
Vaccination Compliance Tracking 

How to use the Vaccine Compliance Tracking (VCT) tool: Supervisors/Managers 

Managers, supervisors, or a proxy will verify employee compliance with the vaccination mandate and 
subsequent testing protocol compliance on a single platform – the Vaccine Compliance Tracking (VCT) 
tool. This tool allows you to filter and sort by vaccination status and departments as well as search for 
an individual employee.  
 
If you have a large group to manage and would like to designate a proxy to view your personnel, you can 
do that also. NOTE: you can only assign one proxy to your direct reports as listed in SAP. (See 
instructions below on how to assign a proxy) 
 
This tool will tell you if an employee is: compliant with the vaccination mandate; unvaccinated but has 
an approved exemption; non-compliant with the vaccination mandate (and therefore entered into the 
testing protocol); is deferred for the vaccination mandate; has not had a test within the required 
timeframe; or COVID positive as captured through the testing protocol.  
 
RESPONSIBLE/MANAGING PERSONNEL: CLICK HERE TO ACCESS THE VACCINE COMPLIANCE TRACKER 
(VCT) 
 
When following the link above, you will be asked to Sign In. Be sure to accept the next few sign in 
screens. 

   
 
** If you are not listed as a supervisor, proxy, or administrative role unique to this application, you will 
not be granted access. 
  
If you feel you should have access to this application and functionality and do not, contact the UK 
HealthCare IT Support Team at (859)323-8586 for assistance.  

Validating Compliance  
If you are a Supervisor, when you login, you will see all of your direct reports. Please note in the right 
hand corner in the blue banner, will be your name with the appropriate role listed. 

 

UK HealthCare COVID-19 Vaccination Mandate Toolkit 

https://vaccinecompliance.ukhc.org/
https://vaccinecompliance.ukhc.org/
tel:+18593238586


 
 
The employee’s vaccination status will appear in this tool if they have submitted documentation of 
vaccination and it has been approved through the Health Corps Vaccination Self-Attestation.  Notice the 
field: “Compliant” field to the far right. 

 
 
The list of status selections in this column include: 

Compliant Vaccinated Be sure the employee has a sticker for their badge indicating 
vaccination status (Click here for the sticker request form.)  

Non-compliant with approved 
exemption 

This employee is non-compliant with the vaccination 
mandate but has an approved exemption on file. The 
employee will not have a sticker, as they are unvaccinated. 
However, the employee may be entered into the testing 
protocol. The system will enroll them into the testing 
protocol when applicable and you will be able to track their 
compliance with this piece of the requirements for 
unvaccinated individuals.  

In Process An employee is considered fully compliant with our COVID 
vaccination requirement 14 days after their last COVID-19 
vaccine in the series.  

• If the employee received the Janssen/Johnson & 
Johnson vaccine, they are considered fully compliant 
14-days after the single dose.  

• Those receiving Moderna and Pfizer vaccines are fully 
compliant 14 days after their second dose.  

 
The Vaccine Compliance Tracking tool has been enhanced to 
reflect this fully compliant status. You will notice a new status 
of “In Process” in your VCT view. If an employee has received 
only a part of the vaccination series OR the 14-day post 
completion window has not expired yet, the system will now 
list their status as “In Process.”  
 
There is no corrective action attached to “In Process” status 
and the employee will be enrolled in the testing protocol until 
their 14-day window has expired.  
 
At that time, when the employee is now considered “fully 
compliant,” the system will change the status to “compliant – 
vaccinated” and the employee will be removed from the 
testing protocol automatically. 
 
COVID vaccination stickers are only to be distributed to those 
who are fully compliant. 

https://hcselfreport.uky.edu/
https://uky.az1.qualtrics.com/jfe/form/SV_00v2o7a0YFtY6d8


 
Non-Compliant The employee needs to either:  

1. Have initiated the vaccination process; or  
2. Have an approved exemption request on file.  
Progressive corrective action may be applicable for a non-
complaint status. The employee will not have a sticker, as 
they are unvaccinated. However, the employee may be 
entered into the testing protocol. The system will enroll them 
into the testing protocol if applicable and you will be able to 
track their compliance with this piece of the requirements for 
unvaccinated individuals. 

COVID+ The employee has been identified as being COVID+ and 
follow up protocols have been initiated by Infection 
Prevention and Control (IPAC), the employee’s testing 
protocol will be suspended until status is changed. 

 
What you, as a manager/supervisor or proxy, need to be alerted to is any non-compliant status. If an 
employee is “non-compliant” with any vaccination status, you need to ensure vaccination status is 
updated and validated through the Health Corps Vaccination Self-Attestation application or the 
approved exemption workflow (which may include regular testing protocols).  
 
You can also sort by “Compliant” status. Just click on the heading to sort.  
 

Update Work Location 
You can update your employee’s work location or vaccination status manually (i.e. 100% remote 
worker). Be sure to mark all of your employees if they are working 100% remotely as soon as possible, 
so they do not receive an automated email notifying them of the testing protocol.  

In your list of Employees, select Employee’s record to edit. Once selected, you will have to click the Edit 
button on the right side. 

 

 

After you have selected “Edit”, you will get a pop up of questions to update the employee. Answers will 
dictate the next question to answer.  Update the record to apply answers for selected employee.  This is 
an important part of the testing protocol, so be sure to ONLY update the work location if the employee 
is truly working 100% remotely OR not.  

NOTE: If you can visually verify compliance (by way of vaccination card or immunization records) – you 
can also update the employees’ compliance status this way. 

 

https://hcselfreport.uky.edu/


 
 

After you have submitted these changes, the Compliant field will update to either Compliant Vaccinated 
or Non-Compliant. 

Update Reporting Structure 
If you need to modify the reporting structure (i.e. you have recently received a new transfer employee 
into your department or have transferred an employee from your department to another) you can 
update the reporting structure using this tool. 

Move an employee into your reporting structure: On the right side of the screen, select Claim Missing 
Employee. 

 

A pop-up will appear to search for the missing employee. If the search does not find an exact match, the 
display will show the top 5 results. If the employee is not found, refine your search criteria. For the most 
accurate search, enter the LinkBlue of the person you are needing to claim.  

 

When you locate the employee who should fall under your reporting structure, select the employee, and 
select the blue “claim employee” button.  



 

If you are claiming an employee AND they have a dual assignment, the responsibility of compliance 
tracking and “claiming process” should fall under the primary department of assignment.  

You can also disassociate an employee from your reporting structure if they have transferred within 
the Enterprise reporting structure. 

Select the Employee, and hit Un-claim Employee on the right side 

 

You will receive a confirmation message, alerting you to the action of un-claiming an employee.  

 

Assigning a Proxy  
If you need to, you can assign ONE proxy to your reporting structure to assist you with managing 
employee compliance. NOTE: It is still the primary supervisor’s responsibility to maintain the integrity 
of the data. The proxy’s role it so assist the primary supervisor with tracking compliance.  

Supervisors, if you assign a proxy both you and your proxy can access your direct reports. Your 
functionality does not go away when you assign a proxy.  

When you log in, you will see an “assign proxy” button on the top right hand corner.  



 

Search for the LinkBlue of the employee for whom you are assigning proxy access to manage your 
employee’s compliance status. 

 

You will find three possible results to your proxy search:  

• Found acceptable proxy (hit blue Assign Proxy button); or 
• invalid proxy linkblue found; or  
• inactive linkblue 

Once you locate an approved proxy and assign that role, they now have access to filter and track your 
employee’s compliance with the vaccination mandate. 

If you need to remove a proxy, you may do so by selecting “remove proxy” from the search.  

 

Proxy 
Role of proxy supervisor to manage employee vaccination compliance: 

Once you have been assigned as a proxy, when you login your banner will reflect a Proxy access. A proxy 
only has filtering and editing functionality. A proxy cannot assign or un-assign themselves or anyone 
else. A proxy can also not claim or un-claim employees.  

Refer to “Validating Compliance” above for assistance with managing employee compliance with the 
COVID – 19 vaccination mandate.  

ALERT: THIS VACCINE COMPLIANCE TRACKER IS THE MASTER RECORD FOR COMPLAINCE 
VERIFICATION AND TESTING PROTOCOL.  

It is the employee’s responsibility to locate their own vaccination status and upload the 
documentation to the Health Corps Vaccination Self-Attestation. That information is fed into this 
tracking tool.  

 
 
 

https://hcselfreport.uky.edu/
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