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VACCINATION 
CLINIC SOLUTIONS
A step-by-step toolkit to run an efficient and successful 
vaccination clinic during the pandemic and beyond.

Sanofi Pasteur distributes vaccines worldwide. The following pages have been developed based on the experience of 
vaccination clinics in the Southern hemisphere earlier this year, with the aim of providing tools to help support the delivery 
of clinics in the UK.  This toolkit does not replace guidelines provided by the NHS, the government, or professional bodies 
and these should be referred to as a matter of course.
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This toolkit aims to provide step-by-step hints and tips to running a 
successful vaccination clinic during the current pandemic and beyond. 
The toolkit is divided into five modules that will be delivered separately. 
These modules cover all aspects from planning your clinic through to 
evaluating your campaign after it is complete. Modules include:
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VACCINATION CLINIC SOLUTIONS

What does this toolkit include?

PLAN YOUR CLINIC

PREPARE YOUR CLINIC 

COMMUNICATE WITH PATIENTS 

EVALUATE YOUR CAMPAIGN  

CHECKLISTS AND MORE RESOURCES

This toolkit has been developed 
for all healthcare professionals. 
Look out for your role throughout 
the modules to see the guidance 
that will benefit you most.

CLINIC SOLUTIONS FOR EVERY PROFESSIONAL

Doctor Practice  
Manager

Pharmacist Nurse 
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This is module 5.

The Royal College of General Practitioners (RCGP), Royal College of Nursing (RCN) and Royal Pharmaceutical Society (RPS), 
have produced vaccination guidelines for the COVID-19 pandemic. Links to these are provided later in this document. 
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CHECKLISTS
AND MORE
RESOURCES
This section groups together some of the supporting materials that we 
talk about in the previous sections. This is your one-stop shop for all of 
the supporting materials that can help you run a successful vaccine 
clinic. You can print, share and use them to assist you in your efforts.
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CHECKLISTS AND MORE RESOURCES

One-stop vaccination walk-
through clinic: Things to consider

PLAN: 
Making the appointment
Review patient vaccination records

•  Discuss the risks and benefits, and review contraindications with patient

Help ensure social distancing during appointments

•   Ask patients to wear appropriate personal protective equipment and to remain in their 
vehicle or at a safe distance from others outside the facility, upon arrival and until their 
appointment time, to avoid unnecessary crowds

Set appointment time and provide directions to the vaccination clinic

PREPARE:1 
Getting ready for the appointment
Before the patient arrives

•  Have a copy of the pre-vaccination checklist/risk-assessment questionnaire and 
patient information sheet

•  Consider preparing a tray with the appropriate vaccine and all needed vaccination 
supplies

 — Cotton wool

 — Sharps container

 — Resuscitation equipment/drugs for anaphylaxis

 — Oxygen and appropriate masks if available

•  Put on appropriate personal protective equipment, if necessary

PERFORM:1 
During the appointment
- Assess patient’s suitability for immunisation following a risk assessment

- Advise on possible side effects

- Answer patient queries

- Obtain informed consent

- Consult the patient’s records if available

- Administer the vaccine

- Complete all documentation

4
1.  UK guidance on best practice in vaccine administration. Available from: http://www.wales.nhs.uk/sitesplus/documents/861/UK%20best%20practice%20

guidance%20vacc%20admin%202001.pdf. [Last accessed November 2020].
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CHECKLISTS AND MORE RESOURCES

One-stop vaccination drive-
through clinic: Things to consider

PLAN: 
Making the appointment
Review patient vaccination record

•  Discuss the risks and benefits, and review contraindications with patient

If the patient getting vaccinated is driving

•   Advise the patient they will be asked to wait 15 minutes before leaving the car park

Set appointment time and provide directions to the clinic site

PREPARE:1 
Getting ready for the appointment
Before the patient pulls up

•  Have a copy of the pre-vaccination checklist/risk-assessment questionnaire and 
patient information sheet

•  Consider preparing a tray with the appropriate vaccine and all needed vaccination 
supplies:

 — Cotton wool

 — Sharps container

 — Resuscitation equipment/drugs for anaphylaxis

 — Oxygen and appropriate masks if available

•  Put on appropriate personal protective equipment, if necessary 

PERFORM:1 
During the appointment
- Assess patient’s suitability for immunisation following a risk assessment

- Advise on possible side effects

- Answer patient queries

- Obtain informed consent

- Consult the patient’s records if available

- Administer the vaccine

- Complete all documentation

5
1.  UK guidance on best practice in vaccine administration. Available from: http://www.wales.nhs.uk/sitesplus/documents/861/UK%20best%20practice%20

guidance%20vacc%20admin%202001.pdf. [Last accessed November 2020].
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http://www.wales.nhs.uk/sitesplus/documents/861/UK%20best%20practice%20guidance%20vacc%20admin%202001.pdf.
http://www.wales.nhs.uk/sitesplus/documents/861/UK%20best%20practice%20guidance%20vacc%20admin%202001.pdf.


CHECKLISTS AND MORE RESOURCES

Patient outreach  
communication 
templates

You might want to consider 
the best ways to reach out 
to patients to let them know 
about your clinic. Below are 
some possible communication 
templates that could be 
considered and adapted 
according to your clinic’s needs

Telephone communications

One-way walk-through clinic information

Hello, this is [Name]. 

I’m calling to let you know that [Practice Name] will be holding a one-way walk-through 
vaccination clinic on [Date] at [Location].

As you may know, getting a vaccination is always important, but during the COVID-19 
pandemic, it’s more important than ever. We are following all [NHS] guidelines to ensure 
safety for both you and our staff. 

Call us back at [Practice Number] between the hours of [Practice Hours] to schedule 
your appointment or if you have any additional questions.

Thank you! Goodbye.
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Telephone communications

Drive-through clinic information

Hello, this is [Name]. 

I’m calling to let you know that [Practice Name] will be holding a drive-through 
vaccination clinic on [Date] at [Location].

The drive-through clinic provides you the opportunity to get a vaccination without 
leaving your vehicle. We are following all [NHS] guidelines to ensure safety for both you 
and our staff.

Call us back at [Practice Number] between the hours of [Practice Hours] to schedule 
your appointment or if you have any additional questions.

Thank you! Goodbye.

Email communications

One-way walk-through clinic information

Subject line: 
We’re holding a one-way walk-through vaccination clinic—schedule your appointment now.

Hello,

With the vaccination season approaching and the possibility of a re-emergence of 
COVID-19 cases this winter, vaccination is more important than ever. This is why we will 
be holding a one-way walk-through vaccination clinic on [Date] at [Location]. We want 
to provide you the opportunity to get your vaccination quickly and ensure you have 
minimal contact with other patients and staff. 

Our staff will be wearing face masks and following all [NHS] guidelines to ensure 
everyone’s safety. 

Call us back at [Practice Number] between the hours of [Practice Hours] to schedule 
your appointment or if you have any additional questions.

Sincerely, 
[HCP/Office Staff] 
[Practice Name]
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Email communications

Drive-through clinic information

Subject line: 
We’re holding a drive-through vaccination clinic—schedule your appointment now.

Hello,

With the vaccination season approaching and the possibility of a re-emergence of 
COVID-19 cases this winter, vaccination is more important than ever. This is why we will be 
holding a drive-through vaccination clinic on [Date] at [Location]. We want to provide 
you the opportunity to get your vaccination without leaving the comfort and safety of 
your vehicle. 

Our staff will be wearing face masks and following all [NHS] guidelines to ensure 
everyone’s safety. 

Call us back at [Practice Number] between the hours of [Practice Hours] to schedule 
your appointment or if you have any additional questions.

Sincerely, 
[HCP/Practice Staff] 
[Practice Name]
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CHECKLISTS AND MORE RESOURCES

Useful materials

Useful healthcare professional materials
’Helping protect your patients from flu’ Staff barometer

’Increasing the uptake of flu vaccination’ Healthcare professional booklet

’Flu vaccination can help protect your patients and community from flu’ 
Staffroom poster

Useful patient materials
’Share the moment not the flu’ Patient leaflet

’Share the moment not the flu’ Patient awareness poster

’Share the moment not the flu’ Patient guide to what happens before and 
after vaccination

Eligible patients tent card

Useful signage materials
’Share the moment not the flu’ Patient bunting

’Share the moment not the flu’ Patient outdoor banner 

’Share the moment not the flu’ Clinic arrows 

’Share the moment not the flu’ Clinic wipe-off poster



VACCINATION CLINIC SOLUTIONS 

More resources 

Below, you’ll find some other helpful resources that provide guidance and 
additional information on vaccination administration.

DOCUMENTS AND RESOURCES REFERENCED IN THIS 
TOOLKIT: 

Royal College of General Practitioners. Delivering mass vaccinations 
during COVID-19. 

Directed Enhanced Service Specification. Seasonal influenza and 
pneumococcal polysaccharide vaccination programme 2020/21.

UK guidance on best practice in vaccine administration.

Public Health England. The national flu immunisation programme 2020 to 
2021- update.

Royal College of Nursing. COVID-19 guidance.

Royal Pharmaceutical Society. COVID-19 guidance.

ADDITIONAL SANOFI PASTEUR RESOURCES:

Sanofi Pasteur Medisa materials ordering site.
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http://allcatsrgrey.org.uk/wp/download/public_health/vaccination/Mass-Vaccination-at-a-time-of-COVID-V3.1.pdf
http://allcatsrgrey.org.uk/wp/download/public_health/vaccination/Mass-Vaccination-at-a-time-of-COVID-V3.1.pdf
https://www.england.nhs.uk/wp-content/uploads/2020/03/B0130_SFL-and-pneumococcal.pdf
http://www.wales.nhs.uk/sitesplus/documents/861/UK%20best%20practice%20guidance%20vacc%20admin%202001.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907149/Letter_annualflu_2020_to_2021_update.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907149/Letter_annualflu_2020_to_2021_update.pdf
https://www.rcn.org.uk/clinical-topics/public-health/immunisation/immunisation-services-and-large-scale-vaccination-delivery-during-covid-19
https://www.rpharms.com/resources/pharmacy-guides/coronavirus-covid-19/guidance-for-pharmacy
https://sanofi.medisa.com/medisa/
https://www.england.nhs.uk/publication/directed-enhanced-service-specification-seasonal-influenza-and-pneumococcal-polysaccharide-vaccination-programme-2020-21/


VACCINATION 
CLINIC SOLUTIONS
Contact your Sanofi Pasteur representative to order 
additional patient education materials for your office.
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