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Center Staff Procedures for Updating CIS forms/ Exemptions 

 In order to begin Head Start children must have at least one of each vaccine to begin their enrollment.  

o EHS Children: Chalesa Duewall (Health Supervisor) will clear to start, as Imms are age specific 

and requirements differ based on age to start.  

 If there are out of state immunizations, then the guardian has 30 days to provide the completed 

information.  The child may be enrolled as long as the process of gathering the information has started 

– e.g. necessary ROI for out of state imms, etc.  After 30 days, the child will be excluded unless the 

information has been received.  The Health Services Director must be notified and approve start of a 

child that is out of state without record of immunizations.  

 Every center must have a current CIS form for every child in their child file.  

o The CIS form must list all vaccines the child has up to the present time being.  

o The CIS form must have a parent signature and date that acknowledges recognition of most 

current vaccines administered (example 1).  

 When a child receives new vaccines, the parent may bring in paperwork from the doctor’s office or 

Oregon health department. If paperwork is not brought in but the parent verbally informs you, you 

may find the information regarding the new vaccines administered to the child on the Oregon Alert ISS 

system.  

o If paperwork is brought in, you (FA, Specialist, Teacher, etc.) can simply handwrite the dates of 

the vaccines received in the current CIS form in the child file and have the parent sign on the 

space provided with the date (example 2).  

o If paperwork is not brought in, you may look up the dates from Alert IIS and print out a new CIS 

form from Alert or hand copy those dates on the existing CIS form. Again, you will need an 

updated parent signature.  

 After every update you receive regarding a child getting a new immunization, you must send that 

information to your health team at the main office ASAP. 

o Emailing the updates are preferred. For Head Start please email to the Health SAA (Jeannette 

Holmes) for EHS send to the Health Supervisor (Chalesa Duewall). 

o You may also fax to the Health Services Department with a cover letter and the updated CIS 

form Fax#: 541-734-5229.  

o In some cases, new updates will be found here at the main office. In this case, Health Services 

will call or e-mail the FA to make sure they know to update the CIS form at the center, or they 

will mail a hard copy of the new CIS form to be signed by the parent.  

 Having a signed and updated CIS form at the center is required by Oregon State Law.  

 

Monitoring Updates: Expectations 

 FAs-  

o Run report H301  

o Filter “need immunizations”  

o Compare your caseload that has “need immunization” status in Shine with Oregon Alert.  
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o If any information is incorrect or an immunization date has not yet been added in Shine, but is 

on Alert, send information to Health Services, Update the CIS form with the parent signature & 

send in to Health as above. 

o Monitor quarterly- Fall, Winter and Spring  

o Note additional monitoring and communication will be done in the winter due to Immunization 

Exclusion date, which falls on the 3rd Wednesday in February.  

 Specialists- Keep up to date with new immunizations when due by checking with families, and 

periodically check Alert for any that were missed:  

o Check Alert for each of your kids on caseload  

o Compare their immunization information on Alert with documentation on Shine and with the 

CIS form on file at the center.   

o If there are imms in Alert that are not on the CIS form or not in SHINE: 

 Update the CIS form from Alert (and have the parent sign when they are available) 

 Send the new information immediately to the EHS Health Supervisor so it can be 

updated in SHINE.  

Example 1, original CIS     Example 2, updated CIS 
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How to claim a nonmedical exemption: 

There are two ways to claim this exemption. You can talk to your health care provider and get a Vaccine 

Education Certificate. Or, you can watch an online education module and print a Vaccine Education Certificate. 

Please read the instructions below. 

1. Talk to your health care provider. 

Parents: 

a. After talking with your health care provider, s/he can give you a signed Vaccine Education Certificate. 

b. Fill out the nonmedical exemption section of the Certificate of Immunization Status (page 2 of the CIS 

form). 

c. Turn in both forms to your child's school or child care. 

d. Note the family also needs to sign page 1 of the CIS and have it on file. In some cases they do have 

some immunizations, and if they proceed to get Immunizations we need to keep the CIS updated just 

as if there was no exemption on file.  

OR: 

2. Watch an online education module.  

Parents: 

a. Watch the Vaccine Education Module for parents and print out the Vaccine Education Certificate at the 

end of the module. Link to the videos is in the Staff Zone under Resources, “Health Nutrition & Food 

Service”. Allow 15 to 60 minutes to finish this module. Ensure you are watching in a way you can print 

as the certificate will display at the end to print.  

b. Fill out the nonmedical exemption section of the Certificate of Immunization Status (page 2 of the CIS). 

c. Turn in both forms to your child's school or child care. 

d. Note the family also needs to sign page 1 of the CIS and have it on file. In some cases they do have 

some immunizations, and if they proceed to get Immunizations we need to keep the CIS updated just 

as if there was no exemption on file.  

Source: 

http://public.health.oregon.gov/PreventionWellness/VaccinesImmunization/GettingImmunized/Pages/non-

medical-exemption.aspx#get 

In order for an exemption to be complete, the following two forms must be received and sent to Health 

Services. EITHER example 3, 4 or 5, along with example 6. 

  

http://public.health.oregon.gov/PreventionWellness/VaccinesImmunization/GettingImmunized/Documents/SchCISform.pdf
http://public.health.oregon.gov/PreventionWellness/VaccinesImmunization/GettingImmunized/Pages/non-medical-exemption.aspx#parents
http://public.health.oregon.gov/PreventionWellness/VaccinesImmunization/GettingImmunized/Documents/SchCISform.pdf
http://public.health.oregon.gov/PreventionWellness/VaccinesImmunization/GettingImmunized/Pages/non-medical-exemption.aspx#get
http://public.health.oregon.gov/PreventionWellness/VaccinesImmunization/GettingImmunized/Pages/non-medical-exemption.aspx#get
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Example 3, VECC for online video Module 

 

 

Note: If a parent has completed the online education module for a certain immunization, there will be a 

check next to that vaccine on their Vaccine Education Certificate. If a vaccine is crossed out, it has not been 

completed. In this example the only valid exemption is for Varicella.  

 Jon Doe                                                                                                        03/22/2015 



 

Page 5 
Updated 1/29/2020 

Example 4, VECC-updated form 

 

 

 

Note: If a parent has completed the online education module for a certain immunization, it will be listed on 

their Vaccine Education Certificate. In this example the only valid exemption is for Haemophilus influenza 

type B. 

John Doe 01/01/15 
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Example 5, Health Care Provider VECC 

 

Note: If a parent talks to their Provider about getting immunizations exempt, the above form will be 

completed by provider with a check mark next to the exempt vaccine. In this example the only valid 

exemption is for Varicella.  
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Example 6, Page 2 of CIS form 

 

 

How to Claim a Medical Exemption:  

 Parent will provide documentation from a medical provider stating that they cannot 

receive immunizations.  

 That has to be turned in to Health Services for review and submission to the County for 

approval.  

 Presentation of this document to the center DOES NOT allow the child to attend. It must 

be reviewed and approved first.  

 Health Services will contact the center when this has been completed.  


