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STEPS TO ACCESSING THE SCHOOL MODULE 
 

The following must be in place to gain access to the IIS School Module. 
 

CHECKLIST: 
 

 Send an email to SchoolModule@doh.wa.gov indicating that you are ready to get access to the IIS 

School Module. We will send you the Information Sharing Agreement and Cover page. 
 

 Complete the Information Sharing Agreement 

o Enter the complete name of the district or private school on the top of page 1. 

o Check the box for school, school district and circle the appropriate choice.  

o Complete the contact information on the top of page 5. 

o The district Superintendent or designee, or private school Principal signs as the Agency 

Signatory. 

o The licensed healthcare provider signs as the Provider Signatory.  
 

 Mail the original signed Information Sharing Agreement and Cover to: 

Washington State Department of Health 

Office of Immunization and Child Profile 

PO Box 47843 

Olympia, WA 98504-7843 
 

 Sign the Confidentiality Agreement (Attachment B). One agreement is required for each user. 

Keep these on file at the district or private school. 
 

 You will receive an email from Department of Health for “Next Steps” in accessing the Module 

(after the Information Sharing Agreement is signed and returned). 
 

 Complete the Excel spreadsheet in its original format to populate the student directory 

o A template for this Excel file will be sent to you via email once the Information Sharing 

Agreement is in place.  

o Create a separate spreadsheet for each school. 
 

 Send the student directory spreadsheet to the DOH secure upload site. We will give you this 

information when you let us know the directory is ready. Do not email the file to us since our 

email system is not secure. 
 

 Complete a School Module training and post-test online at www.doh.wa.gov/schoolmodule . 
 

 Request an IIS School Module account. Information on how to request account access will be 

provided upon completion of the School Module training. 
 

 Send an email with your Go Live date to Schoolmodule@doh.wa.gov. After that date the 

information in the IIS School Module will be used by DOH to create you annual immunization 

report. 
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