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Thank you for choosing Inova 

HealthSource for your 2011 flu 

shot clinic.  Flu-related complica-

tions can lead to a loss in produc-

tivity at work and higher medical 

expenses.  
 

You’re taking a great step toward 

protecting your employees as 

well as your company by encour-

aging prevention and offering flu 

shots at the workplace.   
 

To help you have the most suc-

cessful and well-attended flu shot 

clinic possible, enclosed you will 

find promotional materials for 

use at your location.  Please feel 

free to use any or all of this infor-

mation in upcoming bulletins or 

newsletters.   

Don’t hesitate to contact us if you 

wish to receive additional informa-

tion or have specific questions 

about the program.  
 

Please note that we can now vac-

cinate anyone 4 years and older at 

your clinic. Flu shots cost $25 per 

person, and please remember that 

we do have a 30-person or $750 

minimum charge. 
 

If you have any questions or need 

any further assistance, please don’t 

hesitate to call Sarah Patterson at 

703-698-2429. 

Fal l  2011  

WORKPLACE  TOOLKIT  
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� Advertise with posters in 

high traffic areas such as 

restrooms, break rooms, 

kitchens, lobbies, elevators 

 

� Use your newsletter or 

bulletin, e-mail system, or 

memos to notify potential 

participants that flu shots 

will be offered at your site 

 

� Invite others - neighbor-

ing offices, family members, 

or other groups to join your 

clinic (must be age 4 or 

older) 

 

� Use your electronic cal-

endar to send employees 

an appointment to get 

their flu shot 

 

� Distribute information 

about flu shots so people 

have accurate information 

to make a decision about 

getting a flu shot 

� Encourage people to visit 

our web site: 

www.inova.org/flu 

HOW  TO  SET -UP  AHEAD  OF  T IME  

HOW  TO  PROMOTE  YOUR  CLINIC  

We request that you assign one administrative person for the duration of the program to 

do the following: 

♦ Collect Payment 

♦ Distribute Fact Sheets (an original for copying is included in this packet)  

♦ Distribute Consent Forms (provided by the nurse) 

 

Equipment that you will need to provide includes: 

♦ One 6 ft. table for administrative area 

♦ One 3-6 ft. table for immunization area 

♦ Chairs: one at the administrative table, two at the immunization table, and chairs for pre- 

and post-immunization waiting 

♦ One small wastebasket 

♦ Bright lighting 

♦ Access to a phone 

 

Participants will be expected to: 

♦ Read the Fact Sheet and Sign a Consent Form. 

♦ Receive immunization in upper arm area (it is helpful to remind participants to wear 

clothing that will allow easy access to the upper arm). 

♦ Wait 15 – 20 minutes after the immunization before leaving the building. 

♦ Consult with the nurse if any side effects should occur.  
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Inova HealthSource 

2011-2012 Fight the Flu Certificate Order Form 
 

 

Your company may purchase Fight the Flu certificates for employees to use at any public Fight 

the Flu location. For more information, please visit our website: www.inova.org/flu. 

 

Certificates offer the following advantages: 

1. For companies with multiple locations, certificates eliminate the need to gather employees in 

one location to hold a work-site clinic. 

2. Smaller companies who do not have the 30-person minimum for an on-site clinic may pur-

chase certificates to offer the flu shot benefit to their employees. 

3. Employees may receive the vaccination at numerous locations throughout the Northern Vir-

ginia area at their own convenience.  

 

Order certificates by faxing this order form to (703) 698-2401. 

 

Please note: 

♦ Certificate orders will be processed and mailed within 72 business hours, and will be accompanied by an invoice. 

♦ Each certificate costs $25. There is no additional charge when the certificate is redeemed, although customers may make 

tax-deductible donations if desired. 

♦ The Fight the Flu public campaign will operate September 1 through December 31, 2011. 

♦ There is no minimum purchase.  Companies may purchase as few or as many certificates as needed. Certificates are non-

refundable. 

  

Company Name:Company Name:Company Name:Company Name: 

     

  

  
  

Contact Person:Contact Person:Contact Person:Contact Person: 

     

  

  
  

Address:Address:Address:Address: 

     

  

  
  

City:City:City:City: 

     

  

  
  

Zip Code:Zip Code:Zip Code:Zip Code: 

     

  

  

Phone:Phone:Phone:Phone: 

     

  

  

Fax:Fax:Fax:Fax: 
  

  

# of Certificates:# of Certificates:# of Certificates:# of Certificates: 

     

  

Date of Order:Date of Order:Date of Order:Date of Order: 
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INSTRUCTIONS FOR FILLING OUT THE 2011-2012 FLU CLINIC APPOINTMENT 

SCHEDULE SHEET 

 

♦ The appointment sheet is designed to help manage the flow of employees from their work 

area to the flu shot area.  This will ensure that employees do not spend excessive time 

away from their desks, which can affect their productivity.  Employees will be expected to 

be on time so other employees are not inconvenienced. 

 

♦ Each nurse can generally vaccinate about 30 people per hour.  Have employees sign up for 

a 15-minute window of time.  Fill in all blanks for each time block, starting at the begin-

ning of your clinic time.  By doing this, the nurse’s time is better utilized and she can leave 

when your clinic ends. 

 

♦ Do not schedule any participants for the 15-minute block of time that corresponds to the 

ending time of your clinic.  The nurse is expected to stop giving shots at that time.  For ex-

ample, if your clinic is scheduled from 12:00 – 3:00pm, do not schedule anyone in the 

3:00 time slot, the last available time will be 2:45. 

 

♦ This is a general form, and includes all times from 7:00 a.m. until 6:00 p.m.  Your flu shot 

clinic is not scheduled for the entire time span covered by this form.  It will be very help-

ful if you cross out the appointment times on the sheets that are not available for your em-

ployees. 

 

♦ If two or more nurses are assigned to your flu shot clinic, make copies of the appointment 

schedule so employees can sign up for these nurses, too.  Follow the other instructions 

above. (You will be informed if two or more nurses are assigned to your clinic.). 

 

♦ For clinics in excess of 4 hours, we must make sure the nurse has a 15-minute break.  

Please block off time on the schedule to allow a break for the nurse mid-way through your 

program. 

 

If interest in flu shots is substantially more or less than your original estimate, kindly call 

Hindreen Ali at 703-698-2424. 

 

Scheduling Example: Your clinic is scheduled to start at 9:00 a.m. and end at 10:30 

a.m.  You cross out the blocks of time from 7:00 a.m. through 8:45 a.m.  You cross out 

the blocks of time at the end of the clinic, starting with the time block labeled 10:30 

a.m.  You have 6 different appointment times for employees, and can accommodate 

43 employees without a problem. 
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Time Name Time Name Time Name 

7:00 

AM 

  

8:15 

AM 

  

9:30 

AM 

  

      

      

      

      

      

      

7:15 

AM 

  

8:30 

AM 

  

9:45 

AM 

  

      

      

      

      

      

      

7:30 

AM 

  

8:45 

AM 

  

10:00 

AM 

  

      

      

      

      

      

      

7:45 

AM 

  

9:00 

AM 

  

10:15 

AM 

  

      

      

      

      

      

      

8:00 

AM 

  

9:15 

AM 

  

10:30 

AM 
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TimeTimeTimeTime NameNameNameName TimeTimeTimeTime NameNameNameName TimeTimeTimeTime NameNameNameName 

10:45 

AM 

  

12:00 

PM 

  

1:15 

PM 

  

      

      

      

      

      

      

11:00 

AM 

  

12:15 

PM 

  

1:30 

PM 

  

      

      

      

      

      

      

11:15 

AM 

  

12:30 

PM 

  

1:45 

PM 

  

      

      

      

      

      

      

11:30 

AM 

  

12:45 

PM 

  

2:00 

PM 

  

      

      

      

      

      

      

11:45 

AM 

  

1:00 

PM 

  

2:15 

PM 
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2:30 

PM 

  

3:45 

PM 

  

5:00 

PM 

  

      

      

      

      

      

      

2:45 

PM 

  

4:00 

PM 

  

5:15 

PM 

  

      

      

      

      

      

      

3:00 

PM 
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PM 
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PM 
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PM 

  

5:45 

PM 

  

      

      

      

      

      

      

3:30 

PM 

  

4:45 

PM 

  

6:00 

PM 
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