September 9, 2021
Faculty and Staff,
VaxTrak is now available for all Hennepin Technical College (HTC) faculty and staff to submit their Attestation Form
regarding COVID‐19 vaccination status.
 If you work at another college or university in addition to HTC, you need to complete the Attestation Form for
each college or university.
 If you assisted with testing of VaxTrak, you will need to still complete the Attestation Form at this time as all
testing information was deleted.
The link for Hennepin Technical College employees: Hennepin Technical College VaxTrak. This link will also be posted on
HTC’s COVID‐19 web page.
As a reminder, all employees who are assigned to work on campus must submit their information using the VaxTrak
technology tool as soon as possible and no later than 4:30 pm on Thursday, September 16, 2021, attesting that you are
fully vaccinated or indicating in the tool that you are not. This first step is required for everyone whether you are
vaccinated or not.
If you are vaccinated, you will need to upload a PDF of your vaccination card or a picture if using a mobile device. A step‐
by‐step guide is attached and a video is also available.
If you need technical support while using this tool (file upload assistance, browser/device support, et.), please contact
the Hennepin Technical College IT Service Desk at 952‐995‐1411 or service.desk@hennepintech.edu.
If you have other questions regarding this policy, please contact human resources at
human.resources@hennepintech.edu.
REMINDERS - FACE COVERINGS
Face coverings are required in all indoor spaces at HTC, regardless of vaccination status. Detailed information regarding
face coverings including definitions, standards and expectations is located in MMB HR/LR Policy #1442 Face Coverings
For Agency Staff Policy (mn.gov).
Employees whose unique and individual circumstances require an exception to the face covering requirement, as
indicated by a medical professional, may request one in accordance with the campus ADA policies. For further support,
and to arrange specific reasonable accommodations, please contact Paula.Caspers@Hennepintech.edu.
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ADDITIONAL RESOURCES
o
o
o
o

MMB’ s policy #1446: COVID‐19 Proof of Vaccination and Testing
Frequently asked questions for State Employees on the MMB website
HTC’s COVID Resource web page
Questions can be sent to: Communications@Hennepintech.edu

Thank you for working with us to comply with the mandates and keeping our community safe. By working together, we
can adhere to our mission of providing excellence in career and technical education for employment and advancement in
an ever‐changing global environment.

Office of Communications
Hennepin Technical College
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COVID-19 Vaccine Attestation Form
This form is required for all employees to provide your institution with information on your
COVID-19 vaccination status. You may certify that you have been fully vaccinated OR decline to
certify that you have been fully vaccinated.

Follow the steps below to complete the form:
1. Read the Agency Notice of Intent to Collect Private Data at the top of the form

2. Select your institution from the drop-down menu

3. Enter your official job title
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4. Enter your supervisor’s email address

5. Select your attestation option

6a. If you choose “I certify that I have been fully vaccinated against COVID-19,” then you’ll be
required to provide proof.
1. Click “Next.”
2. Upload your official vaccine record document by choosing “Upload file.” Upload an
image or PDF up to 10 MB.
a. Note: if you’re viewing on a mobile device, you’ll have the option to open your
camera and take a photo of your document.
3. Click “Submit.”
4. After submitting, no further action is needed unless Human Resources contacts you to
request more information. You will not receive a confirmation email, but your
supervisor will receive confirmation on your eligibility for work.

6b. If you choose “I decline to certify that I have been fully vaccinated against COVID-19,”
then no further information is needed on this form.
1. Click “Submit.”
2. After submitting, you will receive an email with further instructions including testing
information and options, and another form to confirm your consent to testing.
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