
Your guide to 
hosting an on-site 
immunization clinic

VACCINE SOLUTIONS



Immunizations have one of 
the highest margins of clinical 
services that pharmacies 
can offer. Providing them 
year‑round gives you a stream 
of additional revenue, not just a 
seasonal bump from flu shots.
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Each clinic presents a unique opportunity to work with 
organizations within your community to provide vaccines. Below you 
will find examples of targeted businesses and organizations that will 
benefit from the type of on-site clinic you plan to administer.

FLU
CLINIC

TRAVEL
CLINIC

BACK-TO- 
SCHOOL
CLINIC

SENIOR
CLINIC

PEDIATRIC/
ADOLESCENT 
CLINIC

LOCAL ORGANIZATION

Community centers

Churches

Colleges and universities

Mission groups

Long-term care facilities 
Assisted living

Childcare facilities
Primary and secondary schools

Non-profit groups
Business travelers

Health fairs

STEP ONE

1 Identify local 
organizations

Quick tip
Know your neighbors. Join the neighborhood 
association, local PTA or sports booster association, 
or Chamber of Commerce to build your contacts and 
promote your services.
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Follow these time frames for promoting and scheduling the different type of clinics 
throughout the year.

JAN FEB MAR APR MAy JUN AUG SEP OCT DECNOVJUL

Promote and schedule clinics year-round
SENIOR CLINIC

Promote and schedule clinics year-round

Promote Schedule clinicsSchedule clinics

FLU CLINIC

Promote Schedule clinics

BACK-TO-
SCHOOL CLINIC

Peak clinic seasonPromote and schedule clinics year-round

TRAVEL CLINIC

Promoting and scheduling clinics

During June, 
promote back-to-
school clinics at 
community centers, 
churches, colleges, 
grade schools and 
childcare facilities 

PEDIATRIC/ 
ADOLESCENT 
CLINIC
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Visit the Marketing Hub on myHealthMart.com to download and print materials 
that will help you promote your pharmacy to local organizations. Book appointments 
in person or via phone to discuss your vaccine services.

Outreach letter
This letter includes suggested language to explain your on-site immunization 
services to organizations. Address the letter to the Human Resources department 
if it’s a local business, the director if it’s a senior home or other organization, and to 
the principal if it’s a school. Adapt this language into an email if you have the email 
address for the contact at the business.

Flyer
This flyer is useful to include with your letter or as an attachment to your email. It 
can also be posted in the pharmacy. The flyer is a quick and clear way to inform your 
audience that you offer on-site immunization clinics.

Advertising
Let your community know that you offer immunizations. Attract the attention of 
patients in your area with a cost-effective and targeted Facebook ad campaign.

Use these talking points to help guide your conversations:

We offer turnkey on-site 
immunization clinics that 
offer convenience for you 
and your employees, who 
will have one less stop to 
make during their busy work 
day. We have several billing 
options available, including 
[cash, insurance, vouchers, 
roster billing].

According to the CDC, the 
flu causes U.S. employees to 
miss approximately 17 million 
workdays at an estimated 
$7 billion a year in sick days 
and lost productivity. Avoid 
the lost time and keep your 
employees healthy this 
season by partnering with my 
pharmacy to offer an on-site 
flu clinic.

Not only does our pharmacy 
provide flu shots, but we’re 
also  equipped to administer 
vaccinations for pneumonia, 
shingles, hepatitis and more. 
We can administer several 
vaccines while on-site to 
make it convenient for 
your employees.

STEP TWO

2 Market to local 
organizations
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KEEP YOUR EMPLOYEES HEALTHY BY PROVIDING A YEARLY FLU SHOT AT YOUR OFFICE 

In addition to our personal attention, we also offer unique specialty services to help 
you and your loved ones live better.  

Call us to schedule your onsite flu shot clinic today! 

On-site flu clinics 
now available  
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$1,000 1
Typical number of days 
employees miss due to 
the flu1 

Percentage of people infected 
who never get “sick”— but can 
pass the virus to co-workers 
or family members4 

Estimated reduction in 
doctors’ visits after getting a 
flu shot5 

Estimated direct cost to 
employers during each 
flu season4

Total cost of lost work days 
per employee2 based on 
$50,000 salary  

Number of days before 
an infected individual 
displays symptoms and 
can transmit flu to others3 

1 DAy

Sharing the benefits with partners

1 Young, L. (2010, November 08.) “Three financial reasons to get the flu shot.” Retrieved from http://www.reuters.com/article/us-dp-flushot-idUSTRE6A73QA20101108 
2 Getsinger, C. (2018, April 10.) “Onsite Flu Shots Save Health and Absence Costs.” Retrieved from https://www.shrm.org/resourcesandtools/hr-topics/benefits/pages/onsite-flu-shots.aspx 
3 Influenza (Flu). (2018, August 27.) Retrieved from https://www.cdc.gov/flu/about/disease/spread.htm
4 Oursler, A. (2013, January 11.) “Flu Math: How Much the Sickness Costs Us.” Retrieved from http://investorplace.com/2013/01/flu-math-how-much-the-sickness-costs-us/#.WUFixWfrvnN  
5 CDC Newsroom. (n.d.). Retrieved from https://www.cdc.gov/media/releases/2014/p0220-flu-report.html 
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Determine who is the appropriate contact for the on-site immunization clinics at the 
organization and arrange all the details with them moving forward. If the organization agrees to 
use your pharmacy for a clinic, try to confirm the following details while meeting in person.

Date and time 
Target a date when you typically receive all your pre-ordered vaccine. If you cannot decide on a 
date during the conversation, make sure to follow up with the organization shortly after to get the 
clinic on the schedule.

Price
How will the organization finance the clinic?

STEP THREE
3 Confirm the details

VACCINES TyPICALLy BILLED UNDER MEDICARE PART BVACCINES TyPICALLy BILLED  
UNDER MEDICARE PART B

• Seasonal influenza

• Pneumococcal 
polysaccharide

• Hepatitis B (high- or 
intermediate-risk)

• Other, if related to the 
treatment of an injury or 
direct exposure to a disease 
or condition

• Pertussis (e.g., Tdap)

• Tetanus (e.g., Td)

• Hepatitis B (not high- or 
intermediate-risk)

• Measle, mumps and rubella 
(e.g., MMR)

• Polio

• Varicella (chicken pox)

• Shingles

• Meningitis

• Rabies

• Typhoid

• Other, in absence of injury 
or direct exposure

VACCINES TyPICALLy BILLED UNDER MEDICARE PART D

Minimum number of participants
To provide vaccines at a workplace, you may want to set a minimum number of participating 
employees. If there are only a few employees who sign up, it may not make sense for you to 
dedicate a day to an on-site clinic. Instead, consider distributing vouchers to employees so they 
can come into the pharmacy to get their shot.
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Several vaccines can serve different needs for on-site immunization clinics. Below are the 
recommended vaccines according to clinic type.

STEP FOUR

4Identify the vaccines needed

Log in to McKesson Connect™1
STEP

Search by keywords, e.g.,  
“flu vaccine” or “HPV vaccine” 2

STEP

See list of applicable vaccines 
for clinic being held3

STEP

View quantity available from your 
DC and enter quantity needed4

STEP

Select “Add to New Order” and 
receive your product the next day5

STEP

HOW TO ORDER VACCINES

Influenza, shingles, Tdap, 
pneumococcal

SENIOR CLINIC

Influenza, shingles, Tdap, 
pneumococcal

FLU CLINIC

Varicella, hepatitis, HPV, MMR, 
meningococcal, pneumococcal, 
polio, rotavirus, shingles, Td, 
Tdap, DTaP

PEDIATRIC/ADOLESCENT CLINIC

Influenza, Tdap, HPV, 
meningococcal conjugate, 
MMR, varicella, hepatitis A, 
hepatitis B 

BACK-TO-SCHOOL CLINIC

Influenza, hepatitis A, 
hepatitis B, meningitis, 
rabies, polio, typhoid, 
meningococcal conjugate, 
yellow fever

TRAVEL CLINIC
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Three months before the clinic
• Confirm if there are state-specific regulations for conducting on-site 

immunization clinics. The Health Mart Retail Vaccine Program can 
assist you with this as well as help you launch and maintain a year-round 
vaccination offering to turn your pharmacy into a healthcare destination. 
For more information or to enroll in the Immunization Collaborative 
Practice Agreement, VaccineComplete or Vaccine Starter Kit, visit the 
Program Store in myHealthMart.com.

• Review your state immunization regulations on Bula Law to 
confirm whether there is specific regulation for conducting on-site 
immunization clinics.

• Review your pharmacy’s liability insurance to ensure it covers on-site 
immunization clinics. 

Confirm how the organization would like to pay for 
your clinic service  

Employee paid
Insurance
If employees use their insurance to cover the vaccine, use a consent form 
to collect their contact and insurance information. If the participant has 
insurance coverage that is accepted by your pharmacy, you can bill that 
insurance directly after the clinic. If your pharmacy does not accept the 
patient’s insurance, use their contact information to follow up after the clinic 
for alternative payment.

• If you can obtain insurance information and paperwork prior to the clinic, 
you can run a test claim to verify that all vaccine given will be covered. 

• If multiple vaccines (e.g., shingles, Tdap, pneumonia) are covered under 
a patient’s insurance plan, the patient is more likely to request these 
additional services.

Cash
Consider collecting cash or credit card information from each 
participant on-site.

Prepare for the clinic
STEP FIVE
5
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Employer paid
If vouchers are being used, review the voucher reimbursement procedures. If 
the business would like to pay cash for their employees who participate in the 
clinic, agree on a set rate for each shot given. Determine the payment terms, for 
example, by invoice or check.

• Encourage the local organization to market the clinic to their employees. 
Suggest promotions in their emails, employee intranet, and high-visibility 
areas like break rooms.

• Send the local organization a sign-up sheet so they can keep track of and 
schedule each patient for the clinic.

• Review the CDC Vaccine Storage and Handling Guidelines to confirm you 
have the correct storage units on hand to maintain the vaccine cold chain at 
an on-site clinic.

One month before the clinic
• Email or drop off applicable clinic forms at the local organization and 

encourage participants to complete their forms ahead of time. These forms 
include the consent form and the screening questionnaire.  

• Request an update on the sign-up sheet to see how many individuals have 
already signed up.

One week before the clinic
• Contact the organization to confirm the date, time and number of people 

attending the clinic.

• Create a staffing plan based on the number of sign-ups.

 – For large-volume clinics, it can be helpful to bring a technician and/
or cashier along to help with the intake of screening questionnaire, 
completeness and accuracy of billing information, and processing of 
payment (if cash pay). They can also help with prepping of supplies 
between patients.

• Product: Ensure you will have enough vaccine on hand for the number of 
people attending the clinic. Plan on adding about 5% more to the number of 
scheduled patients in case there are walk-ins.

• Paperwork: Don’t forget your R.Ph. license, state-required paperwork 
for on-site immunization clinics, Vaccine Information Sheets (VIS), extra 
copies of screening questionnaire and consent forms for walk-ins.  

Plan on adding about 5% more vaccine for the number  
of scheduled patients in case there are walk-ins.Take note!
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Operate the clinic
STEP SIX
6

Check-in procedure
• Plan to arrive at the location at least one 

hour prior to the start of the clinic for setup.

 – Assure you are comfortable with the 
area designated for administration.

 – Collect sign-up sheet and follow 
the schedule.

 – Verify the clinic area has all the items 
necessary: tables, chairs, garbage cans.

• Check in with the on-site coordinator 
and secure any required ID badges for the 
clinic staff.

• Assume that one pharmacist can give about 
10–20 shots per hour.

Preparing for patients
• Set up the clinic area with the 

medical supplies.

• Don’t forget to market your services 
while at the clinic. Consider providing 
flyers, brochures, postcards or giveaways 
(magnets, tote bags, mini first aid kits, 
etc.) that include your pharmacy’s phone 
number, website address, store hours and 
list of services. You can include a coupon 
to encourage clinic participants to stop by 
your location. Visit the Marketing Hub in 
myHealthMart.com for ideas.

• Secure a cooler with ice packs and other 
items needed to preserve the cold chain 
of the vaccine(s) during travel and use at 
the clinic.

• Ensure you have an emergency kit on 
hand, at least two EpiPens (or EpiPen 
Jr. if applicable), and copy of your 
emergency plan.

• Wear a lab coat and a name tag.

Greeting patients and completing 
paperwork
• Greet each patient in a friendly manner.

• Collect the consent form and screening 
questionnaire from the patient. If the 
patient did not receive paperwork ahead of 
time, provide them with a clipboard, pen, 
and the following documents:

 – Consent form and 
screening questionnaire

 – Up-to-date Vaccine 
Information Statement(s)

 – HIPAA acknowledgement (if not a 
current pharmacy customer)

• Direct the patient to the waiting/seating 
area to complete the documents and 
read the VIS. Ask the patient to return 
when finished.

• Collect and review paperwork from patient 
once it is complete.

• Notify the patient that they will need to 
remain in the waiting area for 15 minutes 
following administration of the vaccination 
to monitor any reactions.

• Voucher for the vaccination, if applicable.

• Direct the patient to the vaccination 
administration area.

• Verify the patient’s eligibility to receive 
the vaccination.

• Answer any questions the patient may have 
related to the vaccination.

• Provide any other state-required paperwork 
to the patient and proof of vaccination given.
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Administering vaccines
• Prepare the vaccine using proper 

aseptic technique. 

• Administer the vaccination using proper 
injection technique.

• Following administration of the vaccine, 
monitor the patient for 15 minutes and 
report any reactions immediately.

• Document the administration of the 
vaccination on the Vaccine Administration 
Record and Consent document.

Completing the clinic
• Pack up everything you brought and take it 

back to the pharmacy with you.

• Before you walk out the door, you can 
suggest to the on-site coordinator that you 
can offer prescription delivery to employees. 
Follow up with them after the clinic with 
details on how the process would work.

After the clinic
• Process all insurance claims at the store as 

soon as possible.

• As required by your state-specific 
regulations, notify the patient’s primary 
care provider, your immunization 
Collaborative Practice Agreement (CPA) 
physician, and/or your state immunization 
registry of vaccines administered within 
specified time frame (e.g., 14 days). File 
vaccination documents in appropriate 
locations and retain for the appropriate 
amount of time.
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MEDICAL SUPPLIES

Vaccine

Safety needles/syringes

Non-latex gloves

Latex-free bandages

Cotton balls or gauze pads

Alcohol pre-pads

Epinephrine pens

State-required emergency supplies

Sharps containers

Hand sanitizer

Vaccine cooler with ice packs

Certified calibrated thermometer

CLINICAL DOCUMENTATION

Billing forms

Screening questionnaire/consent form

Vaccine Information Statements (VISs)

Immunization record cards

HIPAA forms

Vouchers

Notification of vaccination letter

Vaccine Adverse Event Reporting System 
(VAERS) form

Other state-required documentation

MISCELLANEOUS SUPPLIES

Pharmacy marketing materials

Pens

Clipboards

File folders

Tray for completed paperwork

Pad of paper

Stapler/staples

Cash box with change

Mobile phone or landline nearby

Copy machine 

ADDITIONAL REMINDERS

Supply checklist
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Document reference list
The Operations Toolkit in myHealthMart.com provides 
many forms that can be printed and used for your on-site 
clinics. Forms include:
• Reimbursement

• Regulatory

• Emergency Plans and Adverse Events

• Vaccine Storage, Ordering and Handling

• Vaccine Administration

• Marketing Resources

• Resources and Education

• Expanding Your Immunization Practice

For Medicare billing and updated coding and payment 
allowance information, visit cms.gov and view the Guide to 
Medicare Part B Reimbursement in myHealthMart.com.

Visit cdc.gov/flu for additional vaccine documentation 
or other materials such as ACIP recommendations and 
vaccine storage and handling guidelines.

Visit immunize.org for additional vaccine documentation 
and materials:
• Screening questionnaires

• Summary of recommendations for immunizations

• Vaccine Information Statements (VIS) for 
appropriate vaccines

• Notification of vaccination letter (to send to primary 
care physician)

• Supply checklist

Questions?

For more information, email: 
healthmartoperations@mckesson.com

USE ON WHITE BKGD

mailto:healthmartoperations%40mckesson.com?subject=


Health Mart is proud to be a member of the McKesson family, sharing in the collective industry knowledge and experience 
residing within all of the McKesson corporate affiliates. Since 1833, McKesson has been committed to the success of 
independent pharmacies through the delivery of innovative programs and reliable distribution services. Learn more 
at mckesson.com.

©2020 Health Mart. All rights reserved. HM-611283-02-20

The information contained here does not constitute legal, medical or clinical advice and as the independent 
owner of your business, you are solely responsible for determining whether programs and services you offer 
are compliant with law. McKesson is not responsible if the services aren’t covered or paid for by a payer, 
individual or organization.


