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All workflows must follow CDC and State regulations.  Vaccine administration must follow manufacturers’ guidelines.All workflows must follow CDC and State regulations.  Vaccine administration must follow manufacturers’ guidelines.

Identify COVID-19 Vaccine Task Force

Complete handling 

and administration  

training

Configure vaccine 

administration 

location

Identify population 

for administration

Identify individuals 

for staffing 

Notify individuals 

of roles and 

responsibilities

Identify locations/  

security 

assessment for

Vaccination Administration

Receipt and storage of vaccine

Receipt and storage of supplies

Outreach to 

eligible population 

to schedule 

vaccination 

appointment. 

This workflow does not encompass all of the COVID-19 Vaccine Task Force responsibilities

Patient must understand Vaccine scheduling requirements: scheduling:
Individuals receiving the vaccine must be:
    •In age group approved for administration based on the vaccine formulation to be given 
    •not acutely ill
Vaccine recipients need:
Both doses from the same manufacturer
   •To ensure clothing worn allows for easy and modest exposure of shoulder

To understand
•Potential post-administration side effects
•The time taken for administration (including 15’ wait time post-administration)
•That there is no cost to patient for the vaccine
•The location and contact information for the clinic/scheduling 
•Guidance for appointment cancellation 
•How to access electronic registration if available

Connect with appropriate 

scheduling source or 

provide information about 

walk-in vaccine locations 



Clinical Operational Workflow for COVID-19 Vaccination Administration – Step 2 – Indoor Vaccine ClinicClinical Operational Workflow for COVID-19 Vaccination Administration – Step 2 – Indoor Vaccine Clinic
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All workflows must follow CDC and State regulations.  Vaccine administration must follow manufacturers’ guidelines.All workflows must follow CDC and State regulations.  Vaccine administration must follow manufacturers’ guidelines.

Arrival at 

designated facility 

entrance

Follow Ministry 

protocols for building 

entry screening 

• Follow standard 

injection protocol

• Have anaphylaxis 

kit at hand

Vaccine preparation as 

per manufacturers’ 

instructions

LINK:

Refer to detailed 

Registration and 

Informatics 

Workflow

LINK:

Refer to detailed 

Registration and 

Informatics 

Workflow

For all in-facility vaccinations, please consult with Engineering and Infection Prevention regarding proper air flow, PPE, and social distancing

Complete 

appropriate 

screening at arrival 

per facility protocol 

• Confirm registration

• Patient Registration, Acknowledgement & 

Consent Form

• Emphasize that COVID-19 vaccine is a two 

shot series

Patient proceeds to  

socially distanced 

waiting area

Confirm that information on  

Patient Registration, 

Acknowledgement & 

Consent and patient match.  

Obtain syringe and 

supplies (alcohol 

wipe, sterile gauze, 

band aid)

Inject vaccine into 

deltoid

Direct patient to 

waiting area

Seated in socially 

distanced waiting 

area for 15 minute 

waiting period 

(consider use of 

timer)

Collect Patient 

Registration, 

Acknowledgement 

& Consent from 

patient, instruct to 

keep patient 

education packet

Patient passed 

screening, follow 

way finding to 

check-in/

registration 

process

LINK:

Trinity Health 

COVID-19 

Vaccination Storage 

and Handling SOP

LINK:

Trinity Health 

COVID-19 

Vaccination Storage 

and Handling SOP

At 15 minute mark patient is 

discharged from clinic

Dilute and draw up 

vaccine into 

syringe with  

needle length 

appropriate to 

patient size 

Staffing

Process

Technology

Space

Legend

LINK:

Indoor 

Vaccination Site 

Setup guidance

LINK:

Indoor 

Vaccination Site 

Setup guidance

Confirm vaccine 

eligibility

LINK:

Trinity Health Patient 

Registration, 

Acknowledgement & 

Consent Form

LINK:

Trinity Health Patient 

Registration, 

Acknowledgement & 

Consent Form

Note: If the facility does not have screening at entry, screening must be 

conducted prior to vaccine administration clinic location entrance.  If you 

cannot control the in and out of vaccine candidates and keep them 

sequestered from other populations then temperature screening will be 

required per the CDC guidelines.

Does the patient have a 

history of anaphylaxis?

Observe patient for 30 minutes 

prior to discharge from clinic
Adverse reactions including administration errors and serious 

events even if thought unrelated to vaccine must be reported  

to VAERS online, by fax, or by telephone.

Updated Link 

(left)

hhttps://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/process-vaccination-registrationiand-informatics.pdf
hhttps://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/process-vaccination-registrationiand-informatics.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-th-storage-and-handling-covid-19-vaccines.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-th-storage-and-handling-covid-19-vaccines.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-indoor-set-up-vaccination-guidance.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-indoor-set-up-vaccination-guidance.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/th-vaccine-registration-and-acknowledgement-form.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/th-vaccine-registration-and-acknowledgement-form.pdf


Clinical Operational Workflow for COVID-19 Vaccination Administration – Step 2 – Outdoor Vaccine ClinicClinical Operational Workflow for COVID-19 Vaccination Administration – Step 2 – Outdoor Vaccine Clinic
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All workflows must follow CDC and State regulations.  Vaccine administration must follow manufacturers’ guidelines.All workflows must follow CDC and State regulations.  Vaccine administration must follow manufacturers’ guidelines.

Patient follows 

signage to arrive 

by vehicle at 

greeter/check-in  

station

Demographic 

information required for 

state registry

• Follow standard 

injection protocol

• Have 

anaphylaxis kit 

at hand

At 15 minute mark patient is 

discharged from parking lot

Vaccine preparation as 

per manufacturers’ 

instructions

LINK:

Refer to Refer to 

detailed 

Registration and 

Informatics 

Workflow

LINK:

Refer to Refer to 

detailed 

Registration and 

Informatics 

Workflow

At all times patients must be masked and remain in their vehicle

Is the patient 

pre-registered?

Check-in gives patient paperwork, 

clipboard, pen, or, if automated,  

iPad.  Clean materials between 

use.   

Patient is directed 

to designated area 

for paperwork 

completion

• Confirm registration

• Patient Registration, 

Acknowledgement & Consent Form 

and Trinity packet provided to patient

• Emphasize that COVID-19 vaccine 

is a  two shot series

Patient completes 

screening 

questionnaire

Yes

No

Confirm that information 

on  Patient Registration, 

Acknowledgement & 

Consent and patient 

match.  

Obtain pre-drawn 

syringe and 

supplies (alcohol 

wipe, sterile 

gauze, bandaid)

Inject vaccine into 

deltoid

Patient is directed  to 

remain in car for 15 

minute waiting period 

with car door 

unlocked.  Patient to 

honk horn if they are 

not feeling well.

Dilute and draw up 

vaccine into 

syringe with  

needle length 

appropriate to 

patient size 

Collect Patient 

Registration, 

Acknowledgement 

& Consent from 

patient, instruct to 

keep patient 

education packet

Patient directed to park 

car in designated 

parking spot

Staffing

Process

Technology

Space

Legend

LINK:

Trinity Health 

COVID-19 

Vaccination Storage 

and Handling SOP

LINK:

Trinity Health 

COVID-19 

Vaccination Storage 

and Handling SOP

LINK

Trinity Health COVID-19 

Drive Through Vaccination 

Site Setup Guidance

LINK

Trinity Health COVID-19 

Drive Through Vaccination 

Site Setup Guidance

LINK:

Trinity Health Patient 

Registration, 

Acknowledgement & 

Consent Form

LINK:

Trinity Health Patient 

Registration, 

Acknowledgement & 

Consent Form

Does the patient have a 

history of anaphylaxis?

Observe patient for 30 minutes 

prior to discharge from parking 

lot

Adverse reactions including administration errors and serious 

events even if thought unrelated to vaccine must be reported  

to VAERS online, by fax, or by telephone.

https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/process-vaccination-registrationiand-informatics.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/process-vaccination-registrationiand-informatics.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-th-storage-and-handling-covid-19-vaccines.docx
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-th-storage-and-handling-covid-19-vaccines.docx
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-drive-thru-immunization-guidance.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/logistics-drive-thru-immunization-guidance.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/th-vaccine-registration-and-acknowledgement-form.pdf
https://www.trinity-health.org/covid-19-resources/_assets/documents/clinical-guidance/vaccine/guidebook/th-vaccine-registration-and-acknowledgement-form.pdf
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