Flu Clinic Student Procedure
STEP 1 – Verify Payment Method
· Patients billing their UPMC Health Plan MUST have their UPMC Health Plan Card or member ID# present. If they do not have the UPMC Health Plan, we will need the employee ID# for UPMC. The employee ID# can be found on MyHub. PITT employees are not considered UPMC.
· All other patients must pay out of pocket.
·  If at Falk Pharmacy, send patients paying out of pocket to the pharmacy register to pay after they fill out their intake form.
· If at another location (Biomedical Science Tower, William Pitt Union, etc.) cash and check can be accepted at the table by students running clinic, after the patient completes the intake form. Credit/Debit card not accepted.
STEP 2 – Intake Form
· Instruct patient to fill out the top (Patient Information – include age next to DOB), middle (Payment information), and bottom (Screening Questions) of the intake form. Also, have them sign and date the back of the form and checkmark “mail receipt” if the patient needs a receipt mailed to them for their flu shot.

· Also, hand the patient the Vaccine Information Sheet (for patient to keep)

· If patient does not want it, inform them that we are required by law to provide them with the sheet. Be sure to hand it to them.

· Ask patient if they would like a copy of the UPMC HIPAA Privacy Notice.

· Circle “yes” or “no”
STEP 3 – Patient Returns Completed Intake Form
1. Check:

a. Spelling of first and last name and that all information is legible.
b. PCP information must be provided (Name and number of physician)
c. Billing information verified (Member ID# or Cash is check-marked)

d. Patient has marked a designation (if not a University or UPMC affiliate, check “Patient/other”)

e. All screening questions answered
f. If answered “Yes” to allergy question, ask what allergy and record on form.
g. Record on form if patient is ≥ 65 years old
2A. If at Falk Pharmacy, ask patient to step to the waiting area and listen for their name to be called. Stack intake forms in the order that you received the completed forms, with the form of the next patient in line to see the pharmacist being placed on top.
2B. If at another campus location, hand the form back to the patient and instruct them to wait in line to see the pharmacist.
STEP 4 – Pharmacist is Ready to See Patient

1. If at Falk, take the intake form of the next patient in line and lead the patient back to see the pharmacist. Hand the intake form to the pharmacist.

OTHER RESPONSIBILITIES
Students may be asked to assist pharmacist with vaccine supply preparation as well as with workflow management.

END OF THE SESSION
· Students may be asked to gather data from the completed intake forms at the end of the day if instructed by the pharmacist.

· Students should help clean up the area when finished!
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