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Vaccine Administration at a Glance   
COVID-19 Vaccine 

 

This guide outlines requirements in CDC’s COVID-19 Vaccination Program Provider Agreement and Vaccine Storage & Handling Toolkit.  Refer to the 
COVID-19 Provider Operations Manual (POM) for detailed guidance. (Also see Vaccine Management at a Glance.) Summary guidance includes: 

• Practice Protocols 

• Vaccine Administration 

• EUA Fact Sheets 

• Vaccination Records 

• Documentation, Reporting & Record Keeping 

• Billing & Reimbursement 

• Miscellaneous Guidance 

• Reporting Requirements 
 

Topic Requirements & Guidance Resource Links 

Patient Visit Use the Patient Visit Checklist to incorporate program requirements into practice protocols. Patient Visit Checklist 

Required Training Providers, vaccinators and key practice staff who store, handle, manage, or administer COVID-19 
vaccines must complete required training as a condition of enrollment. 
 
Program Training. Staff completing the CDC Provider Agreement will complete the program 
training in myCAvax before enrollment. Program training prepares sites to incorporate 
requirements into clinic protocols and identifies key resources for use on the job.  
 
Product Training. Any staff who store, handle, manage, or administer COVID-19 vaccines must 
complete COVID-19 Vaccine Product Training—only for products your location will order–prior to 
receiving vaccine shipments. This training teaches staff to prepare, administer, store, and handle 
each vaccine product and report adverse events to VAERS. 

COVID-19 Vaccine Product Training 

 
Practice Protocols 

 

https://www.cdc.gov/vaccines/covid-19/vaccination-provider-support.html
https://www.cdc.gov/vaccines/hcp/admin/storage/toolkit/storage-handling-toolkit-2020.pdf
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf
https://eziz.org/assets/other/IMM-1322.pdf
https://eziz.org/assets/docs/COVID19/IMM-1409.pdf
https://eziz.org/assets/docs/COVID19/IMM-1409.pdf
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/Immunization/COVID-19VaccineTraining.aspx#training
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/Immunization/COVID-19VaccineTraining.aspx#training
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Topic Requirements & Guidance Resource Links 

ACIP & Clinical 
Recommendations 
 
 

Organization must administer COVID-19 vaccine in accordance with all requirements and 
recommendations of CDC and CDC’s Advisory Committee on Immunization Practices (ACIP). (P.A. 
#1). 

Providers and vaccinators must administer COVID-19 vaccines in accordance with all 
requirements and recommendations of CDC and ACIP Vaccine Recommendations. CDC provides 
ongoing guidance in the form of interim clinical considerations for use of COVID-19 vaccines 
authorized and approved.  

• COVID-19 ACIP Vaccine 
Recommendations  

• Interim Clinical Considerations 
 

Pandemic Planning Organization’s COVID-19 vaccination services must be conducted in compliance with CDC’s 
Guidance for Immunization Services During the COVID-19 Pandemic for safe delivery of vaccines. 
(P.A. #6) 

CDC has issued interim guidance for healthcare personnel in a variety of clinical and alternative 
settings for the safe administration of vaccines. Guidance has been updated to reflect influenza 
season and coadministration of COVID-19 vaccines with other routine vaccines for children, 
adolescents, and adults (including pregnant people). 

• Interim Guidance for Routine 
and Influenza Immunization 
Services During the COVID-19 
Pandemic 

Standing Orders Where authorized under state law, standing orders enable eligible nurses and other healthcare 
professionals (e.g., pharmacists) to assess and vaccinate persons who meet the criteria without 
the need for clinician examination or direct order from the attending provider at the time of the 
interaction. 

• Pfizer 6M-4Y | 5-11Y | 12Y+  

• Moderna 6M-5Y | 6-11Y | 12Y+ 

• Novavax  

 Vaccine Administration  

 Organization must administer COVID-19 vaccine in accordance with all requirements and 
recommendations of CDC and CDC’s Advisory Committee on Immunization Practices (ACIP). (CDC 
Provider Agreement #1). 

Organization must comply with all applicable requirements as set forth by the U.S. Food and Drug 
Administration, including but not limited to requirements in any EUA that covers COVID-19 
vaccine. (P.A. #12a) 

 

https://www.cdc.gov/vaccines/hcp/acip-recs/vacc-specific/covid-19.html
https://www.cdc.gov/vaccines/covid-19/clinical-considerations/covid-19-vaccines-us.html
https://www.cdc.gov/vaccines/hcp/acip-recs/vacc-specific/covid-19.html
https://www.cdc.gov/vaccines/hcp/acip-recs/vacc-specific/covid-19.html
https://www.cdc.gov/vaccines/covid-19/clinical-considerations/covid-19-vaccines-us.html
https://www.cdc.gov/vaccines/pandemic-guidance/index.html
https://www.cdc.gov/vaccines/pandemic-guidance/index.html
https://www.cdc.gov/vaccines/pandemic-guidance/index.html
https://www.cdc.gov/vaccines/pandemic-guidance/index.html
https://www.cdc.gov/vaccines/covid-19/info-by-product/pfizer/downloads/infant-standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/pfizer/downloads/Pfizer_PED_StandingOrders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/pfizer/downloads/gray-cap-Pfizer-BioNTech-standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/moderna/downloads/infant_standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/moderna/downloads/6-11-standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/moderna/downloads/standing-orders.pdf
https://www.cdc.gov/vaccines/covid-19/info-by-product/novavax/downloads/novavax-standing-orders.pdf
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Topic Requirements & Guidance Resource Links 

Organization must administer COVID-19 vaccine in compliance with all applicable state and 
territorial vaccination laws. (CDC Provider Agreement #12b) 

Vaccine Products For available products, refer to the COVID Vaccine Product Guide (see Routine Schedule and 
Schedule if Moderately or Severely Immunocompromised).  

• COVID Vaccine Product Guide 
(CDPH) 

• Vaccine Product Information 
Guide (kits & supplies) 

Pre-Vaccination 
Screening 

My Turn offers screening, eligibility checks, and appointment scheduling. CDC has also provided a 
COVID-19 Screening Form for facilities to assist with patient screening. Available in English and 
other languages.  

• Screening Checklist (CDC) 

Eligibility 
As of April 15, 2021, all Californians are eligible for vaccinations. Any current age limits or 
prioritizations for available COVID-19 vaccine products are determined by current ACIP vaccine 
recommendations, authorization by CDC, and concurrence by the Western States Scientific Safety 
Review Workgroup.   COVID Call Center will email provider sites if eligibility changes for any 
available vaccine products. 

• COVID-19 Vaccine Timing by 
Age 

Vaccine Preparation 
Proper preparation and administration help to ensure patients receive sufficient protection after 
vaccination and minimize revaccination efforts due to administration errors. Follow vaccine 
preparation instructions provided in the vaccine product’s EUA Fact Sheet for Healthcare 
Providers, which supersede package inserts. 

Do not prepare or administer vaccines without first checking the expiration date. Do not prepare 
or administer vaccine past the manufacturer expiration date or use-by date. 

Incorporate this checklist into practice protocols to help ensure your patients receive sufficient 
protection after vaccination and to minimize revaccination efforts due to administration errors. 

• Vaccine Administration 
Checklist 

• Vaccine Preparation (POM) 

• Vaccine Administration (POM) 

Responding to 
Administration 
Errors 

A vaccine administration error is any preventable event that may cause or lead to inappropriate 
medication use or patient harm. Administration errors can have many consequences, including 
inadequate immunological protection, possible injury to the patient, cost, inconvenience, and 
reduced confidence in the health care delivery system. In the event of errors, take action to 
determine if revaccination is recommended and report the error. 

• Responding to Administration 
Errors (POM) 

https://eziz.org/assets/docs/COVID19/IMM-1399.pdf
https://eziz.org/assets/docs/COVID19/IMM-1399.pdf
https://eziz.org/assets/docs/COVID19/CDC_COVID-ProductInfoGuide.pdf
https://eziz.org/assets/docs/COVID19/CDC_COVID-ProductInfoGuide.pdf
https://www.cdc.gov/vaccines/covid-19/downloads/pre-vaccination-guidelines.pdf
https://eziz.org/assets/docs/COVID19/IMM-1396.pdf
https://eziz.org/assets/docs/COVID19/IMM-1396.pdf
https://eziz.org/assets/docs/COVID19/IMM-1411.pdf
https://eziz.org/assets/docs/COVID19/IMM-1411.pdf
https://eziz.org/assets/docs/COVID19/IMM-1411.pdf
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=113
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=115
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=117
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=117
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Topic Requirements & Guidance Resource Links 

Reporting to VAERS 
Organization must report any adverse events following vaccination to the Vaccine Adverse Event 
Reporting System (VAERS) (1-800-822-7967 or http://vaers.hhs.gov/contact.html). (P.A. #10). 

The vaccination provider is responsible for mandatory reporting of the following to the Vaccine 
Adverse Event Reporting System (VAERS): 

• vaccine administration errors whether or not associated with an adverse event, 

• serious adverse events* (irrespective of attribution to vaccination), 

• cases of Multisystem Inflammatory Syndrome (MIS) in adults and children, and 

• cases of COVID-19 that result in hospitalization or death. 

• Report an Adverse Event to 
VAERS 

• 12 Things States Need to Know 
about VAERS 

Coadministration COVID-19 vaccines and other vaccines may be administered without regard to timing. This 
includes simultaneous administration of COVID-19 vaccine and other vaccines on the same day, as 
well as coadministration within 14 days. The benefits of coadministration and timely catch up on 
vaccinations outweigh any theoretical risk. Vaccines that are given at the same time should be 
administered in separate anatomic sites.  See Coadministration Tips for recommended injection 
sites and guidance. 

• Interim Clinical Considerations 
(Coadministration) 

• Coadministration Tips & 
Illustration 

V-safe 
The v-safe poster is now available in multiple languages, including English, Spanish, Korean, 
Vietnamese, and Simplified Chinese. Other translations are coming soon. 

Use automated appointment reminders to prompt recipients to enroll in v-safe.  

Provide the v-safe information sheet to vaccine recipients/caregivers and encourage vaccine 
recipients to participate in v-safe. V-safe is a new voluntary smartphone-based tool that uses text 
messaging and web surveys to check in with people who have been vaccinated to identify 
potential side effects after COVID-19 vaccination.   

• Register  

• v-safe Poster  

• Information Sheet | Other 
languages 

• FAQs about V-safe 

 
EUA Fact Sheets 

 

Fact Sheets for HCPs Organization must comply with all applicable requirements as set forth by the U.S. Food and Drug 
Administration, including but not limited to requirements in any EUA that covers COVID-19 
vaccine. (P.A. #12a) 

FDA issued an Emergency Use Authorization (EUA) of COVID-19 vaccines for the prevention of 
coronavirus disease 2019 (COVID-19). Vaccines may be FDA-approved over time. Providers must 

• Moderna vaccines 

• Novavax  

• Pfizer-BioNTech vaccines 

http://vaers.hhs.gov/contact.html
https://vaers.hhs.gov/reportevent.html
https://vaers.hhs.gov/reportevent.html
https://eziz.org/assets/docs/COVID19/VAERS-12ThingsToKnow.pdf
https://eziz.org/assets/docs/COVID19/VAERS-12ThingsToKnow.pdf
https://eziz.org/assets/docs/COVID19/IMM-1389.pdf
https://www.cdc.gov/vaccines/covid-19/clinical-considerations/interim-considerations-us.html#timing-spacing-interchangeability
https://www.cdc.gov/vaccines/covid-19/clinical-considerations/interim-considerations-us.html#timing-spacing-interchangeability
https://eziz.org/assets/docs/COVID19/IMM-1389.pdf
https://eziz.org/assets/docs/COVID19/IMM-1389.pdf
https://vsafe.cdc.gov/
https://www.cdc.gov/vaccines/covid-19/downloads/get-started-with-v-safe.pdf
https://eziz.org/assets/docs/COVID19/v-safe-information-sheet-508.pdf
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/safety/vsafe.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/safety/vsafe.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/safety/faq.html
https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/spikevax-and-moderna-covid-19-vaccine#additional
https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/novavax-covid-19-vaccine-adjuvanted#additional
https://www.fda.gov/emergency-preparedness-and-response/coronavirus-disease-2019-covid-19/comirnaty-and-pfizer-biontech-covid-19-vaccine#additional
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Topic Requirements & Guidance Resource Links 

follow guidance provided in EUA Fact Sheets for Healthcare Providers, including clinical guidance, 
storage and handling, vaccine preparation and administration, and VAERS reporting. 

Fact Sheets for 
Recipients & 
Caregivers 

Before administering COVID-19 vaccine, Organization must provide an approved Emergency Use 
Authorization (EUA) fact sheet or vaccine information statement (VIS), as required, to each vaccine 
recipient, the adult caregiver accompanying the recipient, or other legal representative. (P.A. #5) 

For each COVID-19 vaccine authorized under an Emergency Use Authorization (EUA), FDA 
requires that vaccine recipients or their caregivers are provided with certain vaccine-specific EUA 
information to help make an informed decision about vaccination. This is accomplished by 
providing an EUA Fact Sheet for Recipients and Caregivers.  

The Fact Sheet is similar in purpose and content to vaccine information statements (VISs) for 
licensed vaccines but differs in that the EUA Fact Sheet is specific to each authorized COVID-19 
vaccine, is developed by the manufacturer of the vaccine, and is authorized by the FDA. 

There is no VIS for COVID-19 vaccines authorized under an EUA. Instead, the FDA-issued EUA Fact 
Sheet for Recipients and Caregivers for each COVID-19 vaccine must be used. 

• EUA Fact Sheets for Recipients 
and Caregivers (CDC) 

 Vaccination Records  

Vaccination Record 
Card 

Organization must provide a completed COVID-19 vaccination record card to every COVID-19 
vaccine recipient, the adult caregiver accompanying the recipient, or other legal representative. 
Each COVID-19 vaccine shipment will include COVID-19 vaccination record cards. (P.A. #11)  

COVID-19 Vaccination Record Cards are included in the ancillary kits. The card provides room for a 
written reminder for a second-dose appointment. When the first record is full, complete a second 
card and staple to the first. 

Additional or booster doses: Documented the same way as previous doses of COVID-19 vaccines. 
In the “other” or spare row on the immunization card, record vaccine administration information, 
such as date and formulation, for a booster dose. The dose does not necessarily need to be 
labeled with the term “booster.”  

 

https://www.cdc.gov/vaccines/covid-19/eua/index.html
https://www.cdc.gov/vaccines/covid-19/eua/index.html
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Topic Requirements & Guidance Resource Links 

 

Digital COVID-19 
Vaccination Record 

The California Department of Public Health has created a system to allow Californians to access 
their Digital COVID-19 Vaccine Record (DCVR) to replace lost or otherwise unavailable paper 
records and provide an additional form of portable and reliable vaccine verification. The DCVR is 
generated using patient data from the California Immunization Registry (CAIR). 

• Digital Vaccine Record (DCVR) 

 
Documentation, Reporting & Record Keeping 

 

 
Within 24 hours of administering a dose of COVID-19 vaccine and adjuvant (if applicable), 
Organization must record in the vaccine recipient’s record and report required information to the 
relevant state, local, or territorial public health authority. Details of required information 
(collectively, Vaccine Administration Data) for reporting can be found on CDC’s website. 

Organization must submit Vaccine Administration Data through either (1) the immunization 
information system (IIS) of the state and local or territorial jurisdiction or (2) another system 
designated by CDC according to CDC documentation and data requirements. 

Organization must preserve the record for at least 3 years following vaccination, or longer if 
required by state, local, or territorial law. Such records must be made available to any federal, 
state, local, or territorial public health department to the extent authorized by law. (P.A. #2) 

Sites must document vaccine administration in their medical record systems within 24 hours of 
administration and report doses administered to CAIR as soon as practicable and no later than 72 
hours using either My Turn or an EHR/EMR connected to their local immunization registry (CAIR2 
or RIDE, unless already reporting to CAIR manually). 

• Confirm Readiness to Report 
Doses Administered (POM) 

https://myvaccinerecord.cdph.ca.gov/
https://myvaccinerecord.cdph.ca.gov/
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=28
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=28
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Topic Requirements & Guidance Resource Links 

 
Billing & Reimbursement 

 

 
Organization must not sell or seek reimbursement for COVID-19 vaccine and any adjuvant, 
syringes, needles, or other constituent products and ancillary supplies that the federal government 
provides without cost to Organization. (P.A. #3) 

Organization must administer COVID-19 vaccine regardless of the vaccine recipient’s ability to pay 
COVID-19 vaccine administration fees or coverage status. Organization may seek appropriate 
reimbursement from a program or plan that covers COVID-19 Vaccine administration fees for the 
vaccine recipient. Organization may not seek any reimbursement, including through balance 
billing, from the vaccine recipient. (P.A. #4) 

See CMA Reimbursement Guide for CPT codes and guidance by payor type. Providers must follow 
CDC provider requirements: 

• must administer COVID-19 vaccine at no out-of-pocket cost to the recipient 

• may not deny vaccination based on recipient’s coverage or network status 

• may not charge office visit/other fee if vaccination is sole medical service 

• may not require additional medical services to receive vaccination 

• may not seek reimbursement from recipient (e.g., co-pays or balance billing) 

• may seek appropriate reimbursement from a program or plan that covers 
administration fees (private insurance, Medicare/Medicaid) 

 

• Billing and Reimbursement 
(POM) 

• CMA Reimbursement Guide 

 Miscellaneous Guidance  

Off-Site Clinic 
Considerations 

Satellite, temporary, and off-site clinics in collaboration with community or mobile vaccinators 
may assist jurisdictions in providing equitable access for COVID-19 vaccination. However, these 
situations require enhanced storage and handling practices.  

Guidance for Satellite, Temporary, and 
Off-Site Clinics (CDPH) 

https://www.cmadocs.org/Portals/CMA/files/public/CMA%20COVID-19%20Vaccine%20Reimbursement%20Summary.pdf
https://www.cdc.gov/vaccines/covid-19/vaccination-provider-support.html
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=119
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=119
https://www.cmadocs.org/Portals/CMA/files/public/CMA%20COVID-19%20Vaccine%20Reimbursement%20Summary.pdf
https://eziz.org/assets/docs/COVID19/IMM-1332.pdf
https://eziz.org/assets/docs/COVID19/IMM-1332.pdf
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Emergency 
Equipment 

Immunization Action Coalition has a number of materials providers may find helpful for planning 
purposes. Refer to provider protocols for emergencies such as anaphylaxis when administering 
medications. 

• Medical Management of 
Vaccine Reactions in Adults in a 
Community Setting 

• Supplies You May Need at an 
Immunization Clinic 

Fraud & Abuse Providers are responsible for adhering to, and administering vaccines in accordance with, all 
requirements outlined in the CDC Provider Agreement and recommendations by CDC, ACIP, and 
FDA. This applies to COVID-19 vaccines either authorized or approved by FDA for use in primary 
series, as well as additional and booster doses (if authorized).  

Use of these products outside of those approved and authorized by FDA (i.e., “off-label use”) 
violates the Provider Agreement and could expose providers to the following risks: 

• Administration of the product off-label may not be covered under the PREP Act or PREP 
Act Declarations; therefore, providers may not have immunity from claims. 

• Individuals who receive an off-label dose may not be eligible for compensation under the 
Countermeasures Injury Compensation Program after a possible adverse event. 

• Providers giving off-label doses would be in violation of the CDC Provider Agreement and 
may impact their ability to remain a provider in the CDC vaccination program. 

• Administration fees may not be reimbursable by payers. 

 

 Reporting Requirements  

Reporting Doses 
Administered 

Organization must submit Vaccine Administration Data through either (1) the immunization 
information system (IIS) of the state and local or territorial jurisdiction or (2) another system 
designated by CDC according to CDC documentation and data requirements. 

Sites must report doses administered to CAIR as soon as practicable and no later than 72 hours 
using either My Turn or an EHR/EMR connected to CAIR2/RIDE. (See above.) 

Confirm Readiness to Report Doses 
Administered (POM) 

Reporting to VAERS 

 
Organization must report any adverse events following vaccination to the Vaccine Adverse Event 
Reporting System (VAERS) (1-800-822-7967 or http://vaers.hhs.gov/contact.html). (P.A. #10).  

 

https://www.immunize.org/
https://www.immunize.org/catg.d/p3082.pdf
https://www.immunize.org/catg.d/p3082.pdf
https://www.immunize.org/catg.d/p3082.pdf
https://www.immunize.org/catg.d/p3046.pdf
https://www.immunize.org/catg.d/p3046.pdf
https://www.cdc.gov/vaccines/covid-19/vaccination-provider-support.html
https://www.fda.gov/emergency-preparedness-and-response/mcm-legal-regulatory-and-policy-framework/emergency-use-authorization
https://www.phe.gov/Preparedness/legal/prepact/Pages/default.aspx
https://www.phe.gov/Preparedness/legal/prepact/Pages/default.aspx
https://www.hrsa.gov/cicp
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=28
https://eziz.org/assets/docs/COVID19/IMM-1425.pdf#page=28
http://vaers.hhs.gov/contact.html
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