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SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Archiving School-Based Health Center

Client Medical Records

POLICY STATEMENT

Medical Records will be maintained on all current clients.  Medical Records will need to be archived according to state statute and sponsoring agency regulations for future reference or use.

PROCEDURE

School Based Health Centers (SBHCs) located in high schools will archive their medical records after a student graduates, unless that student plans to continue receiving care at the sponsoring agency, or unless they already have a record at a Primary Care site.  In those cases, the medical record should be sent to the Primary Care Clinic after the student graduates.  

SBHCs located at elementary or middle schools will archive their records as noted above, except for students who plan to continue their care at a SBHC in their new school. These students’ records should be sent to the new SBHC site.  If a student presents for care at the SBHC in their new school, the record may be requested from their old SBHC until the end of the calendar year.  After the calendar year, the record should be requested from the primary care clinic or sponsoring agency.

Computer Archiving

SBHC sites may use the computer to archive medical records if it is done at the sponsoring agency. 

Archiving will be completed by the last day of January. In most cases, archiving will be scheduled during winter break.


