2009 School Flu Clinic Timeline and Responsibilities
**Please keep in mind that these are guidelines and are subject to minor change based on unforeseen circumstances**
	August 2009

	September 2009

	October 2009
	2-3 weeks prior to clinic
	1 week prior to clinic 
	Day of Clinic
Day and date and time

	Provide enrollment data to Robyn Huetter, RN, PHN from the County of Sacramento, Immunization Assistance Program (IAP) 916-875-6860.  
Provide the number of flu consent forms needed along with the specified number of what languages are needed (able to provide English, Spanish, Hmong, and Russian). 
School staff will fill out a different flu consent form. Staff will fill out a consent form at the clinic before they receive their vaccine. 
	Principal to hold a staff meeting to talk about the flu clinic process, expectations, their role, and the importance of flu vaccination. School Nurse can also speak at this meeting.
Teachers and staff to talk to parents and students about flu clinic at back to school night.
Include information about flu clinics in newsletter.
Send flyers home to parents to remind them about the flu clinic.

	Include information about flu clinics in newsletter.
Principal to hold a staff meeting to talk about the process of sending home the consent form packets along with a reminder of the flu clinic process, expectations, and their role. School nurse can also speak at this meeting.
Put up flu clinic flyers around school. IAP will supply template that school can modify and print.
	Date: Teachers give flu consent form packets to students to bring home to parent/caregiver.  School to write short message about when parents need to return fully completed consent form and immunization registry consent form: return by date.
The teacher or staff member collecting completed consent forms will put forms in an envelope to protect student’s privacy. 
Date: Distribute phone message through “Connect ED” to remind parents to return completed consent forms. Remind them that all questions need to be answered.
Assign room or place for the flu clinic and 2 runners for the clinic.  Parents can be used as a runner.
	The nurse or other qualified staff member needs to review the student consent forms for completeness as they come in and then sort by classroom.  Keep consent form and registry form together.  It is OK to staple them together. Any consent forms with unanswered questions need follow up prior to the clinic. Please make sure that all questions are answered, and demographic info is completed on each form along with teacher’s name.
A schedule needs to be made to assign the times that each class will be brought to the clinic.  Taking into account: recess, lunch, morning or afternoon Kindergarten, etc.  You can calculate that it will take approximately 2-3 minutes per student to get vaccinated or approximately 15-20 minutes per class depending on the size.

Nurse or qualified staff person needs to prepare list of students with medical problems for flu clinic nurse.
	School staff person in charge of the clinic will make sure he/she has all of the consent forms from each teacher.  Some students may bring in their consent forms the day of the clinic.  

The student consent forms need to be separated by class and put into a sealed envelope with a class roster placed on top with the names of the students highlighted that have a completed flu consent form. A computer generated class roster/list is used most often. Class consent form envelopes need to be put in order of the schedule of the day.

Kindergarten and 1st grade students need to wear a name tag with their full name.  Mailing labels can be used or any other method to identify the student.

The assigned runners will take the students to and from the clinic.  Only the students with completed consent forms and names highlighted on the class roster will come to the clinic. A runner will pick up the envelope with consent forms and the class roster from the school staff member responsible for the clinic. He/She will then go to the class and bring the assigned students to the clinic. The second runner will take the students back to class as the first runner gets a new class.  The key to success is to always have a constant flow of students to vaccinate. The runners also need to supervise the students and maintain safety.
Assign people to be available to assist with translation if needed.


** The 2nd flu clinic will be held on (????  from 10AM-12PM).  The process will be the same as the first clinic.  IAP will provide you with the lists of students per classroom that need to attend the 2nd clinic**

