ESSENTIALS OF JOB CORPS HEALTH & WELLNESS CHARTING 
(Medical, Oral Health, Mental Health, and TEAP Charting)

The primary purpose of the Student Health Record (SHR) is to provide a complete, concise, accurate medical, oral, mental, and TEAP health history of each student. The SHR may be used for patient care and medico-legal support. NOTE: All information in the SHR is considered part of a legal document. The center shall develop a standard operating procedure (SOP) addressing security and storage of records and release of records in accordance with the Health Insurance Portability and Accountability Act (HIPAA). 

Below is a sample arrangement of a Job Corps SHR. Each center may design its own format, but that format must be consistently used for all SHRs. Each document placed in the SHR needs at least two (2) identifiers (name, date of birth, student ID). All entries must be legible, dated and signed with legible signature and title.  

In order to protect Personally Identifiable Information (PII) and maintain confidentiality, the outside of folder should have only the student name, date of entry, allergies, and student ID number. The inside of folder should have a student picture. 

	Documents for Part I
(Left side of SHR from top to bottom)
	Documents for Part II
(Right side of SHR from top to bottom)

	1. Master Problem List/Chronic Medication Form/Allergies/ Accommodations 
2. Preventive and/or Chronic Care Flow Sheets
3. Job Corps Health History Form
4. Job Corps Physical Examination Form
5. Job Corps Oral Examination Record
6. Oral Health Progress Notes
7. Emergency contact information
8. Copy of the Disability/Accommodation Plans if Medical Related
9. Consent Forms (e.g., HIPAA, HIV, Immunizations, and Informed Consent for Mental Health and Wellness Services)
10. Insurance information
11. Other (e.g., Optometry Prescription, Hearing Screen)
12. Request and Release of Medical Information Forms/Documentation
13. SHR Audits
	1. SF-600 Notes (SOAP format). Document the following:
· Cursory examination 
· Entrance physical examination 
· Reason for visit 
· Pertinent findings to include appropriate vital signs or test results
· On-going chronic problems/ medications 
· Treatment including instructions for follow-up care; prescribed drugs, side effects, and refill(s); requests for consultation(s) or referrals;  and preventive health care discussed 
· If a student declines care or leaves without being seen
· Exit note when student separates (e.g., completion, MSWR, death) from program stating any referrals, continuing treatment plans, and/or SHR storage/transfer 
2. Discipline Specific Progress Notes—Provider should document on the SF-600 that student has been seen and progress note should be documented in applicable section of chart (i.e., Mental Health, TEAP, or Oral Health). 
3. Immunization Records
4. Laboratory results (including drug testing)/ X-ray reports
5. When student is seen off center for care, the off-center provider must provide a summary to be placed in the SHR with notation made in the SF-600
6. Hospitalization summaries
7. Previous medical records/treatment records prior to entry into Job Corps
8. CA-1 or CA-2 Forms if the visit is related to an on-the-job injury
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