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Nurse Check-In Procedures 




When Each Family Arrives 
1. Greet children and their parents/caregivers. 
2. Check binder for registration form. 
3. Give children and parents/caregivers their nametags and label for any diaper bags. 
4. Ask parent/caregiver to verify their emergency contact information. 
5. Ask parent/caregiver if their child is taking any medications or has any allergies and 
note below. 
6. Ask parent if they brought the “Special Instructions” form.  Look it over and make any notes for yourself below. Tell parents to give the form to their child’s respite buddy. 
7. Have coordinator/runner take family to assigned classroom where buddies are waiting.

Children on Medications: ___________________________________________________
__________________________________________________________________________________________________________________________________________________

Allergies: ________________________________________________________________
__________________________________________________________________________________________________________________________________________________

Eating/Drinking Instructions:  _______________________________________________
__________________________________________________________________________________________________________________________________________________

Diapering/Toileting Instructions:  ____________________________________________
_________________________________________________________________________
_________________________________________________________________________

Is There Anything Else You Want Us to Know? _________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

Phone Number Parent(s) Can Be Reached at Today: 	__________________________

Parent Signature: __________________________________________________________
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