[Insert school letterhead here]


Incomplete Immunization Documentation - SAMPLE LETTER

 [INSERT DATE]

Dear Parent or Guardian of [INSERT CHILD’S FULL NAME]: 
Washington State law (RCW 28A.210.080) requires that all children enrolled at a public or private school must have documentation of the required immunizations or an exemption in order to attend school, preschool, or child care, including those attending an alternative school program such as Running Start, vocational technical school or virtual school. The immunization records must be on file at the school, preschool or child care on or before the first day of attendance.
 There is no Certificate of Immunization Status or Certificate of Exemption form on file for your child. 

The Certificate of Immunization Status form we have on file is missing the following immunizations: 

	 DTaP dose #1
	 Polio dose #1
	 MMR dose #1
	 Hep B dose #1
	 Hib dose #1
	 PCV dose #1

	 DTaP dose #2
	 Polio dose #2
	 MMR dose #2
	 Hep B dose #2
	 Hib dose #2
	 PCV dose #1

	 DTaP dose #3
	 Polio dose #3
	
	 Hep B dose #3
	 Hib dose #3
	 PCV dose #3

	 DTaP dose #4
	 Polio dose #4
	 Varicella dose #1
	
	 Hib dose #4
	 PCV dose #4

	 DTaP dose #5
	
	 Varicella dose #2
	
	
	

	 Tdap dose #1
	
	
	
	
	


Notes: 












Documentation of the missing immunizations or an exemption must be turned in before your child can start school/child care on [INSERT DATE]. Valid documentation includes medical records showing vaccination, evidence of immunity to the disease the vaccine prevents, or a completed Certificate of Exemption (COE) form.

Vaccine series doses are spread out among minimum intervals, so some children may have to wait a period of time before finishing their vaccinations. If on the date above your child is waiting for the minimum valid date of the next vaccine dose your child may be eligible to start school/child care in Conditional Immunization Status. If you think this applies to your child, please contact me at the number below.
What do vaccines cost?

In Washington, all children under age 19 can get free vaccines from their health care provider. Providers may charge an office visit fee and a fee to give the vaccine, called an administration fee. If you cannot pay the administration fee, you can ask your health care provider to waive the cost.
Where do I get more information?  Where do I get forms?

For more information about immunization requirements, including links to the forms mentioned above, visit https://www.doh.wa.gov/SCCI.  You can reach us at [INSERT PHONE #] for help or more information.

Sincerely,

[INSERT NAME, TITLE OF EMPLOYEE AND NAME OF SCHOOL]
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To request this document in another format, call 1-800-525-0127. Deaf or hard of 
 



hearing customers, please call 711 (Washington Relay) or email 
 



doh.information@doh.wa.gov.
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