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Washington State Childhood Vaccine Program
Vaccine Management Plan

Required Vaccine Management Plan

Every provider enrolled in the state childhood vaccine program is required to have all the following components in their Vaccine Management Plan:
· A contact list for the primary vaccine coordinator and at least one backup coordinator with current information
· A document listing proper vaccine storage and handling practices

· A document listing vaccine shipping and receiving procedures
· A document listing the practice’s vaccine emergency plan

· A document listing vaccine ordering procedures

· A document listing how to maintain and control the practice’s vaccine inventory 
· A document listing steps to address vaccine wastage

· Detailed documentation of  vaccine management training within the past year
Templates for all of the required Vaccine Management Plan components are available in this document. Complete and keep these templates near the vaccine storage units in a readily available location to meet this requirement. 
You must review all your vaccine management plans annually or when responsible staff change. Plans should be updated as necessary. This review must be documented on the Annual Review Documentation template.

Vaccine Management Plan
Annual Review Documentation

Practice/Clinic name: ________________________________________
Plan Prepared by: ___________________________________________
Signature, Name, Title

· Review all your vaccine management plans annually or when responsible staff change

· Update as necessary

· Record the review date below

Last reviewed on__________   by _________________________________________

Date




Name
Last reviewed on__________   by_________________________________________

Date




Name

Last reviewed on__________   by_________________________________________

Date




Name

Last reviewed on__________   by_________________________________________

Date




Name

Last reviewed on__________   by_________________________________________

Date




Name

Last reviewed on__________   by_________________________________________

Date




Name
Last reviewed on__________   by_________________________________________

Date




Name

Last reviewed on__________   by_________________________________________

Date




Name

Last reviewed on__________   by_________________________________________

Date




Name

Vaccine Coordinator Contact Information

Contact the vaccine coordinator or backup every time:

· a vaccine shipment arrives

· the vaccine storage refrigerator or freezer temperature is out-of-range

· for any issue that risks the viability of vaccine stock

Vaccine Coordinator and Backup

1.
Name: ___________________________________________


Phone: ___________________________________________

Pager: ____________________________________________

 

2.
Name: ___________________________________________


Phone: ___________________________________________

Pager: ____________________________________________

3.
Name: ___________________________________________


Phone: ___________________________________________

Pager: ____________________________________________

Include names and phone numbers.

Update anytime staff change.
 
Local Health Jurisdiction Immunization Coordinator Contact:
Primary: _____________________________________ 

___________________

Name






Phone

Backup:  _____________________________________ 

___________________

Name






Phone

Vaccine Storage and Handling
Requirements:
· Dorm-style storage units are not allowed for vaccine storage.
· A thermometer with a current certificate of calibration is required in each refrigerator or freezer storing vaccine.

· Thermometers must be digital thermometers, data loggers, or temperature monitoring systems. No other type of thermometer is allowed.

· Thermometers must be placed in a central area of the storage unit.

· One backup thermometer with a current certificate of calibration is required for the practice.
· Maintain refrigerator temperatures between +36o F and +46o F (+2oC and +8oC) and set the unit to approximately +40oF (+5o C) for the best safety margin.

· Maintain freezer temperatures between - 58o F and +5o F (-50oC and -15oC) and set the unit to 0o F (-18oC) for the best safety margin. 
· Temperature logs must be posted on the storage unit and temperatures recorded twice a day. 
· Place a “Do Not Unplug” sign by the electrical outlet used by each storage unit.

· Place a “Do Not Break Circuit” sign on the circuit breaker.
Recommendations:

· Use a digital data logger with a glycol encased probe for temperature monitoring.

· Only the refrigerator portion of a household combination unit should be used for vaccine storage.
· Vaccine should be stored in its original packaging.

· Vaccine with similar packaging should be stored in different areas of the storage unit to avoid confusion and administration errors.

· Only one vial or box of each vaccine type should be open at any one time to prevent vaccine waste. Open vials must be labeled with the date and time it was first opened. 
· Check and rotate the vaccine supply every week so the vaccine with the longest expiration date of each type is behind the vaccine with the shortest expiration date.
· Food or drinks are not allowed in a storage unit for vaccine storage.
· Vaccine should be stored in the middle of the storage unit compartment, with space between vaccines and the side/back of the unit.

· Place water bottles and ice packs in storage units to stabilize temperatures.

· Install locks on vaccine storage units, and place covers on electrical outlets used by the storage units

· Only authorized personnel may access the vaccine supply.

· Post a sign on the storage unit showing what vaccines are stored in the freezer and refrigerator.

· Vaccine shouldn’t be stored in the door, vegetable bins, floor, or under the cooling vents of a storage unit.

· Record Min/Max temperatures each day or save your temperature monitoring data once a week.
Our vaccine storage units: 
Unit 1 Type: {refrigerator or freezer}   Make / Model: _______________ Size: ___________

Unit 1 Thermometer type: __________
Unit 2 Type: {refrigerator or freezer}   Make / Model: _______________ Size: ___________

Unit 2 Thermometer type: __________
Unit 3 Type: {refrigerator or freezer}   Make / Model: _______________ Size: ___________

Unit 3 Thermometer type: __________
Unit 4 Type: {refrigerator or freezer}   Make / Model: _______________ Size: ___________

Unit 4 Thermometer type: __________

{Copy and paste for more units and necessary} 

Vaccine Shipping, Receiving and Transport 
Staff responsible for vaccine receiving and transport:
 _________________________________________________ (primary) 
 _______________________________________________ __ (backup)
When vaccine deliveries arrive:

· Contact the vaccine coordinator, back-up or the person listed above immediately to receive the vaccine shipment.

When receiving a vaccine shipment:

· Examine container and contents for physical damage.
· The package and contents ARE NOT damaged – continue unpacking.
· The package or contents ARE damaged – immediately contact your Local Health Jurisdiction (LHJ) Immunization Coordinator.
· Check the cold chain temperature monitors to see if temperatures are within the recommended range.
· The temperature monitors ARE within range – continue unpacking.
· The temperature monitors ARE NOT within range – immediately:
1. Note the date, time and temperature monitor reading, 

2. Label the vaccine “Do Not Use” and store under proper conditions, and

3. Contact the McKesson Specialty Contact Center immediately: 1-877-836-7123. McKesson must be contacted on the same day the vaccine arrived from the carrier.  For direct ship vaccines, contact your LHJ or the manufacturer.

4. Contact your LHJ Immunization Coordinator
· Crosscheck contents and expiration dates with the invoice. Contact LHJ Immunization Coordinator if you find any discrepancies and record what you find.
· Check the packing list to determine how long the vaccine was in transit. Contact your LHJ Immunization Coordinator if the package was in transit more than 24 hours.
· Receive vaccine online using the Washington Immunization Information System so the IIS inventory is up-to-date and ready for online inventory reporting.
Store vaccine:

· Store all non-frozen vaccine in the refrigerator.
· Store frozen vaccine (Varicella, MMRV, etc.) in the freezer.

· Keep vials and syringes in their original packages until opened.
· Place vaccine with shortest expiration date in front (date closest to today’s date).

· Place vaccine with longest expiration date in back (date furthest from today’s date).
Transporting  Vaccine:

It is critical that vaccine potency is protected by maintaining the cold chain at all times during transport.

· Contact your Local Health Jurisdiction (LHJ) Immunization Coordinator before you transport vaccine. Providers are not allowed to transport vaccine until they receive approval from their LHJ.
· Transporting vaccine is highly discouraged. Providers should only transfer vaccine to prevent vaccine waste or expiration.

Vaccine Transport Minimum Requirements:
· Use either a hard sided cooler or a portable storage unit.

· Keep vaccine boxes in a sealable plastic bag.

· Layer the cooler with conditioned coolant packs and plastic wrap/construction paper.

· Never place vaccine directly on coolant packs.

· Use a valid VFC thermometer or data logger. Place the probe inside the container with the vaccine.
· Stay with the vaccine at all times during transport. Promptly place the vaccine into appropriate storage units upon arrival.

· When transporting vaccines in vehicles, use the passenger compartment and not the trunk.

· Never use any McKesson vaccine transport equipment. Foam containers or blocks are not allowed for provider vaccine transport.

You must follow State guidelines for transport. Refer to the Vaccine Transport Guidelines document found on www.doh.wa.gov/VaccineStorageandHandling for more details.

Our vaccine transport materials are located in room: ____________________.
Vaccine Emergency
What to do if the vaccine storage refrigerator or freezer goes out of safe temperature range:
1.  Keep doors shut and evaluate the situation. Keep calm.

2. Call your Local Health Jurisdiction (LHJ) for direction: 

Day phone number_______________________________ 

Evening number__________________________________

3. If instructed to move vaccine: follow the vaccine transport plan and maintain the cold chain!
A. Use cold packs in insulated hard sided coolers or portable storage units.

B. Place thermometer probe with vaccine to monitor vaccine temperatures.
4. Move vaccine to the designated alternative site (the hospital or morgue or safe refrigerator/freezer in clinic):

A. __________________________________________________________________

Contact name, phone, and address

B. __________________________________________________________________

Contact name, phone, and address

5. CONTACT KEY PERSONS LISTED IN OFFICE FOR EMERGENCY PLAN.

A. __________________________________________________________________
Contact name, phone, and address

B. __________________________________________________________________

Contact name, phone, and address
AT NO TIME SHOULD YOU DISCARD VACCINE.

WAIT FOR DIRECTION FROM YOUR LOCAL HEALTH JURISDICTION.
DO NOT STORE VACCINE AT A PRIVATE RESIDENCE.

Important Phone Numbers:
_______________________________________


________________

Power Company








phone

_______________________________________


________________

Building Manager








phone

_______________________________________


________________

Alarm Company








phone

_______________________________________


________________

Local Hospital








phone

Power Failure:

In the event of a power failure, call _______________________________ to notify them of the power outage and to obtain estimated time it will take to restore power.

If there is a power failure, the backup generator should kick in and continue to supply power to the units until the main power supply returns.

If secondary power (generator) runs for greater than 12 hours, it needs to be shut off and fluid levels checked (oil and water) every 12 hours (as per the generator guidelines).

Natural Disaster:

In the event of a natural disaster, we will: __________________________________________________________________________________________________________________________________________________________________________________________________________________

Refrigerator/Freezer Failure:

In the event that a vaccine storage unit stops working, we will: ____________________________________________________________________________________________________________________________________________

Local Health Jurisdiction Immunization Coordinator Contact:

Primary: _____________________________________ 

___________________

Name






Phone

Backup:  _____________________________________ 

___________________

Name






Phone

Vaccine Ordering
We place orders for state-supplied vaccine using the following process:

· We order using the Washington State Immunization Information System (IIS)
· We place orders every:  {monthly, every-other-month, quarterly, or twice-yearly}. This is our Order Frequency.

· We place orders between the {1st-15th, or 16th-30th} of the month. This is our Order Timing.

· We place orders during the following months (if not on a monthly frequency): ____________________________________________. This is our Order Schedule.

We order enough vaccine so we do not run out but do not order too much or stockpile inventory. We calculate a recommended order quantity by: {IIS, manual calculation}

Manual calculation:  Note your reserve stock target (30 – 45 days’ inventory) plus the doses expected to be administered during the ordering period (e.g., 30 days for a monthly ordering cycle, 60 days for an every other month cycle, etc.). Subtract the current doses in your inventory from the above number to get an approximate order amount.
Reserve Stock Target + Expected Doses Administered – Current Doses = Order Amount

We understand that all our orders are approved by our Local Health Jurisdiction (LHJ). Orders placed outside the above parameters may be denied by our LHJ. We will contact our LHJ immunization coordinator if we have any questions about our order.
Vaccine Inventory Control
· At the time you order vaccine, you should have a 30 to 45 day supply in inventory.

· Maintain inventory to meet your needs but don’t stockpile vaccine. Not having enough vaccine increases the risk of missing vaccination opportunities. Stockpiling vaccine increases the risk of wasting vaccine due to expiration or by a storage incident.
· Account for any special circumstances (kindergarten round-up, special clinic etc.,) resulting in an increased need for vaccine.
· Do a physical count of your vaccine inventory before you order vaccine.
· Complete your monthly accountability report and submit it to your Local Health Jurisdiction (LHJ) as required. Washington State providers use the Immunization Information System (IIS) for online inventory reporting.

· You should account for the doses used from your inventory by submitting the Doses Administered Report to your LHJ each month. Providers use the IIS for online doses administered reporting.
· Rotate your stock every time you do an inventory so that the vaccine closest to expiration is used first every time.
· If you have vaccine expiring within three months and don’t expect to use it all, notify your Local Health Jurisdiction Immunization Coordinator.
A physical count of our inventory is conducted: ___________________

Other practice/clinic specific inventory procedures:    __________________________________ ____________________________________________________________________________________________________________________________________________________________

Vaccine Wastage
 Requirements and Reporting Instructions:
· You must report all instances of expired, spoiled, wasted or transferred vaccines to your Local Health Jurisdiction (LHJ). 
· You must notify your LHJ immediately if you have unusable vaccine because of a storage and handling incident.
· You must remove wasted/expired/spoiled vaccine from storage units with viable vaccine to prevent inadvertent administration.
· You must bag and label all expired/spoiled/wasted vaccine: “DO NOT USE”
· You must return all expired or spoiled vaccine within six months for excise tax credit. Wasted vaccine should be disposed of properly.
· You should contact the appropriate vaccine manufacturer for guidance on determining if vaccine is spoiled based on the parameters of the incident.
· You need to complete the form for all returns and incidents as instructed by your LHJ.

· Send the completed form to your LHJ using the same contact/fax number used for vaccine orders. 
Vaccine Wastage Includes: 
1. Expired: Any vaccine with an expiration date that has passed. See vaccine returns below.
2. Spoiled: Any vaccine exposed to temperatures that exceed the limits of approved cold chain procedures and is deemed non-viable or spoiled due to the temperature excursion. Provider should contact vaccine manufacturer for guidance on determining if vaccine is spoiled based on the parameters of the incident.
3. Wasted: Any vaccine that cannot be used due to spillage, vial breakage, etc. LHJ will determine if the wasted vaccine incident warrants completing a Vaccine Incident Report.
4. Lost or missing: Any vaccine that cannot be accounted for or is missing.
5. Transferring or Borrowing: Any vaccine that has been transferred or borrowed from state supplied inventory to private inventory is considered an incident. Transferring or borrowing  vaccine between public and private stock is not allowed. 
Return Instructions:

We return our unopened expired/spoiled vaccine to ______________________________.

Local Health Jurisdiction Immunization Coordinator Contact:
Primary: _____________________________________ 

___________________

Name






Phone

Backup:  _____________________________________ 

___________________

Name






Phone

Staff Training on Vaccines for Children (VFC) Program
The Centers for Disease Control and Prevention requires primary and back-up immunization coordinators receive training on vaccine storage and handling.  The lead person responsible for VFC status screening must receive training on Vaccines for Children (VFC). 

RESOURCES: The following training activities meet these requirements:

· CDC’s “You Call the Shots” Training - http://www.cdc.gov/vaccines/ed/youcalltheshots.htm. Two training modules:  Vaccine Storage and Handling and VFC.  Continuing education credits are available for each module.
· VFC Provider Compliance Site Visit:  If your clinic receives a site visit, the site visit meets the training requirement. The primary vaccine coordinator should sign the site visit questionnaire.  Staff participating in the site visit should enter their name, the date of the visit and note that it was a site visit on the Clinic Training Plan.
The State must document annual training completion to the CDC for each provider site enrolled in the Childhood Vaccine Program. Your clinic must use the tracking document below to record the initial and annual trainings. Present this record when state or local public health staff request it. Have training records available during provider compliance site visits. 

Training Records (please use additional pages if necessary):
	Staff Name
	Training Type/Name
	Initial Training Date
	Additional Training Dates (minimum annual training required)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Provider Training Requirements for the State Childhood Vaccine Program:

Who should be trained and how often is training required?

· The primary and back-up immunization coordinators should receive training on vaccine storage and handling and about the Program.

· The lead person responsible for maintaining the clinic's VFC Status Screening Policy and assuring all staff conduct VFC status screening according to the policy should receive training about screening and documenting a child’s VFC status.

· They should be trained every year and when newly hired.
How can provider staff meet the training requirement?
· If the provider has a provider compliance site visit:  The site visit meets the training requirement. Be sure the primary and back-up coordinator and the person responsible for VFC Status Screening participate in the site visit as appropriate. Have the staff complete the training plan with their names and the site visit date.
· If the provider is not getting a site visit: They must take training provided by your LHJ or an online training through CDC’s You Call the Shots. The primary and back-up coordinator and person responsible for VFC status screening must complete the training by the end of the year. After completing the training:
· They must keep the certificate of completion on hand for review at the next site visit.
· They must email a copy of the certificate of completion to the OICP Contracts Inbox: OICPContracts@doh.wa.gov 
· They should complete the training plan, with their names and the date of the training.

Storage and Handling: http://www2a.cdc.gov/nip/isd/ycts/mod1/courses/sh/ce.asp
VFC Program: http://www2a.cdc.gov/nip/isd/ycts/mod1/courses/vfc/ce.asp
VACCINE


Protecting It Protects Them!








If you have a disability and need this document in another format, please call 1-800-525-0127 (TDD/TTY 1-800-833-6388).
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