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COVID-19 Vaccine Provider Guidance Appendix 

Published January 5, 2021 | Updated June 25, 2021 

Appendix 1 – EUA 
Fact Sheet for 
Recipients and 
Caregivers – Pfizer 

Pfizer-BioNTech COVID-19 Vaccine | FDA 

 
Appendix 2 – EUA 
Fact Sheet for 
Health Care 
Providers 
Administering 
Vaccine – Pfizer 

Pfizer-BioNTech COVID-19 Vaccine | FDA 

Appendix 3 – FDA 
Letter of 
Authorization – 
Pfizer 

Pfizer-BioNTech COVID-19 Vaccine | FDA 

Appendix 4 – V-safe 
Information Sheet 

V-safe Print Resources | CDC 

Appendix 5 – V-safe 
poster 

V-safe Print Resources | CDC 

Appendix 6 – 
Product Information 
Guide for COVID-19 
Vaccines and 
Associated Products 

Product Information Guide   

Appendix 7 – COVID-
19 Vaccine 
Readiness Checklist 

https://files.nc.gov/covid/organization_readiness_checklist_vfinal.docx 

Appendix 8 – Pfizer 
Storage and 
Handling Checklist 

Product Storage and Dry Ice | CVDvaccine-US.com (cvdvaccine-us.com) 

Appendix 9 – Pfizer 
Storage and 
Handling Overview 

Please see below 

Appendix 10 – Bulk 
upload template 

https://files.nc.gov/covid/recipient_bulk_upload_file.csv 

Appendix 11 – EUA 
Fact Sheet for 
Recipients and 

Moderna COVID-19 Vaccine | FDA 

https://www.fda.gov/media/144414/download
https://www.fda.gov/media/144413/download
https://www.fda.gov/media/144412/download
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/safety/vsafe/printresources.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/safety/vsafe/printresources.html
https://immunize.nc.gov/providers/ncip/pdf/321629-V_VTF_ProductInfoGuide_05_06_2021.pdf
https://files.nc.gov/covid/organization_readiness_checklist_vfinal.docx
https://www.cvdvaccine-us.com/product-storage-and-dry-ice
https://files.nc.gov/covid/recipient_bulk_upload_file.csv
https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/moderna-covid-19-vaccine
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Caregivers – 
Moderna 

Appendix 12 – EUA 
Fact Sheet for 
Providers – 
Moderna 

Moderna COVID-19 Vaccine | FDA 

Appendix 13 – 
Storage and 
Handling Overview 
Moderna 

https://www.modernatx.com/covid19vaccine-eua/providers/storage-handling.pdf 

Appendix 14 - 
Sample/Template 
LHD Standing Order 
for Moderna COVID-
19 Vaccine & Pfizer-
BioN Tech COVID-19 
Vaccine 

Please see below 

Appendix 15 – FDA 
Letter of 
Authorization for 
Moderna 

Moderna COVID-19 Vaccine | FDA 

Appendix 16 – CDC 
Moderna Standing 
Order 

https://www.cdc.gov/vaccines/covid-19/info-by-
product/moderna/downloads/standing-orders.pdf 

Appendix 17 – CDC 
Pfizer Standing 
Order 

https://www.cdc.gov/vaccines/covid-19/info-by-
product/pfizer/downloads/standing-orders.pdf 

Appendix 18 – CDC 
Pre-Vaccination 
Checklist English and 
Spanish Version for 
COVID-19 Vaccines 

English: Vaccine Administration: Intramuscular (IM) injections: Adults 19 years of age 
and older (cdc.gov) 
Spanish: https://www.cdc.gov/vaccines/covid-19/downloads/pre-vaccination-
screening-form-sp.pdf 

Appendix 21 – 
COVID-19 Vaccine 
Temperature Log 
Celsius 

https://www.cdc.gov/vaccines/covid-19/info-by-
product/moderna/downloads/temp-log-freezer-storage-celsius.pdf 

Appendix 22 – 
COVID-19 Vaccine 
Temperature Log 
Fahrenheit 

https://www.cdc.gov/vaccines/covid-19/downloads/refrigerator-storage-logger-
fahrenheit.pdf 

https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/moderna-covid-19-vaccine
https://www.modernatx.com/covid19vaccine-eua/providers/storage-handling.pdf
https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/moderna-covid-19-vaccine
https://www.cdc.gov/vaccines/covid-19/info-by-product/moderna/downloads/standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/moderna/downloads/standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/pfizer/downloads/standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/pfizer/downloads/standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/pre-vaccination-screening-form.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/pre-vaccination-screening-form.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/pre-vaccination-screening-form-sp.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/pre-vaccination-screening-form-sp.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/moderna/downloads/temp-log-freezer-storage-celsius.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/moderna/downloads/temp-log-freezer-storage-celsius.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/refrigerator-storage-logger-fahrenheit.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/refrigerator-storage-logger-fahrenheit.pdf
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Appendix 23 – 
Recipient Portal 
Username 

cvms_recipient_portal_reset_password_job_aid.pdf (nc.gov) 

Appendix 24 – CVMS 
Recipient Portal 
Reset Password Job 
Aid 

cvms_recipient_portal_reset_password_job_aid.pdf (nc.gov) 

Appendix 25 – CVMS 
Offline Appointment 
Scheduling User 
Guide 

CVMS Offline Operations (Bottom of Page) 

Appendix 26.1 – 
DEEPER DIVE:  
Group 1. Health 
Care Workers & 
Long-Term Care 
Staff and Residents 

https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-1.pdf 

Appendix 26.2 – 
DEEPER DIVE:  
Group 2 – Older 
Adults 

https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-2.pdf 

Appendix 26.3 – 
DEEPER DIVE:  
Group 3 – Essential 
Front-Line Workers 

https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-3.pdf 

Appendix 28 – 
Medical 
Management of 
Vaccine Reactions in 
Adults in a 
Community Setting 

https://immunize.org/catg.d/p3082.pdf 

Appendix 29 – FACT 
SHEET:  Pfizer-
BioNTech 

Pfizer-BioNTech COVID-19 Vaccine | FDA 

Appendix 30 – FACT 
SHEET:  Moderna 

Moderna COVID-19 Vaccine | FDA 

Appendix 31 – 
DEEPER DIVE: Group 
4 – Adults at High 
Risk for Exposure 
and Increased Risk 
of Severe Illness 

https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-4.pdf 

https://files.nc.gov/covid/documents/COVID-Immunization/cvms_recipient_portal_reset_password_job_aid.pdf
https://files.nc.gov/covid/documents/COVID-Immunization/cvms_recipient_portal_reset_password_job_aid.pdf
https://covid19.ncdhhs.gov/vaccines/providers/covid-19-vaccine-management-system-cvms
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-1.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-2.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-3.pdf
https://immunize.org/catg.d/p3082.pdf
https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/pfizer-biontech-covid-19-vaccine#additional
https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/moderna-covid-19-vaccine
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-4.pdf
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Appendix 36 – Tip 
Sheet for Selfie 
Video on COVID-19 
Vaccination. 

https://files.nc.gov/covid/documents/vaccines/NC-Vaccine-Selfie-Video-Tip-
Sheet.pdf 

Appendix 38 – 
COVID-19 
Community Based 
Vaccination Events: 
Best Practices. 

Please see below 

Appendix 39 - CDC 
COVID-19 
Vaccination Program 
Provider Agreement 

Please see below 

Appendix 40 – 
Vaccine Letter to 
County Leaders 

Please see below 

Appendix 41 – FDA 
Letter of 
Authorization for 
Janssen (Johnson & 
Johnson) 

https://www.fda.gov/media/146303/download 

Appendix 42 – EUA 
Fact Sheet for 
Recipients and 
Caregivers for 
Janssen (Johnson & 
Johnson) COVID-19 
Vaccine 

https://www.fda.gov/media/146305/download 

Appendix 43 – EUA 
Fact Sheet for 
Health Care 
Providers 
Administering 
Vaccines for Health 
Care Providers 
Administering 
Vaccine for Janssen  
(Johnson & Johnson) 
COVID-19 Vaccine 

https://www.fda.gov/media/146304/download 

Appendix 44 - NC 
State Health 
Director’s Statewide 

https://files.nc.gov/covid/documents/guidance/vaccinations/Statewide-COVID-19-
Vaccine-Standing-Order.pdf 

https://files.nc.gov/covid/documents/vaccines/NC-Vaccine-Selfie-Video-Tip-Sheet.pdf
https://files.nc.gov/covid/documents/vaccines/NC-Vaccine-Selfie-Video-Tip-Sheet.pdf
https://www.fda.gov/media/146303/download
https://www.fda.gov/media/146305/download
https://www.fda.gov/media/146304/download
https://files.nc.gov/covid/documents/guidance/vaccinations/Statewide-COVID-19-Vaccine-Standing-Order.pdf
https://files.nc.gov/covid/documents/guidance/vaccinations/Statewide-COVID-19-Vaccine-Standing-Order.pdf
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Standing Order for 
FDA Authorized 
COVID-19 Vaccine 
Administration of 
Pfizer-BioNTech and 
Moderna 

Appendix 45 - CVMS 
Organization Portal 
email template for 
vaccine providers to 
use to invite 
organizations  

Please see below 
 

Appendix 46 - CVMS 
Organization Portal 
email templates for 
organizations to use 
to inform employees 

Please see below 

Appendix 47 Janssen 
(Johnson &Johnson) 
Storage and 
Handling Summary 
 

https://www.cdc.gov/vaccines/covid-19/info-by-
product/janssen/downloads/janssen-storage-handling-summary.pdf 
 

Appendix 48 Janssen 
(Johnson & Johnson) 
COVID-19 Vaccine 
Transporting 
Vaccine for 
Vaccination Clinics 
Held at Satellite, 
Temporary, or Off-
Site Locations 
 

https://www.cdc.gov/vaccines/covid-19/info-by-
product/janssen/downloads/janssen-transportation-guidance.pdf 
 
 

Appendix 49 
Transport 
Temperature Log 
When Transporting 
Vaccine Refrigerated 
Temperatures 
 

https://www.cdc.gov/vaccines/covid-19/downloads/transport-temperature-log.pdf 
 

Appendix 50 – NC 
State Health 
Director’s  Statewide 

https://files.nc.gov/covid/documents/guidance/vaccinations/Statewide-Standing-
Order-COVID-19-Vaccine-Johnson-Johnson.pdf 

https://www.cdc.gov/vaccines/covid-19/info-by-product/janssen/downloads/janssen-storage-handling-summary.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/janssen/downloads/janssen-storage-handling-summary.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/janssen/downloads/janssen-transportation-guidance.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/janssen/downloads/janssen-transportation-guidance.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/transport-temperature-log.pdf
https://files.nc.gov/covid/documents/guidance/vaccinations/Statewide-Standing-Order-COVID-19-Vaccine-Johnson-Johnson.pdf
https://files.nc.gov/covid/documents/guidance/vaccinations/Statewide-Standing-Order-COVID-19-Vaccine-Johnson-Johnson.pdf
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Standing Order for 
FDA Authorized  
COVID-19 Vaccine 
Administration of 
Janssen (Johnson & 
Johnson) 
 

Appendix 51 – 
Strategies to Fill 
COVID-19 Vaccine 
Appointments 
 

Please see below 
 

Appendix 52 – 
COVID-19 Vaccines- 
Pregnancy, 
Breastfeeding, and 
Fertility:  What You 
Need to Know 
 

https://covid19.ncdhhs.gov/media/2567/open 

Appendix 53: 
Janssen (Johnson & 
Johnson) COVID-19 
Vaccine Standing 
Orders (CDC) 
 

https://www.cdc.gov/vaccines/covid-19/info-by-
product/janssen/downloads/Janssen-Standing-Orders.pdf  
 

Appendix 54: Pfizer 
COVID-19 Vaccine 
Approved for Teens 
(flyer) 

https://covid19.ncdhhs.gov/media/2761/open 

Appendix 55: 
Frequently Asked 
Questions About 
COVID-19 
Vaccination (CDC) 
 

https://www.cdc.gov/coronavirus/2019-ncov/vaccines/faq.html 
 

Appendix 56: COVID-
19 Vaccination 
Coding and Billing 
Resources 

https://covid19.ncdhhs.gov/media/3139/download?attachment 
 

Appendix 57: COVID-
19 Vaccine 
Transport Guidance 

https://covid19.ncdhhs.gov/media/3070/download?attachment 
 

https://www.cdc.gov/vaccines/covid-19/info-by-product/janssen/downloads/Janssen-Standing-Orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/janssen/downloads/Janssen-Standing-Orders.pdf
https://covid19.ncdhhs.gov/media/2761/open
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/faq.html
https://covid19.ncdhhs.gov/media/3139/download?attachment
https://covid19.ncdhhs.gov/media/3070/download?attachment
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Appendix 58: COVID-
19 Response Vaccine 
Provider Toolkit 

https://covid19.ncdhhs.gov/media/3142/download?attachment 
 

 

Appendix 9 – Pfizer Storage and Handling Overview 

As of 12/6/2020

https://covid19.ncdhhs.gov/media/3142/download?attachment
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Appendix 14 - Sample/Template LHD Standing Order for Moderna COVID-19 Vaccine & 

Pfizer-BioN Tech COVID-19 Vaccine 

 

Sample/Template LHD Standing Order for Moderna COVID-19 Vaccine 

 

This Standing Order (SO) is for Registered Nurses (RN’s) and Licensed Practical Nurses (LPN’s) functioning 

as vaccination providers and practicing in local health departments in North Carolina to administer Moderna 

COVID-19 Vaccine authorized by the FDA through an Emergency Use Authorization (EUA) in accordance with 

the current Phase of Vaccination and conditions of this order.   

 

COVID-19 Testing 

Condition or 

Situation  

Patients (recipients of vaccine), 18 years of age and older, who present requesting 

and consent to Moderna COVID-19 Vaccine and who meet the vaccination criteria in 

the current Phase of Vaccination or any of the previous phases and have legal and 

decisional capacity to consent to the vaccine. 

Assessment Criteria 
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Assessment 

Criteria 

Patients shall be vaccinated with Moderna COVID-19 Vaccine based on: 

1. the conditions of this order 

2. no history of complete 2-dose COVID-19 vaccination, regardless of brand.  

3. meeting at least one of the criteria listed in the vaccination priority criteria 

defined by the current Phase of Vaccination or any previous phases indicated 

at https://covid19.ncdhhs.gov/vaccines.  

Plan of Care 
Actions 1. Patient Education and Data Collection 

a. Prior to patients receiving the Moderna COVID-19 Vaccine, the nurse shall 

i. Communicate to the recipient or their caregiver information consistent with 

the Fact Sheet for Recipients and Caregivers (and provide a copy or direct 

the individual to the website www.modernatx.com/covid19vaccine-eua to 

obtain the Fact Sheet) prior to the individual receiving the Moderna 

COVID-19 Vaccine.  Note: Providers need to ensure the most current 

version of this document by visiting 

https://www.modernatx.com/covid19vaccine-eua/.  Information 

communicated must include: 

• FDA has authorized the emergency use of the Moderna COVID-19 

Vaccine, which is not an FDA-approved vaccine.  

• The recipient or their caregiver has the option to accept or refuse the 

Moderna COVID-19 Vaccine.  

• The significant known and potential risks and benefits of the Moderna 

COVID-19 Vaccine, and the extent to which such risks and benefits are 

unknown.  

• Information about available alternative vaccines and the risks and 

benefits of those alternatives 

ii. Providers should counsel Moderna COVID-19 vaccine recipients about 

expected local and systemic reactions. 

iii. Provide anticipatory guidance regarding vaccination to the patient, which at 

a minimum shall include where, how, and when to obtain the second 

COVID-19 vaccination. 

2. COVID-19 Pre-Vaccination Procedures 

a. Review Contraindications for Use of this Order section of this standing 

order before administering the COVID-19 vaccine. 

b. Instruct patients with bleeding disorders or who take blood thinners to 

consult with their medical provider who is familiar with their bleeding risk to 

determine if the patient can receive an intramuscular injection with 

reasonable safety.  Once the patient presents written documentation that 

the patient’s medical provider advises that the patient can receive the 

vaccine, administer the vaccine using a 23 gauge or smaller caliber needle, 

followed by firm pressure on the site, without rubbing, for at least 2 

minutes. 

c. Instruct patients who have received passive antibody therapy as treatment 

for COVID-19 that as a precautionary measure to avoid interference of the 

https://covid19.ncdhhs.gov/vaccines
http://www.modernatx.com/covid19vaccine-eua
https://www.modernatx.com/covid19vaccine-eua/
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antibody treatment with vaccine-induced immune responses, COVID-19 

vaccination will be deferred for at least 90 days.   

d. Instruct patients who are immunocompromised that the vaccine might be 

less effective than in someone who is immunocompetent. 

e. Instruct patients who are pregnant or lactating that these conditions are not 

contraindications to the current COVID-19 vaccine and may choose to get 

vaccinated.  Available data on Moderna COVID-19 Vaccine administered to 

pregnant women are insufficient to inform vaccine-associated risks in 

pregnancy.  Encourage women who are pregnant and receive the vaccine 

to Women who are vaccinated with Moderna COVID-19 Vaccine during 

pregnancy to enroll in the Pregnancy Exposure Registry by calling 1-866- 

MODERNA (1-866-663-3762).  Data are not available to assess the effects 

of Moderna COVID-19 Vaccine on the breastfed infant or on milk 

production/excretion.  

f. Consent must be obtained from the patient or the patient's legally 

authorized representative. North Carolina, G.S. 90-21.5 authorizes a 

physician to accept the consent of a minor for medical health services for 

the prevention, diagnosis, or treatment of reportable communicable 

diseases. The statute states that any minor may give effective consent for 

the services described in the law. However, any given minor must still have 

the decisional capacity to consent. 

g. Don appropriate personal protective equipment (PPE) per Universal 

Precautions and to protect against the transmission of COVID-19. 

3. COVID-19 Vaccination Administration Procedures 

a. See the Dosage and Administration sections of the current Fact Sheet for 

Healthcare Providers Administering Vaccine for instructions for preparation 

and administration. This Fact Sheet may be updated as needed. For the 

most recent Fact Sheet, please see 

www.modernatx.com/covid19vaccineeua . 

b. Provide a vaccination card to the recipient or their caregiver with the date 

when the recipient needs to return for the second dose of Moderna COVID-

19 Vaccine. 

c. Ensure that all Mandatory Requirements for Moderna COVID-19 Vaccine 

Administration Under Emergency Use Authorization as indicated in the 

Fact Sheet for Healthcare Providers Administering Vaccine are met. 

d. Provide the v-safe information sheet to vaccine recipients/caregivers and 

encourage vaccine recipients to participate in v-safe. 

e. The Moderna COVID-19 Vaccine is administered intramuscularly as a 

series of two doses (0.5mL each) 1 month apart.  

f. If the recipient has received one (1) previous Moderna COVID-19 Vaccine 

dose, the second dose of the same brand shall be administered. 

g. There is no information on the use of the Moderna COVID-19 Vaccine with 

other vaccines.  Consult the medical provider for further orders. The 

vaccine series should be administered alone, with a minimum interval of 14 

days before or after administration with any other vaccines. If mRNA 

http://www.modernatx.com/covid19vaccineeua
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COVID-19 vaccines are inadvertently administered within 14 days of 

another vaccine, doses do not need to be repeated for either vaccine. 

h. Patients with allergic reactions, including severe allergic reactions, NOT 

related to vaccines or injectable therapies (e.g., food, pet, venom, 

environmental, or latex allergies; oral medications) are NOT a 

contraindication or precaution to vaccination with currently authorized 

COVID-19 vaccine. CDC considers a history of severe allergic reaction 

(e.g., anaphylaxis) to any other vaccine or injectable therapy (e.g., 

intramuscular, intravenous, or subcutaneous) as a precaution but not a 

contraindication to vaccination. Individuals who have had severe allergic 

reactions to something, regardless of cause, shall be monitored for 30 

minutes post COVID-19 vaccination.  All other patients shall be monitored 

for 15 minutes post COVID-19 vaccination.  See Contraindications for 

Use of this Order section below for contraindications regarding severe 

allergic reaction (e.g., anaphylaxis) to a previous dose of Moderna COVID-19 

Vaccine or to any component of the vaccine. 

i. Document each patient’s vaccine administration information in the patient’s 

medical record and the COVID-19 Vaccine Management System (CVMS) 

following systems: 

• Medical Record: Within 24 hours of administering the vaccine, 

document pertinent patient history (including the Pre-Vaccination Form 

and consent), the date of administration, manufacturer, lot number, 

vaccination site and route, name, and title of the person administering 

the vaccine.  Provide patient with a copy of their vaccination 

information: date of vaccination, product name/manufacturer, lot 

number, and name/location of the administering clinic or healthcare 

professional. 

• CVMS: Document within 24 hours after vaccine administration per 

system guidelines found at https://immunize.nc.gov/providers/covid-

19training.htm . 

j. Follow vaccine storage and handling, dosing, and administration required 

by the manufacturer. 

Follow-up Follow up 

1. Nurses administering Moderna COVID-19 Vaccine must report the following 

information associated with the administration of the vaccine in 

accordance with the Fact Sheet for Healthcare Providers Administering Vaccine: 

• Vaccine administration errors, whether associated with an adverse event or not 

• Serious adverse events (irrespective of attribution to vaccination) 

• Cases of Multisystem inflammatory syndrome in adults   

• Cases of COVID-19 that result in hospitalization or death 

Complete and submit reports to Vaccine Adverse Event Reporting System 

(VAERS) online at https://vaers.hhs.gov/reportevent.html or by calling 1-800-822-

7967. The VAERS reports must include the words “Moderna COVID-19 Vaccine 

EUA” in the description section of the report. 

https://immunize.nc.gov/providers/covid-19training.htm
https://immunize.nc.gov/providers/covid-19training.htm
https://www.cdc.gov/mis-c/mis-a.html


 

 17 

2. Nurses are required to follow the instructions in the letter issued by the Food and 

Drug Administration (FDA) Emergency Use Authorization (EUA) for emergency 

use of Moderna COVID-19 Vaccine for the prevention of Coronavirus Disease 

2019 (COVID-19) for individuals 18 years of age and older. 

Contraindications 

for Use of this 

Order  

Do not give this vaccine if the following contraindication is present: 

• Severe allergic reaction (e.g., anaphylaxis) to a previous dose of Moderna COVID-19 

Vaccine or to any component of the vaccine. 

Criteria or 

Circumstances 

for Notifying 

Medical Provider  

1. Allergic reaction: Call 911, implement medical emergency protocols and 

immediately notify the medical provider from the organization providing clinical 

supervision of the vaccination site/service. 

2. Notify the medical provider if a patient has a moderate or severe acute illness, 

has a current COVID-19 infection, or is unaware of the COVID vaccine that 

they previously received. 

3. Notify the medical provider if patient findings and/or conditions do not align with 

the instructions defined under, Plan of Care/Actions/2b.iii above. 

4. Notify the Medical Provider from the organization providing clinical supervision 

of the vaccination site/service at any time there are questions or problems with 

carrying out this SO. 

 

 

Approved by: __________________________________ Date Approved: ______________  

 

Effective Date: ____________ 

 

Expiration Date: This standing order shall remain in force and effect for the duration of the state of emergency 

declared under Executive Order 116 unless otherwise modified, rescinded, or replaced. 

 

Legal Authority:    

• Nursing Practice Act, N.C. General Statutes 90-171.20 (7)(f)(h)(i) & (8)(c)(c1.)(e.)(f.) 
 

 

 

Sample Standing order for Pfizer-BioNTech COVID-19 Vaccine 

https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/ByArticle/Chapter_90/Article_9A.pdf%5d/
https://www.ncleg.gov/EnactedLegislation/Statutes/PDF/ByArticle/Chapter_90/Article_9A.pdf%5d/
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Appendix 32 - Sample talking points and scripts for fielding incoming requests to local health 

departments, hospitals, and health systems. 

 

(1) General information about the vaccine 
  

• Tested, safe and effective vaccines will be available to all who want to get vaccinated, but supplies are 
currently limited and will continue to be for the next few months.  

• To save lives and slow the spread of COVID-19, independent state and federal public health 
advisory committees recommend first protecting health care workers caring for patients with 
COVID-19, people who are at the highest risk of being hospitalized or dying, and those at high risk 
of exposure to COVID-19 

• The following regularly updated resources should be used to respond to general information 
inquiries about the vaccine: 
o NCDHHS COVID-19 Vaccine Frequently Asked Questions (English / Spanish) 
o NCDHHS Presentation COVID-Vaccination 101  (English / Spanish) 
o NCDHHS Flyer on COVID-19 Vaccines (English / Spanish)  

 

(2) Information about how to get vaccinated  
 

• North Carolina’s updated groups are as follows:  
o Group 1: Health care workers and  Long-Term Care staff and residents 
o Group 2: Older Adults   
o Group 3: Front-line essential workers  
o Group 4: Adults at high risk for exposure and at increased risk of severe illness 
o Group 5: Everyone who wants a safe and effective COVID-19 vaccination 
 

• The following resources should be used to respond to inquiries about NCDHHS vaccination phases 
o Infographic of Vaccine Phases (English / Spanish) 
o Deeper Dive: Group 1 (English / Spanish)  
o Deeper Dive: Group 2 (English / Spanish) 
o Deeper Dive: Group 3 (English/ Spanish ) 
 

• Key vaccine messages for 65+ population  
o Anyone 65 years or older may now get their first COVID-19 shot. 
o Vaccine supplies are limited, and you may have to wait, but you have one of the first spots to 

take your shot. 
o Most doctors can’t provide COVID-19 shots in their offices, so work with local health department 

or hospital to get your shot. 
o Take your shot to get life back to when we could be with family and friends and come together 

at events and celebrations. 
o Take your shot to gain the peace of mind that you’re protected and you’re protecting others from 

getting sick from COVID-19 
 

https://files.nc.gov/covid/documents/COVID-19-Vaccine-Update.pdf
https://files.nc.gov/covid/Hoja-Informativa-COVID-19.pdf
https://files.nc.gov/covid/documents/COVID19-Vaccine-101-Deck-Final.pdf
https://files.nc.gov/covid/documents/vaccines/Presentacion-Vacunacion-COVID-19.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Flyer.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Flyer-Spanish.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccine-Infographic.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccine-Infographic-Spanish.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-1.pdf
https://files.nc.gov/covid/documents/vaccines/En-Detalle-Grupo-1.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-2.pdf
https://files.nc.gov/covid/documents/vaccines/En-Detalle-Grupo-2.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-3.pdf
https://files.nc.gov/covid/documents/vaccines/En-Detalle-Grupo-3.pdf
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(3) Customer relations.  
The following talking points can be used when fielding questions or concerns from the public on various 

topics related to the vaccine. 

• Talking points to set expectations about vaccine availability 
o A vaccine will be available to all who want it, but right now vaccine supply is very limited. There 

is not enough vaccine supply for everyone to get vaccinated right away. 
o The federal government decides how many COVID-19 vaccine doses each state gets based on 

the state’s population of people ages 18 and up and notifies our state each week of how much 
vaccine we will receive.  

 

• Talking points to respond to dissatisfaction about the phases of vaccine prioritization 
o Independent state and federal public health advisory groups have determined that the best way 

to fight COVID-19 is to start first with vaccinations for those most at risk, and then reach more 
people as vaccine supply increases throughout 2021.  

o North Carolina, like many other states, aligned its vaccine prioritization with federal 
recommendations and had input from an external Advisory Committee.  
 

• Talking points to respond to mistrust and vaccine hesitancy 
o The vaccines are tested, safe, and effective. 

▪ More than 70,000 people volunteered in clinical trials for two vaccines (Pfizer and 
Moderna) to see if they are safe and work to prevent COVID illness. Volunteers included 
Black/African Americans, Hispanic LatinX, Asians and others.  

▪ Vaccines were found to help prevent COVID-19 and are effective in preventing 
hospitalization and death, with no serious safety concerns noted in the clinical trials. 

▪ The U.S. Food and Drug Administration (FDA) makes sure the vaccines are safe and 
can prevent people from getting COVID-19. Like all drugs, vaccine safety continues to 
be monitored after they are authorized for use. 

o You cannot get COVID-19 from the vaccine. 
▪ You may have temporary reactions like a sore arm, headache or feeling tired and achy 

for a day or two after receiving the vaccine. 
 

(4) Example auto-response message:  
Thank you for your inquiry about COVID-19 vaccination. For up-to-date information about vaccination in 

North Carolina, please visit yourspotyourshot.nc.gov.  

 

As of <insert date>, we are currently vaccinating the following groups:  

• Health care workers with in-person patient contact  

• Health care workers administering vaccine in initial vaccine groups   

• Long-term care staff and residents—people in skilled nursing facilities and in adult, family and 
group homes 

• Anyone 65 years or older, regardless of health status or living situation  

• Essential workers 
 

If you fall into one of these categories, please contact <insert local vaccine number> to schedule an 

appointment for your spot in line -OR- <insert local vaccination schedule details here>. 

 

http://yourspotyourshot.nc.gov/
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Remember: you have a spot, take your shot! 

 

 

(5) Example automated phone messages*:  
 

Automated Message, part 1: 

Thank you for calling <insert organization name>. Para español, oprima <insert number for 

Spanish-version of message>. For questions related to the COVID-19 vaccine, please press <insert 

number>. <Insert remainder of typical outgoing automated message here>. 

 

Automated Message, part 2: 

For <insert date/the week of _____________>, we are actively vaccinating for COVID-19 according to 

the North Carolina Department of Health and Human Services guidelines, which are available at 

YourSpotYourShot.nc.gov.  

 

Anyone who is 65 years or older and essential workers may now get vaccinated. Supplies are very 

limited, so people may have to wait. If you are 65 or older or an essential worker, <insert instructions 

here>. 

 

We are also still vaccinating all health care workers with in-person patient contact.  If you are a member 

of this group, <insert instructions here>. We are also still vaccinating residents and staff in nursing 

homes and other long term are facilities. 

 

*Local health departments would need to use part 1 in their opening outgoing message and then have 

an extension for part 2. The message in Part 2 would need to be updated weekly. 

 

(back to top) 

 

 

  

https://covid19.ncdhhs.gov/vaccines
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Appendix 33 - Vaccine patient outreach template for providers. 

 

Health care providers can use the following email/letter template to share important information about COVID-

19 vaccines with patients, especially patients 65 years or older who are eligible to receive the vaccine as part of 

Group 2. The template is intended to inform patients about vaccines and how they can get a vaccine. It can be 

customized to fit your community and can be used in multiple formats, such as electronic health record 

messages, your website, patient e-newsletters, etc.  

 

Template For Health Care Provider Outreach to Patients: 

 

Dear patients, 

Vaccines are your best protection against COVID-19. Beginning on <insert date on or after January XXth>, 

anyone age 65 years or older and essential workers can receive a safe vaccine to protect you from getting 

COVID-19.  

Vaccine supplies are limited, and you may have to wait, but you have one of the first spots to take your shot.   

We strongly recommend you get the vaccine. The COVID-19 vaccine is our best shot to help us all get back 

control of our lives and back to the people and places we love. Vaccines were found to help prevent COVID-19 

and are effective in preventing hospitalization and death, with no serious safety concerns noted in the clinical 

trials. You cannot get COVID-19 from the vaccine. You may have temporary reactions like a sore arm, 

headache or feeling tired and achy for a day or two after receiving the vaccine. You will need a second shot, at 

least 3 tor 4 weeks after the first shot, to build up your immunity. You can get your shot at no cost.  

Vaccines are being offered at <insert name of hospital/health system that is an enrolled vaccine 

provider>.  Here are your next steps for getting vaccinated: 

[Insert all options that are available to your patients]: 

• Go to <insert website> and call one of the local vaccine providers on the list; OR 

• Respond to this message indicating your interest in being vaccinated against COVID-19. The COVID-

19 vaccination team will contact you about when and where you can get vaccinated; OR 

• Schedule a vaccination appointment by calling <insert phone number>; OR 

• Schedule a vaccination appointment by taking the following steps in your electronic chart <insert 

instructions>; OR 

• Let us know if you will need assistance with arranging for transportation to this appointment 

• Attend walk-in hours at the following times and locations: <insert information>  

o Note: Exercise caution when using this option due to the potential for crowded vaccination 

events or prolonged wait time for elderly patients  

• Get your vaccine through drive-through or curbside events at the following times and locations: <insert 

information>; OR 

• Visit our website for upcoming vaccine events we will be hosting in the community at <insert link>; OR 

• <Insert any other ways people can get the vaccine> 
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If you have questions about the vaccine, you can take the following steps:   

• Visit the NCDHHS website for more information about the vaccine: YourSpotYourShot.nc.gov 

• Call our office at <insert phone number> during <insert hours> 

• Send us a message in your electronic chart 

• <Insert any other ways your patients can learn about the vaccine or ask questions> 

 

(back to top) 

 

  

https://covid19.ncdhhs.gov/vaccines


 

 25 

Appendix 34 - Letter template to conduct outreach to primary care providers for 

vaccinations for Older Adults in Group 2 (for Local Health Departments). 

 

Local Health Departments can use this email/letter template below for outreach to primary care providers who 

may have patients 65 years or older. Local Health Departments should focus their outreach efforts with primary 

care providers who serve historically marginalized populations and who are not affiliated with a hospital or health 

system that is an enrolled vaccine provider.  The letter template can be customized to fit your community. 

 

Dear providers,  

 

Beginning on <insert date on or after January 14th>, your patients in Groups 1, 2 and 3 will be eligible to take a 

safe vaccine to protect them from getting COVID-19.  

Vaccines are currently being offered for the following populations:  

• Group 1: Health care workers and Long-Term Care staff and residents.  

• Group 2: Older Adults   

• Group 3: Frontline Essential Workers 
  

If your practice is not yet an enrolled vaccine provider that has received a vaccine allocation, our agency is 

prepared to help support vaccinations for your staff and your patients who fall into these groups.  One strategy 

for this partnership is for you to identify your eligible staff and your patients who are eligible for the COVID-19 

vaccine in Group 1, 2 and 3.  We can then work with you to provide your staff and patients with instructions to 

get vaccinated in as timely a manner as possible.   

Some potential scenarios for how primary care providers are working with vaccine providers to get their staff 

and patients vaccinated are described below: 

• Scenario 1: PCP is the main point of contact with patients for identification, outreach, scheduling, and 
communication. The PCP completes a spreadsheet provided by the vaccine provider that includes 
information for all eligible patients. The assigned vaccine provider will provide a scheduling 
spreadsheet with available dates/times for vaccine appointments, along with other patient logistics. 
PCP then fills available appointment slots and sends patient reminders and other needed patient 
communication. The PCP and vaccine provider may share vaccine clinic staffing responsibilities. 

• Scenario 2:  Vaccine provider is the primary point of contact with patients. PCP supports patient 
identification and outreach and provides any necessary patient contact information in a spreadsheet 
provided by the vaccine provider. The assigned vaccine provider communicates directly with eligible 
patients, manages scheduling, and provides necessary logistics for vaccination. 

• Scenario 3: Vaccine provider works with PCP practices to offer vaccination clinic opportunities for 
groups of smaller practices or a single large practice. PCP and vaccine provider may share vaccine 
clinic staffing responsibilities. 

 

<Insert local details as needed> 



 

 26 

 

Appendix 35 -  Sample content for communicating with patients about COVID-19 vaccines 

(for LHDs, hospitals/health systems, or PCPs). 

 

A COVID-19 Vaccination Communications Toolkit is available and regularly updated 
at yourspotyourshot.nc.gov.  The page is also available in Spanish: covid19.ncdhhs.gov/vacuna.  
 
We encourage vaccine and health care providers to use and share the following vaccine resources with your 
patients and networks:   

• Infographic of COVID-19 Vaccine Phases (English / Spanish)  

• Deeper Dive: Group 1 (English / Spanish) 

• Deeper Dive: Group 2 (English / Spanish) 

• Deeper Dive:  Group 3 (English/ Spanish ) 

• Flyer on COVID-19 Vaccines (English / Spanish)  

• Flyer on COVID-19 Vaccines – 65 years or older (English / Spanish) 

• Postcard (4x6, two sided) (English / Spanish Coming) 

• Handout (8x11) (English / Spanish Coming) 

• Presentation COVID-Vaccination 101  (English / Spanish)  

• COVID-19 Vaccine Frequently Asked Questions (English / Spanish)  

• Videos on COVID-19 Vaccine Rollout  
o NCDHHS Secretary Mandy Cohen shares information on the COVID-19 vaccine rollout plan 

(30-second)  
o NCDHHS Deputy Secretary Ben Money shares information on the COVID-19 vaccine rollout 

plan (link)  

• Videos for Long-Term Care  
o North Carolina long-term care workers share their reason for taking the newly developed 

COVID-19 vaccine (90-second, 60-second, 30-second)  
o NCDHHS Secretary Mandy Cohen shares information on the COVID-19 vaccine rollout plan 

long-term care facility workers (60-second)  
o NCDHHS Secretary Mandy Cohen shares information on the COVID-19 vaccine rollout plan for 

families of long-term care residents (link)  
o NCDHHS Deputy Secretary Ben Money shares information on the COVID-19 vaccine rollout 

plan for long-term care facilities (60-second, 30-second)  

• NC Vaccine Selfie Video Tip Sheet (English / Spanish Coming) 
 

(back to top) 

 
  
 

  

http://yourspotyourshot.nc.gov/
https://covid19.ncdhhs.gov/vacuna
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccine-Infographic.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccine-Infographic-Spanish.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-1.pdf
https://files.nc.gov/covid/documents/vaccines/En-Detalle-Grupo-1.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-2.pdf
https://files.nc.gov/covid/documents/vaccines/En-Detalle-Grupo-2.pdf
https://files.nc.gov/covid/documents/vaccines/Deeper-Dive-Group-3.pdf
https://files.nc.gov/covid/documents/vaccines/En-Detalle-Grupo-3.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Flyer.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Flyer-Spanish.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Flyer-65-and-Over.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Flyer-65-and-over-Spanish.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Post-Card-4x6.pdf
https://files.nc.gov/covid/documents/vaccines/NCDHHS-Vaccines-Post-Card-8x11.pdf
https://files.nc.gov/covid/documents/COVID19-Vaccine-101-Deck-Final.pdf
https://files.nc.gov/covid/documents/vaccines/Presentacion-Vacunacion-COVID-19.pdf
https://files.nc.gov/covid/documents/COVID-19-Vaccine-Update.pdf
https://files.nc.gov/covid/Hoja-Informativa-COVID-19.pdf
https://youtu.be/AqURGYSEiDU
https://youtu.be/ngCO-qsRrlY
https://www.youtube.com/watch?v=K-NIL1hk3uM&list=PLUadR7S9ykdlO5IWNW3yCJ8IBUGZ3c6gY&index=3
https://www.youtube.com/watch?v=huNTUFdQxDQ&list=PLUadR7S9ykdlO5IWNW3yCJ8IBUGZ3c6gY&index=2
https://www.youtube.com/watch?v=4HyScoRsDjo
https://youtu.be/ywojuk-mPbU
https://www.youtube.com/watch?v=f0PsQXLLtmA&list=PLUadR7S9ykdlO5IWNW3yCJ8IBUGZ3c6gY&index=21
https://youtu.be/VK1HWx_YSlk
https://youtu.be/89YAhiIGrVI
https://files.nc.gov/covid/documents/vaccines/NC-Vaccine-Selfie-Video-Tip-Sheet.pdf
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Appendix 38 -  COVID-19 Community Based Vaccination Events: Best Practices. 

Why Vaccinate in the Community?  

 

Example of a hot spot map to guide testing site location 

For North Carolina to successfully meet its goal of vaccinating as many people as quickly as possible given the limited 

supply of vaccines, we must mobilize community based vaccination events.  To meet North Carolina’s equally important 

goal of ensuring equity to access to the vaccine, intentional actions should be taken in the planning of those mass 

vaccination events.   

Best Practice:  Hold vaccination events in settings that will enable prioritized and historically marginalized populations to 

access vaccination. Well established patterns of COVID-19 infection continue to demonstrate that Black/African 

American and LatinX/Hispanic populations are disparately impacted by the pandemic.   

While there is probably not a wrong place to do community mass vaccinations, there are certainly some locations with 

more potential to support and protect historically marginalized populations who have disproportionately borne the 

burden of the COVID-19 pandemic. Use existing data sources to identify specific locations with a high concentration of 

low-income earners, subsidized housing, concentrations of multiple chronic illness, etc. You can also use the NCDHHS 

Social Determinants of Health Interactive Map to identify locations where they reside.  

Transportation Assistance - Ensuring access to transportation in an important element for equity.  Local transit agencies 

serve all 100 North Carolina counties and funding has been given to local transit agencies to help provide this support.  

People who need transportation assistance to a COVID-19 vaccine should reach out to their local transit agency which 

are listed here  NC_Public_Transit.pdfOpen PDF (ncdot.gov). As you are planning an vaccination event, publicizing this 

resources can increase access to those with limited transportation.  

No charge to patients/vaccine recipients - To receive free supplies of the COVID-19 vaccine(s), vaccine providers must 

sign the provider agreement with the U.S. Government. Under the agreement, all providers must vaccinate individuals 

regardless of whether they have health insurance coverage or what type of coverage they have, and all providers are 

prohibited from balance billing or otherwise charging vaccine recipients. 

https://nc.maps.arcgis.com/apps/MapSeries/index.html?appid=def612b7025b44eaa1e0d7af43f4702b
https://nc.maps.arcgis.com/apps/MapSeries/index.html?appid=def612b7025b44eaa1e0d7af43f4702b
https://nc.maps.arcgis.com/apps/MapSeries/index.html?appid=def612b7025b44eaa1e0d7af43f4702b
https://nc.maps.arcgis.com/apps/MapSeries/index.html?appid=def612b7025b44eaa1e0d7af43f4702b
https://nc.maps.arcgis.com/apps/MapSeries/index.html?appid=def612b7025b44eaa1e0d7af43f4702b
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Residency requirements - The Centers for Disease Control and Prevention has instructed states that this is a federal 

vaccine bought with federal funding.  Hence, jurisdictions should not put restrictions on administering vaccinations to 

non-residents, as long as those persons meet the current eligibility criteria. This applies to both county and state 

residency.  

Proof of identification is not required to schedule an appointment or to receive a vaccine.  Individuals can self-attest to 

the criteria (e.g., age, job role, health status, living situation) that they qualify for in eligible priority groups. 

 

Creating the Community Based Vaccination Team  

Community based vaccination clinics will be successful if championed by a leadership team that includes the local health 

department (LHD), health care providers such as community health centers (also known as federally qualified health 

centers or FQHCs), hospitals, private and hospital-based providers and community partners.  The CDC link for full 

planning information can be found at https://www.cdc.gov/vaccines/hcp/admin/mass-clinic-activities/index.html. 

It is important to note that, for many people, their first experience with the public health system may be the vaccine 

event and creating an environment that instills confidence and inspires trust is crucial. It is essential that partners who 

are trusted within their communities are part of the leadership team, such as faith, community service organizations and 

other non-profit leaders.   

There are other strategies that can ensure we are vaccinating equitably – partner with local organizations with trusted 

relationships and help them facilitate sign-up for your events or compile waiting lists for your next clinic or event.  Think 

about how an online-only sign-up method impacts access and consider instead filling first appointments by calling 

individuals compiled on a waiting list created by a key community partner.  Hold vaccine clinics in historically 

marginalized communities, partnering with the community to organize and bring-on volunteers.  

 

Staffing 

A large-scale immunization administration event requires three main types of personnel:  

• Healthcare professionals authorized to provide vaccinations and who can respond to medical emergencies, 
including severe allergic reactions and anaphylaxis.  

• Healthcare staff with knowledge about vaccines and experience handling vaccines and preparing vaccine doses. 

• Nonmedical personnel to fill a variety of support roles, including check-in and registration, data entry, logistics, 
traffic flow, safety personnel. 

 

These events can be staffed by your employees or community volunteers. 

 

https://www.cdc.gov/vaccines/hcp/admin/mass-clinic-activities/index.html
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Training 

Train your staff and volunteers with as much lead time as possible by using the online training modules. 

Trainings can be recorded and then reviewed online as new members are brought onboard: 

• CDC COVID-19 Vaccine Training Modules: https://www2.cdc.gov/vaccines/ed/covid19/ 

o This is a series of 3 online trainings that your medical professionals need to complete prior to assisting 

during an event.  They will receive continuing education credit for completing the modules. 

• Z-Track IM Injection Method: https://www.youtube.com/watch?v=DBHnd3N-5Ns 

• Example of a training/welcoming video for volunteers from Orange County.  

• https://www.youtube.com/watch?v=kenVwQGeDUg&feature=youtu.be 

• Many counties are using online portals to coordinate their volunteers.  Some portal examples are Calendy, Sign-

Up Genius, chat lines on websites and MyChart.  Here is an example of the Orange County Volunteer Portal. 

https://www.signupgenius.com/go/10c0d49aaad2aabfac07-covid 

 

Vaccine Guidance  

In order for all staff to give consistent answers to any questions related to the vaccines, use the following 

guidance:  

https://files.nc.gov/covid/documents/COVID-19-Vaccine-Update.pdf  and 

https://www.cdc.gov/vaccines/covid-19/info-by-product/clinical-considerations.html 

 

Personal Protective Equipment (PPE)  

Personal Protective Equipment (PPE) is needed for the staff vaccinating and in close contact with persons being 

vaccinated. It is a Best Practice to provide masks to everyone attending an event where individuals are to be vaccinated 

and emphasize how to correctly use them (i.e., cover the nose and mouth).  Gloves and hand sanitizer are other 

common items that you will need to provide.  Organizations should order PPE through their regular supply chains, if 

possible. Organizations can also request and access PPE through the state-maintained PPE supply site.   

Community Mass Vaccination ABCs  

Advance Planning  

Perhaps the most important part of a successful mass vaccination is the coordination and clear identification of all 

partners early in the process. A site visit in advance of the vaccination event provides the ability to plan for missing 

requirements, such as water, Wi-Fi, shelter and to layout the traffic patterns. The CDC has a checklist to take you 

through each step of the process and can be found here:  

https://www.izsummitpartners.org/content/uploads/2019/02/off-site-vaccination-clinic-checklist.pdf 

Access to the Internet 

https://www2.cdc.gov/vaccines/ed/covid19/
https://www.youtube.com/watch?v=DBHnd3N-5Ns%22%20t%20%22_blank
https://www.youtube.com/watch?v=kenVwQGeDUg&feature=youtu.be
https://www.signupgenius.com/go/10c0d49aaad2aabfac07-covid
https://files.nc.gov/covid/documents/COVID-19-Vaccine-Update.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/clinical-considerations.html
https://covid19.ncdhhs.gov/information/health-care/requesting-ppe
https://covid19.ncdhhs.gov/information/health-care/requesting-ppe
https://covid19.ncdhhs.gov/information/health-care/requesting-ppe
https://covid19.ncdhhs.gov/information/health-care/requesting-ppe
https://www.izsummitpartners.org/content/uploads/2019/02/off-site-vaccination-clinic-checklist.pdf
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Accessing Wi-Fi can be crucial for the medical partner to register patients, whether through expanded network near the 

testing spot or adequately powered hotspot. It is a Best Practice for patients and administered vaccine doses to be 

entered into CVMS at the time of vaccination to optimize data collection for ongoing follow up and to show real time 

vaccination data.  Using tablets onsite allows you to enter the data in real-time.  Allow for extra tablets so that charging 

can occur on a rotational basis and provide heavy-duty outdoor extension cords for this equipment.   

Basic Needs  

Staff at vaccination sites may be exposed to the elements for long periods depending on the length of time the event is 

scheduled. There are certain basic needs that should be attended to thoughtfully, to include at a minimum:   

• Toilet facilities (portable rentals if indoor facility is not close)  

• Handwashing facilities (portable station if indoor facility is not close)  

• Eating location with seats and cover away from vaccination or patient locations  

• Shelter in the form of several secure, heavy-duty tents to endure heavy wind, rain and sun; cover the medical 

team, health department educators, vaccinators, etc., and their electronics; and provide adequate space to 

social distance.  You should plan on at least one tent for each workstation including the traffic monitors and 

patient monitoring stations. 

• Basic beverage and food provision (consider coffee/pastries at start up, bottled water all day, lunch delivered to 

site)  

Clear Identification of Vaccination Site Staff  

Team members need to be easily and clearly identified. Without a standardized identification (could be as simple as a 

colored sticky name tag on the chest), it is difficult to tell who is there to be vaccinated and who is a volunteer since 

everyone has different face coverings. Clear identification keeps the environment safe for privacy (if not well identified, 

others can access areas intended only for staff) and makes it easy for people presenting for vaccination to know who can 

answer their questions. One thing to consider is that depending on the community you are vaccinating; fear of 

authorities may deter people from coming to a testing event. Avoiding highly uniformed staff and instead wearing more 

casual street clothes creates a safer-feeling environment at times. 
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Orange County team working with a rural faith-based community partner. 

 

Clear Incident Command on the Ground  

Identify the Incident Commander of the operation before the event begins. This individual should be empowered to 

make critical decisions in the moment, such as those related to vaccination parameters, complications in logistics, 

conflicts and environmental threats. This person should have the contact information of the executive leaders from each 

organization participating in the vaccination event and feel comfortable reaching out immediately for support if needed. 

Finally, this person needs to make themselves known and available for the entire testing event.  

Community Engagement and Promotion  

Advanced planning also allows the team to provide promotional material and communication to alert the community 

about the event. Local media outlets are often willing to assist in promoting an event; additionally, bringing in non-

medical partners to volunteer at the event can lead to great attendance and engagement. It is important to provide in 

advance clearly defined roles for volunteers, schedules, written instructions for safety and a designated point of contact 

(such as the Incident Commander) to address questions.  

• Anticipatory guidance and health education should be provided by the patient monitors during the observation 

period.  This allows the individual to ask any questions they may have. The appointment for the second dose 

should be done at the time of the first vaccination appointment and can be done while you are reviewing the 

patient information sheet with the individual.  https://files.nc.gov/covid/documents/COVID-19-Vaccine-

Update.pdf 

• Media liaisons on site can be helpful as often the local media becomes interested in the vaccination event, 

especially if publicity was effective in advance. Identifying one person at the site to monitor for and manage 

media requests is important. If media can be scheduled in advance to arrive and complete interviews before the 

event there is less concern of patient privacy compromise or creating discomfort for community members who 

would like to be vaccinated.  

Thoughts from the Field 

• Use appointments with block shifts to spread out the volume and shorten wait times.  For example, based on your 
staffing, you could anticipate 20 patients an hour. 

• Use carpooling or personal transportation to bring elderly to the mobile site 

• Use individuals from your community partner to work the initial greeting station so that individuals see a familiar 
face 

• Flexibility on the ground is key so that you can respond to issues as they arise 

• Schedule 2nd appointment while they are in the patient monitoring phase 

• Have extra staff or runners available 

• Virtual translators  

• Allow onsite registration 

• EMS on call 

• Embrace technology; use apps or online portals to schedule appointments both for patients or your volunteer 
team 

• Paper forms for back-up 

https://files.nc.gov/covid/documents/COVID-19-Vaccine-Update.pdf
https://files.nc.gov/covid/documents/COVID-19-Vaccine-Update.pdf
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• If you have both types of vaccines available on a given day, use the Pfizer types first. 

• One way in, one way out traffic pattern 

•  

If a community is having difficulty executing a community vaccination event, NCDHHS is willing to help connect 

and direct a vaccination strategy, as well as making connections to forge partnership at the local level. For 

answers to questions about COVID-19 resources, visit the North Carolina COVID-19 Information Hub.  

Appendix 39 - CDC COVID-19 Vaccination Program Provider Agreement (See next page) 

https://www.nc.gov/covid19
https://www.nc.gov/covid19
https://www.nc.gov/covid19
https://www.nc.gov/covid19
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Appendix 40 – Vaccine Letter to County Leaders 
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Appendix 45 – CVMS Organization Portal email template for vaccine providers to use to 

invite organizations 

Organization Portal Template Email (Vaccine Providers to Send to Organization Point of Contact).  
Details about Template Email:   

Sender: Vaccine providers partnering with an Organization/Employer to use the CVMS Organization 
Portal   
Recipient: Organization points of contact (e.g., superintendents and/or their designee, CCR&R point of 
contact) who are invited by vaccine provider to use the Organization Portal and will be responsible for 
bulk upload of employee information  
Purpose: Explains what to expect in CVMS, common issues/questions that might arise from a user 
who has not used CVMS before  
Instructions before sending: Customize the highlighted information below.  

--------------------------------------------------------------------------------------------------------------------  
Email Subject: Please use Organization Portal to upload employees to register for vaccination  
Hello,   
  
Thank you for your support and patience as we partner to use the COVID-19 Vaccine Management System 
(CVMS) Organization Portal.   
  
North Carolina has created an Organization Portal so employers and organizations can register employees or 
members to receive the COVID-19 vaccine at the appropriate time. Employers/organizations can upload an 
Excel (CSV) file to facilitate registration of eligible employees. Once uploaded, employees will receive a private 
and secure email to complete the registration process ahead of getting their vaccine – saving time and 
paperwork. Registration does not guarantee an appointment or that vaccine is available.  
  
[Insert vaccine provider name] will add your organization into CVMS, so you can use the CVMS Organization 
Portal. We will also add you as the point of contact for your organization. You will receive an email shortly 
from nccvms@dhhs.nc.gov that provides your login information for the Organization Portal and specific 
instructions on next steps (see sample email in screenshot below).   

mailto:nccvms@dhhs.nc.gov
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What You Should Expect as the Organization Point of Contact  

1. [Insert name of vaccine provider] will develop a plan with your organization to vaccinate employees.   
2. [Insert name of vaccine provider] will add your organization to CVMS and will add you as 
the Organization Point of Contact in CVMS.  
3. Please check your email and confirm you have received an 
invitation from nccvms@dhhs.nc.gov to access the CVMS Organization Portal. If you experience a 
delay in receiving the email, please check your spam folder. If the issue seems to be occurring for other 
people in your organization as well, your organization’s IT department may be able to help. A link to 
the NCDHHS Help Desk Portal and a phone number for support can also be found at the bottom of 
this letter.  

4. We strongly recommend you use the email template, Organization Portal 
Email Template_Organization POC to Employees, in Vaccine Provider Guidance Appendix 46) to 
communicate with your employees/members prior to completing the bulk upload process in CVMS. The 
email template covers what employees/members should expect about registration, how to schedule a 
vaccination appointment, and actions they will need to take. You can customize the template to include 
information that is specific to your employees, such as details and logistics on the day of 
the vaccination appointment or event.  

mailto:nccvms@dhhs.nc.gov
https://files.nc.gov/covid/documents/guidance/vaccinations/NCDHHS-Interim-Provider-Guidance-for-Vaccinating-North-Carolinians.pdf
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5. After you have communicated with your employees/members using the email template above, 
you can upload your list of employees/members in the CVMS Organization 
Portal.  The bulk upload template can be downloaded directly from the CVMS Organization Portal and is 
also posted on the NCDHHS website. Step-by-step instructions and tips are outlined in the CVMS 
Organization Portal User Guide. Please note that you will need the first names, last names, and email 
addresses (enter in the order shown in the bulk upload template) of all employees/members you wish to 
upload into the CVMS Organization Portal. We strongly recommend reading the user guide and attending a 
training before you complete the bulk upload process. Please check the NCDHHS website for a listing of all 
upcoming trainings, with information on how to join.  

6. Once you finish the bulk upload process, all uploaded employees will receive an email notifying them 
that they can complete COVID-19 vaccine registration in the COVID-19 Vaccine Portal.   

7. After completing registration, employees will be able to schedule their vaccine appointments through 
the method that you have jointly agreed upon. Registration in the COVID-19 Vaccine Portal is not required 
for vaccination. If an individual does not have an email address, that person can be registered in the 
COVID-19 Vaccine Portal by the vaccine provider at the time of vaccination.   

Please be on the lookout for emails from nccvms@dhhs.nc.gov, which are from the NCDHHS team. These 
messages contain important guidance and announcements related to NC’s fight against COVID-
19 and the use of CVMS.  
  
If you experience any issues using the CVMS Organization Portal to bulk upload employees, please submit a 
ticket in the CVMS Help Desk Portal. Select “Organization/Employer” and complete all required fields in the 
Vaccine Organization web form. The Provider and Organization Contact Center is also available Monday-
Friday 7:00AM to 7:00PM ET and Saturday-Sunday 10:00AM-6:00PM ET. Call (877) 873-6247 and 
select option 8.   
  
Thank you for your continued support,    
[Vaccine Provider]  

 

Appendix 46 - CVMS Organization Portal email templates for organizations to use to inform 

employees 

Organization Portal Template Email (Organization Point of Contact to Send to Employees).  
Details about Template Email:   

Sender: Organization Point of Contact (POC) who will be responsible for completing bulk upload of 
employee names and emails into CVMS Organization Portal   
Recipient: Employees/members of an employer/organization whose name and email address will be 
bulk uploaded in the CVMS Organization Portal and will be invited by email to complete their 
registration in the COVID-19 Vaccine Portal.   
Purpose: What employees should expect in CVMS, completing registration, steps to get a vaccination 
appointment.  
Instructions before sending: Customize the highlighted information below.  

--------------------------------------------------------------------------------------------------------------------  
Email Subject: Please complete your COVID-19 vaccine registration  
Dear employees:   
You’ll soon be able to take a tested, safe and effective COVID-19 vaccine. The vaccines help prevent COVID-
19 and are effective in preventing hospitalization and death, with no serious safety concerns noted in the 
clinical trials. They are free of charge to all North Carolina residents.  

https://files.nc.gov/covid/recipient_bulk_upload_file.csv
https://files.nc.gov/covid/cvms_organization_portal_user_guide.pdf
https://files.nc.gov/covid/cvms_organization_portal_user_guide.pdf
https://covid19.ncdhhs.gov/cvms-user-guides-recorded-trainings-and-upcoming-trainings
https://covid19.ncdhhs.gov/cvms-user-guides-recorded-trainings-and-upcoming-trainings
mailto:nccvms@dhhs.nc.gov
https://ncgov.servicenowservices.com/csm_vaccine?id=csm_vaccine_index
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[Insert organization/employer name] is working with [Insert vaccine provider name] to get employees pre-
registered for the COVID-19 vaccine. As part of registration, a representative from [Insert 
organization/employer name] will upload employees’ first names, last names, and email addresses to North 
Carolina’s COVID-19 Vaccine Management System (CVMS). If you haven’t already, you will receive an email 
that will allow you to register for the vaccine before coming in for your vaccination appointment, so that the 
process is faster when you show up for your vaccination.  
Please follow the steps below to complete your COVID-19 vaccine registration in the COVID-19 
Vaccine Portal.   
COVID-19 Vaccine Portal & COVID-19 Vaccine Registration Instructions  

1. You will receive an email from nccvms@dhhs.nc.gov inviting you to pre-register on the COVID-19 
Vaccine Portal. Click the link in the email and follow the instructions to reset your password. You may need 
to check your spam folder.  

2. Follow the instructions to change your COVID-19 Vaccine Portal Password  

3. Complete the COVID-19 Vaccination Registration before your appointment to get your first 
vaccine dose.   

a. Enter your contact and demographic details  
b. Answer a few questions related to vaccine eligibility  

  
To see more detailed registration instructions with screenshots, please visit the COVID-19 Vaccine Portal User 
Guide.  
  
If you experience a delay in receiving an email invitation to pre-register, check your spam folder. If you still do 
not see an email, contact [Sender should customize this message based on who uploaded 
employees/members].  
  
Important things to know about registration:   

• Your privacy and personal information will be protected at all times.  
• If you do not have an email address or did not complete the registration steps, you can still complete 
registration in-person when you arrive for a vaccine appointment – you do not need to pre-register in order 
to be able to get a vaccination.  
• If you do not wish to get the vaccine at this time, you do not need to take any additional steps.  

Follow instructions below to sign up for a vaccination appointment.   
[Sender should customize this message to include steps for how employees can get vaccinated, based on your 
plan with your vaccine provider to vaccinate employees.] You will still need to take the additional action of 
getting an appointment by taking the following steps: [insert steps employee should take to get an 
appointment or when/where employees should arrive for a scheduled vaccine event] Please note, as vaccine is 
still limited in supply, registering in the COVID-19 Vaccine Portal does not guarantee immediate vaccination for 
everyone and you may have to wait.  
For other COVID-19 related questions, you may contact the COVID-19 Vaccine Help Center at 888-675-4567 
Monday through Friday from 7:00 AM until 7:00 PM ET, and on Saturday and Sunday from 8:00 AM until 4:00 
PM ET. The CVMS Help Desk Portal is also available for submitting questions and requests for support (select 
Vaccine Recipient).  
  
[Sender’s choice of close]  
[Name]  
 
 
 
 

mailto:nccvms@dhhs.nc.gov
https://files.nc.gov/covid/cvms_recipient_portal_user_guide.pdf
https://files.nc.gov/covid/cvms_recipient_portal_user_guide.pdf
https://ncgov.servicenowservices.com/csm_vaccine?id=csm_vaccine_index
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Appendix 51 – Strategies to Fill COVID-19 Vaccine Appointments
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