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Maternity and Infant Scheme Procedure on Socrates
Purpose
To outline the correct process for registering, managing, and claiming for patients under the Maternity and Infant Scheme via the PCRS Portal and Socrates Practice Management System, ensuring accuracy, compliance, and timely submission of claims.
Scope
This SOP applies to all practice administrative and clinical staff responsible for:
· Registering patients for the Maternity and Infant Scheme on PCRS
· Recording maternity visits in Socrates
· Creating and submitting claims for payment through PCRS
· Maintaining patient documentation and ensuring compliance with HSE requirements
Responsibilities
Practice Administrator / Reception Staff
· Complete patient registration on PCRS.
· Ensure patient details are accurately recorded in Socrates.
· Maintain filing and storage of printed forms as per HSE guidelines.

General Practitioner (GP) / Clinical Staff
· Confirm clinical information (Estimated Due Date, antenatal/postnatal visit schedule).
· Record visit details in Socrates.
· Review and sign-off on claims before submission if required.

Practice Manager
· Ensure staff are trained and competent in PCRS and Socrates systems.
· Oversee compliance, record-keeping, and audit checks.
Procedure
Registration of a Patient under the Maternity and Infant Scheme
1. Log in to the PCRS Portal (https://www.sspcrs.ie) using your practice credentials.
2. From the main menu, click on “Maternity & Infant”.
3. Select “Registration” from the dropdown menu.
4. Enter the patient’s PPSN and confirm the patient’s identity.
5. Input maternity details, including Estimated Due Date (EDD), GP, and Gynaecologist details.
6. Review and submit registration.
7. Open the patient’s record in Socrates, update with registration date and EDD, and save changes.

Creating and Submitting a Claim
1. Log in to PCRS and click “Maternity & Infant” → “Registered Patients”.
2. Enter the patient’s name or PPSN in the search field.
3. Click “Create Claim” → “New Claim”.
4. Select claim type (Antenatal or Postnatal Visit).
5. Input visit dates (every two weeks for antenatal visits).
6. Print a “Pregnant Woman Report” from Socrates and cross-check Estimated Due Date (EDD) and visit details.
7. Verify claims match visits recorded in Socrates, then submit through PCRS.
8. Print a copy of the report and file it in the Yellow Maternity Folder at reception.
Data Protection and Confidentiality
· Handle all patient information in compliance with HSE Data Protection Policy, GDPR, and the Data Protection Act 2018.
· Printed records must be securely stored in locked cabinets with restricted access.
· Digital data must remain on encrypted, password-protected systems (Socrates and PCRS).
Record Keeping
Maintain documentation of:
· Patient registration confirmations (PCRS)
· Printed Pregnant Woman Reports
· Claim submission logs
· Filing records in the designated Yellow Folder

Records must be retained for a minimum of seven years per HSE record management standards.
Review and Audit
This SOP must be reviewed annually by the Practice Manager or upon any change in:
· PCRS system or claim submission process
· Socrates software updates
· HSE Maternity and Infant Scheme regulations
Audits will ensure that registrations, claims, and stored documentation match submitted PCRS data.
References
· HSE Maternity and Infant Care Scheme GP Guidelines
· PCRS Portal User Guid
· HSE Data Protection and Record Management Policy
· Socrates Practice Management System User Manual
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