
Presented by: 

Michelle Horswood & Katrina Otto 

Train IT Medical Pty Ltd
www.trainitmedical.com.au

enquiries@trainitmedical.com.au

Getting your practice 

COVID vaccine ready

© Train IT Medical Pty Ltd

10 March 2021

Webinar 3 - Central Eastern Sydney Primary Health Network 

http://www.trainitmedical.com.au/
mailto:katrina@trainitmedical.com.au




Managing Director, Train IT Medical Pty Ltd

Practice Management Consultant & Software Trainer 

30 years experience in wide variety of medical practices.

25 years experience as a TAFE teacher of medical administration & 

practice management.

Approved trainer for Dept of Health, Best Practice, Medical Director.  

Australian Digital Health Agency,  AAPM,  APNA, RACGP,  ACRRM, 

Avant Mutual, Primary Health Networks and others. 

Michelle Horswood
Registered Nurse  

Master of Management

Accredited Nurse Immuniser

Grad Cert Child & Family Health Nursing

Diploma of Cardiopulmonary Technology 
NAATI level 2 Auslan Interpreter

Practice Manager, O’Connell Street Medical Practice

40 years experience as Registered Nurse 

10 years experience as Clinical Manager, Cath labs and Cardiothoracic 

Ward.

14 years experience as Practice Manager in both large and small 

general practices. 

3 years experience as a General Practice Management Consultant

Auslan Interpreter for Deaf community. 

Passionate about primary care and has a particular interest in 

developing models of care which improve patient outcomes and 

enhance practice viability. 

Katrina Otto

Bachelor’s degree in Adult Education, 

Diploma of Business, Health Administration

Certificate IV Training & Assessment

Certificate – Social Welfare



Learning Objectives

1. Implement strategies in your practice for efficient COVID vaccination planning

2. Discuss the “on-boarding process” 

3. Understand specific eligibility for Phase 1B

4. Develop plan for identifying and contacting eligible patients

5. Create consent and documentation policy and procedure for COVID vaccination 

in your practice

6. Establish sound recall and reminder systems

7. Design and implement workflow plans for COVID vaccination suitable for your 

practice and workforce

8. Ensure appropriate vaccination after care 



Learning Objective 1

Implement strategies in your practice for efficient 

COVID vaccination planning



Margaret Windsor
Registered Nurse, Cert IV Training & Assessment 
40110

Strategies

1. Leadership

2. Consult your team

3. Communicate

4. Share the load

5. Develop unique structure



Learning Objective 2

Discuss the “on-boarding 

process” 



• Letter – COHORT CODE, DOSES

• Site Registration Code - from 10/3 - connect to online portal

Practice “On-Boarding”



• Create Vaccine Operation Centre (VOC) account 

• AstraZeneca Vaccination Site Readiness declaration prior to submitting order

• VOC - Stock Management Portal – 14 days in advance, minimum 100 doses, no 
dose quarantine

• Weekly Vaccine Stock Management Form via portal

• Wastage >5 doses - report

• Consumables ordered via VOC

Practice “On-Boarding” - continued



• Training

• National Health Service Directory (NHSD)

• Online booking profile integrated

• DOH – online booking system – Health Engine

• 16 new item numbers based on GP, location, time and 
dose + PIP

• Eligibility check 1st dose proof or declaration (DOH)

Practice “On-Boarding” - continued



Learning Objective 3

Understand specific eligibility for Phase 1B



Phase 1B

High Risk 

• 70+
• Organ transplant
• Immunosuppressive therapy
• Bone Marrow Transplant  - 2 years
• Blood cancer  - 5 years
• Chemotherapy/Radiotherapy



Moderate Risk 
• Chronic renal failure
• Heart disease 
• Chronic lung disease 
• Non-haematological cancer – 12 months
• Diabetes
• Severe obesity
• Chronic liver disease
• Some neurological conditions
• Some chronic inflammatory conditions
• Other primary or acquired immunodeficiency

Phase 1B



Learning Objective 4

Develop a plan for identifying and contacting 
eligible patients



Patient Identification

• Identification – start 
with high risk

• Eligibility checker
• Software tools
• Database search
• Prove eligibility
• Declaration

https://covid-vaccine.healthdirect.gov.au/eligibility

https://covid-vaccine.healthdirect.gov.au/eligibility
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https://www.health.gov.au/initiatives-and-programs/covid-19-vaccines

Contacting Practice Patients

• Social media

• SMS broadcast

• Website

• Posters in the clinic

• Opportunistic 

identification and self-

identification

https://www.health.gov.au/initiatives-and-programs/covid-19-vaccines


Learning Objective 5

Create consent and documentation policy and 

procedure for COVID vaccination in your practice



Consent / 

Documentation
• Information to patient -

risks and benefits

• Pre-vaccination check-list

• Consent 

• Vaccination encounter

• Post vaccination 

information 



Download abridged templates in ready to import into Bp Premier or MedicalDirector

Consent form for your practice software

https://trainitmedical.com.au/coronavirus-covid-19/


Learning Objective 6

Establish sound recall and reminder system



Recall and 

Reminder 

systems

• Reserve

• Rebook 

• Recall/Remind 

• Relentless 



Learning Objective 7

Design and implement workflow plans for COVID vaccination 

suitable for your practice and workforce



Practice Work-flow Diagram

Organise Staff Construct appointment book Patient searches

Patient contact

Appointment

Patient arrival

Post vaccination monitoring

Vaccination preparation

Medicare Processing

RebookUpload to AIRAdverse event reporting



Patient 

Work-flow 

Diagram

Patient Identification

- Self

- Opportunity

- Software / Data base

Appointment 

GP only GP + Nurse 

GP Responsible 

Nurse

Encounter

Observation

Reception for Completion
- Item Numbers processed



Learning Objective 8

Ensure appropriate vaccination after care 



Margaret Windsor
Registered Nurse, Cert IV Training & Assessment 
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Vaccination 

Aftercare

• Information to patient 

• Post vaccination waiting area

• Follow-up



Presentation Links
RACGP Practice Managers mailing list:

Ela Duraj - ela.duraj@racgp.org.au On Behalf Of RACGP Events -

NSW&ACT faculty

Australian Government COVID vaccination policy – November 

2020:

• https://www.health.gov.au/sites/default/files/documents/2020/11/aus

tralian-covid-19-vaccination-policy.pdf

ATAGI prioritization of COVID vaccination program:

• https://www.health.gov.au/sites/default/files/documents/2020/11/ata

gi-preliminary-advice-on-general-principles-to-guide-the-

prioritisation-of-target-populations-in-a-covid-19-vaccination-

program-in-australia_0.pdf

New Vaccine storage guidelines:

• https://www.health.gov.au/resources/publications/national-vaccine-

storage-guidelines-strive-for-5

Mandatory On-line training:

• https://www.health.gov.au/initiatives-and-programs/covid-19-

vaccines/covid-19-vaccination-training-program

• https://www.heti.nsw.gov.au/education-and-training/courses-and-

programs/vaccine-storage-and-cold-chain-management-

AEFI Reporting:

• https://www.tga.gov.au/sites/default/files/national-adverse-events-following-

immunisation-aefi-reporting-form.pdf

Aus VaxSafety:

• http://www.ausvaxsafety.org.au/ausvaxsafety-commences-routine-monitoring-

2020-seasonal-influenza-vaccines

WHO training:

• https://openwho.org/courses/covid-19-vaccination-healthworkers-en

Accredited Nurse Immunisers – Policy Directives:

• https://www1.health.nsw.gov.au/pds/ActivePDSDocuments/PD2020_050.pdf

Medicare Billing:

• https://www.ausdoc.com.au/news/medicare-item-cards-covid19-vaccination-
gp-
practices?utm_content=bufferdd570&utm_medium=social&utm_source=faceb
ook.com&utm_campaign=australian+doctor+facebook

COVID-19 vaccine national rollout strategy:

• https://www.health.gov.au/sites/default/files/documents/2021/01/austr
alia-s-covid-19-vaccine-national-roll-out-strategy.pdf

Living Evidence - COVID-19 vaccines:

• https://aci.health.nsw.gov.au/covid-19/critical-intelligence-unit/covid-
19-vaccines

mailto:ela.duraj@racgp.org.au
https://www.health.gov.au/sites/default/files/documents/2020/11/australian-covid-19-vaccination-policy.pdf
https://www.health.gov.au/resources/publications/national-vaccine-storage-guidelines-strive-for-5
https://www.health.gov.au/resources/publications/national-vaccine-storage-guidelines-strive-for-5
https://www.heti.nsw.gov.au/education-and-training/courses-and-programs/vaccine-storage-and-cold-chain-management-
https://www.heti.nsw.gov.au/education-and-training/courses-and-programs/vaccine-storage-and-cold-chain-management-
https://www.tga.gov.au/sites/default/files/national-adverse-events-following-immunisation-aefi-reporting-form.pdf
http://www.ausvaxsafety.org.au/ausvaxsafety-commences-routine-monitoring-2020-seasonal-influenza-vaccines
https://openwho.org/courses/covid-19-vaccination-healthworkers-en
https://www1.health.nsw.gov.au/pds/ActivePDSDocuments/PD2020_050.pdf
https://www.ausdoc.com.au/news/medicare-item-cards-covid19-vaccination-gp-practices?utm_content=bufferdd570&utm_medium=social&utm_source=facebook.com&utm_campaign=australian+doctor+facebook
https://www.health.gov.au/sites/default/files/documents/2021/01/australia-s-covid-19-vaccine-national-roll-out-strategy.pdf
https://aci.health.nsw.gov.au/covid-19/critical-intelligence-unit/covid-19-vaccines
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CSIRO Data Standards Training for your staff

Free 5-minute eLearning.

Learn how to add Immunisation details 

using Bp Premier, MedicalDirector, 

& Communicare.

https://courses.trainitmedical.com.au/

https://courses.trainitmedical.com.au/
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Connect with us:
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CESPHN Contacts

Immunisation team: immunisation@cesphn.com.au

Practice Support:     practicesupport@cesphn.com.au

Digital Health Support: immunisation@cesphn.com.au

Links & Resources:  https://www.cesphn.org.au/coronavirus

HealthPathways:

https://www.cesphn.org.au/generalpractice/healthpathways

Mascot Office

Tower A, Level 5, 201 Coward St

Mascot NSW 2020

P: 1300 986 991

F: 9330 9933

info@cesphn.com.au

www.cesphn.org.au

https://www.cesphn.org.au/news
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