 SEQ CHAPTER \h \r 1HEALTH  AND SOCIAL SERVICES CHAIR


The Health and Social Services chairperson assures the health and well-being of both our children and our teaching staff by managing three specific tasks at Plymouth Children’s Nursery (PCN).

1.  Administer the distribution, collection, and storage of a current health appraisal and a Child Information Record Card (CIR) for each child from their parent or guardian.  The Health and Social Services chair maintains a file of both forms at the school.  (CIR cards are by the telephone and Health forms are in containers labeled by class kept in the Peach Storage room.)

2. Oversee re-licensing of PCN with the Department of Social Services.   Re-licensure must be done every 2 years.  Our current license will expire on 5/29/2011.   Please note for the future that license compliance requirements can vary from annual, every 2 yrs and 3yrs, etc.
3. Oversee the planning of emergency-readiness procedures such as fire drills, tornado evacuation plans, and maintaining flashlights, radios, first aid equipment, etc.  
Please refer to the attached “Timetable of Duties” for a list of specific responsibilities each month.  

There are also the following ongoing tasks that you should perform when needed. 
· Complete health report (Weekly Communicable Diseases) with the weekly attendance sheet to send to the Health Department.  Use the Pink Form attached to the annual report.  Obtain attendance sheets from teachers and keep them on file or check attendance on charts at school.

· Attend Board Meetings as needed.

· Coordinate timing for fire drills.  Each class at PCN is required to conduct 3 fire drills per year (one per season technically – fall, winter, spring).  Provide teachers with forms and reminders each “season” with a deadline for fire drill completion.  Submit the completed fire drill forms to the Canton Fire Department at the end of the school year.
· Update fire, emergency and tornado procedures when necessary. Verify that procedures/evacuation plans are posted in each room at all times.

· Schedule fire inspection (local Canton Fire Dept) only if there is a PHYSICAL change to the building or if it is a licensing year.  (NO requirement for annual inspections).

· Act as the primary liaison with the Department of Social Services (DSS).  For example, call if there are questions – can teacher have a certain type of pet in school?  Verify clearance request forms have been completed and sent to DSS when there is a new teacher or Program Director.  Provide DSS with your name and phone number as Social Services Chair –PCN contact person.

· Check periodically throughout the school year to make sure forms are still on file in the school.
Reports to:


Co-President

Where is job done:

Mostly at home.
When is job done:

At May registration, beginning of year; October and April, throughout the year as necessary.

Misc. tips for the job:
MAKE SURE ALL FORMS (WHITE AND GREEN) ARE FILLED OUT COMPLETELY AS SOON AS YOU GET THEM.  IF NOT CALL PARENT, SEND FORM TO PARENT TO COMPLETE IMMEDIATELY OR PUT IN THEIR MAILBOX AT SCHOOL TO COMPLETE AND RETURN

Timetable – Priority of Duties 

Health and Social Services Chairperson

May  

· Attend May registration to collect CIR cards and green Health forms.  Check for completeness including sections to be completed by the student’s Doctor, dates, and insurance numbers. 

· Take time at registration to get all information and make sure everything is filled out completely (each blank must have writing in it, even if it is just a line through to show it was not overlooked).  The CIR form must list an emergency contact person as well as a person to which the child may be released.  (This can be the same person but both spaces must be filled in.)
· File the CIR and green Health forms in the file box in the Peach room teachers’ closet according to class.  

· Check periodically throughout the school year to make sure forms are still on file in the school.

July  

· Send reminder note to teachers of their due dates for Licensing requirements (physical, TB especially). Check the following website regarding possible regulatory changes with the licensing rules    (http://www.michigan.gov/dleg)
· Continue to process any additional CIR cards and Health forms. Parents will either:

· Mail Health forms to your home;
· Give the forms to you at may registration; or

·  Put the Health forms in your mailbox.
August
· Work with the Membership Chair to determine which CIR cards and Health forms were not returned by parents.  Report to Class reps the names of parents who have not returned these forms. The Class Reps will contact these parents.  The Health Chair can also call these parents.  
· The Health forms and CIR cards must be completed and on file at the school by the first day of classes.  (Social Security requirement).  File the CIR cards near the telephone in the hallway on the first day of school.  Update cards as required, (drops, adds, and missing information).

· If immunizations are missing, call and notify parents of the requirement and date the immunization must be received.  Missing immunizations may mean the child cannot return to school until they have been received or a waiver has been signed.

· Work with the Co-Presidents to verify that Geneva Church completed the fire extinguisher inspection before the start of school.  (Church hopefully will have coordinated this during the summer) We need updated tags annually prior to the first day of school.  (See Resource/contact information sheet).

· Double-check with the Social Security Department or GDCNC regarding health requirements.  Social Service states T.B. tests for children are not required.
· Maintain and re-stock first aid box (by front door) with latex-free band-aids and latex-free gloves. Suggest latex free products only because of possible allergies for students and parents/teachers. (No oral medications or ointments because of possible allergic reactions).

· Post any emergency instructions in the Peach room for individual students with food or other types of allergies or health issues as appropriate.  Work with parents of students with health and diet concerns to make sure instructions are accurate.

· Check field trip first aid kits before school begins in the fall to make sure they are stocked and ready to use.  Hand one kit out to each field trip rep. at the start of the year.  You must collect and turn in all of the kits at the end of the year.

· Work with the Property and Equipment Chairperson and make a physical check of building 
· Inspect and maintain fire exit signs to be sure bulbs/batteries are functioning.  Exit signs must be in operating order per Fire Code.

· Check to be sure no flammable materials are stored in furnace room/closet.

September 

· Schedule annual CPR training. (Ask the teachers what night of the week is good.  Then check with the trainer to find several open dates.  Verify that the school will be open as the site for training.  Send a memo to the teachers verifying the date of the training.)

· Verify that teachers attend annual OSHA blood borne pathogens training (teachers usually take course as part of Annual GDCNC August conference - see Resource/contact information sheet).  

· Coordinate scheduling of Teacher First Aid training (every 3 yrs - see compliance & resource lists for info & dates).   

· Review and update teachers’ physicals (every two years) and T.B. tests every 3 years.  The teachers’ physicals are in the same file as the children’s health forms.

· Maintain a file with copies of all certificates from the various training sessions at the school.

· Distribute memo and form for Fall Fire Drill (one per class). 

October

· Report immunizations to Health Department in October and January.  The dates are specified by the Health Department (See final report for exact dates).  The procedure is now online.  The Wayne County Health Department will send you the information that is currently required.  The internet site, password, and membership name will be supplied by the preceding Health Chair.  If you have any questions contact Jackie Lanier-Ingram at the Wayne County Health Department (734) 727-7150.  The print out of information is to be sent to:



Disease Control Division



Wayne County Department of Public Health



33030 Van Born Road



Wayne, Michigan 48184

· Run a report to be kept on file at school as well.  All waivers need to be sent with the report.
February 

· Distribute memo and form for Winter Fire Drill (one per class)
· Watch for State License Renewal Packet to arrive at the school (every 2 years).  The state will automatically send us a packet for renewal of the Childcare Center license – it is generally sent 90 days before license expiration date.  The State controls timing on when the packet is issued. (They have found that if the packet is sent too early, centers tend to lose the application).  Check Social Services file for last renewal paperwork for reference.

March - Update your job description and turn in to the Vice President
April – Try to schedule First Aid training for the upcoming school year.

May 

· Distribute memo and form for Spring Fire Drill (one per class). Copy all fire drill forms and forward to Canton Fire Dept (See resource list for contact name and address)
· Assist incoming Health and Social Service Chair if that person has been assigned to the job for the upcoming school year.
· Post any new Social Service regulations on PCN website, in Drumbeats, or bulletin board and amend forms as needed.

Updated 2009

Resource/Contact Info

Social Services Chairperson

OSHA training – GDCNC provides training for the teachers at the annual conference   in late August each year (see Vice President or GDCNC rep)

CPR & First Aid training – 
Kathy Burke

Trainer: American Heart Association

Home Phone:  (248) 685-0336

Cell Phone:  (248) 396-1933

Rick Waldrop

Trainer:  Red Cross

Home Phone:  (734) 495-3619

Cell Phone:  (734) 776-2414

(*Rick needs to be recertified as a trainer in Spring ’07.  He charges more and training takes longer than Kathy’s)
 
Fire Extinguisher - For extinguisher annual inspections (* Geneva Church has taken responsibility for this inspection of the building extinguishers; they coordinate the timing with the Church’s annual summer inspection).  Please see the information below if the Church does not wish to continue to handle this for PCN.                                              

Associated Fire Protection Services

(734) 261-8077






                              8491 Beatrice St





Westland, MI  48185 

Dept. of Human Services   


Local office                                         State Office –Childcare Division
         Jeanette Wallington – Rep 
                                 Lansing                                             


Bureau of Family Services                             
1-866-685-0006

         Cadillac Place Suite 11-350                       
(For resource.  They send


PO Box 02092



    

us the license renewal 


Detroit, MI  48202                                 
 
packet)


(313) 456-0417

Fire Safety Unit – State Licensing questions – Bureau of Family Services – 


Mr. James Perry – Supervisor of Adult/Child Unit – Fire Safety

            Lansing (517) 322-1325

Local Canton Fire Dept. - Captain Frank Barrett – (734) 394-5456 





      Fire Prevention Bureau
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