COVID-19
Employer Toolkit
A resource for employers on
COVID-19 testing and
COVID-19 vaccine solutions

December 2021

Dear Valued Employer Partner,

COVID-19 has brought many challenges to our professional and personal lives. As we look to
the future, we hope that one day COVID-19 and its many impacts are behind us.
With increased COVID-19 positivity rates, many employers are seeking information and
resources from WellSpan Health. WellSpan’s Well at Work team has created the following
employer toolkit offering potential solutions to support your COVID-19 workplace strategy.
WellSpan Health is your local health system that is strongly committed to understanding the
healthcare needs of the community and developing innovative solutions to address those
needs and help community members achieve health goals close to home. Our ability to
provide timely, compassionate support to those in need separates us and highlights our driven
commitment to offer hope and support.
We are neighbors helping neighbors. Please feel free to contact us directly with any questions
or additional needs.

Wishing you the best of health,

Chad Houck

Employer Health Consultant

chouck2@wellspan.org

Kristin Leese

Kathy Lucas

kleese@wellspan.org

klucas@wellspan.org

Employer Health Consultant

Employer Health Consultant

OUR MISSION:
Working as one to improve health through
exceptional care for all, lifelong wellness and
healthy communities.
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COVID-19 Testing Solutions
WellSpan Health featurs convenient options for your employees to receive
COVID-19 testing dependent upon if they are symptomatic or asymptomatic.

Symptomatic COVID-19 Testing Solutions:
Testing
Details
WellSpan
Urgent Care
and Primary
Care Locations

For employees experiencing COVID-19
symptoms, WellSpan Urgent Care and
Primary Care offices can provide evaluation,
care, and testing.

Please visit www.wellspan.org and click
"Offices and Locations" for a full list of
Urgent Care or Primary Care locations and
hours most convenient to you!

Billing

o Testing is billed to
patient's medical
insurance
o Employees must have a
MyWellSpan account to
obtain PCR test results
(See Appendix D)

Please visit www.wellspan.org/covid19 for
the most up to date details on COVID-19
testing.
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Asymptomatic Testing Solutions:
Testing

WellSpan
Occupational
Health
Locations

Details
Billing
Please contact WellSpan Occupational Health at
o Testing is employer
occupationalhealth@wellspan.org for set up and
paid
instruction to schedule employee
o $85 per PCR test
testing. Appointments are required.
administered
Asymptomatic PCR lab-based testing and
o $30 per rapid-antigen
asymptomatic rapid-antigen testing is available:
test administered
Chambersburg
o Employees must have a
1610 Orchard Dr., Chambersburg, PA 17201
MyWellSpan account to
Open 7 a.m. - 5 p.m., Mon - Fri
obtain PCR test results
(717) 261-0929

Gettysburg
455 S. Washington St., Suite 12, Gettysburg, PA 17325
Open 8 a.m. - 4:30 p.m., Mon - Fri
(717) 339-2880

(See Appendix D)

Hanover
1150 Carlisle St., Suite 21, Hanover, PA 17331
Open 8 a.m. - 4:30 p.m., Mon - Fri
(717) 851-7070
Lebanon
717 S. 8th St., Lebanon, PA 17042
Open 8 a.m. - 4:30 p.m., Mon - Fri
(717) 270-2336
Manchester
4050 N. George St., Manchester, PA 17345
Open 8 a.m. - 4:30 p.m., Mon - Fri
(717) 356-4380
New Holland
435 S. Kinzer Ave., New Holland, PA 17557
Open 8 a.m. - 4:30 p.m., Mon - Fri
(717) 721-4319
York
2250 E. Market St., York, PA 17402
Open 7 a.m. - 5 p.m., Mon - Fri
(717) 851-1600
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WellSpan Lab
Locations

On-site at
Employer
Location

Please contact WellSpan Occupational Health
occupationalhealth@wellspan.org for set up
and to obtain a lab requisition form for
employee testing.
Outpatient lab-based PCR testing is available
at WellSpan Lab locations. Please note:
o Walk-in, no appointment required
o A lab requisition form from the
employer is required.
WellSpan Occupational Health may be able to
assist with on-site asymptomatic testing
dependent on volume and staffing at the
time of request. A contract is required for
on-site testing. Please contact
wellatwork@wellspan.org to inquire.
If your workplace can obtain your own
COVID-19 rapid antigen tests, WellSpan is
willing and able to guide you in workflow
setup for your own on-site testing, as well as
share our experiences and best practices.

o
o
o

o
o

o

o

Testing is employer
paid
$85 per test
administered
Employees must have
a MyWellSpan
account to obtain test
results (See Appendix D)
Testing is employer
paid
$85 per PCR test
administered +
additional on-site fees
$30 per rapid-antigen
test administered +
additional on-site fees
Employees must have
a MyWellSpan
account to obtain test
results (See Appendix D)

For clarification, employers will need a CLIA
certification from the PA Department of
Health to conduct your own on-site COVID19 rapid antigen testing.

Additional COVID-19 Testing Information
WellSpan will not share COVID-19 testing results and/or employee patient names with
employers. It is the responsibility of the patient to relay testing result information to the
employer.
Rapid-antigen results are available within 15 minutes of testing. PCR test results are
available via MyWellSpan within 2-4 days of testing.
For questions or general requests, please contact the WellSpan Well at Work team at
(888) 949-9882 or wellatwork@wellspan.org
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COVID-19 Vaccine Solutions
WellSpan Health has several convenient options for your employees to receive
a COVID-19 vaccine. Options are outlined below.

Vaccine
Solution
On-site
Vaccine
Clinic

WellSpan
Health
Locations

Retail
Pharmacy

Details
COVID-19 vaccinations are available on-site at
employer locations. Please note:
o A minimum of 10 participants is
required for on-site vaccination.
o Vaccination is available to employees
and dependents age 12 and older.
o Pre-registration is required via a
secure online Microsoft Form link.
o Pfizer vaccines are administered
including dose one, dose two, and
boosters.
o At least two weeks’ notice is required
for on-site vaccine clinic requests.
o Please reference Appendix B: On-site
Clinic Planning Guide for further
details.
To schedule an on-site vaccine clinic,
please email wellatwork@wellspan.org or
contact your Well at Work representative.
Employees can schedule a COVID-19 vaccine
at a variety of convenient WellSpan locations
across South Central Pennsylvania any of the
following ways:
o Schedule using MyWellSpan
o Schedule online at
www.wellspan.org/schedulevaccine
o Call the COVID-19 Hotline
(855) 851-3641
The COVID-19 vaccine is available at most
retail pharmacies.
o Please call your pharmacy ahead
of time or visit their website for
more details.

Billing
o
o

o

o

o

o
o

Vaccinations are free to
employees and dependents.
A $40 vaccine administration
fee is billed to each
employee’s medical
insurance, per dose.
If your company has a selffunded health plan, fees can
be employer-paid directly to
WellSpan.
Vaccine administration fees
are waived for those without
medical insurance.
A contract between
WellSpan and the employer
is required.

Vaccinations are billed
through patient insurance.
Vaccinations have no out-ofpocket cost to the employee

Please contact your pharmacy or
medical insurance plan for more
information.
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Appendix A:

About WellSpan Health
WellSpan Health is a nationally recognized, integrated health system that serves the
communities of central Pennsylvania and northern Maryland. WellSpan is a charitable, mission‐
driven organization, committed to exceptional care for all, lifelong wellness and healthy
communities. The not‐for‐profit organization is comprised of:
•

20,000 employees and 3,600 volunteers

•

220+ patient care locations

•

1,697 employed physicians and advanced practice clinicians
o

251 Primary Care Physicians

o

778 Specialty Physicians

o

145 Primary Care Advanced Practice Clinicians (APPs)

o

523 Specialty APPs

•

8 respected hospitals serving Adam, Franklin, Lancaster, Lebanon, and York Counties

•

Central Pennsylvania's most comprehensive behavioral health organization

•

A regional home health organization

•

$232.4 million in community benefit in 2020: Community Benefit Report: 2020

•

Nationally recognized for stroke, sepsis, behavioral health, trauma care and bariatric
surgery

•

Level 1 Regional Resource Trauma Center at WellSpan York Hospital

•

Level 3 NICU (WellSpan Ephrata Community Hospital and WellSpan York Hospital)
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Appendix B:

On-site Vaccine Clinic Planning Guide
The following guide has been created to help aid the planning of your on-site vaccination
clinic.
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Onsite Vaccine Clinic Planning Guide
Thank you for your interest in offering COVID 19 vaccines at your employer location. Our goal is to
partner with you to improve access to vaccines and increase vaccination rates in our community.
Please consider the following information before agreeing to host an onsite vaccination clinic:
1. We will be administering the Pfizer vaccine which is a two-dose vaccine. The second dose will
occur 21 days (or soon after) following the first dose. All employees who receive the first dose
must be prepared and able to be present on the date of the second-dose onsite.
2. Worksite vaccination dates will be scheduled based on timeframes that work best for both
employer and WellSpan and access to vaccines.
3. Vaccine availability is contingent upon the PA Department of Health distribution schedules.
4. Minimum requirements for onsite vaccination: ten (10) people scheduled. Failure to meet the
minimum requirement will result in a cancellation or rescheduling of the clinic.
• We must ensure that vaccines are not wasted and will bring a set amount of vaccine
onsite that must be used within a four-hour timeframe.
• We can accommodate up to one-hundred fifty (150) people scheduled within a fourhour timeframe.
5. A safe, clean and spacious area with tables and chairs is necessary to accommodate the vaccine
administration process. In addition, a space that allows for socially distant seating is required
for observation of employees following the vaccine administration. Observation time is a
minimum of 15 minutes.
• Minimum of five tables and 15 chairs will be needed to accommodate 100 vaccines (as
an example).
6. Vaccine administration cost is $40 for each vaccine dose administered (which is nearly same
rate or less than major insurance reimbursement). As an employer, you have the option of
paying this fee on behalf of your employees or WellSpan will submit a medical claim to each
employee’s insurance carrier.
7. No one under age twelve (12) years old should be scheduled for the vaccine. Individuals age 1217 must have a parent present to receive the vaccine. Those under 12 years of age require a
smaller dosage of the vaccine, therefore, we do not offer these at our employer organized
clinics.
8. The COVID-19 vaccine can now be administered without regard to timing. This includes
simultaneous administration of COVID-19 vaccine and other vaccines on the same day, as well
as coadministration within 14 days. For example, COVID-19 vaccines can now be given
alongside a flu vaccine.
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9. Following the vaccine, some employees may experience some discomfort at the vaccine sight
and/or other symptoms including headache, nausea, and fatigue. These may impact their ability
to work productively. For this reason, employers are encouraged to anticipate these possible
impacts to operation when scheduling.
Employer agrees to:
o Identify a primary point of contact to collaborate with WellSpan for all communications as well as
assist in organizing and managing the onsite clinic needs.
o Ensure employees are always wearing masks and following proper social distancing guidelines, if
applicable.
o Distribute vaccine education materials and eligibility requirements to employees so they can
determine their eligibility and decide about receiving the vaccine.
o Share vaccine sign-up link with employees so they can pre-register for a vaccine appointment and
provide insurance information, if applicable. This online sign-up form will close 48-72 hours prior to
the on-site event, noted in the event header. Employees must sign up using this link to receive a
vaccine on-site day of.
o Remind employees to bring their COVID-19 vaccination card if they’re receiving Dose 2 or Booster
vaccinations.
o Alert WellSpan of any interpretation needs (languages).
WellSpan Well at Work will:
o Work closely with the employer’s point of contact.
o Provide the Pfizer vaccine educational materials, including eligibility requirements, to all
participants.
o Provide a secure Microsoft Forms URL link to employer to distribute to employees for vaccine signups.
o Provide both first- and second-dose vaccines at your worksite on the dates and times that we agree
upon.
o Schedule employees for second-dose vaccines during first-dose clinic date.
o Arrive to onsite clinic approximately thirty (30) minutes prior to scheduled start time for set-up.
o Follow current CDC COVID-19 protocols.
o Administer vaccines following CDC and HIPPA protocols.
o Provide Interpreters as needed.
o Provide employee with a COVID-19 Vaccination Record Card.
Please Note: For patient privacy reasons, we are not able to provide a list of employees who were
vaccinated.
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Process Overview:
• Employee arrives and is checked in by individual administering the vaccine
• Employee is asked screening questions
• Vaccine is administered
• Employee is directed to observation area where they will wait for 15 – 30 minutes depending
on their answers to the screening questions.
Fees and Payment:
o Vaccine administration fee will either be billed directly to the employer or to the employee’s
medical insurance plan. Your employees should not be responsible for any out-of-pocket costs
associated with the vaccine. Vaccine administration fee is $40 per vaccine dose. Therefore, the
total charge for a person receiving two doses will be $80.
o Employees without insurance are eligible to receive the vaccine at your onsite clinic at no cost to
them.
Thank you for partnering with WellSpan Well at Work for your COVID-19 vaccine clinic.
Sincerely,
WellSpan Well at Work
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Vaccination Day: Tips for Success
The following information will help you in hosting a successful worksite vaccination clinic:
•

Designate one employer representative at vaccination clinic. This helps with flow of participants
and addressing scheduling challenges

•

Provide a safe, clean, and spacious area with tables and chairs necessary to accommodate the
vaccine administration process. In addition, a space that allows for socially distant seating is
required for observation of employees following the vaccine administration. Observation time
is a minimum of 15 minutes
o Minimum of five tables and 15 chairs will be needed to accommodate 100 vaccines (as
an example)

•

Allow thirty (30) minutes prior to vaccination start time for set-up and coordination.

•

Explore ways to create a fun environment. Ideas include photo station with company banner,
decorations, etc.

•

Encourage people to eat well and drink water pre and post vaccination. Have snacks and water
available for participants

•

Remind participants of the importance of getting their second dose on specified date

Thank you for partnering with WellSpan Health to provide a shot of hope and protection.
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Appendix C:

Save the Date Template
The following Save the Date flyer can be customized by your Client Representative during the
scheduling process of your on-site clinic. All employees sign up for the vaccine clinic using a
secure online Microsoft Form link.
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Appendix D:

MyWellSpan Enrollment Guide
All employees receiving a COVID-19 test from WellSpan Health must have a MyWellSpan
account in order to receive results. Please share the below flyer with employees so those
without a MyWellSpan account can create one.
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Appendix E:

Informational Flyers
The following informational flyers have been created to bring education and awareness to those
with questions around the COVID-19 vaccine. Please share the below flyers with employees.
For PDF copy, please email the representative listed on Page 1 of this toolkit.
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Appendix F:

Well at Work Solutions
WellSpan Health proudly offers a wide range of employer-focused services, aimed at keeping
your employees safe and healthy on the job. The following two pages provide a brief overview.
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