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Lead Agency: 
Outagamie County Health & Human Services, 
Public Health Division: (920) 832-5100





    Coordinator:  Sarah Rhone RN, BSN




    Fax #: (920)-832-4924





    E-mail:  sarah.rhone@outagamie.org

Buckle-Up Report Procedure
Updated 8/30/2019
(Fiscal year 2019:  July 1, 2019-June 30, 2020)
Checklist forms are due (should be mailed 1 week prior to assure delivery by due date):

Quarter 1:  November 2019    (For months of July-September 2019)
Quarter 2:  February 2020 
(For months of October-December 2019) 
Quarter 3:  May 2020

 (For months of January-March 2020)
Quarter 4:  August 2020
(For months of April-June 2020)
Procedure:
1.)  All Child Passenger Safety forms should be sent to the Safe Kids Fox Valley (SKFV) Coordinator by the first week after each quarter.

2.)  Review all forms; verifying all information on forms is filled out as accurate and as much as possible.  Make sure to white-out any extra markings and fill in bubbles that are partially filled.
3.)  Count total number seats checked (front and back sides) with each Fitting Station/Check-up event and compare it to the cover sheet for accuracy.  If there are any changes on the cover sheet, please fax the coordinator a new, "correct" cover sheet, with revised written on the top.
4.)  Keep in mind an original Buckle Up cover sheet should have been e-mailed or faxed right after the event, as the coordinator needs to enter these numbers in the management tool.  Events need to be entered within 2 weeks and Fitting Stations need to be entered monthly.  Calumet cannot be registered on the management tool as a routine fitting station because the dates fluctuate, therefore they all have to be registered as events.  (Buckle Up sheet attached)
Standard Hours:

Grand Chute Fire Station: 4 hours

Town of Menasha Fire Department:  3 hours

Winnebago County Sherriff's Office (WCSO): 3 hours

Brillion City Hall and Calumet County Courthouse have varying hours on their cover sheets.

Safe Kids Coordinator

Complete the SKBU Report on the management tool (Timeframe is listed in #4 above).
To complete the online report, go to https://www.safekidsweb.org/Account/Login?ReturnUrl=%2F
User Name: XXXXX Password: XXXXXWI
Go to “Car Safety”, then “Activity” choose event registry or inspection stations.  Under “Actions” go to evaluation and complete evaluation (This information is on the Buckle Up forms from each event or Fitting Station).  All events and fitting stations need to be registered at the beginning of each year.  Fitting Stations should roll over just remember to make any updates.
Make sure to save/submit each evaluation.
Each quarter, complete the “Checklist” form cover sheet (Attached).  

Place all forms with cover pages (Include cover sheet) and mail to:

Romil Benoit
IBS Enterprises, INC
1730 S Federal Hwy, 278

Delray Beach, FL 33483

Give to System Support to mail.
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