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VACCINATION PROGRAM CHECKLIST
The National Meningitis Association (NMA) developed this template middle/high school meningococcal disease vaccination clinic resource guide to help Parent Teacher Associations implement vaccination programs in their area schools.  

The below list provides a month-by-month checklist of the activities needed to hold a successful meningitis immunization clinic in a middle/high school.
Three to four months prior to middle/high school program
· Contact and meet with the following groups to gather support for an immunization clinic:

· School nurses and administrators: inform them of the PTA’s desire to conduct an vaccination program in the middle/high school; enlist their support; identify the steps needed to gain permission

· Board of Health members, local public health department or local Visiting Nurse Association (VNA): secure a partner to immunize the students; arrange for a health care professional to be available to answer questions from parents and students about the disease or vaccine

· Select time and date for clinic; hold during school hours

· Personalize communications materials to include information about your clinic:
· Flyer 

· Parent letter 
· Newspaper article
· Parent/student educational materials (e.g., fact sheet, FAQ) 

· Permission slip/consent form 

One month prior to middle/high school program
· Send letter to parents – obtain student names from middle/high schools; encourage pre-registration for clinic in the letters  

· Display and distribute flyers to announce clinic

· Work with your immunization partner to order vaccine (e.g., public health department, VNA)

· If possible, hold an educational session with a medical professional where parents can ask questions about the disease and immunization

Two to three weeks prior to middle/high school program
· Call local media outlets and ask what person at each newspaper and radio station should receive information about your vaccination program

· Mail or deliver the newsletter article and TV and radio public service announcements to that specific person (provide your name and number so the reporter can call for more information, if necessary); encourage coverage of the vaccination clinic, as well as a calendar listing of the event to encourage attendance
· For daily papers, send information two weeks prior to clinic; for weekly or bi-weekly publications, send three to four weeks prior to clinic

· Provide background information, such as the fact sheet and/or FAQ document along with the article and public service announcements

· Follow up with reporters and encourage newspaper(s) to list the clinic in their calendar section and to write an article; encourage local TV and radio stations to mention date and time of clinic

One week prior to middle/high school program
· Compile list of students being immunized

· Call to remind pre-registrants about the clinic, if possible

· Arrange for school announcements

· Work with your immunization partner to:

· Assemble consent forms, vaccination guidelines and screening criteria and other vaccine-related tracking mechanisms to have available at the clinic

· Arrange for proper handling, storage and disposal of vaccine and medical supplies 
Day of middle/high school program
· Put up flyers around school

· Arrange for school announcements

· Have educational materials about meningitis available to distribute

· Have consent forms filled out by each person receiving vaccination

· Ensure proper handling, storage, administration and disposal of vaccine and medical supplies

After the middle/high school program

· Evaluate program success and note activities that were successful for next year’s program

FOR MORE INFORMATION

If you should need further assistance, please contact NMA at www.nmaus.org or 1-866-FONE-NMA.
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