When enrolling a participant into our program use the following steps to ensure
you are entered as Responsible Staff in the following areas:

e Family Services Information
e Enter yourself in the “Case Worker” field
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e Health Information
e Enter yourself as “Agency Worker”
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e Enter yourself as “Responsible Staff”

w Immunizations
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e Additional Info
e Enter yourself as “Responsible Staff”
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e Mental Health Info
e Enter yourself as “Responsible Staff”
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e Education Information
e Enter yourself as “Responsible Staff”
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