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Vaccine Coordinator Quick Start Guide

Here are the basic duties to ensure proper vaccine temperature monitoring
and accountability reporting. Accurate and timely completion of these
tasks ensure you will not experience disruptions in vaccine ordering.

DAILY MONTHLY

Download thermometer data, review for, and
respond to any excursions. We recommend that you
do this weekly, but at a minimum, download monthly.

Record the following information

Record minimum and
maximum (coldest and
warmest) temperatures
every morning and then
reset or clear the min/
max readings.

Submit completed temperature logs via your REDCap
portal at the beginning of the month.

earliest expiration dates are used first, then reconcile

Record current and submit monthly inventory report in the IIS.

temperature of storage

units 2x/day (AM/PM). Place orders according to clinic’'s ordering schedule

Take action for

any out-of-range
temperatures (including
out-of-range min/max
readings) following

Need help or more information?

Contact the Childhood Vaccine Program:
* (360) 236-2829

track waste throughout the month. If the monthly
loss was over $2500, email Vaccine Loss Log to

Scan this QR code for a digital copy of
this guide:
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To request this document in another format, call 1-800-525-0127. Deaf or hard of hearing customers, please call 711 (Washington Relay) or


doh.wa.gov/cvp
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-077_VaccineTemperatureMonitoringLog.pdf?uid=63dbdd7dda846
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-708-VaccineTemperatureExcursionGuide.pdf?uid=63dbdd7de13df
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-708-VaccineTemperatureExcursionGuide.pdf?uid=63dbdd7de13df
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-648-SearchAddAdjustReportReconcileInventory.pdf?uid=63f5143be71ed
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-203_RecommendedOrderQuantityCalculationGuidelines.pdf?uid=63dbe16f66da1
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-351-CreateSubmitVaccineOrder.pdf
https://doh.wa.gov/sites/default/files/2022-02/348-208-ROQCalculator.xlsx
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-832-OnlineTransfersGuide.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-511-OnlineReturnsQuickReferenceGuide.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-154_VaccineIncidentForm.pdf
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