
 

 

 

 
 

  

Dear colleague  
 
COVID 19 Vaccination 
 
I am writing to request your assistance with the provision of information to support the 
delivery of the local COVID 19 staff vaccination programme. 
 
The local delivery sites are already inviting Health and Social Care workers from Bath and 
North East Somerset, Swindon and Wiltshire areas (BSW) for their vaccination 
appointments. The rate at which the appointments can be offered is set to rapidly expand 
in the very near future.  
 
Vaccines are being made available to front line staff at high risk of acquiring infection, at 
high individual risk of developing serious disease, or at risk of transmitting infection to 
multiple vulnerable persons or other staff in a healthcare environment. This includes but is 
not limited to the following cohorts of staff:-  
 

• Staff working on the vaccination programme 

• Staff who have frequent face-to-face contact with patients and who are directly 

involved in patient care in either secondary or primary care, mental health, urgent 

and emergency care and community settings 

• Those working in independent, voluntary and non-standard healthcare settings such 

as hospices, and community-based mental health or addiction services 

• Laboratory, pathology and mortuary staff 

• Those working for sub-contracted provider facilities services such as portering and 

cleaning 

• Temporary, locum or ‘bank’ staff, including those working in the COVID-19 

vaccination programme, students, trainees and volunteers who are working with 

patients 

• Frontline social care workers directly working with vulnerable people who need care 

and support irrespective of where they work (for example in hospital, people’s own  
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homes, day centres, or supported housing); or who they are employed by (for 

example local government, NHS, independent sector or third sector). 

The offer of vaccines is also being made to any agency, locums or other temporary staff 
which meet these criteria. 
 
Staff will be grouped and prioritised in-line with national guidance. In B&NES, Swindon and 
Wiltshire we have agreed levels of priority in which staff will be vaccinated. A summary is 
below, but please see Appendix 1 (Framework for identifying colleagues to be offered 
priority access to vaccination) for further detail 
 
Priorities 
Group 1 – Risk accessed as extremely clinically vulnerable or provide care/treatment to 
confirmed COVID+ patients 
Group 2 – Clinically vulnerable or provide care/treatment to high number of confirmed or 
suspected COVID+ patients 
Group 3 – Other patient or public facing roles 
Group 4 – No or limited patient or public contact 
 
NHS Trusts in our area have established “hospital vaccination hubs” and are the default 
provider of COVID-19 vaccinations for all healthcare and social care staff. In some cases, 
GP practices have made some appointments available to staff at a very local level – staff 
can continue to accept these offers when they arise; they are mostly last minute 
appointments targeted at making sure there is no wastage of vaccine as a result of 
unattended booked appointments.  
 
In Wiltshire, Wiltshire Council will act as a coordination point for all organisations and will 
work with vaccine sites to allocate vaccines to employers in line with the framework in 
appendix 1.  
 
Actions you need to take:- 

 

1) Please share the note circulated with this letter and entitled ‘COVID vaccinations 

wording from Wiltshire Council for sharing with partner agencies’ with all staff 

members that you are identifying for vaccination. 

 

2) Please then use the template attached to the email with this letter as ‘Front line 

COVID staff vaccinations form for partner agency completion’ to complete the full 

staff details list. It is vital that all fields are completed and that each individual staff 

member is recorded in one of the four priority groups using the criteria described 

below; staff should be listed on the relevant tabs on the spreadsheet to reflect their 

priority group. This template is the information that vaccination sites require in order 

to book staff into appointments for vaccination.  

 

 

 

 



 

 

 

 

3) When you save the document, please do so recording your organisational name in 

the title so we can identify its origin when it is returned to us. 

 

4) Please ensure the document is password protected. To do this open the document,  

select file          info        protect workbook. Please select encrypt with password. 

You will be asked to enter your password twice. Then save your document. Now 

when you open your document it will ask for your password before it opens. 

 

5) Please return the password protected spreadsheet to 

staffvaccinations@wiltshire.gov.uk DO NOT return this template to the CCG. 

 

6) Please email staffvaccinations@wiltshire.gov.uk  your password separately stating 

your organisational name. 

 

7) Please email any updates to this list to staffvaccinations@wiltshire.gov.uk  during 

the period of vaccination activity.   

 

8) When appointment slots become available for your organisation, the Council will 

forward the names you have provided to the relevant vaccination hub who will in 

turn contact the staff members identified for that round of vaccine to confirm venue 

and appointment times. 

 

9) You must ensure that you are able to release staff to attend those appointments.  

 
 
The process is laid out in the flowchart below: 
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 Please share the note entitled  Covid vaccinations wording from 

Wiltshire Council for sharing with partner agencies  with all staff 

members that you are identifying for vaccination.

Please complete the template  Front line Covid staff vaccinations 

form for partner agency completion  with full staff details confirming 

which priority group they are in. 

 

Please email any updates to this list to 

staffvaccinations@wiltshire.gov.uk during the period of vaccination 

activity.  

When slots become available the Council will forward the names 

you have provided to the relevant vaccination hub who will in turn 

contact the staff members identified for that round of vaccine to 

confirm venue and appointment times.

Delivery of the local Covid 19 staff vaccination programme

Please ensure staff can be released for their vaccination

When you save the document, please record your organisational 

name in the title so we can identify its origin when it is returned to us 

 

Return the spreadsheet to staffvaccinations@wiltshire.gov.uk

**Do not sent this to the CCG**

Please password protect the spreadsheet

Send a separate email with passcode to  

staffvaccinations@wiltshire.gov.uk

 

 
 
 



 

 

 
 
Clinic Location & Times 
Sites will provide vaccination clinics at times which are accessible to all frontline health and 
social care workers and invitations for different organisations will be phased in order that 
they can maintain service delivery. 
 
Vaccination sites will work with you to make specific arrangements for clinically extremely 
vulnerable health and care workers to maximise vaccination uptake and ensuring infection 
prevention and control measures are maintained. 
 
Vaccine Access across B&NES, Swindon and Wiltshire 
We fully recognise that there is some variation across BSW in which cohorts of staff have 
already received the vaccine – and this may continue as we seek to roll out the biggest 
vaccination programme in the history of the NHS. The overarching priority is to ensure 
minimum vaccine wastage and therefore as the programme and flow of vaccine was 
established, some services have been able to access very last-minute appointments at a 
local level and this will continue to a marginal extent.  
 
If your staff are offered this opportunity, please encourage them to accept it.  
 
We hope that this letter and the open and transparent process we have articulated will give 
you some reassurance that as far as possible, vaccinations are offered on a priority basis 
in line with clinical and service needs.  
 
Thank You 
Thank you for the work that you and your staff continue to undertake in difficult and 
challenging circumstances. We recognise that they will be anxious about when they will 
receive their vaccination and we are endeavouring to do this as quickly as possible. If you 
or they have any further queries, there is an FAQ on the CCG website at the following link: 
https://www.bswccg.nhs.uk/latest-covid-19-updates  
 
Yours sincerely 
  
Simon Thomas 
 
 
 
 
 
 
Vaccination Lead- Wiltshire Council 
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