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	Timeline
	Task
	Comments

	
February 2017

	
· Choose school partners
· Discuss brief outline of plan with PHNs
· PHNs notify support staff

	
Buckley Community Schools
Brethren Middle School (KND)
Hesperia Schools


	
March
2017 

	
· Develop workplan 

	
Workplan submitted 3-3-17
Revised 4-19-17

	
April & 
May
2017

	
· Encourage PHNs and clerks to brainstorm on clinic ideas.
· PHNs reach out via e-mail and phone to discuss clinics with school secretaries. 
· Imms Lead will write an agreement for schools to sign regarding what the school will do to support the clinic. i.e. advertising, senior staff support, etc. 

	
Begin considering if students will be scheduled by the school, by central scheduling, or walk-in (with parent)	Comment by Nicole Schaub: Once the clinic schedule type is determined (e.g. with or without parents) – please notify me. I will need to know:

How and when consent was obtained
When insurance information was collected and by whom
 If parents were present or not


	
May 2017

	
· PHNs will work on firm dates for August clinics prior to end of school year
· PHNs will discuss tentative clinic details with secretaries and determine if further buy-in is needed from administration
· Finalize school/LHD agreement

	
To-do:
Set dates & times
Room(s) in building
MCIR access on school computer
Printer availability


	
June 2017

	
· Verify that all school secretaries are aware of the fall clinics and basic details

	

	 
July 2017

	
· Begin to look at vaccine supply, portable fridge, data logger, and other supply needs 
· Finish staffing plan and clinic dates
· Set up schedules in Insight with Central Scheduling 
· Consider social media or other press release
· Work with PIO on media/communications strategy for the school 
· Imms Lead will send out DHD#10-wide e-mail so all staff will be aware or refer families as appropriate


	
Consider an incentive (iTunes card?) to use in a drawing at the clinics

	
August 2017

	
· Contact school secretaries to verify all details are in order—date, time, room, computer access
· Central scheduling is reminded of school clinics due to parent calls with questions or requests for PH-411 form

	

	
August
2017

1-2 weeks prior to clinics

	
· Final preparations of supplies, portable units, data loggers, packing clinic bags
· Reminder calls to schools will be made
· Social media postings

	
Clinic staff (PHN, clerk, Imms Lead) communicate about clinic details as needed, including discussing ideas for clinic flow depending on the school and rooms reserved.

County PHN is primary contact for secretary and parents with questions.

	
Two days prior to clinic

	
· Print clinic roster and prep per protocol

· In case students will walk-in also, pack all VIS, registration forms, receipt book, etc.

	

	
Day of clinic

	
· Pack clinic supplies, clerical materials, emergency kit, and vaccine according to regular off-site clinic procedures
· Hold clinic
· Distribute client satisfaction survey to clinic participants
· Return to DHD#10 office to enter imms into Insight


	
Take juice or water, don’t forget fun stickers – this may be able to be incorporated into the PIOs promotion plan for the clinics

	
1-2 days after clinic

	
· Verify immunizations uploaded to MCIR
· PHN to e-mail or call school secretary to express thanks for hosting the clinic
· PHN can collect feedback and any suggestions for changes to future clinic flow. – Please ensure that school staff are asked about what went well and lessons learned

	
Consider hand-written thank you card.

PHN can collect feedback and any suggestions for changes to future clinic flow.


	
1-2 weeks after clinic

	
· DHD#10 rep will mail a Certificate of Appreciation to the school principal
	
Imms Lead, PH Director, HO/DHO, or Medical Director???
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