
 1/3/2020      Page 1 of 3 
 

VFC ANNUAL TRAINING: PEAR DOCUMENTATION 
 
 

VFC providers must receive annual training on VFC requirements every 12 months. At minimum, the 
vaccine coordinator and back-up coordinator must complete required training. Per CDC, annual 

training must be documented in PEAR. Follow this guidance to assist in documenting annual training.  
 

STEP 1: Select the “Tools” tab from the upper task bar. 
STEP 2: Choose “Annual Provider Training” from the options on the left. 

STEP 3: Add the training type, according to guidance indicated in either OPTION 1 or OPTION 2 below. 
 

 
 

 
OPTION 1: Counting a VFC Compliance Visit as Annual Training 
 
Compliance Site Visits no longer “overwrite” existing training. PEAR acknowledges that awardees may 
implement additional expectations for Annual Training. Therefore, reviewers must choose which 
Compliance Visits met all Annual Training requirements and can be designated as such.  
 

For a Compliance Visit to count as Annual Training, it must meet the two criteria below: 
• Training covers all VFC program requirements described in the Provider Agreement and 

the VFC Compliance Site Visit Reviewer Guide 
• At minimum, the VFC coordinator and back-up coordinator have completed the training 

 
1. After completing the site visit documentation (even if follow-up is pending), 

select “Designate Compliance Site Visit as Annual Training”  
 
 

 
 
 
 
2. Enter the provider’s PIN, name, or other identifier. Then select “Search.” 
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3. Checkmark the box in the left-most column for “Count as Training.” 
4. Click on “Count as Training.” 

 
 
 

If Both Staff Are Not Present at Visit: 
Per CDC, if only one of the two key staff is at the VFC Compliance Visit, add a custom follow-up action 
to the site visit questionnaire that calls for training to be completed by the member not at the visit.  

• Once this follow-up item has been completed and the Follow-up Plan documents that both key 
staff at this site have been trained, the Compliance Visit can be designated as an Annual 
Training (as reviewed above). 

 
 

OPTION 2: Counting INEs and/or You Call the Shots (YCTS) as Annual Training 
 
 

Follow this guidance if the provider met annual training requirements by trainings OTHER than a site 
visit, such as attending INEs or completing You Call the Shots (YCTS) modules. Ensure you’ve reviewed 
documentation for both the Primary & Backup Coordinator. 
 

1. Choose “View, Add, Edit or  
Delete Annual Training” 

 
 
2. Enter the provider’s PIN, name, or other identifier. Then select “Search.” 
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3. Checkmark the box in the left-most column for “Add New Training” 
4. Click on “Add Training” 

 
 
 
5. Select the training type and add details. See examples below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
If the Primary & Backup are Trained on Different Days or Different Training Types: 
 
 

If the Coordinators are trained on different days or by different means, ensure all trainings were 
completed for both. CDC guidance indicates to document the training of the VFC Primary Coordinator 
and include notes about the Back-up coordinator trainings in the notes field. You may utilize the VFC 
Primary Coordinator’s training date and type for the entry fields and include all detailed notes. If the 
Primary’s trainings were over more than one date, utilize the earliest date for entry.  

If INEs were performed: Example If YCTS modules were completed: Example 


