
SOM Flu Vaccine Clinic FAQ 
 
 

1. How many participants do I need to host a clinic? 
30 participants are required to host a Flu Vaccine Clinic.  If you are unable to reach the 
required number of participants, reach out to other departments in your area to see if this 
number can be reached by partnering together. 

2. Am I required to use the Flu Vaccine Clinic Registration System? 
Yes, all Worksite Coordinators are required to use the Flu Vaccine Clinic Registration 
System. 

 
3. Are contractual employees allowed to participate in the Flu Vaccine Clinic at my 

site? 
Yes, contractual employees may be accommodated if they are willing to pay the vaccine 
cost of $34 by cash or check to Michigan Community VNA-Flu Program.  They can then 
request a reimbursement form from VNA to submit to their insurance carrier. 

 
4. Can I schedule employees with the scheduling process I used last year? 

The Flu Vaccine Clinic Registration System should be used by all coordinators. Only 
clinics that either are unable to access the Registration Site or clinics with extenuating 
circumstances will be allowed to use the Manual Appointment Schedule spreadsheet.  
Clinics using the Manual Scheduling spreadsheet due to extenuating circumstances will 
have to enter all of the employees scheduled into the Flu Vaccine Clinic Registration 
Administration Site at the close of their clinic. 

 
5. If I need to cancel my clinic, who should I contact? 

You must notify VNA at least 48 hours prior to the scheduled clinic date to avoid financial 
penalty for late cancellation.  Clinics cancelled after this deadline will incur up to a $500 
fee. 

 
Please make sure that the clinic is also cancelled on the Flu Vaccine Clinic Registration 
Administration Site, so that registered employees will be notified that the clinic is 
cancelled and no employees can schedule new appointments. 

 
6. What if some employees changed their insurance during open enrollment? 

Insurance Open Enrollment occurs during the month of August, just shortly before our flu 
vaccine clinics begin; therefore some employees may have a change of insurance 
carrier in October, but not yet have received a new insurance card. 

 
Please print copies of the IOE Carrier Change Log (available in Team Room) and make 
them available to VNA on the day of your clinic to assist in minimizing billing issues 
associated with changes in insurance carriers. 

 
7. Is there a fee if my clinic nurse is required to stay beyond the originally scheduled 

time frame? 
Yes, there is a $50 per hour fee assessed. 
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8. How will I know if a contractual flu vaccine agency will be providing the shots for 
my location instead of Michigan Community Wellness VNA? 
Michigan Community Wellness VNA will not be using any contractual agencies for our 
clinics. 

 
9. Am I too late to host a clinic if it is not already scheduled? 

Coordinators will be allowed to schedule their clinics until 7/31/16.  Please remember 
that VNA needs to schedule your clinic with you.  They will inform you which of the dates 
you have chosen are accepted and able to be staffed.  The sooner you submit your 
request form, the more likely you will receive your first choice clinic date.  If you have 
passed the 07/31/16 due date, please notify Keri Rust (rustk@michigan.gov) to verify if 
there is additional availability with VNA. 

 
10. Why do I have two clinic locations when I'm a site coordinator for one location?  

If you are hosting two clinics in one day, then you may have an a.m. and p.m. location 
under your user ID.  This will allow 2 clinics to be scheduled on the same day for the 
same location without combining clinic availability and totals into one clinic. 

 
If you do not have an a.m. and p.m. location and are hosting 2 clinics on one date, 
please contact the Flu Vaccine Program Coordinator, Keri Rust (rustk@michigan.gov) 
before you put either clinic into the registration system. 

 
11. How do I record contractual employees within the Flu Vaccine Clinic Registration 

System? 
Contractual employees are unable to be logged within the automated system.  Clinics 
who serve contractual employees will need to provide VNA the Contractual Employee 
Log provided in the Flu Clinic Team Room and provide a copy of the completed log to 
Keri Rust (rustk@michigan.gov).  

 
12. I have confirmed my clinic. What are the requirements for the room or area? 

Please see the Getting Started section of the 2016 Flu Vaccine Program Guidelines. 
 

13. What documents should I retain after my clinic is over? 
Please see the Day of the Clinic section of the 2016 Flu Vaccine Program Guidelines. 

 
14. I logged into the Registration System and my confirmed clinic is not listed, why? 

All site coordinators must add their own clinic(s) to the registration system after getting 
confirmation from VNA.  If you already have confirmed with VNA, please add your clinic 
to the registration system as soon as possible.  See “Add a New Clinic” in the user 
manual for more information.  An instructional video is also available on the Flu Clinic 
Team Room. 

 
15. What if I don't know the number of nurses my clinic is going to have? 

When entering a clinic into the registration system, you will be required to enter the 
number of nurses.  This information is provided by VNA on the Clinic Request form. 
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16. My clinic goal in the Registration System is very different from the clinic goal I 
provided to VNA. Why? 
In many cases, the clinic goal reported in the Registration System and the clinic goal you 
reported to VNA will have differences.  

 
The clinic goal in the system is calculated automatically by taking the number nurses you 
entered, assuming that each nurse can perform 6 shots per fifteen minutes and 
multiplying by the number of 15 minute timeframes of the clinic.  For example, 1 nurse, 
who is scheduled for 2 hours, can perform 48 shots.  The number represents the 
maximum number of shots that can be given during a set amount of time. 

 
The goal you supplied VNA is the only goal related to any financial charges.  VNA does 
not have access to the registration system we are using.  Please make sure to 
update VNA if your clinic goal needs to change due to a change in participation. 

 
17. How can an employee obtain a confirmation that they received their flu 

vaccination? 
Upon this request, the Site Coordinator will need to send an email to Kara Rucinski 
(krucinski@vna.org) with the employee’s email address, name, clinic location, and date 
of the clinic.  Kara will access the employee’s consent form and email it directly to the 
employee. 

 
18. Is the Mercury Free vaccine the same as a Preservative Free vaccine? 

Yes, Mercury free is preservative free. In the multi-dose bottles, Mercury is used as a 
preservative.  Although it is a tiny amount (there is more Mercury in a Filet-o-Fish 
sandwich from McDonald's) it is recommend to give Mercury Free vaccines for pregnant 
women.  Please contact VNA within 10 days prior to the clinic date to ensure sufficient 
numbers of the Mercury Free vaccine are available. 

 
19. Can the registration option be turned off prior to the clinic date?   

The automated registration system does not allow for the clinic to be shut off without 
being either placed on hold or cancelled.  This means that employees can continue to 
register right up to the clinic date.  Ensure that you are not printing your Daily Registered 
Schedule for VNA until the day of the clinic. 

 
20. Can an employee’s spouse or dependent participate in the Worksite Flu Clinic if 

they are also a State of Michigan employee? 
The spouse or a dependent of an employee is only able to receive their vaccination if 
they are also a State of Michigan employee.  Any spouse or dependent that is not a 
State of Michigan employee will be turned away and advised to received their 
vaccination through their health provider’s office or a participating local pharmacy (co-
pays may apply). 
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