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SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

END OF THE YEAR PROCEDURE

POLICY STATEMENT

It is the policy of the School-Based Health Center (SBHC) to follow end-of-the-year procedures to close each site at the end of the school year.  It is the intent of administration to release these procedures at least one week prior to the student’s last day.

PROCEDURE / GENERAL ISSUES

A. Responsibilities of the SBHC team include, but are not limited to the following:  an accurate inventory of all medicine, medical supplies, office supplies, and forms used by the health center.  Additionally, the SBHC team is responsible for completing an inventory of equipment and furniture.  Any untagged equipment is to be highlighted on the equipment and furniture log.

B. Each nurse / care coordinator will report equipment/file cabinet(s) left at each school site.

C. All equipment that must be calibrated over the summer must be brought to the designated site via the SBHC’s sponsoring agency’s end-of-the-year procedures.

D. All medicine is to be returned to the administrative headquarters of the SBHC’s sponsoring agency.

E. Any heat-sensitive materials (thermometer sheaths, Multistix, and so on) are to be returned to the administrative headquarters of the SBHC.  

F. All refrigerators are to be turned off and defrosted prior to leaving the health center for the summer.

G. Equipment left on the site is to be secured under lock and key for the summer.

H. All file cabinets are to be locked and secured for the summer in the school-based health center.

I. Employees are to report to the headquarters of the SBHC sponsoring agency at the appropriate time for checkout procedures.  All keys are to be left with administration.  No employee is free to leave without securing the needed signatures of administrative staff.

