Changes in Immunization reporting for 2011-2012 School Year-Waivers
Preschools/Childcares

This fall WCHD staff will be less available to help you with immunization reporting. In order to submit the report in a timely manner please follow the instructions below, noting that you will be responsible to check for the  accuracy of your waivers prior to Faxing the waivers  to the Health Department. 

  1. Build Roster of children per Washtenaw County MCIR Quick Instructions.
2. Generate Incomplete Letters.

    a. Highlight the Immunizations needed-Send this copy home to parent

    b. Keep one copy for your follow-up
3. Enter updated immunizations into MCIR as the immunization records are returned to you. 
4. If parent doesn’t want the immunizations for their child-

    a. Give them a waiver and a copy of the incomplete letter with the missing immunizations highlighted.

    b.Instruct them to fill in their child’s name and birth date, check all immunizations that are highlighted  

    in the Incomplete letter, state a reason why they are waiving vaccines, sign it, date it, and write in 
    schools  name.
5. Enter waived vaccines into MCIR.
    a. NOTE: Sometimes a parent will check all of the boxes on the waiver and only one vaccine needs to

    be waived-Only enter a waiver for the vaccine for which the child is Incomplete and for which the

    parent has checked the box. 
    b. If the child is still Incomplete once you have entered the waiver data, assess why and get parent  

    to complete the waiver information properly.
6. Prior to November 30, 2011* run a Waivers report (Alphabetical List of Waivers).

    a. Check that you have a waiver for each child on that list.

    b.Check that all of the vaccines waived on the Alphabetical List of Waivers are checked on the waiver

    that the parent has signed. Make corrections as needed. 
    c.Remove a waived vaccine in MCIR if not checked on the waiver form)

    d. Check that the parent has listed a reason for waiving the vaccines, that they have signed it and 
    dated it for  the current school year.
7. By November 30, 2011* FAX the Waivers report (Alphabetical List of Waivers) and the Waivers to 
1-734-544-6706. ONLY FAX YOUR WAIVERS AFTER YOU HAVE CHECKED THEM FOR ACCURACY. 
THIS IS A CHANGE FROM PREVIOUS YEARS.
8. Sending the Waivers report (Alphabetical List of Waivers) and the waivers indicates that you are ready to close your reporting period. The waivers will be double-checked for accuracy and if discrepancies are found you will receive one phone call that will identify corrections needed. You will be given one week to make those corrections. If updated waivers are not received in a timely manner, we must remove it from MCIR and your compliancy percentage will drop. You need to be at 90% compliancy by December 15, 2011. You can check your compliancy percentage by clicking on IP Status under the School/Childcare heading on the MCIR Home Page.
*Preschools/childcares have an option to have their report completed by October 1 or December 15.If you are finished reporting by October 1, FAX the requested documents to WCHD and call 734-544-6758 to let us know that you are ready for us to close your reporting period               
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