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Inputting Special Type Claims (STCs) on the PCRS System
Purpose
The purpose of this SOP is to ensure that all Special Type Claims (STCs) are entered accurately and in a timely manner onto the Primary Care Reimbursement Service (PCRS) online system, in compliance with HSE reimbursement requirements and data protection regulations.
Scope
This SOP applies to all staff involved in preparing, reviewing, and submitting STC claims via the PCRS GP Practice Portal. It covers claims such as maternity, vaccination, investigations, and other special services as defined by PCRS.
Responsibilities
· GP / Clinician: Completes clinical documentation, verifies clinical accuracy before submission.
· Administrative Staff: Input data accurately, attach required information, ensure timely submission.
· Practice Manager: Oversees claims process, staff training, and handles rejections.
· Data Protection Officer: Ensures compliance with GDPR and HSE data protection standards.
Protocol Steps
Reception Team
· Access the PCRS GP Practice Portal with secure credentials.
· Confirm correct GP account is active.
· Navigate to the Special Type Claims (STC) section.
· Confirm patient eligibility under GMS scheme.
· Ensure all supporting documentation is complete and signed by GP.
· Verify service qualifies for an STC claim according to PCRS guidelines.
· Select correct claim type (e.g., maternity, vaccination, investigation).
· Input patient GMS number, date of service, and claim type.
· Verify all entries before submitting.
Practice Manager
· Monitor PCRS portal for claim rejections or errors.
· Identify reason for rejection, correct, and resubmit promptly.
· Record corrections in the Claim Reconciliation Log.
· Run a monthly report of submitted and pending STCs.
· Cross-check with PCRS Pink Sheets
· File the Monthly STC Summary Report securely.

Data Protection and Confidentiality
All patient data must be processed in accordance with GDPR and HSE data protection policies. Only authorised staff may access the PCRS portal. Patient-identifiable data must not be printed or shared by email unless necessary.
References
· HSE PCRS GP Portal User Guide
- HSE Primary Care Reimbursement Service Claims Procedures Manual
- Data Protection Commission (DPC) Guidance on Data Protection in Healthcare
- Medical Council of Ireland – Guide to Professional Conduct and Ethics (2024)
- General Data Protection Regulation (GDPR) EU 2016/679
Appendices
Appendix A: STC Input Checklist
	Step
	Completed (✓)

	Confirm GMS eligibility
	

	Gather supporting documentation
	

	Select correct STC type
	

	Input and verify data
	

	GP approval obtained
	



Appendix B: Claim Reconciliation Log Template
	Date
	Patient GMS No.
	Claim Type
	Action Taken

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Review Schedule
This protocol will be reviewed biennially or in response to significate changes in the procedure or clinical guidelines.

Approved by:

_______________________			_____________________
Dr Joe Loftus					Dr Tommy Carney
Date:13th March 2025				Date: 31th March 2025

Next Review Date: March 2027
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