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Introduction  
 
The Vermont Department of Health Immunization Program is pleased to provide you 
with the 2012 Child Care Provider’s Manual. Vermont law requires that all licensed and 
registered child care providers collect immunization records and submit to the Health 
Department a summary report showing the vaccination status of the children in your 
care. 
 
This manual is designed to guide you through the process of collecting and reporting 
immunization information for children enrolled in your program. The updated manual is 
organized to help make this process as straightforward and simple as possible.  
 
The Vermont Department of Health recognizes that children’s immunization schedules 
are complicated, and we thank you for helping to ensure that Vermont’s children are 
adequately protected from potentially harmful infectious diseases. Additional 
immunization information is available at the Health Department’s website: 
www.healthvermont.gov. Click on the A-Z listing and find Immunizations, then click on 
the child care tab. You can also reach the Immunization Program staff at 1-800-640-
4374.  
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The Basic Procedures 

1. Obtain the child’s personal immunization record 
Vermont law requires all parents with children entering a child care program to present 
an immunization record. The immunization record is usually given to parents by a child’s 
health care provider. The immunization record must list the name of the individual 
immunization and the complete date (mm/dd/yyyy) that the immunization was 
administered. Incomplete records cannot be accepted by any child care provider in the 
state.  

Which immunization records are acceptable for child care facilities? 
• A record from the Vermont or another state’s Immunization Registry. 
• A record from the primary care provider. 
• A record from any public health department. 
• A laboratory report of a titer indicating evidence of immunity to each disease for 

which immunization is required. 

2. Complete the Vermont Child Care Immunization Record form 
(optional).  
We created this form to help you organize immunization records for all of the children in 
your care. It is a simple checklist that will be helpful to use when you are filling out other 
forms, but it is not required. You can place a checkmark in the boxes and attach an 
official record.  
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3. Check to be sure that the child’s recorded immunizations match 
those listed on the Required Immunization Schedule for Entry into 
Child Care. 

 
The Centers for Disease Control and Prevention (CDC) publishes a vaccination 
schedule for all children beginning at birth. This schedule provides the best protection 
from vaccine-preventable diseases. Use this as a guide and check to be sure that the 
child’s immunization record matches the required schedule for each vaccine.  

 
You will determine the age of the child at the time of record review and review the 
schedule to see the number of doses and type of vaccines required for that age. Parents 
should provide updated immunization records annually. Count the number of doses on 
the immunization record to make sure the child has had the required number of doses 
and vaccines. Haemophilus influenza type b (Hib) and pneumococcal (PCV) vaccines 
are special cases. If a child started late with those vaccines s/he may need fewer doses. 
If a child has been infected with Varicella (chicken pox), then he/she does not need to be 
vaccinated. In these cases, ask the parent to sign the Documentation of Varicella 
Disease for Child Care form and keep it on file.   
 
The Immunization Registry is another way to collect immunization records and assess 
compliance with the requirements. Detailed instructions on how to access and use the 
Immunization Registry are on pages 19-22. You must have the parent’s permission to 
search for their child’s immunization record in the Registry. If the child’s immunization 
record is in the Immunization Registry, it will provide a YES or NO response for each 
vaccine requirement and you can print a copy.  

Some parents choose to follow a delayed or alternative schedule. This is strongly 
discouraged because it puts children (and people around them) at unnecessary risk of 
disease. The primary reason parents choose an alternate schedule is the false belief 
that too many vaccines overwhelm the immune system and may lead to chronic health 
problems.  
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4.  If a parent wants to request an exemption, he/she must sign a form 
and file it in place of the immunization record.  

 
In Vermont, parents can request an exemption from vaccinating their children for three 
reasons – medical, religious and philosophical.  
 
Medical exemption -- some children cannot be vaccinated because of a medical 
condition such as an immune disease. In this case, the child’s health care provider signs 
a medical exemption form, and the parent files it with you in place of an immunization 
record.   
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Religious and philosophical exemptions – parents who choose to forego immunizations 
for religious or philosophical reasons must read educational materials and file a signed 
exemption form with you in place of their child’s immunization record. This form must be 
submitted annually. Parents should be aware that children with exemptions may not be 
allowed to attend child care during a disease outbreak.  
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5. List all children who are missing immunization(s) or whose 
parents have filed a signed exemption on the Line List of 
Provisional and Exempt Children form.   

 
 
Line list and instructions coming soon.  
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6. For children who have not received all the required immunizations 
for their age, you will need to provide the parent with a Child Care 
Notice of Incomplete Immunizations.  

 
Circle the vaccine and the number of the dose (if available) that the child needs to 
receive in order to meet immunization requirements.  Parents can share this with their 
health care provider when they schedule an appointment. 
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7. Refer any children who are not fully immunized to their primary 
care provider.  If they do not have a primary care provider, refer to 
the local district health office.  

 
The State of Vermont is invested in childhood immunizations. The Health Department 
provides all recommended childhood vaccines to health care providers free of charge. 
Providers may charge a small fee for administration of the shots. Information about local 
district health offices can be found on the Health Department website 
http://www.healthvermont.gov/local/district/district_office.aspx 
 
If a family does not have health insurance, Dr. Dynasaur offers low-cost or free health 
insurance for children. Even children who are already covered by other insurance plans 
may qualify for extra benefits from Dr. Dynasaur. You may refer parents to Health 
Access Member Services for Green Mountain Care at 800-250-8427 for more 
information.  

8. Admit only those children who: (a) have met all the immunization 
requirements; or (b) will receive required vaccinations in the next 6 
months; or (c) have a signed exemption on file. 

 
According to the law, children must be immunized before they can be admitted to a child 
care program in Vermont. However, children with incomplete immunization records can 
be admitted provisionally for up to 6 months while their parents get them caught up with 
shots. Unimmunized children may also be admitted if a parent provides you with a 
signed exemption form.   
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9. If a child does not receive his/her required vaccines within 6 
months or have a signed exemption, you need to provide the 
parents with the Child Care Exclusion notice for Incomplete 
Immunizations. 

 
You can help parents remember that they are responsible for getting the required 
vaccines for their child within 6 months. You will need to inform them of the specific date 
by which the child must receive the required vaccines or face exclusion. Prior to giving a 
parent this form you may verbally remind the parent that their child needs a required 
vaccine. 
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The Annual Report 
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The Annual Report  
When do I need to complete the annual report? 
The annual report must be completed by January 1st of each year. This report is a 
collection of immunization information from all of the children in your child care facility on 
the day you complete the report. You are not reporting information about individual 
children. Instead, you will report collective data for all children ages birth through 5. Do 
not include any children who are enrolled in school (Kindergarten -12th grade).   

What paperwork do I need to complete the annual report? 

1. To identify the immunization status of all children enrolled in your child care 
facility, you can obtain updated immunization information in two ways: 

a. Request from parents a copy of updated immunization records for all 
children. The immunization record may be faxed or mailed to you directly 
from the provider office, or 

b. With the parent’s written permission, you may use the Vermont 
Immunization Registry to review the child’s current immunization status. 
You must have a Registry User ID and password to access this database.  

Note: It is a state requirement that all providers enter immunizations given into the 
Vermont Immunization Registry. However, at this time there is not complete reporting 
from all health care providers.  

2. For each record you receive where children are not up-to-date on 
immunizations, update the Line List of Provisional and Exempt Children form. 
It is essential to keep this updated to protect unimmunized children in the 
event of an outbreak.  

How to submit your Annual Report 
 
The annual report must be submitted by January 1st each year. 
  
Before you begin to fill out the survey, you need to: 
 

• Review and assess immunization records for all children in your care.  
o If you need to check the online Vermont Immunization Registry (IMR), you 

must get written permission from the child’s parent and follow the instructions 
on page 19. 

• Update the Line List of Provisional and Exempt Children form and proofread.  
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The survey will be emailed to you directly and pre-filled with your information.   
You must answer all of the questions to complete the report. The following screenshots 
are included to show you the survey design and the questions you will be asked.  
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How to access a child’s record on the Immunization Registry  
 
We want to make it easy for you determine if a child is up to date with immunizations. 
The Vermont Immunization Registry, or IMR, is a statewide database of immunization 
information. As a licensed or registered child care provider in VT, you may apply for a 
user name and password to access the IMR. With that password, and the written 
permission of a parent, you may look up and print a report that shows if a child is up to 
date with immunizations. 

How do I find the Immunization Registry? 
You can find the Immunization Registry through the Department of Health website. 
Here’s the direct link: http://healthvermont.gov/hc/IMR/index.aspx. If you need 
assistance please call us at 1-888-688-4667. 
 

 
 

How do I get a password? 
To apply for a password, you need to sign a copy of our Confidentiality Agreement, 
which you will find a copy in this manual on page 21.  
Please mail the signed form to:  

Immunization Registry 
PO Box 70 
Burlington VT 05402  

 
We will begin processing these requests on October 1st. 
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How do I use the Immunization Registry? 
Look up a child’s record using their first name, last name, and date of birth. Then open 
the Immunization Registry, and select the Licensed Child Care report. This will display a 
printable list of the different immunization series, and a YES/NO button to show whether 
that child is up to date. 
 
 

 
 

Are all children listed in the Immunization Registry? 
Just about all. Home births and children born out of state can sometimes be delayed in 
getting a record in the registry, but you should find most children you look for. If you 
don’t find a child’s record, you may check again later or ask the parent to give you a 
copy of their child’s record from the doctor.  

Are all immunizations that are given to children listed in the 
Immunization Registry? 
Not in all cases because there can be a delay before the information to gets into the 
registry. You can check again in a week or two to see if more immunizations have been 
added. You can also ask the parent to give you the child’s immunization record. 

What if I have questions? 
The IMR staff can be reached by email at this address: imr@ahs.state.vt.us 
The Immunization Program can be reached by email at 
immunizationprogram@ahs.state.vt.us.  
Please feel free to call us.  
 Password and registry questions: (888)-688-4667 
 Immunization and reporting questions: (800) 640-4374 
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ACCESS AND CONFIDENTIALITY/PRIVILEGE AGREEMENT  
 

To obtain a user name and password, return a signed copy of this form to: 
Immunization Registry, Vermont Dept of Health, 108 Cherry Street, PO Box 70, 

Burlington VT 05402.  
Questions: call (888) 688-4667. 

 
 
STATEMENT TO CHILD CARE PROVIDER  
As a child care provider, you are legally required by 18 VSA § 1121(b) to annually 
confirm that each child wishing to enroll or remain in your child care facility has received 
required immunizations in the prior 12-month period appropriate to age as specified by 
the Vermont Department of Health (VDH).  A parent or guardian must provide you, or 
cause to be provided to you, a record or certificate of immunization issued by a licensed 
health care practitioner or health clinic. 
 
In addition, 18 VSA § 1129(b) provides that childhood immunization registry information 
regarding a particular child may be provided to you upon request so long as you have 
obtained written consent from a parent or guardian.  Access to the registry would also 
allow you to document compliance. Registry information must be kept confidential and 
privileged.  
 
CHILD CARE PROVIDER’S AGREEMENT  
As a child care provider with parental or guardian consent I am entitled to childhood 
immunization registry information regarding the children that I provide child care services 
to, I hereby agree as follows:  
 

1. I will access confidential and privileged information only as needed to perform 
child care services for enrolled children.  

 
2. I will only access information I have a need to know for children enrolled in the 

child care I am affiliated with or operate.  
 

3. I will not in any way divulge a copy, release, sell, loan, review, alter or destroy 
any confidential and privileged information except as properly authorized within 
the scope of my professional activities as a child care provider.  

 
4. I will not misuse confidential and privileged information or treat such information 

carelessly.  
 

5. I will safeguard and will not disclose my access code or any other authorization I 
have that allows me to access confidential and privileged information. I accept 
responsibility for all activities undertaken using my access code and other 
authorization.  
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6. I will report activities by any individual or entity that I suspect may compromise 

the protection and privacy of confidential and privileged information. Reports 
made in good faith about suspect activities will be held in confidence to the full 
extent permitted by law, including the name of the individual reporting the 
activities.  

 
7. I understand that my obligation under this Agreement will continue after 

termination of my privileges and access hereafter are subject to periodic review, 
revision, and if appropriate, renewal.  

8. I understand that I have no right or ownership interest in any confidential and 
privileged information to which I have access. The Department of Health may, at 
any time, revoke my authorization or access to confidential and privileged 
information. 

 
9. I will be responsible for my misuse or wrongful disclosure of confidential and 

privileged information and for my failure to safeguard my access code or other 
authorization access to confidential and privileged information.  

 
10. I understand that failure to comply with this Agreement may also result in loss of 

privileges to access confidential and privileged information.  
 

11. I understand that, under 18 VSA § 1001(d), a confidential public health record 
shall not be:  

 
a. Disclosed or discoverable in any civil, criminal, administrative or other 

proceeding.  
b. Used to determine issues relating to employment or insurance for any 

individual.  
 
I also understand that any person who willfully or maliciously discloses the content of 
any confidential public health record without written authorization or as authorized by law 
shall be subject to a civil penalty of not less then $10,000.00 and not more than 
$25,000.00 and costs and attorneys fees as determined by the Court.  
 
                                                            CHILD CARE PROVIDER:  

DATE: _____________  _______________________________________ 
 (Licensed Child Care Provider Signature) 

  _______________________________________ 
  (Licensed Child Care Provider Name Printed) 

  _______________________________________ 
  (Licensed Child Care Facility Name)  

  _______________________________________ 
  (Mailing Address)  

  _______________________________________ 
  (Email Address) 


