FY 2016-2017 Dental Health Screening Report
Background and Instructions for Use

The FY 2016 – 2016 Dental Health Screening Reports in English and Spanish are available for you to customize.  To assure confidentiality of the families we serve, some procedures and the follow-up/update portions have been changed from previous years.  

· Each child screened must receive a Screening Report.
· All staff must use the attached forms.  Do not use forms from previous years.
· The forms are standardized:
· There is a single version of the Screening Report form.  There is no option for a Dental Update on the Screening Report itself.
· If you use an update/return portion, there is a separate Dental Update form for this.  It is a separate form so the parents can keep the entire Screening Report.
· You must customize the form/s you use with your name and contact information, but not the names of the counties you serve.
· You may customize the top portion with Child/Teacher/School/Date information.
· The remainder of the forms’ content may not be altered.
· There is a long version of the Dental Update for special projects, such as identifying children for Give Kids a Smile! events, which is to be customized to describe the special project.
· All forms must be copied on one side only.  
· We are able to provide forms only in white this year.
· All forms must be approved by the supervisor before printing.

We use customized forms so parents will know who screened their child, who to contact for questions, and to highlight your visibility in the communities you serve.  It also increases the visibility of the Oral Health Section at the local level.  No generic forms will be available to requisition. 


Customizing the FY 2016 -- 2017 Dental Health Screening Forms

Child/School Information
Screening Report:  You may modify the form in the areas highlighted in light yellow.  
Dental Update, short or long versions:  You may modify the in the areas highlighted in light yellow.  Since the parent will be completing this, include the information you will need to track your returned forms.  

Staff Contact Information
The sections of the Screening Report and Short Dental Update forms to be customized with your individual information have text boxes where you may add your information (area highlighted in light yellow.)  Using the MS Word program, place your cursor inside the text box and type in your information.   

Your customized section must include the following:
Name, RDH
Public Health Dental Hygienist
N.C. Oral Health Section
Your contact information, including office phone number and/or cell phone number

Do not include information about safety net clinics in this area.  See “Referral Resources” below for more information.
  
Long Dental Update
The long version of the Dental Update is for special projects, such as identifying children for Give Kids a Smile! events.  Because this form asks the parent to give you considerable personal information, work with your supervisor to customize the box with a description of the event.  The Child/School information at the top of the form may be customized as well.  You may modify the in the areas highlighted in light yellow.  

Referral Resources
Use a Referral Resources sheet if you wish to list safety net clinics or other providers.
If you use a Referral Resources sheet, you should survey all area providers so they have an opportunity to be on the list.  You may highlight non-profit clinics such as health department dental clinics by putting them first on your list.  If you use a Referral Resources sheet, it must be the same color as your other forms, and printed on one side only.  Referral Resources sheets must be approved by your supervisor.

Save Your File(s) and Send to Your Supervisor
Make your modifications and save your file.   Include your name in the file name; e.g., ‘ScreeningReport–yourlastname.doc’.  Then email your file(s) to your supervisor as a draft.  Once your personalized form is approved, your supervisor will email the file to Ty Green.  Ty will print and mail the forms to you.  Please, e-files only, no hard copies.  

[bookmark: _GoBack]When emailing your draft to your supervisor, include the number of copies needed for each document.  If sending more than one form, please include in your email the form number and the number of copies you are requesting for each form.  Order enough copies for this year only.

Locally Printed Forms
Any screening forms you are having printed locally also need to be approved before they are printed.  If you are using a screening form that is produced locally, submit it to your supervisor for approval as described in the paragraph above. 



Preparing the Form(s) to Send Home

Complete the Findings section
The Dental Health Screening Report is designed to explain the information being conveyed to parents and to avoid the appearance of diagnosis.  Consider the following when selecting a box on the Screening Report and recording findings on the Classroom Calibrated Dental Assessment Roster:
· If the child has severe oral hygiene problems, check the “Possible Problems” box on the Screening Report.
· If the child has questionable decay, check the “Questionable Decay” column on the Classroom Calibrated Dental Assessment Roster and check the “Possible Problems” box on the Screening Report.
· If the child has obvious decay and/or pain and infection, check the appropriate column on the Classroom Calibrated Dental Assessment Roster and check the “Your child’s teeth appear to need care” box on the Screening Report.
· If the child needs sealants, check the appropriate column on the Classroom Calibrated Dental Assessment Roster and check the “Ask your dentist about sealants” box on the Screening Report.

Assure Confidentiality
· If you use either the short or long Dental Update, it must be stapled to, and behind, the Screening Report, top right or left.
· If you use a Referral Resources sheet, it must be stapled to, and behind, the Screening Report, top right or left.
· Fold the form(s), so that the top of the Screening Report is visible, and crease it so it will lay flat.  (Hint: to protect your fingers from blisters, use an object such as a pen or other clean flat object to make creases.)
· Seal closed at the top center with tape or staple.


As always, please contact your supervisor if you have questions.
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