


Table 6. Checklist for Contracted Personal Nurses at School
	Checklist for Contracted Personal Nurses at School

	Role
	Responsibilities and Actions

	District Administrator
	· Develop policy and procedures for use of contracted personal nurses 
· Establish contracts and Memorandum of Understanding with contract agency  
· Obtain signatures needed  
· Meet with agency administrator if needed
· Provide an education assistant or any support if the student needs assistance in writing or reading 
· The one-on-one nurse should not be expected to assist the student 

	School Nurse with support from School Administrator
	· Meet with IEP Team (including family); establish need for personal nurse; review procedures with team 
· Complete forms for release of information between family, agency, and school 
· Participate in IEP and develop IHP including plan for personal nurse  Obtain doctor orders and parent authorization for meds, procedures, treatments, and equipment in school  
· Provide training for personal nurse about school health protocols & procedures, including:     
· Assessment of condition and equipment prior to coming to school    
· Responsibility to care for student at all times      
· Health procedure protocols in school (e.g. where procedures will be done)     
· Emergency procedures and response    
· Communication contacts/ communication system with school nurse     
· Sharing of IHP and agency care plans    
· Documentation system and requirements
· Provide training of school staff in back up care, assistance as needed, and roles in emergencies 
· Arrange training of personal nurse by school administrator about protocols and responsibilities, including:
· Chain of command    
· School schedules    
· Campus emergencies and disaster protocols     
· Classroom protocols and responsibilities     
· Transportation protocols (may need involvement of transportation staff)     
· Confidentiality    
· Concept of team in school    
· Only teaching staff communicates educational information to family    
· Personnel rules: No smoking, limit cell phone use, no visitors, etc
· Arrange meeting with teacher to clarify classroom role / train in classroom responsibilities  
· Monitor student health status and personal nurse competency in delivery of care; document  
· Communicate regularly with personal nurse, family, and IEP team regarding student health status and progress

	Responsibilities of Contract Agency
	· Provide personal nurse documentation: credentials, licensure, CPR cert, insurance, criminal check, ID, TB test 
· Provide contact information of agency supervisor  
· Training of personal nurse on special procedures and medical equipment  
· Provide plan for personal nurse call off and substitute personal nurses  
· Share agency plan of care with school nurse (at least every 60 days)  
· Supervision of personal nurse competence and professionalism in the school environment

	Responsibilities of Personal Nurse
	· Ongoing assessment of student and health care equipment maintenance at school  
· Provide competent student care at all times with breaks through the day 
· Only provide nursing services to the student they are contracted to care for
· Communicate condition updates and changes to school nurse 
· Maintain confidentiality according to HIPPA and FERPA for he student they are caring for and other students that they may come in contact with
· Documentation of student health status, meds, treatments, procedures for school and agency  
· Follow school personnel rules and procedures and demonstrate professional behavior


Source: Shannon & Minchella, 2015, p. 79
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