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[bookmark: _Toc220765041]Purpose
This guide supports Victorian secondary schools to work with local council immunisation providers to deliver the Secondary School Immunisation Program (SSIP). It outlines school responsibilities, operational steps, and key messages for parents, guardians and students.
[bookmark: _Toc220765042]Program overview
The Secondary School Immunisation Program (SSIP) plays a vital role in protecting adolescent student health and preventing the spread of serious communicable diseases such as whooping cough (pertussis), human papillomavirus (HPV), and meningococcal disease. 
The SSIP provides free vaccines under the National Immunisation Program to eligible Year 7 and Year 10 students in the familiar and accessible environment. Vaccinations are delivered by Authorised Nurse Immunisers from local council immunisation services or their contracted providers. Support from the secondary school is essential to the success of the NIP.  
Table 1: Victoria’s secondary school immunisation program schedule
	Year level
	Vaccine

	Year 7
	HPV (human papillomavirus) 
· to protect against cancers caused by HPV such as cervical cancer, head and neck cancers, genital cancers, and genital warts.
· single injection
· three doses may be required for adolescents with immunocompromise

	Year 7
	Diphtheria-tetanus-pertussis (whooping cough)  
· boosts immunity from childhood vaccines and provides continued protection against diphtheria, tetanus, and whooping cough.
· single injection

	Year 10
	Meningococcal A, C, W, Y
· to protect against 4 types of meningococcal bacteria, which cause serious disease that can quickly become life-threatening.
· single injection


[bookmark: _Roles_and_responsibilities][bookmark: _Toc220765043]Roles and responsibilities 
[bookmark: _Toc220765044]Councils 
The Public Health and Wellbeing Act 2008 establishes councils’ function to coordinate and provide immunisation services to children who live in, or are educated within, their municipal district <http://classic.austlii.edu.au/au/legis/vic/num_act/phawa200846o2008268/s24.html> 
Councils or their contracted immunisation service providers, are responsible for coordinating and delivering  immunisation programs in secondary schools. In this guide, the term ‘immunisation service’ refers to the council or its contracted provider. The immunisation service is responsible for overseeing the delivery of the SSIP, undertaking associated administrative functions, and ensuring vaccines are administered to eligible students by Authorised Nurse Immunisers on scheduled immunisation days. <https://www.health.vic.gov.au/immunisation/nurse-immunisers>
Coordination
The immunisation service is responsible for coordinating the delivery of the SSIP by:
· initiating and maintaining contact with participating secondary schools
· providing schools with Council contact details, including the program email address
· planning and confirming school vaccination dates and
· providing schools with the Secondary School Immunisation Program Annual Agreement. <https://www.health.gov.au/immunisation/secondary-school-immunisation-program>
Consent management
The immunisation service is responsible for managing consent processes by:
· distributing consent forms (online link or hardcopy, where appropriate) and supporting information to schools and families 
· reviewing consent forms for completeness and student eligibility
· following up non‑returned, incomplete, or incorrectly completed consent forms and
· obtaining telephone consent from parents or guardians where appropriate.
· Telephone consent may only be obtained by Authorised Nurse Immunisers.
Service delivery
The immunisation service is responsible for ensuring safe and effective service delivery by:
· Ensuring vaccines are stored, transported, and monitored in accordance with the
National Vaccine Storage Guidelines – 'Strive for Five' https://www.health.gov.au/resources/collections/national-vaccine-storage-guidelines-resource-collection
· Confirming student eligibility on the day of vaccination
· Administering vaccines according to best practice guidelines
· Monitoring students for a minimum of 15 minutes following vaccination
· Responding to and managing adverse events following immunisation
· Reporting adverse events following immunisation (AEFI) to SAEFVIC <https://www.safevac.org.au/Home/Info/VIC>
· Informing the School Immunisation Coordinator and parents/guardians of any incidents occurring on the immunisation day
· Following up students who did not receive scheduled vaccines
· Recording all immunisation encounters in Council’s clinical software and uploading records to the Australian Immunisation Register (AIR) within 10 working days. <https://www.health.gov.au/topics/immunisation/immunisation-information-for-health-professionals/using-the-australian-immunisation-register?language=en>
[bookmark: _Toc220765045]Secondary schools
Schools play a key facilitative role in the delivery of the Secondary School Immunisation Program by supporting coordination, consent processes, communication, and on‑site logistics. Key actions: 
· Appoint a school immunisation coordinator to liaise with the immunisation service, follow the key steps for schools and ensure that all the responsibilities of the school are met. <https://www2.education.vic.gov.au/pal/immunisation/policy> 
· Provide parent/guardians with a Collection statement advising that student and parent/guardian contact details will be transferred to local council unless they request otherwise. <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program 
· Provide student and parent/guardian contact details to the immunisation service as permitted under the Public Health and Wellbeing Regulations 2019  <http://classic.austlii.edu.au/au/legis/vic/consol_reg/phawr2019331/s112.html>. 
· Resources including a data extraction tool are available to support efficient and secure data transfer at Secondary school immunisation program - Information for secondary schools and councils <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>
· Use immunisation resources provided by the immunisation service or available on the Department’s website to communicate with students, parents/guardians, teachers, and the wider school community about adolescent immunisation.<https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program> 
· Support the distribution and collection of all immunisation consent forms, including hard forms or links to approved online portals. 
· Ensure appropriate facilities, resources and supervision are in place to support safe and effective delivery of immunisation sessions on vaccination days.
[bookmark: _Toc157592184]Data transfer from school to immunisation provider 
Under the Public Health and Wellbeing Regulations 2019 schools are authorised to provide student and parent/guardian contact details for students eligible for school-based vaccination, to the council immunisation service. <http://classic.austlii.edu.au/au/legis/vic/consol_reg/phawr2019331/s112.html> 
This information enables councils to follow up incomplete or non-returned consents with parents/guardians directly. Schools should notify the immunisation service of any updates to contact details throughout the year. 
A local council may request the secondary school to disclose the following information about a student enrolled at the school:
· student name
· date of birth
· gender 
· year level and class group 
· parent/guardian contact details
· language(s) spoken at home.
Purpose of data sharing
· To improve communication with parents/guardians regarding their child’s vaccination needs.
· To ensure all eligible students are offered the opportunity to access free vaccination at school.
· To reduce the administrative burden on school staff to follow-up consents.
· To eliminate manual data entry processes.  
School actions required
There are two key requirements for schools to action at the commencement of the school year:
1. Issue a collection statement
Provide parents/guardians of students in Year 7 and Year 10 with a Collection statement advising that their contact details will be shared with the council immunisation service unless they request otherwise.  <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>.
2. Transfer parent/guardian/student data
Provide required contact data to the council immunisation service. To ensure transfer of the data is secure, accurate and efficient, use the data extraction instruction guide relevant to your school in the Resources section Secondary school immunisation program - Information for secondary schools and councils <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>.
Key dates for schools
· First week of Term 1 – distribute a Collection statement to parents/guardians of all students in Years 7 and Year 10. <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program> 
· Mid-February – record any objections from parents/guardians who do not wish for their contact details to be provided to local council.
· End of February – transfer parent/guardian/student data to the council immunisation service as soon as possible after census date, edited as per parent/guardian requests. If student data is confirmed prior to 28 February, it may be sent earlier to assist local councils to prepare for the SSIP.
For further information for parents/guardians please refer to the Collection Statement available on the Department of Health website.<https://www.health.vic.gov.au/vaccination-for-adolescents/secondary-school-immunisation-program> 
Further information about the Request for Information, including instructions for extracting student and parent/guardian contact details, is available from: 
· Department of Health’s website Secondary school immunisation program - Information for secondary schools and councils <https://www.health.vic.gov.au/vaccination-for-adolescents/secondary-school-immunisation-program>.
· Department of Education and Training’s website School Operations – Immunisation  <https://www2.education.vic.gov.au/pal/immunisation/policy>. 
[bookmark: _Toc157591915][bookmark: _Toc157592186]Privacy obligations
[bookmark: _Hlk95842791]In managing the collection and transfer of student and parent/guardian contact details, consent form distribution and collection process, schools are required to comply with the Information Privacy Act 2000 <https://www.legislation.vic.gov.au/as-made/acts/information-privacy-act-2000> and the Health Records Act 2001 <https://www.legislation.vic.gov.au/in-force/acts/health-records-act-2001/046>. This legislation prescribes the standards for the collection, handling, and disposal of personal and health information. 
Schools must ensure confidentiality by:
· ensuring records are secure, for example, by storing them in a locked filing cabinet
· preserving confidentiality when handling written or oral information
· conducting personal interviews in a private environment
· training staff in information-handling procedures
· monitoring access to databases and systems that contain personal and health information
· periodically reviewing appropriate access levels to databases and systems and data security arrangements. 

Further information about maintaining privacy of records is available from the Department of Education and Training School policy and advisory library.
<https://www2.education.vic.gov.au/pal/privacy-information-sharing/policy> 
[bookmark: _Key_steps_for][bookmark: _Toc220765046]Key steps for schools 
Step 1: Liaise with the Immunisation Provider
The council immunisation service usually begin their planning cycle well before the school year starts and will typically contact schools between September and December. Schools are encouraged to contact their council immunisation service at any time if needed.
Step 2: Confirm School Immunisation Dates
At least one immunisation visit will be scheduled each year. Where possible, a second visit may be arranged to vaccinate students who missed the first visit. In some cases, additional visits may be negotiated. Schools must adhere to the agreed dates outlined in the program agreement.
Step 3: Record Dates and Prepare Facilities
Record immunisation clinic dates into the school calendar to ensure all staff are aware of scheduled commitments. Book suitable rooms and equipment in advance. Appendix 2 provides a checklist to support setup of a safe and appropriate vaccination area.
Step 4: Complete and Sign the Annual Agreement
The signed Annual Agreement formalises arrangements between the school and the immunisation service (or contracted provider) for delivery of the SSIP. Ensure all sections are completed accurately before signing.
<https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>
Step 5: Provide School and Student Information
In Week 1 of Term 1, distribute the Collection Statement to all Year 7 and Year 10 students.
Schools must record any parent/guardian objections. For students who have not opted out, contact details must be transferred electronically to the council immunisation service as soon as possible after the census date (28 February).
Instructions and data extraction guides are available on the available on the Secondary school immunisation program – Information for secondary schools and councils  web page. <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>.
Step 6: Receive Consent Forms and Vaccine Information
The immunisation service will provide printed resources and/or links to consent platforms. Consent forms may be distributed either online through platforms such as the Department of Health Central Immunisation Records Victoria (CIRV) portal, other medical software programs, or by hard copy.
Parents or guardians can provide their consent through the CIRV portal. The portal includes a link to the Better Health Channel Secondary School Immunisation Program webpage and parents/guardians are encouraged to read this information prior to providing their consent. <https://www.betterhealth.vic.gov.au/health/healthyliving/immunisation-in-secondary-schools> 
Program information and consent forms are also available for immunisation providers to download and print as required, with additional immunisation resources available on Secondary School immunsation program website <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>.
Step 7: Distribute Information and Obtain Consent
Schools determine how consent forms and vaccine information are distributed (e.g. via homeroom). Students must be advised of return deadlines. 
For translated resources for parents/guardians of Year 7 and 10 students, resources are available on the Secondary School immunsation program website <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>. Additional resources are available on Health Translations page <https://www.healthtranslations.vic.gov.au/>.
Your local council may also provide additional resources. Alternatively, the national Translating and Interpreting Service can also be contacted at 131 450.
Step 8: Promote Immunisation
Clearly communicate immunisation dates and times to students, parents/guardians, and staff. Sharing positive messages and clear, culturally appropriate health information—particularly in families’ preferred languages—supports understanding of the benefits of immunisation and encourages participation.
A range of resources to support immunisation promotion for teachers, students and parents or guardians is provided in Resources section. 
Step 9: Collate Consent Forms
All consent forms must be returned or responded to, including ‘yes’ and ‘no’ responses, signed by their parent/guardian. Schools should aim for 100 per cent response. 
For councils using online consent, schools may send reminders to students and their parents/guardians to respond. Schools are not responsible for reviewing consent forms or checking whether they have been completed correctly. 
Schools must collate consent forms into year groups with accompanying student class lists to assist the immunisation provider to facilitate a smooth operation on vaccine administration day.
Completed consent forms are considered health records. Schools must comply with all legislative privacy requirements relating to the collection, use, disclosure and secure storge of this information. Refer to the previous section: Roles and responsibilities – Secondary Schools for further guidance.
Step 10: Pre‑plan Vaccination Days
Ensure all facilities and resources for the day are booked and organised in advance (see Appendix 2). This includes room bookings, equipment, staffing, and the development of the vaccination day timetable, detailing the order in which the students will be vaccinated. 
The vaccination day timetable is usually organised by class. Planning is best undertaken with year-level coordinators and homeroom teachers, who can advise on class sizes, timetables, and competing commitments. The school is responsible for providing staff to supervise students before and after vaccination. Appendix 3 provides key messages to assist schools in communicating with students and parents/guardians about immunisation. 
Step 11: Facilitate Vaccination Days
Schools are responsible for facilitating vaccination days and ensuring students are appropriately supervised at all times. is responsible for assessing medical eligibility, administering vaccines, and providing appropriate post‑vaccination care. Further detail is provided in the section Vaccination Day responsibilities.
Step 12: Communicate Issues and Incidents
Schools must notify the immunisation provider of any questions or concerns raised by parents, students, or staff.
Common side effects following the administration of vaccines are usually mild and temporary, often occurring in the first few days after vaccination. Any unexpected or significant event following immunisation, regardless of whether you think the symptoms were related to the vaccine or not, should be reported to the Victorian vaccine safety surveillance service - SAEFVIC <https://www.safevac.org.au/Home/Info/VIC>.
Any significant issues or incidents identified on the vaccination day or following the administration of the vaccine, must be reported according to the Department of Education and Training policy to the Incident Support and Operations Centre on 1800 126 126.  For further information regarding reporting and managing incidents <https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy> see the Department of Education and Training policy and advisory library.  
Step 13: Ongoing Updates
Schools must forward any consent forms returned during the year and advise the immunisation service of changes to student enrolment numbers to ensure all eligible students can access vaccination. 
Step 14: End‑of‑Year Review
At the end of the school year, the School Immunisation Coordinator should review program delivery and identify any opportunities for improvement. The immunisation service will provide feedback on consent return rates and vaccination coverage to support continuous improvement.
[bookmark: _Vaccination_day_responsibilities][bookmark: _Toc220765047]Vaccination day responsibilities
Preparation for vaccination day
Equipment and facilities
Ensure that tables, chairs and privacy screens are available in the allocated room to allow immunisation providers to set up as required. Schools should refer to the vaccination area checklist in Appendix 2 to confirm that all necessary equipment and facilities are in place before vaccination day.
Arrival of the Immunisation Service team
The immunisation service team will arrive at the school at the agreed time and report to the front office or reception area. The immunisation service is responsible for confirming valid consent forms and ensuring sufficient vaccines are available for the session. 
The immunisation provider team will then set up equipment and prepare the vaccination area before commencing vaccination.
Vaccination day process
Student movement
Designated school staff will escort eligible students to the vaccination waiting area according to the vaccination day timetable. 
Student check-in 
Only students with parent/guardian consent may attend the vaccination area. The Authorised Nurse Immuniser will complete a pre‑vaccination checklist and confirm student eligibility before administering the vaccine(s).
Students whose consent has been declined must not attend the vaccination area.
Immunisation records
The immunisation provider is responsible for recording all vaccinations on the Australian Immunisation Register (AIR).
Parents/guardians can view their child’s immunisation history on AIR through their myGov account. Students aged 14 years and over can access their own immunisation record via their personal myGov account.
Post vaccination observation
After receiving a vaccine(s), students must be seated for a minimum of 15 minutes in a designated observation area, close to the immunisation provider team. Students must be supervised during this time  by a school staff member trained in First Aid.
Any student who appears pale, unwell, or distressed must be reported immediately to the immunisation provider team for further assessment monitoring. 
Parents/guardians must be notified of any incidents or adverse reactions following immunisation. All unexpected or serious adverse reactions following immunisation should be reported to the Victorian vaccine safety surveillance service - SAEFVIC <https://www.safevac.org.au/Home/Info/VIC>.
Any significant issues such as serious adverse reactions or other critical incidents, must be reported in accordance with the Department of Education and Training policy on reporting school incidents. <https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy>
Departure of the Immunisation Service team
The immunisation provider must remain at the vaccination site in the school until all students have completed the minimum 15-minute waiting period and arrangements have been made for any student who is unwell following vaccination.
Common issues and management
Students who feel anxious or unwell
Students who are anxious should be encouraged to present first for vaccination to avoid waiting. Schools should alert the immunisation provider to any student who appears or reports feeling anxious or unwell. If a student is unwell, it is the responsibility of the immunisation provider to assess the student’s condition and determine whether they remain eligible for vaccination.
If a student presents without consent 
If a student presents for vaccination and indicates that their parent/guardian would like them to be vaccinated but have not provided consent, the immunisation provider may obtain verbal consent from the student’s parent or guardian via telephone. 
Immunisation providers may implement different policies in relation to following up with students who have not returned a consent form prior to the day of vaccination. 
If a student attends but refuses to be vaccinated
The immunisation provider will make every effort to encourage eligible students to proceed with vaccination, without being forceful. If the student continues to refuse vaccination, a member of the immunisation service will contact the parent/guardian to discuss alternative options for vaccination by the following methods: 
· by phone with the student present 
· follow up after the session by phone, letter, or email to organise a catch-up vaccination appointment.
[bookmark: _Toc220765048]Missed vaccinations and catch-up
If a student is absent on the vaccination day, the school immunisation coordinator must return their completed consent form (if in hard copy) to the immunisation service. It is the responsibility of the immunisation service to follow up with the parent/guardian of absent students. The immunisation service will contact the parent/guardian either by phone, letter, or email to offer a catch-up vaccination appointment.
End-of-cycle mop-up 
[bookmark: _Appendix_A:_Eight]To maximum immunisation coverage, immunisation providers may offer ‘mop-up’ options for students who have not completed their recommended vaccination schedule. Available options may include: 
· an additional school-based vaccination day, or
· attendance at a council community immunisation session.  
Alternatively, students can access adolescent vaccines at their community pharmacy or GP. There are no out-of-pocket costs associated with adolescent catch-up vaccination in a pharmacy setting under the National Immunisation Program Vaccinations in Pharmacy (NIPVIP) Program. GPs can also provide adolescent catch-up vaccination, however there may be fees associated.
Students requiring additional support
Students requiring additional support, including those with complex medical conditions, history of a severe adverse event following immunisation or who cannot be safely immunised in the school setting, should be referred to their GP for advice and management.
In Victoria, hospital-based Specialist Immunisation Services are also available, led by a team of specialised medical and nursing staff with expertise in vaccines and immunisation. A GP referral is required. 


[bookmark: _Resources][bookmark: _Toc220765049]Resources 
Secondary school immunisation program – Information for school and councils
Secondary school immunisation program - Information for secondary schools and councils  <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>.
Overview of the Secondary School Immunisation Program 
· Roles of local councils and secondary schools
· Student information and data sharing
· Secondary School Immunisation Program – Collection statement sample letter
· Data extraction instructions
Consent 
· Year 7 Secondary School Immunisation Program information and consent form
· Year 7 Secondary School Immunisation Program information and consent booklet
· Year 10 Secondary School Immunisation Program Information and consent form
Translated Resources
· Year 7 immunisation program and consent 
· Year 10 immunisation program and consent 
Additional resources are available on Health Translations page <https://www.healthtranslations.vic.gov.au/>.
Alternatively, please contact your local council for any additional resources. Additional support may be provided by contacting the national Translating and Interpreting Service at 131 450.
Better Health Channel – information for consumers
Better Health Channel - Secondary school immunisation program 
<https://www.betterhealth.vic.gov.au/health/healthyliving/immunisation-in-secondary-schools>
· Information about the Secondary School Immunisation Program
· Information about diseases
· Videos about what to expect on vaccination day. 
Sharing Knowledge about Immunisation – information for consumers
Adolescent vaccination  <https://skai.org.au/adolescent>
Information for parents and guardians regarding vaccination, with common questions and answers. 
Australian Immunisation Register
Information on how to obtain an Immunisation History Statement can be accessed on the Services Australia website <https://www.servicesaustralia.gov.au/individuals/services/medicare/australian-immunisation-register>
Department of Education 
Victoria’s Department of Education policy in relation to school-age children and immunisation is available on their website <https://www2.education.vic.gov.au/pal/immunisation/policy>.
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[bookmark: _Toc220765050][bookmark: _Toc157592209]Appendix 1 - Tips for a successful school vaccination program
	[bookmark: _Toc157591938][bookmark: _Toc157592210]✔
	1. [bookmark: _Toc157591939]Plan early
	Begin planning at the start of the annual vaccine program planning cycle (usually from September)  Record planned vaccination dates in the school calendar.

	[bookmark: _Toc157591940][bookmark: _Toc157592211]✔
	2. [bookmark: _Toc157591941]Prepare the site
	Schedule vaccination days and prepare the vaccination area well in advance of the vaccination day.

	[bookmark: _Toc157591942][bookmark: _Toc157592212]✔
	3. [bookmark: _Toc157591943]Communicate clearly
	Provide students and parent/guardian with clear and timely  information to help them understand the importance of immunisation.

	[bookmark: _Toc157591944][bookmark: _Toc157592213]✔
	4. Work collaboratively
	Establish an early and effective working relationship with the immunisation provider coordinator and share information as required throughout the year.

	[bookmark: _Toc157591946][bookmark: _Toc157592214]✔
	5. [bookmark: _Toc157591947]Team approach
	School vaccination works best when the school immunisation coordinator is supported by the principal, teachers, and other school staff. Each staff member has an important role to in program delivery.

	[bookmark: _Toc157591948][bookmark: _Toc157592215]✔
	6. [bookmark: _Toc157591949]Follow up consent
	Aim for a 100 per cent consent response and put processes in place for follow up where needed. 

	[bookmark: _Toc157591950][bookmark: _Toc157592216]✔
	7. [bookmark: _Toc157591951]Promote immunisation
	Actively promote immunisation and encourage students and parents/guardians to return consent forms. This supports higher vaccination coverage and improved health outcomes for young people.

	[bookmark: _Toc157591952][bookmark: _Toc157592217]✔
	8. [bookmark: _Toc157591953]Review annually
	Evaluate the school-based program each year to identify key improvements for the following year. 








[bookmark: _Appendix_2._School][bookmark: _Toc220765051][bookmark: _Toc157591955][bookmark: _Toc157592219]Appendix 2. School Immunisation Coordinator checklist
[bookmark: _Toc220765052]Term 1 
	Has the following been completed?
	Complete (yes/no/NA)

	Review A Guide for Secondary Schools to support safe delivery of the SSIP 
	

	Liaise with your local council immunisation service at commencement of term 1 to confirm planned immunisation dates for Year 7 and Year 10 students
	

	Sign the Annual agreement between your secondary school with the immunisation provider at the commencement of term 1 each year
	

	Distribute a Collection Statement to parents/guardians of all Year 7 and Year 10 students in first week of term 1.
	

	Record any objections from parents/guardians in response to the Collection Statement by the 28 February each year
	

	Transfer student and parent/guardian contact details to the local council immunisation provider as soon as possible after census date, 28 February each year
	

	Distribute hard copy or online (e.g. through the CIRV portal) consent forms to all Year 7 and Year 10 students, clearly advising families of the deadline for returning the date when completed consent cards or submitting online responses. 
	



[bookmark: _Toc220765053]Term 1 or later
	Has the following been completed?
	Complete (yes/no/NA)

	Collate returned consent forms into class groups, with class lists for your local council immunisation provider to review prior to vaccination day
	

	Promote the SSIP and the importance of adolescent vaccination to students and parents/guardians via school communication channels each term
	








[bookmark: _Toc220765054]Vaccination day checklist
Physical Environment
	Does / will the immunisation area have:
	Complete (yes/no)

	A quiet ground-floor waiting area (away from stairs) for student, suitable for all weather conditions, and out of site of the vaccination area.
	

	Reliable mobile phone reception or easy access to a landline telephone.
	

	Clear, separate entry to, and exit from, the vaccination area.
	

	A designated ‘checkpoint’ table where the immunisation service can record student attendance and verify consent.
	

	Mobile privacy screens for students.
	

	A separate space for vaccination that allows additional privacy for individual students being vaccinated if needed.
	

	A separate observation area where students can remain seated and be observed for a minimum 15 minutes after vaccination, not immediately visible from the vaccination area.
	

	Adequate lighting, heating or cooling and access to power points. 
	

	Handwashing/sanitising facilities within easy reach.
	


Logistics
	Does / will the immunisation area have:
	Complete (yes/no)

	Gym mats available for students to lie down on if they feel faint during or after vaccination.
	

	Water and cups available for students who feel faint during or after vaccination.
	

	Sufficient tables and chairs available for administration; nurse immunisers and the students being vaccinated.
	


Staffing Requirements
	Does / will the immunisation area have:
	Complete (yes/no)

	School staff available to ensure students present to vaccination area on time. 
	

	Adequate school staff available to supervise the students before vaccination and for a minimum of 15 minutes immediately after vaccination.
	

	Integration aides available to accompany and support students with additional or special needs where required.
	


[bookmark: _Appendix_3._Key][bookmark: _Toc220765055][bookmark: _Toc502929978][bookmark: _Toc157591957][bookmark: _Toc157592221]Appendix 3. Key messages 
Clear, positive messages should be provided to parents/guardians and students about the benefits of immunisation and consent processes.
· Immunisation is one of the most significant public health interventions available. 
· To help protect your child against vaccine preventable diseases, please ensure they are up to date with vaccines offered through the National Immunisation Program . 
<https://www.health.gov.au/health-topics/immunisation/immunisation-throughout-life/national-immunisation-program-schedule>. 
Key messages for parents and guardians:
· All consent forms must be returned or responded to even if you do not wish your child to be vaccinated.
· Please indicate your decision by selecting ‘YES’ or ‘NO’ on the consent form.
· The consent form must be returned by [provide a specific date].
· On vaccination day your child should wear loose and comfortable clothing, such as their sports uniform (where permitted by your school).
· Please notify the school know as soon as possible if your child will be absent on vaccination day.
· Parents/guardians are not required to attend on vaccination day.
· If your child misses school vaccination day, please contact the immunisation provider to organise a catch-up vaccination [provide a telephone number].
· For questions or concerns, contact the school’s immunisation coordinator [provide telephone number] or the local council’s immunisation service [provide telephone number].
[bookmark: _Toc368928718][bookmark: _Toc246996955][bookmark: _Toc157591959][bookmark: _Toc157592223]Messages for students
· Yes, needles hurt – but only for a second! The benefits far outweigh a little discomfort.
· Eat breakfast on vaccination day morning.
· Bring an extra snack and drink with you on vaccination day to avoid feeling faint or dehydrated.
· Wear loose and comfortable clothing on vaccination day, such your sports uniform (if permitted by your school).
· Leave books and bags in the classroom.
· Bring a buddy if you need support.
· If you are feeling anxious, let us know – you can go in first and get it done.
Key resources 
 Secondary school immunisation program - Resources for secondary schools and councils webpage <https://www.health.vic.gov.au/immunisation/secondary-school-immunisation-program>.
 Better Health Channel – Secondary School Immunisation Program, 
 <https://www.betterhealth.vic.gov.au/health/healthyliving/immunisation-in-secondary-schools>
· Information about the Secondary School Immunisation Program
· Information about diseases
· Videos about what to expect on vaccination day. 
Sharing Knowledge about Immunisation - Adolescent vaccination  
       <https://skai.org.au/adolescent>
· Information for parents and guardians regarding vaccination, with common questions and answers. 
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