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Patient/Staff Immunization Tracking Record

Purpose:  The Patient/Staff Immunization Tracking Record is an Excel workbook created to track patient and/or staff status for influenza and/or pneumococcal immunizations.  This tracking record provides a listing of patients and staff that need follow-up to verify they have been immunized as planned.  A summary report is generated from the information entered.  The Excel workbook template and a sample template are available on www.homehealthquality.org - Best Practice Intervention Package -Immunization under ‘Associated Resources’.
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There are four worksheets included in the one workbook

1. Patient Immunization Log (October – March) - for use during flu season to track both influenza and pneumococcal immunizations

2. Staff Immunization Log
3. Patient Immunization Log (April – September) for use during non-flu season to track pneumococcal immunizations

4. Summary Report 

Instructions on how to use the tracking record:  

· Download and save the Excel file to your computer as a blank template.  Save again titled with the current year (for future years, start with your blank template and rename with new year).

· Open the file.

· The interactive workbook will be compatible with most versions of Excel. Computer security settings may impact the amount of functionality.

· Low security – will not see any prompts; the Excel workbook will open and be functional immediately

· Medium security - will see the following prompt
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· Select Enable Macros and the Excel workbook will open and be fully functional 
· High security – will not see a prompt, but macros will NOT be enabled and you will not have all the functionality of the spreadsheet

· Ask your IT department/person to change your setting to medium, if possible

· Otherwise can use as an electronic or paper based tracking tool, but will not be able to use filters

· Look at the bottom of the page. There are tabs for 4 worksheets – click on each tab to view.  
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· Patient Flu Season Log (October – March) - for use during flu season to track both influenza and pneumococcal immunizations 

· Staff Immunization Log - for use during flu season to track influenza
· Patient Non Flu Season Log (April – September) – for use during non-flu season to track pneumococcal immunizations 

· Summary Report
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Icons:     FLU                       STAFF                   PPV (Pneumococal polysaccharide vaccine)

Patient Immunization Log (October – March)

Beginning October 1st ASSESS all patients status for influenza and pneumococcal immunization (using Influenza and Pneumococcal Immunization Patient Plan, agency screening tool, weekly team report or Influenza/Pneumococcal Immunization Physician Notification Form).  

· Enter findings into the tracking record (agency wide or separate document for each team). Use mm/dd/yyyyy format for SOC date.

· Formulate a plan to get all active patients entered in the tracking record (even if individual patient assessments are incomplete).

· Establish a process to continue to add new patients (SOC) to list as well as updating the list with Resumptions of Care (ROC) and Re- admissions (see box on right for suggestions).

· ASSESS Section

· Enter Y or N (use uppercase letters) for Patient Assessment Status and Eligible for Vaccines 

· Note:  If you answer Y for Patient Assessment Status, the form will be automatically complete all areas for that particular immunization

· Enter a code only if the patient refuses vaccine (3 codes are provided, but can be modified by the agency)

· Enter date as mm/dd/yyyy

· ACCESS Section

· This section may need to be completed or updated at a later point of time than the initial assessment

· A column is provided if the vaccines are administered by the agency

· A column is provided if the agency refers the patient to the community (e.g. physician office, local clinics, health departments, etc.)

· A column is provided to verify that the patient did receive the vaccine in the community

· ADMINISTERed Section

· This section is automatically completed based upon the data in the ASSESS and ACCESS fields (Y, N or N/A if ineligible or refused vaccine)

· This section allows for filtering to determine who still needs immunized (see directions below)

· D/C column is provided to mark Y when the person managing this tool is notified of discharge (modify existing processes to capture this data)

Reports:

· Summary Reports 
· Click on the tab at the bottom of the page that is titled “Summary Reports”.

· Entries into the worksheets on the Patient/Staff Immunization Tracking Record will automatically be entered into the summary report.  

· This report includes data on:

· ASSESS, ACCESS, and ADMINISTERed
· The report will provide statistics related to each tracking log with any data entered 

· During the flu season, the Non-Flu Season log will not be in use and will not appear on this report.

· Patient and staff’s statistics related to initial assessed immunization status, eligibility, refused immunizations and current immunization rate

· Caution with summary report results

· Reliable only based upon the data entered (if you only have 25% of your patient’s entered then it will provide a percentage rate for that population, NOT for the entire population)

· If you do not have all your staff listed in the tracking record, then your staff immunization rate will NOT be valid

·  Eligible patients on the report will include patients who have not been immunized, have no contraindications and have not refused the immunization.  This eligible population is the denominator for the ADMINISTERed statistic.  Likewise with staff, all staff need entered on the log and the eligible population definition is the same.

· Use this report for your monthly or quarterly Quality Improvement Reports, Management, Professional Advisory or Board Meetings or with documentation of patient safety with certifying organizations (state survey, Joint Commission, CHAP)
· Use the reports to highlight progress towards an Immunization goal (e.g., thermometer to display progress for patients and staff)
· Filtering Reports

· Report will provide a listing of patients that still need immunized for Influenza and Pneumococcal

· Decide how often you want to check on the immunization status: weekly or every other week 

· Decide who will do the filtering (QI staff person, manager or a clerical person)

· Filtering step-by-step instructions

· Need to run the influenza and pneumococcal filters separately

Filtered Report Step-By-Step Instructions

	Influenza


	Pneumococcal

	1. Click on the drop down box for D/C from agency

· Select “Blank”
	1. Click on the drop down box for D/C from agency

· Select “Blank”

	2. ADMINISTERed Section

· Click on the drop down box for Flu
· Select “N”
	2. ADMINISTERed Section

· Click on the drop down box for PPV
· Select “N”

	3. The results of the filtering provide a list off all patients that are eligible, have not refused and have not been immunized for influenza.
· Can also filter for each team, one at a time – click on the drop down box and select the team; Repeat until all teams lists are obtained 

· Some Excel versions will allow filtering by ascending, which will organize patients by team
	3. The results of the filtering provide a list off all patients that are eligible, have not refused and have not been immunized for pneumococcal.  
· Can also do a filter for each team, one at a time – click on the drop down box and select the team; Repeat until all teams lists are obtained

·  Some Excel versions will allow filtering by ascending, which will organize patients by team

	4. Print this list for follow-up or highlight and copy the list and place in a blank Excel worksheet to be saved and electronically sent for follow-up.  Printing Tips:

· After filtering go to File, Print, locate the box “Print What,” change to Selection and click OK.

	5. If you find patients that were immunized and the tracking record needs updated, please make corrections and SAVE!

	· 6.  When complete click on the ‘Reset all filters’ button.  

	· 7.  After completing the FLU filter, start at top right column for PPV filter




Also located on at www.homehealthquality.org with the Patient/Staff Immunization Tracking Record template is a sample workbook.  This workbook has sample patient data in the Patient Immunization Log (Flu-Season) and the Staff Immunization Log. 

· Save sample workbook to your desktop

· Use instructions to practice entering data and filtering from any of the worksheets

· View the automated report

A picture is worth a thousand words.





�





To see the value of this tool, it is best to view the demonstration of the tool.


Introduction to the


Best Practice Intervention Package – 


Immunization WebEx (� HYPERLINK "http://www.homehealthquality.org/hh" ��www.homehealthquality.org�)





Resumption of Care


or Re-admission





Control “F” will bring up Find and Replace


Type in patient’s name or medical record # and select Find All


Determine if the patient is on the current tracking record


If patient is on record, update the entire row to portray current status 


If the patient is not on the record, start new entry





ADVANCED EXCEL USERS:  To customize the Tracking Log, you will need to unlock the worksheet.  Care must be used in working with the unprotected worksheet to not remove or alter formulas.  To unlock, click on Tools, Protection and Unprotect Sheet.  Prompt for password will appear.  Password is “immunize”  


You will need to unlock each worksheet as you make changes.  Save after modifying form and close Excel.  


If any of the spreadsheet formulas were inadvertently altered, the easiest way to fix them would be to start with a blank template. You can then paste the data from another spreadsheet by selecting the range you wish to copy, clicking Edit, and then Copy. Finally, click on the upper-left cell where you would like to paste the data, click on Edit, Paste Special, Values, and then OK. 
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