Did Not Arrive) Policy

POLICY STATEMENT

SBHC's operate on an appointment basis. Students who are late or who fail to keep appointments disrupt service to those who arrive on time. Repeated missed appointments may prevent the clinic from offering health care to others awaiting service and waste limited county fiscal resources.

PROCEDURE

The Senior OA pulls client medical records a day in advance.

The HA/OA oversees clinic flow and attempts to contact a student who is 5 minutes late for an appointment.

If unable to locate the student, the appointment is considered failed after 10 minutes and the Senior OA should note "DNA" in the progress notes of the medical record.

The clinic support staff may fill the missed appointment if possible with a walk-in, or consult the provider to see if a client should be called from the tracking list.

Clients who cancel at or after the appointment time are still considered DNA. All failed charts should be given to the provider before the end of the day. The provider writes the plan for needed follow-up and signs off the "DNA" in the progress notes.

Each team should determine a policy for parental notification and for restricting access of students whose repeated DNA's disrupt clinic. This should be based on age, level of cognitive development, acuity, and availability of other resources. e.g., a 15 year-old needing a sports physical that misses 2 appointments may be told all future appointments can only be after school. A 13 year-old that is sexually active and misses 4 appointments might be given more latitude and more appointment reminders.

If service is restricted as a consequence for repeated disruptive behavior, a contract should be written so stating, signed by the client and a SBHC staff person, and kept in the client's record. The term of the restricted service should be clearly stated.

All clients with complicated restricted service should be case-conferenced by the entire team first and again later if restrictions are imposed.

Acronym / Abbreviations:

LPN = Licensed Practical Nurse

OA = Office Assistant


