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Student Health Centre Business Process

PURPOSE

The purpose of this document is to describe the main administrative procedures associated with the provision of services and activities of the Student Health Centre (SHC).

RESPONSIBILITY

Responsibility for these procedures is held by the SHC Administrator, under the guidance of the Nurse Practice Manager. 

PROCEDURE

The services provided at the SHC include:
· General doctor
· Nurse led clinics
· Sexual/reproductive health
· Physiotherapy

The primary administrative procedures associated with the delivery of these services are:

· Management of the booking system/making appointments
· Processing of Payments 
· Processing of exam support requests
· Purchasing
· Processing of I grade queries/applications

Management of the booking system/making appointments
1. Identify which type of clinic best suits the needs of the student.
2. Registration of the student’s details in Socrates.
3. Booking of the appropriate time slot.
4. Arrange payments.
5. Sign post students to the waiting room.
6. Provide instruction on check-in.
7. No shows are recorded in Socrates.

Processing of Payments 
1. Payments are processed at the time of booking an appointment by card over the telephone using an integrated software programme.

Processing of Exam Support Requests
1. Manage queries and process required documentation.
2. Details logged in student’s record.
3. Academic Registry notified of request via Topdesk.

Purchasing
1. Items are purchased in line with UL purchasing guidelines.

Processing of Grade Queries/Applications
1. Processing of applications and queries as per the University’s Standard Operating Procedures (to be ratified at the I Grade Committee in May 2023). 

RECORDS

Record Keeping and disposal
1. Records are held by the SHC for the period defined by individual processes. All members of staff operate in accordance with the University’s Records Management and Retention Policy and the HSE Retention Policy.
2. Responsible for checking any paper records still held are disposed of at the relevant time.
3. Responsible for liaising with software provider to initiate removal of electronic records at the appropriate time.

DOCUMENTATION
All documents related to the above KBPs are currently contained within the SHC’s working guidelines which is stored on the SHC shared drive. The SHC adheres to all relevant UL and HSE policies and guidelines.

PROCESS VERIFICATION
The processes of the SHC are audited annually through the QMS.
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