Sample Tickler Systems

Immunization Guidelines for Child Care Facility Operators & School Personnel
Keep Certificates Organized and Current

Childcare facilities/schools are responsible for setting up and keeping an organized  

system for filing immunization certificates and for making sure all certificates are 
current.

Organizing Certificates

Keeping immunization certificates organized makes it easier for a facility/ school to identify unprotected children in case there is a disease outbreak and prevent the spread of infection. It also provides a method for quickly reviewing records.
Any system that works is allowed as long as the required information can be easily located. 
Use a simple tickler filing system for keeping Certificates of Immunization current. The system allows you to easily identify certificates that will expire and notify the parents ahead of time. A simple tickler filing system for childcare facilities and schools may be set up using the following examples.
Sample Tickler Filing System - Schools
Suggested materials needed:

■ A notebook that will contain:

◆ A list of names and birth dates of students who have religious exemptions.
◆ A list of names and birth dates for students who have certificates that will
    expire. The list should have the date of expiration (minus one month) next to
    the student’s name. Use a pencil so this can be easily changed.

◆ Index dividers to indicate calendar month and year of expiration.
Organize the file: Review all immunization certificates, medical and religious exemptions, and process and file in the student’s permanent record as follows:

■ Immunization certificates that are marked “Complete for School” should be filed 
   immediately in the student’s permanent record.

■ Religious Exemptions:

◆ Student’s name and birth date should be entered on a list of students who 
    have a “Religious Exemption.”

◆ The religious exemption should be placed in the student’s permanent record.

■ Student’s name and birth date should be listed in a recall file under the month and 
   year of expiration (minus one month)—or the year a new exemption shall be obtained
   according to state regulation requirements (i.e. 6th grade entry).  Use pencil and these
   dates can be easily changed.    

■ The certificate should be placed in the student’s permanent record.

Keep files current

■ At the beginning of each month, review the names of students listed in that month’s 
   recall file and notify the parents/guardians that a new certificate is due for their child 
   on or before the “Expiration Date” written on the certificate.  
   A certificate is filed under the month and year that it will expire (minus one 

   month).  You will be notifying the parent a month in advance that a new certificate

   needs to be obtained.  (Example:  If certificate expires December 30, file certificate in
   month of November.  This will allow you to notify parents 30 days in advance that

   certificate will expire.)
■ “Medical Exemptions” should also be filed according to the month and year of 

   expiration indicated on the certificate.

■ Document that you notified the parent/guardian, including the dates of notification 
   and any comments 
■ If the new certificate is not available after the expiration date, the child should 
   not be allowed to attend the school until a current certificate is submitted.

■ If a student leaves or transfers to another school, the certificate should be given to the 
   parent/guardian or sent to the new school.

Sample Tickler Filing System - Child Care Facilities
Suggested materials needed:

■ A file box/container or drawer for filing immunization certificates & index tab dividers.
■ Index tab dividers (approximately 17-20 dividers)

■ A notebook that will hold 8.5”x11” paper
■ A current list of all children attending your facility. This list must show where the  

   child’s immunization certificate can be found.
Organize the file: File all certificates alphabetically in the correct tab divider section.

Mark tab sections as follows:

■ Label the 1st index divider as “Action Pending” or “need certificate” file.

(Children who are newly enrolled to child care may have 30 days to provide the

facility with an immunization certificate. You should have the child’s name

and the date s/he enrolled in the facility entered in this file so you can be sure

to obtain a certificate from the parents within 30 days. Those who have been

notified by a letter that their certificate will expire within 30 days need to be

filed in the Action Pending section also.)

■ Label the 2nd divider as “Excluded from Attending” (for persons not allowed to attend  

   until they bring a current certificate to the facility/ school).

■ Label the 3rd-14th dividers as months of the year (January, February, etc.)

A certificate is filed under the month and year that it will expire (minus one 

month) or that a new certificate needs to be obtained. “Medical Exemptions”
should also be filed according to the month and year of expiration indicated on
the certificate.

■ Label the 15th divider as “Next Year or Later”

■ Label the 16th divider as “Exempt” to include “Religious Exemptions”

■ Label the 17th divider as “Complete for School”

Only children who are four years of age or older may have certificates filed in this section.

■ You may choose to have extra dividers for “inactive” certificates or information, such 

   as a copy of the law or rules.

Keep files current

■ For certificates to be valid they must be current. To keep current certificates, the 

   facility has the responsibility of reviewing the files regularly each month.

■ At the beginning of every month, pull the certificates filed under the following (next) 

    month.  30 days before the certificates are due, remind the parents of the “Expiration 
    Date” written on the certificate and that new certificates are due upon expiration.    

    Place the certificates which are about to expire under the section labeled “Action 
    Pending.”  Make a note that you notified the parent/guardian, including dates you

    spoke or gave the parents a letter requesting a certificate and any other comments. 

■ Routinely check the “Action Pending” section. Send home all children whose parents 

   do not bring updated current certificates after the expiration date and 

   place their certificates under the “Excluded from Attending” file.

■ At the beginning of each year, look at all certificates in the section labeled “Next Year 

   or Later.” Place those with expiration dates due within the current year in the section 

   for the appropriate month prior to expiring. Leave the rest in the “Next Year or Later” 
   section. Make sure that all certificates are from children who are currently attending 
   your childcare.  If a child leaves or transfers to another facility, the certificate should 
   be given to the parent/guardian or sent to the new facility. If you must keep a copy of 
   these certificates, file them in a folder labeled “inactive.”

