
 

 
 

 

Information about the vaccination program is rapidly evolving. Please ensure you 

are accessing the latest version of this guide from coronavirus.monashhealth.org 

 

As a manager, you play a crucial role in ensuring our employee vaccination program runs smoothly.  

This guide provides information about the vaccine rollout and what you need to do. Further advice and 

support are available: 

• on our COVID-19 employee site: coronavirus.monashhealth.org/vaccination/ 

• from the Monash Health Vaccination Hotline on 9594-5815 (7am-9pm, seven days a week). 

Getting vaccinated means less risk for you, your colleagues and your patients, and we encourage you and 

your team to receive the vaccination as soon as it is your turn. 

 

About the COVID-19 Vaccination Program and the Pfizer/BioNTech vaccine 

• Participation in the vaccination program is not mandatory. However, we are encouraging employees 

to receive the vaccine as there is overwhelming scientific evidence that vaccination is the best 

defence against serious infection and illness.  

• Monash Health is a vaccine hub for the Pfizer/BioNTech vaccine. It will be the first vaccine to be 

used across our sites for healthcare workers and aged care residents. 

• Employees will need to attend a vaccination clinic, located at Monash Medical Centre, Dandenong 

Hospital and Casey Hospital to receive the vaccine. 

• Vaccination appointments are 10-15 minutes, plus observation (15 minutes) 

• The vaccine Pfizer/BioNTech requires two doses, with the second dose delivered 21 days (at least) 

after the first dose, or as close to as possible. 

• Vaccine recipients may experience mild to moderate side effects, including pain at the injection site, 

fatigue, headache and/or raised temperature. Symptoms commonly present and resolve within 3 

days. 
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• Detailed FAQs on the vaccine and safety can be found on our vaccination hub: 

coronavirus.monashhealth.org/vaccination/ 

When other vaccines (such as Oxford-AstraZeneca) are approved and distributed by the government, we 

will provide the latest information via the coronavirus.monashhealth.org/vaccination website. 

Eligibility for the COVID-19 Vaccination Program 

A phased approach will be used to rollout COVID-19 vaccines nationally: 

• Phase 1a: Frontline healthcare workers, aged care and disability care staff and residents, quarantine 

and border workers. 

• Phase 1b: Elderly adults aged over 70, other healthcare workers, Aboriginal and Torres Strait Islanders 

aged over 55, younger adults with underlying medical conditions, including a disability, high-risk 

workers including police, fire, defence, emergency services and meat processing.; 

• Phase 2a: Adults aged over 50, Aboriginal and Torres Strait Islanders aged over 18, other critical and 

high-risk workers.; 

• Phase 2b: Balance of adult population, catch up any unvaccinated Australians from previous phases.; 

• Phase 3: Children aged under 18, if recommended. 

Monash Health has over 5,000 Phase 1a employees, so we will prioritise employees within Phase 1a 

based on those at highest risk. This means employees who are directly exposed to COVID-19, in any role, 

will be vaccinated in order of their risk of infection.  

This also means you may be vaccinated at a later or earlier date than other members of your team.  

Everyone will have an opportunity to be vaccinated, so please be patient.  

The initial priority Phase 1a employees are: 

• Priority employees in any role working in ED, Adult ICU, Paediatric ICU and COVID positive 

management wards (employees will be prioritised based on exposure risk). 

• Other priority employees including MET/Code teams, Aged Care Facility employees, those that care 

for COVID patients directly and relevant microbiologists. 

We are relying on managers to identify or confirm which employees have frequent or prolonged exposure 

to COVID-19 patients. These are the people at greatest risk of becoming infected and passing infection on 

to others. By vaccinating these employees first, we protect our vulnerable employees and patients from 

infection. 

Employees on parental leave will not be eligible for vaccination until they have returned to work 

For questions relating to eligibility, or assistance with COVID-19 vaccinations, contact 

COVIDEnquiries@monashhealth.org  
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Roles and responsibilities 

Managers: 

• Assist and encourage your team to access the Employee COVID-19 Vaccination Hub  

• Schedule and roster around employee vaccinations. 

• Stay up to date and informed with Chief Executive update emails, Employee Forums, Manager 

Briefings and Bulletins, Monash Health Employee COVID-19 Vaccination Hub. Share this 

information with your team.   

• Track vaccination uptake and vaccination-related sick leave for your team.  

 

Employees: 

• Make an informed decision about participating.  

• Book and attend vaccination appointments. 

• Notify manager of the appointment time and day as soon as possible. 

• Report side effects through SAFEVAC and to manager. 

• Ensure you have not had any other vaccination for: 

o the 2 weeks preceding receipt of the COVID-19 vaccine 

o During the 3 weeks between the 2 doses  

o During the 2 weeks post receipt of the last dose.  

 

Communicating with your team 

Managers are ideally placed to support their team members make informed decisions about participating in 

the COVID-19 Vaccination Program by: 

• Encouraging attendance at (or view the recordings of) Employee Forums. 

• Sharing information using team meetings, emails, and posters. 

• Echoing key messages from Employee Forums and Chief Executive emails. 

• Promoting the available support services to employees such as the Monash Health Vaccination 

Hotline and Infectious Diseases and Allergy clinics dedicated to managing adverse effects. 

• Personally encouraging your team members to get the vaccine. 

Processes for managing employees who decline the vaccination or receive the vaccination elsewhere will 

be advised soon.   

Advice and resources that may assist with engaging your team can be found on the Communicating with 

your team webpage.  

All up-to-date information on the COVID-19 Vaccination Program, including factsheets, Employee Guide, 

FAQs and poster templates will be available on the Monash Health Employee COVID-19 Vaccination Hub. 

 

https://coronavirus.monashhealth.org/vaccination/
https://coronavirus.monashhealth.org/vaccination/
https://www.safevac.org.au/Home/Register
https://coronavirus.monashhealth.org/events/past-events/
https://coronavirus.monashhealth.org/managers/communicating-with-your-team/
https://coronavirus.monashhealth.org/managers/communicating-with-your-team/
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Key messages for employees 

• Vaccination is safe, effective and free 

• Frontline healthcare workers are one of the highest risk groups for contracting COVID-19.  

• Vaccination is the best way to protect yourself, your loved ones, our patients and the community.  

• While vaccination is not mandatory, healthcare workers play a unique and critical role in keeping 

vulnerable people safe from this virus. It’s important that you consider information from credible 

medical sources when making your choice. 

• The Pfizer/BioNTech COVID-19 vaccine has been developed based on decades of research and 

global experience. It has been cleared for use through the same rigorous approval process as other 

vaccines approved for use in Australia. 

• Getting vaccinated against COVID-19 is supported by the Chief Health Officer, our Head of Infection 

Prevention, Professor Rhonda Stuart, the World Health Organisation, and other leading medical 

bodies dedicated to global health.   

• Please make sure you read and listen to the material we have made available for you so that you 

can make an informed decision about the vaccine.  

• As with any vaccine, you may experience side effects include pain at the injection site, fatigue, 

headache and/or raised temperature. 

• Processes are being put in place to track any side effects centrally using the SAFEVAC website.  

• Detailed FAQs are available on the Employee COVID-19 Vaccination Hub to help answer any extra 

questions you have.  
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Manager actions checklist 

Please note: The Department of Health is continuing to develop an end-to-end vaccination system. 

Until this system is available, we will utilise a manual booking process outlined in the table below.    

Action Details 

Identify eligible 

employees 

• The Vaccination Team will provide you with a templated employee list for your 

cost centre and edibility criteria for the current phase of the vaccine rollout. 

• Identify which employees are eligible to participate in the current phase of the 

vaccine program and update the template accordingly. 

• If eligible employees from your cost centre are missing, please complete this 

Microsoft Form for each employee 

Return the 

employee list to 

the Vaccination 

Team  

• Return the employee list to the Vaccination Team  

• Advise if additional employees have been submitted via the Microsoft Form 

Engage and 

inform identified 

employees 

• Advise identified employees 

• Connect employees to resources and support services available 

Schedule 

workforce for 

vaccinations 

 

 

 

 

• The Vaccination Team will provide you with an updated employee list for 

scheduling 

• Work with your identified employees to create a vaccination schedule: 

• Divide your eligible employees into 3 groups of equal numbers and balanced 

skill mix*  

• Schedule each group to a week number (1,2 or 3). Note that the schedule will 

be replicated for the second dose (weeks 4-6) – please take this into account 

when scheduling.  

• Check all employees are accounted for, and data is correct.  

*Side effects may occur in some employees; consider maintaining skill mix and 

availability of backfill or cover 

Return the 

employee 

schedule to the 

Vaccination 

Team  

• Return the employee schedule to the Vaccination Team  

  

Employee is 

scheduled by 

the Vaccination 

Team 

Employees will be contacted via text or email asking them to contact the Vaccination 

Booking Line to confirm their appointment.   

When the employee contacts the Booking Line, their appointment will be confirmed.  

The employee will advise the manager of their appointment time. 

Monitor updates 

and track 

vaccination 

rates 

 

• Stay informed and pass on messages to employees 

• Record vaccination-related sick leave via Kronos (1918 Covid-vaccine sick) 

Monitor vaccination, declaration and declination rates via the Employee Vaccination 

Report (the URL will be advised when the report is available). 

 

https://forms.office.com/Pages/DesignPage.aspx?fragment=FormId%3DZs9y_YqG3U6PhI6Rphirf1my5ZuWfuhAqz51P3iLnC9UNkxXOEhQUVk2NjFQQ1E2VjNVT0M5UFBPVi4u%26Token%3Df0c5ce61f777456581d24aa3663a4d67
https://forms.office.com/Pages/DesignPage.aspx?fragment=FormId%3DZs9y_YqG3U6PhI6Rphirf1my5ZuWfuhAqz51P3iLnC9UNkxXOEhQUVk2NjFQQ1E2VjNVT0M5UFBPVi4u%26Token%3Df0c5ce61f777456581d24aa3663a4d67


 

 

 

Monash Health COVID-19 Vaccination Program workflow 

  

 



 

 
 

 

Principles and guide for scheduling your employees into vaccination clinics 

Scheduling your workforce for vaccinations 

The scheduling of vaccination appointments across your workforce needs to be managed by consulting 

with employees.  

Side effects may occur in a proportion of employees who receive the vaccine. Careful rostering will help 

your area if employees are unable to work due to side effects. You’ll need to maintain an adequate skill mix 

to minimise impact to service delivery.  

The cohort approach below is intended to accommodate potential workforce impacts due to adverse 

responses to the vaccine (i.e. sick leave). 

 

 

 

 

To complete this process, you will need to: 

• Identify employees eligible to participate in the current phase of the vaccine program (details will be 

provided by the Vaccination Team with your team lists) 

• Engage and inform employees about the COVID-19 Vaccination Program using the manager 

resources provided, and  

• Allocate employees to a designated week (1,2, or 3) for their vaccinations while ensuring skill mix is 

maintained and cover or backfill is available. In designing the roster, attempt to meet employee 

requests and minimise the potential impact on service delivery, this may include specifying 

individual days if appropriate.  

• Employees will be scheduled for the Vaccination Team.  

• Employees must notify their manager of booked appointment time and day. 

• Employees with a previous history of anaphylaxis should contact the nurse-led Vaccination Hotline 

(on 9594 5815), who will be trained to triage and refer according to clinical criteria prior to or 

immediately after booking. 

• If an employee is unable to attend their vaccination appointment, they should notify their manager 

and update their booking online as soon as possible. 

 

Vaccination day 

• The Vaccination Clinic Delivery Model has been included for your reference (Appendix 1).  

• Potential reactions are discussed as part of the vaccination procedure. Management of any 

immediate symptoms, and the process for reporting and managing symptoms occurring later is via 

the Vaccination Hotline. 



 

 

• Employees experiencing mild adverse effects following their vaccination must report their side 

effects to Surveillance of Adverse Events Following Vaccination In the Community (SAEFVIC). 

Steps for completing a report are outlined below: 

o Submit your using the SAFEVAC system https://www.safevac.org.au/Home/Register) 

o Register and set up your reporting account or login if you have registered previously.  

o Click on the Report Adverse Event tab and start reporting 

o Click on the Save and Next> button to proceed through the report, click Submit to complete. 

• The Vaccination Hotline will assess, report and refer to Monash Infectious Diseases service as 

appropriate.  

After the COVID-19 vaccination 

• Record vaccination-related sick leave appropriately in Kronos to the employee’s home cost centre 

(vaccination sick leave code is “1918 Covid-vaccine sick”).  

 

Employee Illness 

Employees must not come to work if they are unwell. However, mild side effects from a recent vaccination 

may not stop employees from working.  

If an unwell employee is well enough to work from home, and their job enables them to do this, this may be 

an option. Otherwise, they are to take sick leave and notify their manager if unable to work.  

Employees should call the Vaccination Hotline number on 9594 5815 (external) or extension 45815 

(internal) if further advice is needed (7am – 8pm, seven days a week). 

If they suspect they have COVID-19, employees should get tested immediately.   

 

Advice and Support  

If you or your employees have queries or concerns relating to the COVID-19 Vaccination Program, there is 

support available. 

In the first instance, refer to the COVID-19 Vaccine pages on the coronavirus website, which is regularly 

updated and includes manager and employee resources as well as frequently asked questions. Employees 

can call the nurse-led Vaccination Hotline for information or due to adverse effects. 

For out-of-hours adverse effect escalations, contact the existing Monash Health Infectious Diseases on-call 

service via switchboard (9594 6666). 

While moderate to severe adverse effects are uncommon and severe allergic reactions even less so (<1 in 

100,000 of vaccinated patients), Infectious Diseases and Allergy clinics are available for referral through 

the Vaccination Hotline as appropriate. 

 

https://www.safevac.org.au/Home/Register
https://coronavirus.monashhealth.org/vaccination/


 

 
 

Appendix 1: Clinical Delivery Model 

 

Employee 

registered and 

appointments 

confirmed 

❑ Online appointment 
made inc. validation of 
contact details and 
Medicare Card (if 
applicable) 

❑ Vaccination checklist 
is completed  

❑ Confirmation/booking 
reminder received by 
employee 

Employee released 

from ward and 

arrives at clinic 

❑ Met at registration 
area to confirm details 

❑ Health screening 
check 

Employee waits to 

be called 

❑ Separate waiting area, 
outside of clinic 

Employee called for 

vaccination 

❑ Employee taken to 
cubicle 

❑ Vaccine administered 
by nurse 

❑ Clinical advice given 

Adverse 

effects? 

NO Employee returns to 

work/home (TBC) 

Activate 

employee 

response 

protocol 

YES ❑ Employee can likely 
(TBC) return to work 
if they: 

- remain on the 
premises for 15 
minutes 

- return to an area of 
work with other 
employees around 

- do not have a 
history of 
anaphylaxis 

- Alternatively, 
employees will be 
required to wait at 
the vaccination site  

Employees may have 

some side effects that 

result in time off work  
! 


