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Part 1. Role of the doctors
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1. Role of  doctor

 The enrolled doctor is overall responsible for the 

vaccination activity

 Vaccines should be prescribed by the doctor

 All doctors should observe the Code of 

Professional Conduct (for the Guidance of 

Registered Medical Practitioners) issued by the 

Medical Council of Hong Kong
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Code of Professional Conduct

- clause 21.1
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2. Supervision

The doctor should:

 supervise the vaccination activity:

a) Exercise effective supervision over the trained 

personnel who cover his duty and;

b) Retain personal responsibility for treatment of patients

(Make on-site doctor available is recommended)

 ensure sufficient no. of qualified and trained 

health care personnel to provide service and 

medical support

 brief relevant staff on the service and 

responsibilities

Onsite doctor is recommended
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3. Preparation for health 

emergencies

 keep a written protocol for vaccination at non-

clinic setting

 provide personnel trained in emergency 

management (training should be up to date and 

under regular review)

 ensure the equipment including emergency kits

with Ambu bag, adrenaline injection or EpiPen, 

and BP monitoring are sufficient and not expired
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Essential equipment for emergency
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4. Advices on venue

 Give advice on the choice of venue

 Find out if there is any restriction on the use of venue

 The vaccination venue should be well lit, ventilated 

and clean

 Venue should be divided into 4 parts:

1. Waiting and registration

2. Administration of vaccination

3. Observation after vaccination

4. First aid treatment if necessary
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6. Advices on venue (cont’d)

? Outdoor

 Hygiene

 Safety

 Privacy

 Order
臨時帳蓬(近XX小巴站)
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 Check promotion materials to ensure the 

information is accurate

5a. Checking information in 

promotion materials 

專家警告，流感病毒會
造成身體炎症，令血液
濃稠，引發心臟及腦血
管疾病。最常見是感染
小童，病情嚴重致神智
不清，反映流感病毒引
發腦炎。
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5b. Information in promotion 

materials (cont’d)
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6. Notification to Vaccination Office

 Inform Vaccination Office at least two weeks 

before the date of vaccination 

 Department of Health may randomly perform 

onsite inspection of the services provided)
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Part 2. Vaccination procedures  

and vaccine storage
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Get prepared for vaccination
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1. Before vaccination

 Check consent for vaccination

 Screen the health status of the client to assess 

his suitability for the vaccination 

 Check eHS(S) to avoid duplicate dose 
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2. Vaccination procedures (a)

 Vaccination must be provided by trained

healthcare personnel

 Follow the basic 3 checks and 5 rights for 

vaccine administration:

 3 Checks:

Check when taking out vaccine from storage

Check before preparing the vaccine

Check before administering the vaccine

 5 rights: 

right person, right drug, right dose, right time, right 

route
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2. Vaccination procedures (b)

 Observe infection control guide and hand hygiene 

protocol 

 Clean hands with liquid soap and water when visibly soiled or 

likely contaminated with body fluid / blood

 When hands are not visibly soiled, clean them with 70-80% 

alcohol-based handrub is also effective

 Rub hands with soap or alcohol-based handrub should be done 

for at least 20 seconds each time

 If surgical gloves are used, they should be changed before each 

injection

 Use a new alcohol swab or sterile gauze for 

compression of injection site

 Ensure the alcohol preps, gauzes and syringes are not 

expired
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Hand hygiene 

steps and 

demonstration
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3. After vaccination

 Document all vaccines administered clearly on a 

vaccination record with:

1. name of the vaccine recipient

2. name of the vaccination provider

3. date of vaccination

4. name of vaccine

 Allow the vaccine recipient to take rest at the 

vicinity for 15 minutes for observation after 

vaccination 

 Remind the vaccine recipient the possible 

adverse reactions
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4. Vaccine storage

 Have sufficient vaccine storage 

 Stored at the temperature between 2-8°C with 

regular checking by a thermometer
(ref: Hong Kong Reference Framework for Preventive Care for Children in 

Primary Care Settings – Module on Immunisation on the CHP website.)

 Preferably provide purpose-built vaccine 

refrigerators (PBVR)

 Before use:

 Check the validity period of the vaccines to 

ensure they are not expired

 Keep the vaccines in original packing until use
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Packing of ice box

(Source: CDC, 2007)
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Part 3. Claim procedures
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1. Submit Claims timely

 Make reimbursement claim only after

 the vaccination has been provided 

 the vaccine recipient or his parent has completed and 

signed the Consent to Use Vaccination Subsidy form

 Submit reimbursement claims should be 

submitted as soon as possible after vaccination 

and within 7 days from the day of vaccination
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2a. Common irregularities related to 

claims

 Absence of Consent Form

 Consent Form:  incomplete / incorrect, 

such as –

• incorrect / missing vaccine type, dose order,

service date, recipient’s contact number

• missing witness / guardian’s information and 

or signature
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2b. Common irregularities related to 

claims

 Name of the enrolled doctor in the eHS(S) 

claim differs from that in the Consent Form

 Vaccination has not been provided to the 

recipient named in the Consent Form

 Duplicate dose
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2c. Common irregularities related to 

claims

 No document to support eligibility: 

• unable to produce documentary proof when 

requested, e.g. student card/ handbook or 

Registration Card for People with Disabilities

 Unable to produce proper vaccination 

record when requested
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3. Reminder on record keeping

 Keep the original of the Consent to Use 

Vaccination Subsidy forms and other supporting 

documents to prove the vaccine recipient's 

eligibility for subsidy at locked cabinet to prevent 

unauthorized access

 Keep these documents for at least 7 years

 Vaccination Office might require the document 

for verifying the vaccination and the 

reimbursement claim
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Part 4. Clinical waste 

management
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Follow the Environmental Protection 

Department’s guideline on handling of 

clinical wastes

 Handle and dispose sharps and waste properly 

 Ensure proper disposal of expired and wasted 

vaccines

 Arrange licensed clinical waste collector for 

transport and disposal of clinical wastes
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Letter from EPD

For enquiry, please 

contact EPD Mr CHOI 

at 3178 9342 or Ms LO 

at 3178 9355 or 

wklo@epd.gov.hk
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Consequences of failure to comply 

with Doctors’ Guide

Depend on the seriousness and nature of the 

irregularity  (may not follow the sequence below)

 Advice

 Warning

 No reimbursement

 Immediate suspension of the activity

 Temporarily suspension for claims

 Terminate the contract

 Report to Medical Council/ Police as necessary
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References

 Doctors’ Guide

http://www.chp.gov.hk/en/view_content/45838.ht

ml

• The Doctors’ Guide to Vaccination Subsidy 

Scheme - a living document

• The contents of the Guide will be updated 

continuously in the webpage 

http://www.chp.gov.hk/
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References

 The Hong Kong Reference Framework for 

Preventive Care for Children in Primary Care 

Settings - Module on Immunisation

http://www.pco.gov.hk/english/resource/files/Mo

dule_on_Immunisation_Children.pdf

 Terms and Agreement of VSS

http://www.chp.gov.hk/files/pdf/agreement_of_v

accination_subsidy_scheme.pdf

http://www.pco.gov.hk/english/resource/files/Module_on_Immunisation_Children.pdf
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Reference

 More information available at CHP website 

www.chp.gov.hk

http://www.chp.gov.hk/
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THANK YOU


