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                            Immunization/Vision Screening Specialist

                                                       Job Description

Overview of Position:  The Immunization/Vision Screening Specialist is assigned to work with the school secretaries regarding immunizations as well as the Assessment Coordinator for vision screenings.  This employee’s focus will be on ensuring that all students attending American Prep are properly immunized and the school has documentation of those immunizations by September 10th of each school year.  This specialist will be responsible for submitting all required reports to the state (via the state website) to verify immunizations are current (reports due in November and June).  

This position also includes overseeing and conducting the Kindergarten vision screenings that must be completed each year with all American Prep Kindergarteners.  During DIBEL Benchmark Assessments, this specialist will be a part of the DIBELS Assessment Team.

Skills Required: 

· Organization – This employee will be organizing lists and documents.  Good organization skills are required for this position.

· Work Ethic – This employee must be willing to work hard all throughout the school year.  Hours may or may not be stable during the year. An excellent work ethic is vital to getting everything completed within the timelines established.

· Initiative – This employee must be willing to ask questions, do what is asked and also what may not be asked but still needs to be done.  This person will take the initiative to step up and ask what they can do –especially when the Assessment Coordinator or secretaries are diverted to other important tasks.  This person will do everything within their power to be there and be ready to work and be willing to do whatever it takes to finish the task. 

· Positive Attitude – This employee should have a positive attitude, a ready smile, a happy disposition, and a sense of humor in times of stress.  A cheerful can-do attitude is essential for success in this position.

· Flexibility and Willingness – This employee should be flexible to be able to work at any American Prep campus when help is needed.  A willingness to travel between campuses is a must.  Willingness to put as much time in as needed is fundamental to success in this position.

· Desire to Clear the Way –A desire and willingness to lighten the load and clear the way for the Assessment Coordinator and the school secretaries is required.

· Teachable – This employee must be willing to ask questions if they are not sure of what is expected of them.  They should also be willing to listen to input from their supervisors. 

Duties: The following list of duties will give the applicant an idea of what duties may be required, but is not an inclusive list:

Immunization Specialist – two year commitment (2nd year may include training a new specialist)
· Update immunization binders in August of each year

· Check pink cards by September 1st of each year

· List students not in compliance

· Contact families and work out a plan to get students into compliance

· Check cards/status at the beginning of each month

· Get immunization documents for files when up-to-date

· Keep administration up-to-date on student status monthly

· File state reports in November and June

Kindergarten Vision Screening – both American Prep campuses  

· Compile list of all Kindergarten names, birthdates, parent names address, and submit it    to the Division of Blind Services

· Send home permission forms (all parents must give permission)

· Complete the vision screenings for each Kindergartener

· Fill out pass/fail forms

· Submit compiled information to the Division of Blind Services

· Follow up with anyone who doesn’t pass screening

· Work with parents to create a plan (Dr. visit, etc.)

· Submit the plans and results of plan to the Division of Blind Services

· Approximately 8-10 total hours (including both campuses)

DIBELS Benchmark Assessment Proctor

· Attend the DIBELS assessment overview and training 

· Proctor and score the DIBELS benchmark assessments for all K-6 students in the school for each assessment session (September, January, and May) 

· Proctoring/scoring duties will continue every year that the Specialist has students attending an APS school (as a parent volunteer, not as an employee)

Time Commitment:  The Immunization/Vision Screening specialist hours are not set hours.  Immunization responsibilities will take approximately 3 hours at the beginning of the year and 30 minutes each month throughout the school year.  Vision Screening responsibilities will take approximately 8-10 hours total for both campuses (5 per campus).  DIBELS Assessment proctor will take 2 hours per day (8:30 am – 10:30 am) for two weeks, for each session (20 hours per session).  There are three sessions each year – one in September, one in January, and one in May.  The immunization and vision screening responsibilities will be for two school years (2nd year may entail training a new specialist). The DIBELS Test Proctor commitment will continue for every year you have students attending an American Prep school.  
Compensation:  Minimum wage rates up to a maximum of $500.  All hours worked after the maximum ($500) will be recorded as volunteer hours and will not be compensated monetarily.  The employee is responsible for tracking and submitting hours on a time card (up to the maximum of $500) and then tracking hours worked on their communication envelope for the remaining volunteer hours.  Hours worked after the first year of employment (as DIBELS Test Proctor) will be tracked as volunteer hours.  

Clarifications:

Children of the Immunization/Vision Screening Specialist will be enrolled in American Preparatory Academy under the Staff Priority Enrollment designation.  If there are not places available for all children, siblings will be placed on the grade level waiting list and will be placed into a class as soon as there is an opening.

An evaluation of performance will be conducted in January and May of each school year (or on an “as needed” basis).  Hours will be submitted at that time by the employee to the Specialist’s supervisor (this includes paid hours and volunteer hours).  If performance is satisfactory for the duration of this agreement, employment will continue and students will remain enrolled under the Staff Priority designation.  If performance is not satisfactory for the duration of this agreement, then employment will cease and the student will loose their Staff Priority status and return to the general applicant pool. 
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