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HEALTH SERVICE AND TRACKING PROCEDURE FOR CENTER-BASED HEAD START, EARLY HEAD START, PRE K Counts AND HOME-BASED HEAD START

Requirements: Annual Health Assessment; Annual Dental Exam; and up-to-date Immunization Record

Duties and Responsibilities:

Front Office Staff: 
· When any health information on a client comes into the office via the U.S. Mail it will go to the FSW and or Data Management Coordinator, unless otherwise designated. 
· All health information received through interagency mail will be given to the Data Management Coordinator, unless otherwise designated.

Health and Nutrition Specialist:
· Annually provide the Family Service Workers (FSW) and Parent Educators (PE) with recommended Well Check-Up Schedule.
· Annually provide the FSW’s and PE’s with current Immunization Schedule.


Health POA [POA II Armstrong]
· Send releases to physicians and dentists to retrieve medical and dental records. Once records are received, send them to FSW, Homebased PE, Pre K Counts Head teachers for the child’s file and to the Data Coordinator so that information can be uploaded into Child Plus. 
· Serve as the contact for Health Care Providers regarding faxed ROI.
· Run monthly vision and hearing reports to identify children who are due for screenings. 


Data Management Coordinator: 
· Input required health events into ChildPlus for Center Based Head Start, Home Base Head Start, Early Head Start (EHS), Pre-K Counts and ICTS children. 
· Serve as a resource to FSWs, Teachers, and PEs. 
· Send a copy of any required health information received to the FSW for the child’s file.
· Send releases to WIC to retrieve hematocrits.  Enter all received hematocrits from WIC into ChildPlus, copy and send results to FSW’s and PE’s for the child’s file.
· Track and log Communicable Diseases per site into ChildPlus.


Family Engagement/ERSEA Director
· Ensure the FSWs are handing out forms at Open Enrollment in the spring and then again at the intake.  
· Ensure the FSWs are sending out monthly or as needed packets / paperwork to families throughout the year. 



Family Service Workers:
· Send a copy of Entry Notifications to the Health & Nutrition Specialist and Data 	Management Coordinator, POA, and Cooks
· Work with the parents to ensure that their children receive all required health services (physicals, dentals, immunizations, lead screening, medical and dental treatment.)
· Maintain a complete health record for each child in ChildPlus. 
· Send all required health information to the Data Management Coordinator and place copy in the child’s file (physical, dental, immunization record, etc.)
· Work with parent to obtain a Health Plan for child diagnosed with medical conditions as needed: Appendices: H-D1 Authorization for Medication, H-J1 Asthma Special Care Plan, H-J2 Allergy Care Plan [Non Food Allergy], H- J3 Care Plan for Children with Special Needs and PA Department Education Form - Children and Adults with Disabilities and Special Dietary Needs [ Medical Plan of Care]. Send a copy of the completed plan to the Health and Nutrition Specialist and Data Management Coordinator.
· Use ChildPlus reports to ensure health requirements are met, ensure that all children have a Medical and Dental Home, and ensure that all children have medical, dental coverage. 
· Share health information on individual children with teachers at site level staffing.   
· Document medical insurance information in ChildPlus, indicating medical assistance program, CHIP, or private insurance [must be completed under Health Tab and PIR tab].
· [bookmark: _Hlk131151880]Upload Authorization to Obtain Confidential Information into Child Plus. 
· Send Release of Information for WIC to Data Management Coordinator. 


Teacher and Program Leaders:
· Send any health information received to the Data Management Coordinator and FSW (physical, dental, immunization record, and medical and dental treatment).
· Send any completed releases of information for doctors, dentists and WIC to FSW and Data Management Coordinator. 
· Work in conjunction with the FSW’s to ensure children receive physical and dental exams (verbal reminders at home visits or when parents are in the classroom). 
· Share health information received with FSW’s at site level staffing.
· Teachers will weigh and measure all children twice a year (At the beginning of the year and at the end). Results will be entered on the Growth Chart (Appendix H-J4 Growth Chart). Send completed Growth Charts to the Data Management Coordinator who will enter the results in ChildPlus. ChildPlus calculates the BMI for each child.   
· Use ChildPlus reports to ensure health requirements are met, ensure that all children have a Medical and Dental Home, and ensure that all children have medical, dental coverage. 
· Run monthly vision and hearing reports to identify children who are due for screenings. 

Parent Educators / Pre K Count Head Teachers:  
· Work with parent and Data Management Coordinator to ensure that children receive all required health services (physicals, dentals, immunizations, medical and dental treatment).
· Keep a log for each child who needs services. 
· Maintain a complete health record for each child. 
· Send original health information (i.e. physicals, dentals, etc.) to the Data Management Coordinator to upload into ChildPlus.
· Send releases to the Data Management Coordinator to obtain current health services.  
· Work with parent to obtain a Health Plan for child diagnosed with medical conditions as needed: Appendices: HS-D1 Authorization for Medication, H-J1 Asthma Special Care Plan, H-J2 Allergy Care Plan [Non-Food Allergy], H- J3 Care Plan for Children with Special Needs and PA Department Education Form - Children and Adults with Disabilities and Special Dietary Needs [ Medical Plan of Care]. Send a copy of the completed plan to the Health and Nutrition Specialist and Data Management Coordinator.
· Use ChildPlus reports to ensure health requirements are met, ensure that all children have a Medical and Dental Home, and ensure that all children have medical, dental coverage. 
· Upload Authorization to Obtain Confidential Information (Appendix FS-E2) into Child Plus. 
· Send Release of Information for WIC to Data Management Coordinator. 
· Send a copy of Entry Notifications to the Health & Nutrition Specialist and Data 	Management Coordinator, POA, and Cooks


Secretary II at MC:
· Order and distribute all health and dental supplies to the classrooms.

