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[bookmark: _GoBack]Instructions for tracking vaccination rates
Step 1. Prepare to record data
1. Open the Influenza Vaccine Administration Roster in Excel.
2. Select the first blank cell in column A (“Hire Date”).
3. Begin entering information.
4. Hit the tab key to advance to the next column.
Step 2. Input staff information
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1. Fill in employee information for all current employees. 
2. Record:
a. Hire date (month/day/year)
b. ID number (if applicable)
c. First and last name
d. Age
e. Department
f. Role
g. Termination date (month/day/year)
3. Each employee should have only one row of data in the spreadsheet. Do not create multiple records for the same employee.
a. If an employee declines vaccination, but later decides to accept the shot, add their vaccination data to the same row as their declination information.
4. As new employees are hired, add them to the roster.
5. When an employee leaves the facility, record their termination date in the last column of the spreadsheet.

Note: Recording hire and termination dates is very important for calculating accurate vaccination rates. 
Step 3. Record vaccination status
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1. Record whether the employee accepted or declined vaccination.
2. Record whether the employee was vaccinated onsite or elsewhere.
3. If the employee was vaccinated off-site, record whether or not they provided proof of vaccination.
4. Note where the employee was vaccinated.
a. Examples of on-site locations: “kick-off event”; “orientation”; “on unit”
b. Examples of off-site locations: “doctor’s office”; “drugstore”
5. Record the date on which the employee was vaccinated.
6. If the employee was vaccinated on-site, include the vaccinator’s initials. 
Step 4. Document declination
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1. Record whether or not the employee signed a declination form.
2. Record the date the declination form was signed.
3. If the employee gave a reason for declining, record it in the “reason” column.
a. Examples: Personal, religious, medical
4. If your vaccination policy includes consequences for staff who decline, record which consequences were applied in the “consequences of declination” column.
a. Examples: Education, conversation with medical director, masking
5. If an employee signs a declination form, but gets vaccinated later:
a. Do not delete the information in the “declination form” section.
b. Add their vaccination information to the same row as their declination information. 


Step 6. Save a new version of the document

1. Whenever you add information to the roster, save a new copy with that day’s date.
a. Click “File” in the upper right-hand corner of the document and select “Save As.”
b. Add the date to the document name and click “Save.” 
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