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Responsibilities:

+ Plans workflow and workspace

+ Ensures proper vaccine handling, storage, administration and
temperature monitoring equipment.

+ Obtains standing orders from a physician authorizing the
administration of vaccines by qualified health care
professionals, eligible under state law
Determines who can provide vaccinations in your setting
Obtains needed paperwork, materials, supplies
Promotes awareness of upcoming clinic in the community
Arranges for staff training and requests access to ASIIS

Coordinator will:
« Orient the staff on the overall purpose, function and flow of
the immunization clinic

* Instruct staff and assess competency of their respective
roles and responsibilities

Clinic Coordinator
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Greeter Responsibilities

Greets clients at entrance

Provides health screening checklist to clients
Reviews completed heath screening checklist
Informs clients based on health screening
checklist if he/she can participate in event
Explains clinic workflow and guidelines (ie.,
social distancing, wearing facial mask)
Provides required paperwork (consent
forms, HIPAA)

Greeter
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Clerical Staff Responsibilities

+ Reminds clients to follow health clinic
guidelines (ie, COVID-19)

+ Ensures consent forms are completedin
their entirety and correctly

* Verifies health insurance information

* Requests immunization records

* *Prints immunization records from ASIIS

+ "Adds new client into ASIIS database if not
found in the online system

Clerical Staff

“if access to ASIIS is available
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Medical Staff Responsibilities

Reinforces health clinic guidelines
Reviews completed consent forms

Provides immunization contraindication health
screening checklist to client

Educates clients on benefits and risks of
vaccinations

Officer Vaccine Information Statement to each
client for each vaccine, per federal law

Answers questions or concerns regarding vaccine
Orders appropriate vaccine(s)

Prepares and administers vaccinations

Dates and stamps immunization records

Provides First Ald when needed

Medical Staff





