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storage or retrieval system except as may be permitted in writing by Civica Pty Ltd (trading as
Civica Education).

Application for permission for use of copyright material, including permission to reproduce extracts
in other published works, shall be made to the publishers. Full acknowledgement of author,
publisher and source must be given.

Material is contained in this publication for which publishing permission has been sought and for
which copyright is acknowledged. Permission to reproduce such material cannot be granted by the
publishers and application must be made to the copyright holder.

Microsoft, Windows and Excel are registered trademarks of Microsoft Corporation. Visual
Components is a trademark of OMNIS Software Limited. Integris is a trademark of RM Plc.

Because our policy is to improve our products and services continually, we may make changes
without notice. We have tried to keep the information in this manual complete and accurate, but
we cannot be held responsible for the consequences of any errors or omissions.

Your comments are of great value to us in improving our computer systems, publications and
services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual

property of Civica Pty Ltd (trading as Civica Education) and its associates. All rights are reserved
except as may be granted to the addressee in writing by Civica Education.
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Training Program

Time

Contents

8:45 am/12:45 pm

Introduction

Health Care Forms Information

Using Help
Parameters
Entering Medical Details

10.15am/ 2.15 pm

Morning Tea

10.30 am/ 2.30 pm

Updating Medical Details
Immunisation Details

UDI’s

Reports

WA Reports

Emergency Contact Details
Frequently Asked Questions
Support

11.45 am/ 3.45 pm

Finish
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Training Outcomes

At the end of training participants will be able to:

Navigate their way through the side bar options in both the General and Administration
Modules of Integris

e Set up Medical Practice parameters

e Generate Student Health Care Summary forms

e Generate forms for students identified as having a health condition

e Record details on Integris, for those students with health care needs who require a health care
plan, including the administration of medication

e Record when a student’s health care documentation has been completed and a date for review
determined

e Identify and record staff who have been trained to manage specific students health care
conditions or needs

e Record immunisation details for students

e Generate student health care update reports to enable parents to review their child’s health
care information, annually

e Produce reports containing medical information that can be used by staff
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1 Introduction

These Training Notes provide a reference during and following Civica’s Student Health Care
training. They cover all of the main sections of the software. The Administration Manager Manual
provides a comprehensive guide to the software.

During training we will be working with fictitious data and all the exercises contained within this
user guide refer to that data.

The training is designed to focus on the Medical information contained within Student Details,
although there is some general information included.

1.1 What is Student Health Care Data Entry?

Health care plans must be completed for all students identified with health care needs that require
support while the student is in the care of the school.

The Student Health Care Summary (SHCS or Form 1) provides an overview of the students’ health
care needs/conditions and indicates the type of health care plans that are needed for that student.
Specific plans to address the students health care needs or conditions (for example, diabetes)
should be attached to the SHCS.

To assist with the development of these health care plans the following planning templates are
available:
e severe allergy/anaphylaxis
minor and moderate allergies
diabetes
seizure management
asthma
activities of daily living (e.g. catheterisation, peg feeding, tracheotomy and colostomy care)
emergency response plan for special needs students

Note: For Health Care Need(s)/Conditions not listed above, use the generic management
and emergency response plan (Form 2) or alternative plans provided by a medical
practitioner.

Signatories on Health Care Documentation

There is some variation among the different templates regarding the requirement for a medical
practitioner’s signature. A medical practitioner’s signature is required for potentially life threatening
conditions such as anaphylaxis and diabetes. However, for most conditions, the requirement for a
medical practitioner’s signature is at the Principal’s discretion. If a principal is concerned for any
reason about the health care requirements requested by a parent/carer, they should insist on a
medical practitioner’s signature.
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1.2 Health Care Forms

1.2.1 Descriptions of the Forms

Form

Description

Form 1

Required by the Student Health Care Policy for all students with a health care need
that requires support when the child is in the care of the school. This should be
completed prior to enrolment. Once completed, this form is filed and kept by the
school. Medical information is to be reviewed annually. This form can be printed from
WA Reports in Integris but is no longer available as a .kst document.

Is an agreement between the principal, staff, parents and, where necessary, a health
professional which specifies the health care management and/or emergency
response required to support the student.

Form 2

This form can be completed for the management of less common conditions for which
no standardised plans have been developed.

Alternatively, a plan designed to meet the student’s individual needs may be provided
by a medical practitioner.

Form 3

This form will usually be used when short term medication is required such as a
course of antibiotics. The long term use of medication will, in most instances, be
incorporated in a standardised or generic management/emergency response plan for
the relevant condition.

Form 4

Allergic reactions to a wide range of allergens can result in relatively mild responses
such as hay fever through to severe allergic reactions such as asthma and
anaphylaxis. Previous levels of response to an allergen are not necessarily predictive
of future responses and allergic reactions can dramatically increase from one
exposure to the next.

ANAPHYLAXIS is a sudden, severe and rapidly progressive allergic reaction to an
allergen in a sensitised individual. Peanuts are the most commonly implicated
allergen but anaphylaxis can also be triggered by exposure to other allergens such as
shellfish, egg, milk, insect stings, latex and medication.

SCOPE OF THE PROBLEM: Peanut allergy affects approximately one in 70 children
worldwide. It is possible that children with severe allergies may reach school without
being diagnosed and have their first anaphylactic episode in the school setting.

Form 5

This form is to be completed for students with minor and moderate allergies.

Separate forms are available for:
Asthma (Form 8) and
Anaphylaxis (Form 4)

Form 6

This form has been devised to be used for students with TYPE ONE AND/OR TYPE
TWO DIABETES.
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Form 7

This form is to be used for students with SEIZURE CONDITIONS.

Form 8

This form is to be used for students with ASTHMA.

Asthma is a chronic inflammatory disorder of the airways. In susceptible individuals,
this inflammation causes recurrent episodes of wheezing, breathlessness, chest
tightness, and coughing, particularly at night or in the early morning.

Form 9

This form is to be completed for Activities of Daily Living. For example:
Tracheotomy Care

Colostomy Care

Catheterisation

PEG feeding

Other

I B A

NOTE: SECTION A MUST BE COMPLETED BY A MEDICAL PRACTITIONER.

A SEPARATE FORM SHOULD BE COMPLETED FOR EACH ACTIVITY OF DAILY
LIVING.

Form 10

This form provides an overview of planning for students with multiple health
conditions. It can be attached to relevant planning documents and provided to
ambulance staff in the case of an emergency.

Form 11

This form is an example of a letter template that can be sent to parents when their
child requires medication on a short or long term basis.

The tear off section can be used for parents to complete when they request the
school to issue short term medication to their child as an alternative to the
Administration of Medication form.

Form 12

This form should be used for recording health care support provided to students
during the school day. It can also be used for recording the administration of
medication.

1.2.2 Using the Health Care Forms

The Health Care Forms are located on The Department of Education’s website. They can be
downloaded in either “kst” or MSWord Formats. To access or download the forms, follow the
links on the following page. More information about using the “.kst” forms as mail merge
documents is provided later in the Training.

Note: The Student Health Care Summary (Form 1) can be run as areport from the WA
Reports menu.
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1.2.3 Location of Health Care Forms

Behaviour and Wellbeing Website

http://www.det.wa.edu.au/studentsupport/behaviourandwellbeing/detcms/portal/

Wellbeing more b

Supporting strategies and programs that encourage
the development of health care plans, social skills,
healthy living and resiliency in students and

Duty of Care | Pastoral Care | Excursions |§Student§
‘Health Care | Staff Health Care | Health and Wellbeing
programs | Social and Emotional Health and wellbeing

Click on the links to Student Health Care> Student Health Care Summary and Health Care

Planning Forms

Student Health Care

Parent information brochure

[ Student health care summary and health care planning forms ]

Administration of medication - guidelines and forms

Emergency response plan for student with special needs

Best practice guidelines for common health issues in schools

Managing anaphylaxis

Confidentiality and informed consent

Guidelines for recording and managing student immunisation data on SIS 2012
FAQs - Managing health information on 515

MOU - 5chool Health Service Delivery (School Nurses)

Department of Education specialist health services

External health agencies and associations

Contact details
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Student health care summary and health care planning forms

The Student Health Care Summary form (Form 1 below) is to be completed by all parents prior to enrolment and updated if the
student’s health care needs change.

The Student Health Care Summary:

» provides contact details for use in a medical emergency

= seeks informed consent from parents for any necessary sharing of student’s health information

= informs parents that in a medical emergency they will be expected to meet the cost of an ambulance

= asks parents to identify essential health information that could affect their child in an emergency e.g. allergy to penicillin

= asks parents to list any health conditions their child has and to advise the school if support is required from school staff

« if support is required, requests parents to complete one or more health care plans using one of the templates below.
Standardised management/emergency response plans for common health care needs:

= Form 1 - Student Health Care Summary (word). This form can also be accessed in the WA Reports folder in Integris. It can be

populated with student demographic details.

» Form 2 - Generic health care management/emergency response plan (word - kst)

» Form 4 - Severe allergy/anaphylaxis management plan and emergency response plan (word - kst)

» Form 5 - Mild and moderate allergies management plan and emergency response plan (word - kst)

« Form 6 - Diabetes management and emergency response plan (word - kst)

« Form 7 - Seizure management and emergency response plan (word - kst)
= Form & - Asthma management and emergency response plan (word - kst)
» Form 9 - Activity of daily living (word - kst)

Mote: A generic planning template has been developed which can be adapted for managing less common health care needs for which
there is no standardised plan.

Guidelines and forms for the Administration of medication are also available from this page, as well
as an Emergency Response Plan for students with special needs.

Student Health Care

Parent information brochure

Student health care summary and health care planning forms

[ Administration of medication - guidelines and forms ]

Emergency response plan for student with special needs

Best practice guidelines for common health issues in schools

Managing anaphylaxis

Confidentiality and informed consent

Guidelines for recording and managing student immunisation data on SIS 2012
FAQs - Managing health information on 515

MOU - School Health Service Delivery (School Nurses)

Department of Education specialist health services

External health agencies and associations

Contact details
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Administration of medication - guidelines and forms
For information on long term and short term use of medication, refer to Appendix D of Administration the Student Health Care policy.

+ Long Term Use of Medication
Long term use of medication will usually be documented in the student’s health care plan(s) for managing their health condition(s).

* Short Term Medication
Form 3 - Administration of Medication plan is available for managing the short term use of medication (e.g. antibiotics) for students who
do not have an ongoing health condition and who therefore do not have a health care plan.

The following forms should be used for long term and short term use of medication (the standardised letter to parents form 11 can be used as an
alternative to form 3 - Administration of Medication):

+ Form 3 - Administration of medication plan {word - kst)

« Form 11 - Letter to parents template - short/longterm medication (word - kst)

+ Form 12 - Record of health care support/administration of medication {word - kst)

Emergency response plan for student with special needs

The following form provides an overview of the health care needs and emergency response requirements for students with multiple health care
needs who are freqguently admitted to hospital during school hours. This form can be handed to ambulance and/or emergency ward staff.

+ Form 10 - Emergency Response Plan for Student with Special Needs (word - kst)

1.2.4 Downloading the Forms

If you wish to download the forms as “.kst” templates for use in subsequent mail merges from
Integris, click on the kst link and choose to Save the documents. Navigate to where you would like
to save these documents.

Forms can also be downloaded in Microsoft Word format if schools prefer. For MSWord forms,
parents would be required to fill in personal details (name, addresses etc) as these will not be filled
by mail merging.

Note: If you would like to have these forms available for mail merge, they should be saved
on a drive that can be accessed by all staff using the forms. This may be a Shared Drive or
you may wish to save them into K:/ keys/integris/mmtpl/letters as this is your Mail Merge
Template folder in Integris.
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2 Logging On to the System

Activity:

e Tolog on, double click on the Integris Training icon on the desktop

e Type ADMIN as the User Name for use in today’s training
e Press <Tab> to move the cursor to the Password box
e Enter the password: keys

School Management Solutions - Integrated Database
7.09.50[08/10/18] Extended Mode

[i%h UserMame  [aDMIN
Paszword wHEE

RN\

Datafile Path: C:\KEYS\INTEGRIS\RMDB\TRGDATATNTEGRIS.DF1

e Click on Login or press <Enter>

In schools, each user has their own user name and password, which enables access to particular

sections of the software as determined by the school administration.

Note: It is strongly recommended that you change your password once a month.
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3 Accessing Help

Activity:

Top Toolbar > Help > Help Contents and Index

e Click Help in the top toolbar
e Select Help Contents and Index

Integris Help

Integris Help
Help is available for the following installed Integris modules. Select an area fram
the list below and click on the "Help® button.
NOTE:
[fyou are unable to play the video tutorials from the Integris Help Menu they can
be opened directly from within the folder K2\HELP located on the RMMS drive. You
must have a media player installed on your workstation to play the videos.

Help Areas
Integriz Administration Manager Help rs
Inteqgriz Administration Manager Repartz Help
Inteqriz Behaviour Managerent Help
Integriz Exam Scheduler Help

Integriz Leszon Attendance Help

Integriz Lezson Attendance Reportz Help
Irteqriz BM Biling Help

Inteqriz Time Help

Widen | A 1 lzinn Benistratinn

Help Cloze

Highlight Integris Administration Manager Help
Click Help

View the manual

Close the manual and Help

Note: <Ctrl + F> allows you to search a document for a specific topic.
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4 Medical Parameters

4.1 Health Condition

General > Parameters > Health Condition

Schools are able to modify this parameter, however are asked to contact DoE prior to making any

changes to Health Conditions.

= Health Condition =]
e e
Default entry;. Mot specified
School Code Descrption Active Locked
né's n’z Mot specified YES YES ~
GEM (General YES YES
ol Diabetes YES YES
ADD tADD. YES YES
ADHCEADHD TES wES
ALG iallergy - Other TES ES
AMP {Amputation YES YES
AST ihsthma YES YES
DYS iDyzlesic YES YES
ECZ iEczema YES YES
EFl iEpilepsy YES YES
HEAR: Hearing Condition [2g otitiz media) YES YES
HEARiHeart Condition YES YES
HYPCE Hypothyroidizm TES YES
LACT :Lactose Intolerant YES YES
MED iMedication Requied YES YES v

record(s] have been hidden  Total Active Parameters | 25

Cloze:

CIVICAa
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4.2 Medical Practices

General > Parameters > Medical Practices

Schools have the ability to modify the Medical Practice parameter. At some point you will need to
set up details of the medical and dental practice to which your students and staff are registered.
Once they are set up, you can edit or delete them as required. The Parameter, Dental Practices, is
maintained in exactly the same manner as detailed below for Medical Practices

(4] Add Practice — Allows new Medical Practices to be added.

- Edit Practice — Modify the details of existing Medical Practices.

g Toggle ‘Active’ property — Changes the ‘Active’ status of the Medical Practices. When
T a Medical Practice is ‘inactive’ it is not available to use in Student Details.

(] Delete selected Practice — Removes Medical Practice’s from the list. Medical Practices
T that are in use cannot be deleted.

= Print All — Prints a report showing the details of all the Medical Practices.

Note: If a Medical Practice has been used in a student record, it cannot be deleted

4.2.1 Adding a Medical Practice

Activity:

General > Parameters > Medical Practices

e Click Add Practice EI
e Enter the details of a Medical Practice close to your school or enter the one below

Medical Practice

Medical Practice | Redbrick. Medical Certre
Address 101 Oxford Street

LEEDERWILLE ‘it BOOT
Telephone 1 9226 2629
Telephone 2
Fax 9226 2630

Lancel

e Click OK
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Activity:

Updating Medical Practice Details
e Highlight Carepoint Medical Centre

e Click Edit Practice a
e Update the Telephone number of the Medical Practice using the screenshot below

Medical Practice

Medical Practice | Carepoint Medical Centre

Address 18 Andrews Road
EAST PERTH ‘wia BO32

Telephane 1 92201555
Telephone 2
Fax 92201545

LCancel

e Click OK to save the new details

Making a Medical Practice Inactive
e Highlight Perth Children’s Hospital
e Click Toggle ‘Active’ property

Information

0 Are you sure you want to change the status of the selected record?

e Click Yes

Perth’s Children Hospital will no longer appear when selecting a Medical Practice in Student
Details.

Print a list of Medical Practices

e Click Print All %I

e Choose Screen and click OK
e View the list then Close
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5 Medical Information

General > Student Details

The Medical Window contains three tabs that will display medical information recorded for a
student.

| Student =]
et VA AP S EE B ORROnEEED
Jackie Albert ( 766 ) Year4 Form Room 4
Medical Practice lDenlaI Practicel SHCS and SP's lMedicaI Details] Health Care Planning]
. . SHCS Sharing
| Carepaint Medical Centre SHCS to be shared
Doctar I
: If not . who will be infomed? |
|1 Pi Peng
Address SHCS Completed SHCS Completed Date |11 FEB 2019
18 Andrews Road Standardized Flar: Completed R eviewed
EAST PERTH 'wia BO32 [ S evere Allergy dAnaphylasis | |
[ Minor to Moderate &llergy | |
[] Diabetes | [
[ 5eizures [ |
[#] &sthima [11 FEB 2019 [11 FeB 2020

[] Asctivities of Daily Living [ [

[ ] Emergency Response Plan | |
for Special Meeds

Telephone 1 [3220 1585

Telephare 2 | Generic Plan: |
["] Generic: Plan |
F
aH [P [] Administration of Medication | [
Plar
[ Other | |
Search [re1] | | (] Fafs

Student Status Bar
| o QD &

The Student Status Bar is designed to be visible from all panes of the window, giving users a view
of key student indicators at a glance.

The Status Bar is split into two sections, with the left-hand section reserved for more sensitive
data. In both sections, information on the current student is displayed using icons. Hover the
pointer over an icon and it will display a description of its meaning.
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Normal Bar

Flagged medical condition

Access restriction
Part-time student
Accepted (Admissions Roll)

Language Background other than English

Sensitive Status Bar

Educational Support Program

VET Student
Student Notes

G @D

b

Name Change

5.1 SHCS and SP’s (Student Health Care Summary and Standardised

Plans)

The SHCS and SP’s tab provides an overview of the completed health care plans that have been
received by the school and the date they need to be reviewed.

SHCS can be shared
with all staff or
parent/guardian may

specify.

SH SP's |Medica| Detailsl Health Care F'Ianningl
SHCS Sharnng
SHCS to be shared

Students can have
more than one
Standard Plan for
multiple Health
Conditions.

If nat . who will be informed? | &
SHCS Completed SHCS Completed Diate |11 FEB 2019
Standardized Plan: Completed Feviewead
[ Severe Allergy &naphylaxis | |
[] Minar to Moderate Allergy | |
[ Ciabetes | [
[ Seizures | [
[¥] Asthma [11FeB2019 5 [11 FeB 2020
[ Activities of Daily Living | | R
[]Emergency Response Plan | | [
for Special Meeds
Generic Plan:
[] Generic Plan | |
[] Adrministration of Medication | |
Dpﬂlfhner | [

Confirms the
Standardised Plan has
been completed by the
parent/guardian.

Review date will default
to 12 months in the
future.

Note: The Reviewed date will default to display the date exactly one year after the

Completed date.
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5.2 Medical Details

The Medical Details tab shows current information on permissions, and the sharing of the Student

Health Care Summary (SHCS).

Permizsions

SHCS and 5P's Medical Details lHeaIth Care Planning]

Ambulance Cover Insurance Provider:

Ambulance Cover Provider details
can be entered

/

Ambulance Cover |
Permizsion to Call Dockor

[ Medic Alert

Permizsion to Administer First Aid

Conditior; |

Medicare No.

Health Care Card
Health Care Card Mo.

E =piry M
[2[s[e[2] [1]s[3[2]1]

. i
Expiry |31 JAN 2020

\

[1[3[2] - [4]5]6] - [EI5]4[2]

Medicare and Health Care Card
details can be added to this Tab

*Note: As schools have a Duty of Care to students, parents need to be informed that in
cases of serious injury, first aid will be provided and an ambulance called if necessary.
Permission to Administer First Aid should therefore be ticked by default.

5.3 Health Care Planning/Plans

Health Care Planning tab displays a list of Health Conditions assigned to a student. By highlighting
each Health Condition, the associated Daily Management Plan and Emergency Response Plan

details are revealed.

Students could
have multiple
Health Conditions.

SHCS and 5P's | Medical Detalls Health Care Planring |

Health Condition

Allergy - Anaphylasis
Agthrna
Lactose Intalerant

Itemsz in Bold indicate Health condition flagged on status bar

Plans |Requirements

Draily M anagement Plan

The information

Bes Stings:

Emergency Response Plan

will appear on
the Student
> Update Form.

Contact the Children's Hoszipital immediately
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5.4 Searching Medical Details

Activity:

Searching for students with a Health Care Card

General > Student Details

e Click Find Student = #
e On the Parameters tab, select Health Card

Student Search
TEH OB
General Parameters lDates]Addressl Dther] []ul} l T SetsHCohorts]
Indigenous Status ln,-'s—lz‘ First Language ~hidg--
Mationality g Study Type .
Religion --hig-- Country of Bith | --n/s—
Allowance Type | -ndz-- Gender 1 g
WET Statuz --hfge- Yiza Sub Class Mumber ’—E
—rorHeattrCad——) ) Mot Out of &drea () Mot LBOTE ) Mo Access Restiction
0 taf Area () LBOTE () Access Restichion
T Either @ Either (@ Either (@ Either

e Click Find or press <Enter>
e Click on Form to sort the students by Form

Student Search Results
i | &
Reference Surname Preferred Name Year |_ Form Date of Birth
834 Oliveer Mancy 7 . 18 FEB 2007 &
41 Corey Jordan 7 vz 23 MOy 2006
121 Krowles Bianca 7 vz 12.JUN 2007
261 Paterzon Erirn 7 av.2 14 DEC 2006
273 Peters Darryl 7 07z 23IM0Y 2006
291 Rafferty Eleanor 7 vz 11 MOY 2006
16 Blake k.eira a 031 10 My’ 2006
326 Saunders Tiftary 8 g 24 JUL 2005
376 Tharne Chanton 8 0a1 13JUN 2006
163 t agan Shayles 8 na.z 22 MOV 2005
246 Orwin Bemadette 8 nz.2 13 DEC 2005
33 Wanderlan Alizon 8 nz.2 23 APR 2006
243 Ciried Liza g 0.4 13 DEC 2005
47 Dent =T 9 031 11 May 2005
272 Peter Chiriztapher 9 031 15 MAR 2005
292 Ralph Chantelle | 031 SJUL 2004 W
Total records found |46
Back Select Close

e Click Print Find Results =

e Close the print screen and Search results windows
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Searching for a Health Condition

e Click Find Student = #
e On the Other tab, select Asthma from the Health Condition list

Student Search
Wl S dh

Genelall F'arametersl Dates].-’-\ddress Other lUDI ] T Setsa’Cohorts]

Health Condition |Asthma v

() SHCS Mat Completed
Dr / Practice |--na"s-- v () SHCS Completed

Click Find or press <Enter>
e Click on the Year header to sort the students by year.

Click on the Printer = to send the list to the screen
o View then close the report

e Click Back ﬂl, then Clear Settings

e On the Other tab, select Vision impaired from the Health Condition list

Student Search

wE G B
General] Parameters] DateslAddless Other IUDI l T Sets.-’CDhortsl
Health Condition |Visi0n impaired w|  (JSHCS Not Completed
Cir # Practice |--na’s-- w| () SHCS Completed

e Click Find or press <Enter>
e Click on Date of Birth to sort the students by Date of Birth

Student Search Results

i &
Reference Surname Preferred Name Year Form Date of Birth
<] fingus Sally 12 121 vt T200
26 Brown Oliwer a 08.3 24 JUL 2005
208 Moore Gregany a 0a 11 0CT 2005
14 Bizhop Alecia a 081 13 DEC 2005
kil Carless I atthews 8 08.3 13DEC 2005
795 Gray Sebashan 7 IF| S0CT 2006
aE2 Hardley Todd James 7 071 20.JUM 2007
70 Bailiz Doyen 4 Room 4 4 FEB 2010
232 Dunstan Jennifer 4 Roorn 4 17JUN 200

e Click Print =
e Close the print screen and Search results windows
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Searching for a Medical Practice

e Click Find Student = #
e On the Other tab, select West Point Medical Centre from the Dr/Practice list

Student Search
W E S b
Genelall F'alametelsl Dates].-’-‘«ddress Other ]UDI l T Setsx’Cohorts]
Health Condition |--n.fs-- w|  (C)SHCS Mot Completed
D / Practice et Paint Medical Centre| v (C) 8HCS Completed

e Click Find or press <Enter>
e View the results

e Click Back ﬂl, then Clear Settings

Students with a Student Health Care Summary Not Completed
e On the Other tab, select SHCS Not Completed

Student Search

L= ARV
General] Parameters] DaleslAddress Other IUDI l T Setz/Coharts
Health Condition |--n£s-- v | (e
Dr / Practice [-nis- v L) SHCS Completed

e Click Find or press <Enter>

e Click Select and Yes to create a browse set of all the students who have Not Completed a
SHCS

Searching for students whose Medical Records can display a Photo

e Click Find Student i
e On the UDI tab, find Medical records can display photos
e Select Equals from the drop down list, type Yes

Student Search

e HCa
GenerallF’arameterslDates]Addreslether upl ]T Sets!Cohortsl
tain Categaory of Disability |an W | w|
teasles Exclusion [nss v/|| v
Medical records can dizplay pl |Equals v |YES hd
Pazzpart Murmber |na"s W | hd
e Click Find or press <Enter>
e Click Print =
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Find all the students with Allergies using Advanced Search

e Click Find
e Onthe Other tab, select Allergy - Anaphylaxis

Student Search

S
Generall Parametersl Dates]Address Other ]UDI l T Sets;"thorts]
Health Candition |Allerg_l,l - Anaphylaxiz v (JSHCS Mot Completed
Dr # Practice | -fifs- w| (JSHES Completed

e Click Find or press <Enter>

Student Search Results

B S
Reference Surname Preferred Name Year Form Date of Birth
764 Fitzpatrick. Grant K KAP 2JUN 2015
793 Halligan Siman 1 Froom 1 TOMAY 2013
2R3 Pallizter b aria 1a 10.2 3 0CT 2003
e Fickup K. aitlin 9 0s.2 B.JaM 2005
332 Schoknecht Peter 3 03.3 GJUL 2004

Total recards found |5

Back Select Cloze

e Click dh to search for the additional Allergy students

. Click Add Students )
e On the Other tab, select Allergy - Other

Student Search

W o
Genelall Palametelsl DateslAddress Other IUDI l T Sets!Cohortsl
Health Candition | &llerqy - Other v () SHCS Mot Completed
Or /! Practice |--n.u’s-- w| () SHCS Completed

e Click Find or press <Enter>
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Student Search Results
=
Reference Surname Preferred Name Year Form Date of Birth
VEE Albert Jackie 4 Room 4 30CT 2009
366 Allen Fenelope ] Room & 19 DEC 2003
3 Anderson Ben 10 101 12 FER 2004
9 Bandy Tamara g 0e1 154G 2008
16 Blake Keira ] 031 10 MAY 2008
853 Brawn Steven 5 Room 5 7 AalG 2008
41 Corey Jordan 7 072 23M0Y 2008
B& Fall Jarrad 7 ov.z 26 AUG 2006
805 Goddard Tim 7 071 7 MAR 2007
a3 Lesley Codie 7 071 7 AR 2007
156 Luces Michael ] 031 22 MOV 2005
773  arzhall Krizty 4 Room 4 30CT 2009
733 Sorrel Sarah 4 Room 4 17 JUN 200
7ES wfard Guy 7 071 8 0CT 2006
7E1 “williett Elizabath 4 Raam 4 4 FEB 2010
Total records found |15
Back | | Select || Close

e Click Select and Yes
e Click on the Year column header to sort into Years

Student Search Results
&
Reference Surname Preferred Name Year Form Date of Birth
TEE Albert Jackie 4 Room 4 30CT 2009
i3 M arshall F.rizky 4 Fioom 4 J0CT 2009
T3 Sarrell Sarsh 4 Fioom 4 17 UK 2010
FE1 willitt Elizabeth 4 Raaom 4 4 FEB 2010
8EE Allen Penelope a3 Room 5 19DEC 2008
853 Brown Steven a3 Room & TG 2008
41 Corey Jordan 7 072 23 M0y 2006
EE Fall Jarad 7 0r.2 26 AUG 2006
205 Gaddard Tirn 7 071 7 MAR 2007
823 Lesley Cadie v 071 7 MAR 2007
TER wlard Gy 7 071 80CT 2006
9 Bandy Tamara g 021 154UG 2005
16 Blake kzira a 081 10 May 2008
156 Lucey ichael a 081 22 MOV 2005
3 Anderzon Ben 10 10.1 12 FEB 2004
Total records found |15
Back Select Close

e Click Print = and send the report to the screen
e Close the report

e Click Select and Yes to create a browse set of Allergy - Anaphylaxis and Allergy — Other
e Scroll through the browse set

e Clear ) the browse set

Note: There is currently no ability to save advanced searches.
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Saving a Student Search Query

e Click Find Student =
e On the Other tab, select Diabetes

Student Search

o E O d@
Genelall F'alametelsl Datesl.&ddress Other IUDI ] T Setz/Cohaorts
Health Condition |Diabetes w| () SHCS Mot Completed
Dir / Practice |-z w| ()SHCS Completed

e Click Save current find settings as a query
e Give it an appropriate name and click OK

Save

Please enter a name for this query.

Diabetic Students

Cancel

e Clear ¥ your search criteria

e Open View the Query List i
e Highlight Diabetic Students

Student Search Query List

Guem
Diabetic Students
Ot of Area
Under 13 Boys
T2
Tear 11
Year 12
e Click Load
e Click Find to locate the students matching the query
Student Search Results
=
Reference Surname Preferred Name Year Form Date of Birth
2 EAIkitik EAdam 9 EDS.‘I E Jak 2005
19 iBom i Cormina na.z2 (10 MAY 2008
25 :Brown i Patrick 121 A May 2002
B4 iEwans Dapna 081 (24 JUL 2005
a5 ‘Hancock ikyle 083 24 JUL 2005
298 iRath iHugh 02 (11 0CT 2005

Note: Saving a query saves the question not the answer. Every time the query is loaded,
an up-to-date list of the students matching the search criteria is displayed.
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5.5 KST Templates — SHCS forms and Standardised Plans
(Management and Emergency Response plans)

The Integris database is supplied with a mail merge function whereby certain administrative details
such as student’s names and addresses can be dynamically embedded into a MS Word template.
These can then be saved as school letters. The letter templates are created before using the Send
Letter function in Student Details.

Using the kst method, the user creates a letter template prior to selecting contacts to which the
letter will be sent. This method is useful for printing small numbers of letters.

The Student Health Care Summary (SHCS) is not available as a kst template but can be produced
from WA Reports.

5.5.1 Producing Student Heath Care Summary Forms

Activity

Julie and Justin Edwards have been recently identified as having Asthma. We would like to
produce Student Health Care Summary forms for their parents to complete and return to the
school. We will also produce an Asthma form for all the students in the family as they all suffer
from Asthma.

WA Reports > Reports > WA Reports > Student Health Care Summary

e Click on New Query

& Reports ===
L) & ¥ o=

[] Standard Student List la Titles
D Standard Student Check List
|:| HouseFaction List

|:| Housze/Faction Check List FPage Footer |
D HouzedFaction Summary Repaor
D Houze Faction Listing

D Birthday Repaort Select

[£] Student Update Farm v New Huery
D Immunization Feport

D Students with the same address
D Students for a Parent/Guardian
|:| Family Representative List

D Student Profile

tain Title |Student Health Care Summary

Student Health Care Summary

D Students with a Docurnented Pl

[F1 Earnili bd =il hd arkear | isk b
< >
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e Type EDW and click Find to search for the Edwards children

T HC B =

Student Search

Sumame/Bef. Mo. |EDw

General |F'arameters I Dates | Address I Other I (Wn]] I T Setz/Coharts |
Roll Status

Preferred Mame I Year Group .

I Current :

e Highlight Julie and Justin Edwards

Student Search Results
wH|TH| S
Reference Sumame Preferred Name Year Form ‘Date of Birth
836 {Edwardo tJacob ‘RoomS (21 DEC 2007
Edwards Foom 4 9
Edwards Raoam & &R &
:Edwards iRpan kAP (BAUG 2013

e Click Select and Yes

e Click Print and OK to send the forms to the screen

A portion of the form is displayed below

FORM 1 - STUDENT HEALTH CARE SUMMARY

Ausiralia

MName: Liy Edwards

School: West Coast Disirict High Year. 4 Form: Room 4 Teacher. Ms J Garden
Siudents Name: Julie Edwards Date of Birh: 25 MAR 2010
Address: 36 High 5t PINEY WOODS, WA, 6998, Gender. Female

Medical Pracice: Perth Chilkdren's Hospital
Docior 1: Prof. D Ogle

Telephone: 9445 8745
Telephone: 9445 3822

(M) 0811 880 002

Relalonship 0 sudent  Mother Diocior 2:
Denial Pracice:
Wame of Denlist Telephone:
lAddress: 36 High 5t FINEY WOODS, WA, 60040, | give permission for the school i0 seek medical’dental atengon for my child as required.
Austraia ez [No [
Telephone: (W) 0440 TE8454 Do you have ambulance insurance? Yes [INo ¥ Insurance Provider:
(H) 389 23zs1 If there is a medical emergency, parents/carers

are expected to meet the cost of an ambulance.

MName: Rob Edwards

Relaonship o sudent  Father

List any essensal informaion that could afiect your child in an emergency e.g. allergy io
peniciliin.

Address: 36 High 5t PINEY WOODS, WA, 6998,
Australia

Heath care card:  Yes (INo @
Card Number:

Expiry Date:

Telephona: (W) 0440 766454 Medicare Ne. {If required - for children requiring reqular emergency care):
{H) 8380 3za1 Card Number: Expiry Date:
(M) 0440 766454

e View and close the forms
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5.5.2 Producing Management & Emergency Response Plans

Activity:

Produce the Asthma Forms for the three siblings.

General > Student Details

e Find Julie Edwards = [EOWi

e Right-click in the Contacts area and choose Make Siblings the Browse Set

Save Column Widths
Default Column Widths

Make Siblings the Browse Set

The red circle will confirm you have a browse set with the Edwards family children.

e Click Medical
e To view the health conditions for each student click on the Health Care Planning tab then
scroll through using Next P and Previous Student | q

e Click Send Letter &
e Make the selections as below

Mailing Options

3 records in the browse set

(@) Create letters for all students in the browse et

() Create a letter for the current student ol

Merging spstem
(®) Send letterss to "wiord" using a " kst template

(") Produce a C5V file for use in a subsequent mail-merge

[]5end to all Contacts marked as Family bail barker

e Click OK

e Navigate your way to the folder where the letter template has been stored. For Training
purposes this is C:\keys\integris\mmtp\Student Health Care Plan

Note: At school, this will be the file path to the folder where you have downloaded and
saved your Health Care Forms as “.kst” files.

e Double click on the template FORM 8 ASTHMA kst

The template will merge with the information from Student Details.

Creating Letters. |—1
@ Pleaze Wai....
Cancel |
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e Check the Letters before clicking Yes to the option to send details to the Student’s activity
log

A portion of the form is displayed below

FORM 8 - ASTHMA MANAGEMENT & EMERGENCY RESPONSE PLAN

Name: Julie Edwards DOB 25 Mar 2010 Year: 4 Form: Room 4 Teacher: Ms J Garden

Section A — Asthma management

List known trigger(s): Dust [J Pollen] Smoke [J Exercise [ Animal Fur [J Common Cold [J]
Other:

Daily management planning (if required):

Section B - Management instructions in the event of an asthma attack

Steps Instructions

Step 1 Sit the student upright, provide reassurance, and remain calm.
Remain with the student.
Give 4 puffs of blue reliever inhaler.

Step 2 Use spacer if available. Use one puff at a time and ask the student fo take
4 breaths after each puff.

Step 3 Wait 4 minutes. If there is no improvement give another 4 puffs.

EMERGENCY INSTRUCTIONS
If little or no improvement occurs:

a) Call an ambulance immediately (dial 000).
Step 4 b) Call parenticarer.
c) Keep giving 4 puffs of blue reliever inhale every 4 minutes, until the ambulance arrives.
d) Go with the student in the ambulance if his/her parents/carers have not arrived when the
4 ambulance is ready to leave for hospital.

Option

Do you want to send details of this letter to the Student's activity log.

e [f the letters are ok, click Yes to send details to the Student’s activity log
e Close the merged letters, click No to save

e Keep the Form 8 Asthma and Emergency Response Plan open. We will be able to copy
the Management instructions into a student’s Health Care Plan window.
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Checking the Students Activity Log

L
e Click Student Activity
e Highlight the Letter Sent activity

@leuen M4 AP L7 0S¢ wOSRBEOEEES

| Student (=3

Julie Edwards (833)

Year4 Form Room 4

Activities

D ate Type Dezcription
7APR 2016 Letter Sent C SMNTEGRISWWMTPLWLETTERSSFOR

Feview Complete

< >
Axctivity Detail
& Fririt
Search I [e] I I

e Click Open Sent Letters in MS Word fl
e View, then close the forms

e Clickon Print " | 0 viewa printout of letters sent to Julie Edwards

West Coast District High School
Activity Report

Produesd on 4th February 2019 at 14:35

Edwards, Eyan
Date Activity Type Description Review Complete
4 FEB 201% Latter Sent ¢! KEYSINTEGRIS MMTPL'LET TERS'FORM 8 No
ASTHMAO4 _02_1% 1428357 doc
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5.5.3 Review-Producing Planning Documents from the kst Templates

Activity

Thy Smith has Epilepsy. Produce the Student Health Care Summary form and a Standardised
Plan (Management and Emergency Response plan) for him. Use the Student Health Care
Summary from WA Reports and the Form 7 kst template.
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5.6 Entering Medical Details

Important: When a medical condition is life threatening, it should be

marked as ‘Health Condition flagged on status bar"’.

Keith Jones’ Medical Details are incomplete. He has returned a new Student Health Care
Summary (SHCS) and we can update the Student Record.

Activity:

General > Student Details

Search |JOMES K

e Find the student Keith Jones

e Click Medical E3
e Click Edit Student ‘5?

e Choose the student’s Medical Practice from the drop down list
e Enter the name of the doctor

Medical Practice |D ental Practice |

IW’est Paint Medical Centre E‘
Doctor

| DrB.Scott

Address

18 Hay Street
WEST PERTH 'wit BOOS

Telephore 1 |3443 8856

Telephone 2 I
Fau I

C IVI Ca Integris Student Health Care Data Entry Training Notes 24-Jan-19

Page 35 of 90
© 2019 Civica Pty Ltd



A section of Keith’s Student Health Care Summary Form is shown below. The Health Care Card
Number, Ambulance Insurance Provider and Medicare Details also need to be entered into the
student’s record.

FORM 1 - STUDENT HEALTH CARE SUMMARY

_SECTION A N
School: West Coast District High School Year: 6 Form: Room 6 Teacher: Mr P Payne
Student's Name:Keith Jones Date of Birth: 31 Oct 2008
Address: 13 Mcfarane Highway PINEY WOODS WA | Gender. Male
6999 Australia
FAMILY CONTACT DETAIL MEDICAL DETAILS

Nedcal ?Ir)acaace:wgs'l T‘VO\R\T aﬂgb\cﬁu
Dockor DR B Scott g, 33385 b

Name: Heather Jones

Relationship o student
Dental Practice:
Name of Dentist: Telephone
Address. :13 Mcfarlane Highway I give permission for th lo seek medicalidental attention for my child
PINEY WOCDS WA 6999 asrequired. Yes @No O
Australia
Telephone: (W) Do you have armbuiance surance? Yes /Ko £ insurance Provider 3 7
(H) If there is a medical emergency, parents/carers ale expected to meet the cost of an
(M) ambulance. S
Name: Debbie Steineck List any essential information that could affect your child in an emergency e.g. allergy 1o
penicillin
Relationship to student Y < N
Address; 7 Canterbury Mews Healh carf carg: Yes @ No O Exmoaeaolqgogo
LEEDERVILLE WA 6010 Card Num 1&3 ’33 H’SE 7
Telephone: (W) Medicare Yo, (If required - for children requiring reqular emergency care):
t Coalme L DS 54331 02 Eon 0053001
ADMINISTRATION OF MEDICATION >

Written authorisation must be provided for staff to adminisier any form of medication at school.

Long term medication - Complete the Medication section of the relevant health care plan - see below.

Short term medication - Request an Administration of Medication form to complete and retum to the principal or class teacher,
Note: Al medication required must be supplied by parents/carers

INFORMED CONSENT

Your child’s health care information will be shared with staff on a “need to know” basis unless otherwise stated.

Do you give pemmission for the school to share your child's health care information? Yes a

e Check SHCS Completed and enter today’s date in SHCS Completed Date
e Check the box for SHCS to be shared

SHCS and 5P's |Medical Detailsl Hesalth Care F'Ianningl

—5SHCS Sharing
SHCS to be shared
If nat . who will be informed? | (=1
SHCS Completed  SHCS Complsted Date [3 APR2018 35
— Standardized Plan: Completed Fieviewed
[ Severe dllergy Anaphylasis
[ Minar to Moderate Allergy
[] Diabetes
[ 5eizures
[] &sthma 8APR2018  [1% |2 APR 2020
[ Astivities of Daily Living w @
["] Emergency Responze Plan JE=) @

for Special Meeds

Note: The review date will automatically default to the following year
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Click on the Medical Details Tab

Click on the Medical Details tab

Check Ambulance Cover and add HBF as the Provider

Check Permission to Call Doctor and Permission to Administer First Aid
Enter the Medicare Card information

Enter the Health Care Card information.

SHCS and 5P's Medical Details lHeaIth Care F'Ianning]

Permizzions
Arnbulance Cover Insurance Provider:

Ambulance Cowver |HBF
Permizzion to Call Doctor
Permizgion to Adminizter First Aid

[ Medic Alert
Condition: |
Medicare Mo, Expiry |05/21

[+]ofofs] [s[e[z[2]1] [o]1]

Health Care Card

, o
Health Care Card Mo Expiry |30 JUN 2020

[[2[3] - [1[2]3] - [4]5[e]7]

e Click on the Health Care Planning tab

e Click Add New Record EI
e Select Asthma from the Health Condition drop down list

Health Condition | W
ADHD

PlEnE:I_I,I t ahagemnent P i:féﬂﬁtigahe[
Diabetes

e Enter the Daily Management Plan information

Enter the Emergency Response Plan information. This can be copied and pasted from the
Management Instructions on Form_8_ Asthma

Check Medication required

Check Daily Management Plan required

Check Health Care Plan to be shared with all Staff
Check Emergency Response Plan required

Check Health condition plagged on status bar
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Health Care Plan - Add

Health Condition |Asthma

Plans
Draily Management Plan

Keith needs ta carmy hiz Wentoliv puffer with hirm at all times.

Pallen iz a known trigger.

Emergency Responze FPlan

Remairn with the student.
Step 2 Give 4 puffs of blue reliever inhaler.

|Jze spacer if available. Use one puff at a time and azk the student to
take
A hranHos afrar sanb rodf

Requirements

Medication required [ Staff Training required

Doaily M anagement Plan required Emergency Besponze Plan required

|5 the Health Care Plan to be shared with all Staff?
If miot ticked, pleaze refer to Principal

[W]Health condition flagged on status bari

Cancel

Step 1 Sit the student upright, pravide reazsurance, and remain calm.

Check the information entered, then click OK

Click Open Medication Details [+

Click Add Medication 251
Enter the Medication information

Add Medication

Health Condition | Asthma

Medication

|\-’entolin

Doaily Doze/FrequencydStorage

4 puffs
Diuration
Route of Administration: |Inha|ati0n [lungs] e
Details: |
Method of Assistance: |Self v
E=piry D ate:
ak. Cancel

Enter an Expiry Date

Check the information entered, then click OK

Click =8
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Student Keith Jones
F'ersonall Family Group I Additionall tovement Hist. | Gmupsl (1] | Mizc. |Attendance Hist. Medical |Activities|

Medical Practice |Denta| Practicel SHCS and SP'sl Medical Details Health Care Planning |

IWest Point Medical Centre v Health Candition G
Doctar
|Dr. B Scott ‘z
Address jim
18 Hap Street ) o .
WEST PERTH Wit 6002 Itemz in Bold indicate Health condition flagged on status bar

Plans R equirements @

D aiily M anagement Plan

F.eith needs to camy his Wentolin puffer with him at all - o

times.

Puollen iz a knovn trigger. v

Telephone 1 IE‘443 8856 Ermergency Response Flan

Telephone 2 | Step 1 Sit the student upright, provide reassurance, and A
Temain calm.

Fax I Remain with the student.

Step 2 Give 4 puffs of blue reliever inhaler.

N Nemvms mrmvsvmvens A8 onnedlllH=

I PSR SV S O [

e Click OK to save

e Click on the Summary Folder = to return to the main student window.

Note: If expiry dates are entered here, they can be monitored using the Medication Report in
the Admin Reports > General Reports area.
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Entering Medical Details for Allergy-Anaphylaxis

Find the student Haylee Marlin

Search [MAR.H

e Click Medical ! and Edit Student

Select the SHCS and SP’s tab,

Check SHCS to be shared

SHCS and SP's lMedicaI Details] Health Care Planning]
SHCS Sharing
SHCS to be shared

If niot , wha will be informed? |

SHCS Completed SHCS Completed D ate

Standardized Plan: Completed Reviewead
Sewere Allergy Anaphylaxiz | |
[ ] Minor to Moderate Allergy | |
[] Diabetes [ [

Click on the Medical Details tab

SHCS and 5P': Medical Details lHeaIth Care F'Ianning]

Permizsions
Ambulance Cover Insurance Provider:

Ambulance Caver |HEF
Permizzion to Call Doctor
Permigzion to Admirister First &id

[ Medic Alert
Conditian; |
Medicare Mo. Expiry | 11/2020

[5]ofo]s] [o]s]ef7[s]

[T Health Care Card

g @
Health Care Card No. Expiry
L)L LT

Check SHCS Completed and enter TODAY’s date in SHCS Completion Date
Check Severe Allergy Anaphylaxis and enter TODAY’s date as the Completed date

Check Ambulance Cover and add the Provider
Check Permission to Call Doctor and Permission to Administer First Aid
Enter the Medicare Number and expiry date
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e Select the Health Care Planning tab

e Click Add New Record .

e Select Allergy - Anaphylaxis from the Health Condition drop down list

e Enter the Daily Management Plan information

Flanz
D aily b anagement Plan

ALLERGY TO PEAMUTS. Ewven traces of nuts can cause a reaction.
Meeds to eat lunch in an izolated area with supervizion during all eating
tirnes.

[f syrptoms of allergy occur, administer Claratyne and manitar,

e Check the following as per screenshot below

Medication required

Daily Management Plan required

Is Health Care Plan to be shared with all Staff?
Staff Training required

Tick the Emergency Response Plan required box
Health condition flagged on status bar

O O O O O O

Health Care Plan - Add

Health Condition |AIIerg_|,J - Anaphylaxis W

Flans
Daily Management Plan
ALLERGY TO PEAMUTS. Ewven traces of nuts can cause a reaction.

Meeds to eat lunch in an izolated area with supervizion during all eating
times.

If zymptomsz of allergy occur, adminizter Claratyne and monitor.

Emergency Response Plan
1. Give adrenaline [Epi-pen)
2. Call dAmbulance

3. Lay flat and elevate legz
4. Call parent

Requirements
Medication required Staff Training required
Draily M anagement Plan required Emergency Rezponze Plan required

|z the Health Care Plan to be thared with all Staff?
If not ticked, please refer to Principal

[W]iHealth condition flagged on status bar

Cancel

e Check the information entered, then click OK
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e Click Open Medication Details Lﬂl and Add Medication

Enter following information and include an expiry date

Add Medication

Health Condition | Allergy - Snaphylasiz

tedication

|Claratl,lne

Daily DozeFrequency/Starage

1 Tablet

Duration

Fioute of Administration: |Dra|

Details: |

Method of Assistance: |5 elf

Expiry Date:

BR[| cancel |

Check the information entered, then click OK

Haylee has more than one medication for her allergy,

e Click Add Medication again to enter the information about the students other

medication

Enter following information and include an expiry date

Add Medication

Health Condition |A|Ierg_l,l - Anaphylaxis

M edication

| & drenalin [Epi-pen]

Daily D oseFrequencydStorage

1 Dose

Duration

Route of Administration: |Iniecli0n v
Details: |
Method of Assistance: | Requites Assistance ")
Expiry D ate:

ak Cancel

e Click OK and Close the medication window 2= |
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e Click Open Staff Training details
e Enter the Type of training information

Staff Training

Type of kraining:

Health Condition: |.~'l'«llerg_|,l - Anaphylazis

|Jze of Epi-pen
Anaphylasiz identifization and treatment

Authaorized staff:

Fef Ma. Surname  Firstlame Training Date Retraining Dak
2401 iBngg Jozeph

2400 iAbbott Elaine

<

E3)
o
w

e Click Add Staff Member
e Find Joseph Brigg and Elaine Abbott

e Highlight Joseph Brigg and click on edit

e Enter some staff Training and Retraining dates for Joseph Brigg and Elaine Abbott

Edit Authorised Staff Training Dates

Fef Mo, | Sumame Firzt Mame |Training Date |Hetraining Date
240 Brigg Jozeph | | -
2400 Abbott Elaine

e Click _ Dese |
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e Click the UDI tab
e Highlight the UDI - Medical Records can display photo
Personall F arnily GrouplAdditionaIl Movement Hist. ] Groups UDI lMisc. l.t’-‘«ttendanc:e Hist. l Medical].-’-‘«ctivities]
Description Yalue
Stat. Dec. sighted Mo A
General Notes
Trangport to School
Lirnited 5 chool Mo
ariting
Commurnity Service Completed Mo
Release of Info Individual Awards Mo
Release of Info Career Information Mo
Release of Info Exam Anzwers Ed Pub (No
Exclude from SCSA Reporting Mo
Commurnity Service Hours Accrued 0
Comi
W
Hide Blark Entries
e Click
e Change the UDI to Yes
Edit UDI
Medical records can display photo
Tes v
Cancel
e Click OK
e Review all data entered and when finalised click OK

Note: The need for staff training may be identified when developing student health care
plans. In accordance with the Department’s Student Health Care policy, teacher
participation in training to support student health care is voluntary and teachers have the
right not to be trained. Training for other staff is in accordance with their Job Description.
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5.7 Updating Medical Details

Once a student has been entered into Integris, details may be added or edited at any time. To do
this, find the relevant student and click Edit Student. 7

Students with existing medical conditions will need to have the relevant forms merged and given to
the parents who will need to complete and return the forms.

Activity:

General > Student Details

e Find the student Aimee Futterby

e Click 1 and Edit Student

e Check SHCS to be shared

e Aimee’s SHCS has been completed and she has completed a Seizures Plan as of
yesterday

SHCS and 5P's |Medical Details] Health Care F'Ianningl
SHCS Sharing
SHCS to be shared

If nat , viho will be informed? |

SHCS Completed SHCS Completed Diate | esterday

Standardized Plan: Completed Revigwed

[T Severe dllergy Anaphylasis |
[ Minar ta Moderate Allergy |
[ Diabetes [
Seizures [
|
|
|

[ Asthma
[ Activities of Daily Living

[l Emergency Response Flan
for Special Meeds

e elFeY ) el el
B 3 B B 8

e Check Permission to Call Doctor and Permission to Administer First Aid

SHCS and 5P's Medical Details lHeaIth Care F'Ianning]

Permigsions
Ambulance Cover Insurance Provider:

[] Ambulance Cover |
Permizzion to Call Dochar
Permizsion to Administer First Aid

[ Medic Alert
Conditior: |
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e Select the Health Care Planning tab

¢ Highlight the Health Condition and click Edit il and enter the information displayed
below.

e Enter the Emergency Response Plan information from Form 7

Note: The Emergency Response Plan can be copied and pasted from Form 7 Seizure.kst

which can be found in the following location C:\keys\Integris\MMTPL\Student Health Care
Plan.

Health Care Plan - Edit

Health Condition |Epilepsy

Plans
[aily b anagement Plan

Emergency Response Flan

Severe attacks - contact mother or D Ryan.

Step 1. Remain calm

Fiemain with the student

Step 2. Remove furniture or objects that could cause harm - Do not
restrain o
Ctan 3 Parard tha lanath of tha caimre and what hannane Arrrin Hha

Fequirements

Medication required [] 5taff Training required
[] Daily Management Plan required Ermergency Responze Plan required
|5 the Health Care Plan to be shared with all Staff?

IF ot ticked. pleaze refer to Principal

[#]iHealth condition flagged on status bar:

Cancel

e Check

o Medication required

o Emergency Response Plan required

o Is the Health Care Plan to be shared with all Staff
o Health Condition flagged on status bar boxes

e Check the information entered, then click OK
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Click Open Medication Details [+

and Add Medication [+]

Enter the Medication information as displayed below

Add Medication

Health Condition |E pilepsy

Medication

| Keppra [Levetiracetem]

Daily DozesFrequency/Storage

1w 500 g tablet swallowed whole
Doze taken at lunchtime daily
Staored in Feception

Diuration

Foute of Adminiztration: |Dra| W
Details: |

Method of Assistance: | Self "
Expiny Date:

0K Cancel

Check the information entered, then click OK

Note: It is important for records to be accurately entered into SIS Integris. Please ensure
that where a student’s records previously stated ‘Allergy Other’in the case of Anaphylaxis,
this condition has been changed to Allergy-Anaphylaxis.
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5.8 Entering Immunisation Details

General > Student Details > Miscellaneous

Administration Manager allows for the entering, maintenance and reporting of student
immunisation details.

Note: Please note that specific vaccinations, doses and dates below are no longer required
to be entered into the system for students. School staff are not required to interpret
immunisation records but are to use a current copy of the student’s ACIR History Statement
to determine what is recorded in the Vaccination Schedule Field

Imrnunisation 0 etails

Evidence provided Date Checked W [#  “accination Schedule  |Fully Completed W
Measles Yaccination Diphtheria, Tetanus and Pertussis Waccinations
MR (12t doze at 12 months] ,m DTPa (Immunization completed to school entry |
MMP [2nd dose at 4 pears) [7DEC 2001 DTFa(rear 7] 1
Meazles Excluzion O D ate of lazt Tetanus vacoination ,F

From the General sidebar go to Student Details and select the Miscellaneous == window.

5.8.1 Integris Fields

The fields used to record student immunisation details are found in the centre of the screen

Evidence provided: This is a check box to indicate if immunisation details have been provided for
the student.

Date Checked: This indicates when the student’s immunisation details were last checked.

Vaccination Schedule: This will display one of six possible values. The value to be held for each
student is determined from the Australian Childhood Immunisation Register (ACIR) Immunisation
History Statement viewed by school staff on enrolment, and subsequently when immunisation
details change.

Note: The following message was included in the Integris Version 7.01.10. When any
student record is edited, the software will warn the user when the Vaccination Schedule
field is blank for that student.

Warning

. The vaccination schedule field is curently blank for this student. You
| are required to select one of the six categories from the drop-daw bos,
For further information refer to the

Guidelines for recording and managing student immunization data.

Do wou wizh to continue?
Click Yes ta zave, or Mo ta edit the recard.

Use the Department of Educations Immunisation Fact Sheet located at the web address below for
information on how to update Student immunisation details in Integris.
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http://det.wa.edu.au/intranet/stims/detcms/intranet/student-information-management-system/sis-
administration/administrator-manager-module/student-health-care/

In edit mode click on the arrow to the right of the Vaccination Schedule field to reveal the values.

Measles Exclusion: For students enrolled using the ACIR procedures, any student marked as
anything other than ‘up to date’ or ‘fully completed’ may need to be excluded during an outbreak
of measles.

5.8.2 Procedural Notes

A copy of a student’s Australian Childhood Immunisation Register ACIR Immunisation History
Statement is requested at the time of enrolment. School staff are asked to take a photocopy of the
ACIR History Statement provided by the parent at this time. Parent(s) and guardian(s) should be
reminded to advise the school of any update to these details on at least an annual basis.

e The School Nurse should be given access to the available student’s immunisation status on
request.

e Parent Contact details for students in K-2 can be shared with the school nurse for the purpose
of following up unimmunised students.

¢ Inthe event of an outbreak of a vaccine preventable disease such as measles, contact details
for parents of students of any age whose immunisation status is not “up to date” or “fully
completed” can be provided to the Department of Health.

The Principal may authorise the School Nurse to have direct access to the School Information
System — with restricted user privileges.

If the ACIR Statement is not provided for a student, the school administration staff should provide
parents with a copy of the Department of Health brochure ‘Starting school? Moving to a new
school? Inform the school of your child’s immunisation history’ and ask them to provide a
copy of the ACIR Immunisation History Statement as soon as possible.

School administration staff will select from the following six(6) values for the Vaccination Schedule
field.

Fully completed
Up to date

Not up to date
No-Medical
No-Objection
Not Provided

Details and clarifications of these values are available from the ‘Guidelines for Recording and
Managing Immunisation Data on SIS 2012’ document on the Department of Education’s website at
the address below.

http://det.wa.edu.au/studentsupport/behaviourandwellbeing/detcms/portal/
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Student Health Care

Parent information brochure

Student health care summary and health care planning forms
Administration of medication - guidelines and forms
Emergency response plan for student with special needs
Best practice guidelines for common health issues in schools
Managing anaphylaxis

Confidentiality and informed consent

Guidelines for recording and managing student immunisation data on SIS 2012

5.8.3 Further Information

Integris can store MMR (Measles) vaccination dates and DTP (Diphtheria, Tetanus and Pertussis)
vaccinations. Schools are no longer required to enter this information, but may choose to do so if
they wish. Refer to the information below.

Current students may have this information on record until they leave the school, however
incoming students need only have their Vaccination Schedule field completed

Diphtheria, Tetanus & Pertussis (Whooping Cough) Vaccinations (Year 7 students)
Information regarding immunisation status of year 7 students who have accessed this vaccination
(dTpa) can be gained via the school based immunisation team assigned to your school

Date of last Tetanus Vaccination:
The last tetanus vaccination / booster is offered at the time of both the 4 year old vaccination and
also the year 7 vaccinations

5.8.4 Reports

Several Reports are available from Integris to summarise Immunisation information for the
students within your school. These can be provided to the school nurse if required.
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5.8.5 Vaccination Schedule Field Flow Chart

School Staff are to use this flow chart to determine what is recorded against the Vaccination
Schedule field in Integris. Please be aware of the student’s date of birth before commencing data

entry.

Parent enrolls child

Does the child
have a medical
exemption?

Yes

Are parents
conscientious
objectors?

ACIR Immunisation
History Statement
provided?

Does it state "Not up
to date” orisit
blank?

Does it state "Up
to date"?

How old was
the child when
enrolled?

Less than 4 years

"Up to date”
—See Section 1.5

Flow chart for Recording a Child’s Immunisation Status in SIS at Enrolment

"No — Medical" — see Section 1.1

"MNo — Objection” — see Section 1.2

"Mot provided” — see Section 1.3

"MNot up to date” — see Section 1.4

Record in SIS vaccination
status field as:

4 years or more

"Fully completed”
- See Section 1.5
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5.8.6 Vaccination Schedule Field in Integris (Explanatory Notes)

No- Medical (Medical Contraindication)

On very rare occasions, a child may be exempt from vaccination due to a medical contraindication.
Parents are asked to inform the principal upon enrolment if their child has immunisation
exemption(s) for medical reasons. Medical exemptions should be recorded as ‘No-Medical’ in
Integris.

No- Objection (Conscientious objector)

Parents are asked to inform the principal in writing upon enrolment if they are conscientious
objectors to immunisation for their child. This should be recorded as ‘No-Objection’ in Integris.

Note: Parents may inform the school that their child has received ‘homeopathic’
vaccinations but has not been vaccinated using standard vaccines. Unless an ACIR
Immunisation History Statement is provided as evidence that the student has received
approved vaccinations, they should be recorded as ‘No-Objection’ in Integris.

Not Provided

If parents do not provide an ACIR Immunisation History Statement for their child at, or within two
weeks of enrolment and they have not indicated that there is a medical contraindication to
vaccinate or that they have a conscientious objection to immunisation, then the student’s
immunisation status should be entered as ‘Not Provided’ in Integris.

Note: Please ask parents to provide a copy of their child’s ACIR Immunisation History
Statement as soon as possible. To assist them, they can be provided with a copy of the
brochure: Starting school? ‘Moving to a new school? Inform the school of your child’s
immunisation history’. Any further follow up will be managed by the school/community
nurse.

Not up to Date

The immunisation status of children who have received no vaccinations or who have commenced
but not completed the immunisation schedule will be indicated as ‘Not up to Date’ or blank on their
ACIR Immunisation History Statement, (see Appendix 1, Figures 2a and 2b for examples). These
children should be recorded as ‘Not up to Date’ on Integris.

C IVI Ca Integris Student Health Care Data Entry Training Notes 24-Jan-19

Page 52 of 90
© 2019 Civica Pty Ltd



Up to Date and Fully Completed

From a DoH perspective, an ACIR Immunisation History Statement that indicates a student’s
immunisation status is ‘Up to Date’ requires a different response depending on the child’s age at
enrolment (see Flow Chart on page 46 of these notes)

Children enrolled at less than 4 years of age with an ACIR Immunisation History Statement
that reads ‘Up to Date’

Children enrolled at less than 4 years of age will not have had the opportunity to have been offered
their 4 year old vaccinations and will need to be followed up by the community nurse to ensure the
schedule is completed. These children should be entered as ‘Up to Date’ on Integris

Children enrolled at 4 years and older with an ACIR Immunisation History Statement that
reads ‘Up to Date’

Children enrolled over 4 years of age will only have their immunisation status recorded as ‘Up to
Date’ on the ACIR Immunisation History Statement if all their 4 year old vaccinations have been
completed. These children will require no further follow up by the community nurse and should
therefore be recorded as ‘Fully Completed’ on Integris.

5.9 Immunisation Reports in Integris

Schools can produce the Immunisation Report in WA Reports, and the Vaccination Schedule
Reports in Ad hoc Reports to view immunisation information recorded in Student Details in Integris.

Once information is recorded on Integris, schools may filter the information to produce these
reports for specific students, for example;

only those students who came to the school since a particular date
only those who have had their details checked more than a year ago
students in a specific year group who have no immunisation details provided

or perhaps using the Student Find to show only those students with a vaccination schedule of
’Not up to date’

or just those students flagged for measles exclusion.
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5.10Example of ACIR Immunisation History Statements

Up to date example

Figure 1 — ACIR ‘Immunisation History Statement’ of a child with an immunisation status of up to

date.

/

As at: 11 May

Date of birth:

2 months

4 months

6 months

12 months

4 years

Other

Koy

© Medicare Australi

Immunisation : up to date

Australian Goverpment

2012

F or: QBSETSI EWNERITIIR

25 January 2007

Diphtheria Tetanus Pertussis Hepatitis B
Polio Hib
Pneumococcal

Diphtheria Tetanus Pertussis Hepatitis B
Polio Hib
Pneumococcal

Diphtheria Tetanus Pertussis Hepatitis B
Polio Hib
Pneumococcal

Hib
Measles Mumps Rubella
Meningococcal C

Diphtheria Tetanus Pertussis Polio
Measles Mumps Rubella

Influenza
Influenza

Next Immunisation(s) due

Natural immunity to Varicella recorded on 04 Apr 2012
This child has received all vaccines required by S years of age.

Immunisation history statement - online version

]
Immunisation status for Family Assistance Office: up to date

24 Mar 2007

05 Jun 2007

02 Aug 2007

30 Jan 2008

18 Feb 2008

09 Feb 2011

02 May 2008
30 May 2008

immunisation

=

Brand name given

Infanrix Hexa

Prevenar 7

Infanrix Hexa

Prevenar 7

Infanrix Hexa
Prevenar 7
PedvaxHIB

MMR
NeisVac-C

Infanrix-IPV
Priorix

Fluvax
Fluvax

Provider type

Gr

GP

GP

GP

History Form

GP

GP
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5.11Entering Individual Immunisation Details

We can enter a value for a student’s vaccination schedule through the individual student record or
in bulk through Speed Edit

Activity:

General > Student Details

Total records found |9

Back

o Find # and choose Admissions Roll and Year Group K
Student Search Results
| &

Reference Surname Preferred Mame Year Form Date of Birth
25 Borsche Caitlirn K Mot specifie: 7 APR 2016
23 Carmelina Harry K Mot specifie: 7 APR 2016
18 Dowling Blake 4 Mot specihiel 20 SEP 2015
22 Freebaorn Jacksan K Mot specifie; 7 APR 2016

9 Gordes Marcus K Mot specifie: 25 MAR 2015
24 K.abulla lzan K Mot specifie: 7 APR 2016

21 Lamont lzabelle K Mot specifie: 20 SEP 2015
20 Mewbery Maomi K Mot specifiel 20 SEP 2015
19 Wilzon Skye 4 Mot specihiel 20 SEP 2015

Select Cloze

Click Select and Yes to create a browse set of the Admissions Students for Kindergarten.

Look for the Browse set indicator

to confirm you have created a browse set
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&
3
r

]
N

e Click Miscellaneous =
e Click Edit ¢

fields for Caitlin Borsche

Tick Evidence provided, enter Date checked as today and Up to date in the Immunisation

— Immunization Details

Measles Waccination

MMF (15t dose at 12 months) | =
MR [2nd dose at 4 vears) I @
Measles Exclusion 1

Evidence provided [ ate Checked I @ Waccination Schedule  |Up to date

L]
Diphtheria, Tetanus and Pertussis Yaccinations
DTPa [Immunization completed to schoaol entry =
DTPa [fear 7) =
D ate of last Tetanus vacoination l— @

e Click OK to save

e Click Next Student b

e Click Edit Student ¢

Enter the following information for the student Harry Carmelina

~ Immunization Detailz

Evidence provided [rate Checked ITDda_l,l's Date @ Yacoination Schedule INUt up to date

Measles Waccination

MMR [1gt dose at 12 manths) |
MR [2nd doze at 4 years) I @
Measles Excluzion |

Diphtheria, Tetanus and Pertuzsis Yaccinations

DTPa [Immunization completed to school entiy

DTPa [Year 7)
I—

Drate of last Tetanus waccination

lv]

O
U
i

e Click OK to save

e C(Clear . the browse set
e Close Student Details

Note: Schools wishing to enter specific vaccination details, for example, MMR or DTPa
can enter those details here but may also use the Speed Edit option.

Important: Schools will need to follow up Immunisation Information to
update current students. Ask parents to provide an updated copy of

their ACIR History Statement after 4YO Immunisation, or if there has
been any change in the Immunisation Status provided at Enrolment
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6 Speed Edit

Admin > Speed Edit

Speed Edit enables users to edit a number of student records at the same time in order to make
the process of bulk editing much faster. Student lists and information may also be printed.

6.1 Speed Edit-Immunisation Details

Activity:

Speed Edit the Vaccination Schedule for Admissions Roll Students

e Select **Student UDI Fields** from the Area menu
e Select Vaccination Schedule from the UDI Field menu

e Click on Search il and select the Kindy students on the Admissions Roll

Student Search
wE B
General IParameters] Dates ] Address] Dther] ol ] T Selsftohorts]
Sumame/Ref. Mo. Roll Status Admizsions :
Preferred Mame Year Group K :
Firgt 1 arne Farm .
Legal Surname House .
Group Type Y
Group ~hid g
Contact Surname
Global Mame Search Terms in School
@) Mot Specified
|,.'_\|| Mames [Excluding History) |Z| tare than
| I Less than 0
1 Equalto

[ Show Inactive Parameters in Dropdown Lists [ [ Close ]

e Highlight students and assign the values below
e Each time you select a New Value, click on the to update
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Speed Edit

Area U0 Field
I"" Student UDI Fields ** v IVaccination Schedule W =1 &
Select All Deselect All Invert Selection Blanks ni'z

Studant Mame Walue Status
Borsche, Caitlin Up to date
Carmelina, Harmy Mat up to date
Dowling, Blake Up to date b
Freeborn, Jackson Mo - objection b
Gordes, Marcus Up to date &
K.abulla, 1zan il

Up to date

MHew Value

Mot provided

Cloze

Save

e Click Save and Yes

View and Update the Vaccination Shedule for current Kindergarten Students.

e Click on Search ﬂl and select the Kindy students on the Current Roll to view their
Vaccination Schedule records

Speed Edit
Area D Field
* Student LD Fields = b I\-"accination Schedule v =] #h
Select All Deselect Al Irvvert Selection Blanks n's
Ref. Student Marne Walue Stabug
e Andrews, Luke Up to date
o918 Brood, Cazsie Upto date
TE3 Caterer, Flewr Up to date
a7 Davies, Maglazas Up to date
834 Edwards, Ryan Up to date
838 Elliatt, "wendy Up to date
a40 Ememny, Kira Up to date
7E4 Fitzpatrick, Grant Upto date
7T Pate, Larena Mot up ta date
HE4 Filter, Trent Mo - objection
880 Smith, Eileen Mat up ta date
819 Thomas, Celeste Mat provided
803 West, Thy Up to date
Mew Value Mat provided ) Close Save

Update to the Changes shown below
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Area

Speed Edit

D Field

MHew Value

* Student UDI Fields = v |Vaccination 5cheduls v & | &
Select All Deselect All Invert Selection Blanks ni's

Fef. Studant Mame Walue Statuz
e Andrews, Luke Fully Completed

818 Brood, Cassie Fully Complated

TE3 Caterer, Fleur Fully Completed

Tar Davies, Maglazas Fully Completed

234 Edwards, Ryan Fully Completed

938 Elliott, \Wendy Fully Completed

840 Ernery, Kira Fully Complated

TE4 Fitzpatrick. Grant Fully Completed

T Pate. Lorena Mot up to date

64 Pilter, Trent Mo - objection

80 Smith, Eileen Fully Completed

819 Tharmas, Celeste Mat up to date

) Thy p to date

Mot up to date

W W Lloze

Save

e Click Save and Yes
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6.2 Speed Edit-Medical Information

Activity

Speed Edit Health Card

The Edwards family has been given a Health Care Card.

e Select Health Card from the Area menu
Speed Edit
Area
Health Card W % &
i | .
e Find the Edwards family
Student Search
S EH o Mo
General |Parameters| Datesl»’-‘«ddressl Dtherl Lol | T Sels.-’CohortsI
Surmame/Ref. Mo, IEDW’AHDS Rl Status ICunent ) |
e Click Find
Student Search Results
Sy Y=
Reference Surname Preferred Name Year Form Date of Birth
833 EEdwards EJuIie 4 EHDDI‘H 4 IZREMAR 2010
235 {Edwards tdustin 6 {Room 5 &R 2003
a34 {Edwards {Fyan K (kP AUG 2074
e Click Select and Yes
e Highlight the three students
Speed Edit
Area
Health Card v =
Select Al LDeselect All Irvert Selection Blanks n's
" alue Stabuz
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Speed Edit
Area

Health Card v =}

Select Al Deselect All Invert Selection Blanks nis

Walue Status

Hew Value Cloze Save

e Click in the New Value box
e Click Apply Changes
e Click Save and Yes

Speed Edit Medical Practice

The Edwards family have also changed their Medical Practice.

e Select Medical Practice from the Area menu

Speed Edit

Area

I Medical Practice v

e Highlight the three students
e Click in the New Value drop down list and select Redbrick Medical Centre or the centre
you added today

Mew Yalue IHedblick tedical Centre v

e Click Apply Changes
e Click Save and Yes
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Speed Edit Medical Practice continued

dth

e Find all the students in Year Group K

Student Search
Wi o o ‘
General |Palameter$| DateslAddressI Dtherl [i]u]] | T Setsx’l:ohortsl

Sumame/Ref. No. I Roll Status Il:urrent :
Preferred Mame I ear Group I_ j:

e Assign all the Kindergarten students a Medical Practice

Speed Edit
Area
IMedicaI Practice Iz‘
| Select All || Deselect All || Invert Selection || Blanks || hi'z |
Student Mame Walue Status

East Perth Medical Centre

Brood, Cassie Fedbrick Medical Centre

Caterer, Fleur Redbrick Medical Centre &l

Davies, Maglazas Redbrick Medical Centre b4
Edwards, Ryan Centre

iott, wendy IC )

Pilker, Trent
Smith, Eileen

Carepoint Medical Centre &l
Carepoint Medical Centre

Mew Value E ast Perth Medical Centre E | v | | Close || Zave

e Click Apply Changes
e Click Save and Yes
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7 Immunisation Reports

7.1 Admin Reports-Vaccination Schedule

Activity

Admin > Reports > Ad Hoc Reports > Vaccination Schedule

e Highlight the Vaccination Schedule DOB on or after 1 July 2007 Report

&y Reports @
9 = AR

4  AdHoc Reports - Titles
& Book Wesk Main Title |Vaccination Schedule DOB on or after 1 July 2007
ﬂ Labels
@ Medical & Contacts
@ Cut of Area
@ Proposed Farm & Year
@ Proposed/Current Form & Year
@ Fiock Band Contacts
@ Rottnest Trp Contacts
@ State Archives Report
@ Update Behaviour Incident Date

FPaage Footer |

m

Select

an IE‘ T Qe

-

@ Yao

4| n I

[ Pritat l ’ Cancel

e Click on New Query and select the Dates tab
e Enter the Date of birth range as shown

Student Search
L= VR )

Generall Parameters Dates l.-’-‘«ddressl Dther] (W] l T Setsx’[ﬁohorts]

| D ate of birth ramge v [1JuL zo07 o |

Birthday [Day. Month, Year) |--n.u’s-- v |

Note: Entering the From Date only ensures that all the students who are born after the 01
July 2007 will be located using this search.

e Click Find, Select and Yes
e Click Print
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This Vaccination Report will display only the Vaccination Schedule Field for the selected
students.

West Coast District High School
Vaccination Schedule DOB on or after 1 July 2007

First Name Surname Form Year DoB Student Phone  PG1:Mobile  Vaccination Schedule
Jackie Albert Room 4 4 J0CT 2009 93967008
Penelope Allen Room & 5 19 DEC 2008 9397 7110 0408 896 786  Fully Completed
Tamara Allen Room 2 2 24 AUG 2011 9397 7110 0408 896 Y86  Fully Completed
Kyle Amber Room 2 2 24 AUG 2011 93937809 0411778 802  Fully Completed
Kurt Anderson Room 3 3 TAUG 2010 92216324 0411778 2345
Luke Andrews KJP K IMAR 2015 9396 4941 Fully Completed
Charmaine Avery Room 3 3 16 JUM 2011 9393 3136 Mot provided
Doyen Bailie Room 4 4 4 FEB 2010 9397 1817 0411 667 892 Mot provided
Reuben Baker Room 6 ] 21FEB 2008 93931916 Mot provided
Ross Barbaour Room 6 ] 21FEB 2008 93918025 Mat provided
Tareq Becker Room 5 5 24 MAR 2008 9392 3807 Mot provided
Tanya Barn Room 6 ] g MAY 2008 9395 5093 Fully Completed
Cassie Brood KIP K IMAR 2015 9394 9563 Fully Completed
Steven Brown Room & 5 TAUG 2008 93951891 Mot provided
Fleur Caterer KIP K 2 JUN 2015 9397 2095 Fully Completed
Mora Chum Room 6 5] 20 0CT 2007 9394 6006 Mot provided
Cherie Ann Conchi Room 2 2 7 FEB 2012 93931916 Mot provided
Melissa Connell Room 3 3 16 JUN 2011 9392 2016 Mot provided
Damien Content Room 5 5 19DEC 2008 93921993 Mot provided
Maglazas Davies KJIP K 4 ALG 2014 9394 7627 Fully Completed
Candice Davies-Slate Room 2 2 18 MAR 2012 9396 5931 Mat provided
Sebastian De Jong Room 2 2 7FEB 2012 9397 2978 Mot provided
Zola De Mamiel Room 3 3 5 FEB 2011 93951939 Mat provided
Tray Dean Room 2 2 10OCT 2011 93937637 Mot provided

e Close the Report
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Admin > Reports > Ad Hoc Reports > Vaccination Schedule

e Highlight the Vaccination Schedule DOB on or before 30 June 2007 Report

@ Reports @
L) G W ew

3  AdHoc Reports ~ Titles
& Baok Week W ain Titls |Vaccinalion Schedule DOB on ar before 30 June 2007
ﬂ Labelz
@ Medical & Contacts
@ Ot of Area
@ Propozed Form & Year
@ Propozed/Current Form & Year
@ Rock Band Contacts
@ Fiottnest Trip Contacts
@ State Archives Report
@ Update Eehaviour Incident Dat:
@ Yaccingtion Schedule DOB on ¢
@ accination Schedule DOB on

Page Footer |

Select

W MHew Query

Print Cancel

e Click New Query and select the Year 7 students
e Click Print

West Coast District High School
Vaccination Schedule DOB on or before 30 June 2007

First Name Surname Form Year DoB Student Phone  PG1:Mobile  Vaccination Schedule
Maria Alkitik | 7 16 MAY 2007 9221 6548 0418765554 Mat provided

DTPa (Imm completed to sch)

MMR (15t dose at 12 maonths)

MMR (2nd dose at 4 years )

Measles Exclusion YES
Date of last tetanus

Kylie Amber 071 [ 17 JAN 2007 93937809 0411778902  Fully Completed

DTPa (Imm completed to sch)

MMR (15t dose at 12 months)

MMR (2nd dose at 4 years )

Measles Exclusion YES
Date of lasttetanus

Guy Andrews 071 [ 17 FEB 2007 9222 8754 0419992 445 Mot provided

DTPa (Imm completed to sch)

MMR (1st dose at 12 maonths)

MMR (2nd dose at 4 years )

Measles Exclusion YES

e View and Close the report
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7.2 WA Reports-Immunisation Report

Highlight the Immunisation Report

WA Reports > Reports > WA Reports > Immunisation Report

&

8 LT S| e

Reports

D Standard Student List ]

|:| Standard Student Check List

D Howze/Faction List

D House/Faction Check List

|:| House/Faction Summary Reporl
D Howze/Faction Listing

D Birthday Report

|:| Student Update Form

D Irmunization Fepart
D Students with the same address
|:| Students for a Parent/Guardian
D Fariily Representative List

D Student Profile

|:| Student Health Care Summarny

D Students with a Documented Pl
71 Earnili bd =il A arlear | ot

>

Layout |Sort I Select I Includes I

st Comst Disic: High Schoo
mrisation Report

Options

(®) Prefened Name

() Legal Mame

Title | Imnmnization B epart

W

Footer I

Click on the Sort tab
Sort by Year, Form, then Sex

Note: If the School Nurse prefers to work with year groups then the example shown will
provide a useful sort. Alternately, Form could be selected as the first Sort Field.

Lapout Sort |Select | Includes |

Sumane Sort Field |av [Total |Page
|Name 1| Year -
2 | Form b O
3_ Sex - Ll

Click on the Hand el

Click on the Select tab
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Layout | Sart 58|ECt|IncIudes|

@ Year
) Form
() Shudert Find
Entry Date Range From : To:
Date Checked Range:  From: To:
Include Students with Details Include Students without Details

e Click on the Includes tab
e Choose the additional information to be included as shown below

La_l,loutl Soltl Select Includes |

Order

1 Student v'ear Group
Selection Criteria 2 Student Form
[ Student Ref Mumber [ Fioom

[ Teacher Mame(s)
3 Student Sex
[ Student House
[] Family Fiep Flag
4 Student D ate of Birth

Farm Teacher(z]

Totalz only

[ Age (in years] at specified date

e Click Print and OK

West Coast District High School

Immunisation Report

Students for all Year Groups
Name Year |Form Sex (DOB Details Date Vaccination Measles

Provided |Checked Schedule Exclude
Brood, Cassie K KP F 03/03/2015  [NO Fully Completed | VES
Caterer, Fleur K KP F 02062015 [NO Fully Completed | VES
Elliott, Wendy K KP F 03/03/2015  [NO Fully Completed | VES
Emery, Kira K KP F 03/03/2015  [NO Fully Completed | VES
Pate, Lorena K KP F 04/082014 |NO Not up to date YES
Smith, Eileen K KP F 03/03/2015  [NO Fully Completed | VES
Thomas, Celeste K KP F 03/03/2015  |NO Not up to date YES
7 Female(s)
Andrews, Luke K KEP M [03/032015  [NO Fully Completed [ YES
Davies, Naglazas K KP M (04082014 [NO Fully Completed [YES
Edwards, Ryan K KP M [04082014 [NO Fully Completed | VES
Fitzpatrick, Grant K KP M [02062015 [NO Fully Completed | VES
Pilter, Trent K KP M [04082014 [NO No - objection TES
West, Thy K KP M [02062015 [NO Up to date YES
6 Male(s)
13 Student(s) in Form KP
13 Student(s) in Year K
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The report will switch from portrait to landscape based on how many and which additional fields
have been selected

e Click on Save as a Custom Report b4
e Name the report Inmunisation Report Term # and click OK

Report Title

Please enter a title for the report

Irariunization Fepart Term #

The report is now saved to the Custom Reports folder

£ Custom Reports
El clasg list
|:| Temp Home Room List
D Immunization Bepart Term 1

If the report is to be shared

ol

e Click Allow Custom Report to be used by others

4  Custom Feports
D claszs list
El Temp Home Roon List
|:| Immunization Report Term 1
lEl Irrnunization Fepart Term #

e Close WA Reports
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8 Maedical Reports

8.1 Admin > Reports

Each folder on the left-hand side contains a number of reports. To run a report, click on the
relevant report to highlight it. Any Sort Fields and Options will be displayed on the right of the
window.

coocooooeopp

Reports

=

Foll Reports

Form Lists

Check Lists
Saved Check Lists
Graphz

Monitoring Reports
Address Labels
Exports

Staff Reports
Custorn Reports
Ad Hoc Reports

i
‘-‘l'l
1.~

A
‘,:.1‘,

General Repo rts
Tuesday, 9th April 2019

Use a new or saved "Querny to select the subjects of
the report

‘Drag-and-drop’, tick-boxes and pick-lists allow you to
specify the report format and content

You only need to do this once, then save the report as
a’Custom Report, with a name of your choice

Click on the Custom Report to see the settings you
saved, then just one click prints your report

Example: For a Standard Form List report choose your report options such as Year, Surname
etc. and to sort the report by a particular field, drag the field name from the Sort Fields box on the
left into the Sort Field box on the right. Alternatively, double click on a Sort Field to select it.
Place a tick in checkboxes to total a field or to display each new value for a sort field on a new

page.
& Reports ==
L) G W ew
3y Form Lists Titles
Standard Form List b airy Title |Standard Farm List

D Farm List Summan

D House Form List

D Student Address Details
D Parent/Guardian 1 Phone and £
D Student Information Sheets
D Student Information Cards
D Student Update Form

D Student Phatos

D Dinner Money Register

D Teaching Set List

D Salos and Siblings

[ bd mamt 12l Pmmisbar | ot

Page Foaoter |

Include Teacher Hame(z] on Report

Sart Fields
DOB

Options
Farm Al

Sort Field | v | Total | Page
1| Year -
2 | Sumame a [ []

Student Mumber

MU [ Tick Baox

Vear Group |4l = [ Show Family R epresentative totals

[]5eparate by Vear Group

When all the details have been set up, click Print and choose a destination for the file.
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The General and Roll Reports do not have the same options as the Form List. Instead you are
asked to select students using the New Query button. This enables you to select students based

on a previously saved query or to select a new query. Selecting New Query brings up the
standard Student Search window.

Once the query has been defined, click Print and choose a destination for the file.

4 If you often run a standard report using the same criteria, you can save the settings for future
use by clicking on the Save as a Custom Report button. This stores the report settings in the
Custom Reports folder.

If other users need to run the report, use the Allow Custom report to be used by others button

wal

so that other users can be given access rights to the report.

To expand the whole of the reports tree at once, click on the Expand Tree button L) .

C IVI Ca Integris Student Health Care Data Entry Training Notes 24-Jan-19

Page 70 of 90
© 2019 Civica Pty Ltd



8.1.1 Medical Details Report

Activity

Admin > Reports > General Reports > Medical Details

e Sort by Form
e Click New Query to find all Current students
e Check all the tick boxes

G Reports ==
=3  General Reports A Titles
[ Student Activities Report MainTile  |Medical Detalls
D Activities Report Frre Fealte |
D Medication Repart
[] Medical Conditions SE” = T
arm
|:| Medical Conditions Trained Staf DOE EAE |‘v | BE | e
B edical Details Gender
D Dioctor/Practice List Yeal
|:| Dental Prachice List
D Birthday Report Select
o
[E] students with no Address One page per student |Selected Subset 527 .. v Mew Querny
D Students and their Teaching 5 Include Student Phaotograph
.u ents and e T eaching =& Only include students with flagged' health conditions
H List of UDI= v Ihclude D aily Management Plan
< e e T ;' Include Parent/Guardian 1 Detail:

Cancel

e Print the report to screen
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8.1.2 Medical Conditions Trained Staff Report

Admin > Reports > General Reports > Medical Conditions Trained Staff

e Sort by Form then Year
e Click New Query
e Find All Current students
& Reports [l
) G W o=
3  General Reports ~ Titles
[F] Student Activities Repart F airy Title |Medica| Conditions Trained Staff Report
D Activities Report
o Page Footer |
D Medication Report
[£] Medical Conditions Sart
[BHedical Condtions Trained Stat — oihic < |vali |[iPeg=
[] Medical Detail: Year 1] Farm - (1O
|:| Doctor/Practice List
D Diental Practice List
D Birthday Report
|:| Students with no Address Select
|:| Students and their Teaching Se Gelected Subset 527 | v Mew Query
[ List of UDI2
1 Heaalh Mare Cenditione Baviaw
< >
Frint Cancel
e Print the report to the screen

Cl
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8.1.3 Medication Report

Admin > Reports > General Reports > Medication Report

e Sort by Form then Year
e Click New Query
e Find All Current students
e Reports
) G W o=
3  General Reports ~ Titles
[2] Student Activities Repart b ait Title |Medicati0n Repart
Auctiviti
D c:||t|eF|eport Page Footer |
D Medication Report
[£] Medical Conditions Sart
[] Medical Conditions Trained Staf Gorder Sort Field av |Total | Page
[] Medical Details Year i Farmn - (1O
|:| Doctor/Practice List
D Diental Practice List
D Birthday Report
|:| Students with no Address Select
B Students and their Teaching Se Gelected Subset 527 | v Mew Query
List of UD 1z
1 Heaalh Mare Cenditione Baviaw
< >
e Print the report to the screen

Cl
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8.1.4 Medical Conditions Report

Admin > Reports > General Reports > Medical Conditions

e Click New Query to find all Year 7 students
e Tick the box to Include Daily Management Plan

< Reports
) G W e
3  General Reports ~ Titles
[2] Student Activities Repart b ait Title |Medica| Conditions
D Activities Repoart
o Page Footer |
D Medication Report
D Medical Conditionz Sart
D Medical Conditions Trained Staf Gonder Sort Field av |Total | Page
[E] Medical Details Year 1] Farm - [0
|:| Doctor/Practice List
El Diental Practice List
D Birthday Report
D Students with no Address Select
|:| Students and their Teaching Se |Selected Gubset Bl e v New Query
[ List of UDI2
7] M sl Care Prndifions Daviaw [wlinclude Daily Management Plan:
< >
e Print the report to screen
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8.1.5 Health Care Conditions Review Date

Admin > Reports > General Reports > Health Care Conditions Review Date

e Select All plans
e Putin the Review Date as From 4" Feb 2019

i Reports
8| LT & ¥ e

[] Medical Details | rTitles

D Doctor/Practice List Main Title IHeaIlh Care Conditions Review Date

El Dental Practice List Page Footer I

D Birthday Report e — =

|:| Students with no Address tudens [optional] Man;"

. . I ~
El Studentz and their Teaching Se hd Severe Allergy dnaphplasis
D List of UDIs Mew Qusry Finar to Moderate Allergy
Health Care Conditions gla_betes
1 PRolReports A::EL:;?
3 FomLists Activities of Daily Living o
|17 [ | = P Cn Fr ©mmmind Blandn
1 Check Lists
1 Saved Check Lists Dates
C1 Graphe Completed Date  From  [4 FEB 2019 B To | 55
T hdrwibrrinn Banorde " Feviewed Date  From I B Te I EH
< >
PFrint Cancel
e Print the report to screen
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8.1.6 Doctor Practice List

Admin > Reports > General Reports > Doctor/Practice List

e Sort by Form
e Click drop down list next to New Query to load the saved query Diabetic Students

& Reports
€| DT G| ®|ew
3  General Reports ~ Titles
[2] Student Activities Repart F airy Title IDDCan"F’ractice Ligt
D Activities Repoart
D Medication Report Page Focter I
[£] Medical Conditions - Sart
D Medical Conditions Trained Staf Gonder Sort Field av |Total | Page
[E] Medical Details Year 1 | Form - [ []
[BJCoctorPractice List B
El Diental Practice List
D Birthday Report
D Students with no Address rSelect
|:| Students and their Teaching Se Diabetic Students New Query
[E] List cf UDI2 Totals anly
1 Uasl Cars Cemdibinme Baviaw ©
£ >

e Print the report to screen
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8.1.7 Student Activities Report

Admin > Reports > General Reports > Student Activities Report
e Click New Query to find all current students
e Choose the Activity Type Letter Sent
e Enter Activity Date From 4th FEB 2019 to today’s date
e Check all the boxes and select Both from the Completion Status drop down menu
& Reports ==
k) G W ew
3 General Reports ~ Titles
Student : Fepart Main Title | Shudent Activities Report
D Activities Report Page Foot |
|:| Medication Report IR
D Medical Conditions Studentz [optional) Activity
[E] Medical Conditions Trained Staf |Selected Subset 527 . [ w ellilly Ve
[ Medical Details Mew Query |Letter Sent -
D Doctor/Practice List Dates
g [B)et:‘c‘la' P:Cticet List ActvipDate  From [4FEB2013 B To [Todaysdate
I ay hepor o ’7
D Students with no Address Review Date From E Te E
D Students: and their Teaching Se Optians
[ List of UDIs Sort by Student Completion Status
1 Haalh Mare Fondifions Faian © Shiow Activity D etails Show Refersnce Mo. Bath v
< >
e Print the report to screen
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8.1.8 Student Information Cards

Admin > Reports > Form Lists > Student Information Cards

Select Year Group 7

@

k)

& W e

Reports

=

Form Lists

El Standard Form List

D Forrn List Sumriany

D House Form List

|:| Student Address Details

D Parert/Guardian 1 Phorne and 2
D Studert Infarmation Sheets

Student Infarmation Cards
El Student Update Form
D Student Photos
D Dinrer Money Register
|:| Teaching Set List
D Salos and Siblings

[F1 b 212l Ramickar | ist

Titles

b ain Title |Student Infarmation Cards

Page Footer |

Select
Selected Subset B9 . | w

Option

[ Sort on Vear/Fom

In the Contacts section: | Show Al Contact Phone Numbers

Frint

Cancel

Print the report to screen
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8.2 WA Reports

A shortcut is available to WA Reports through the Student Profile Icon « Fr=He

8.2.1 Student Update Form

WA Reports > Reports > WA Reports > Student Update Form

D Studerts with the zame address
D Students for a Parent/Guardian
|:| Family Representative List

D Studert Profile

D Student Health Care Summary

71 Chidants with 2 Mo mantad Pl
>

L

e Use New Query to find Haylee Marlin
e Check the Options below and enter a Return by Date of a week from TODAY
& Reports =l
) G W ew
2 W Reports -~ Titles
[] 5tandard Student List Main Title |Student Update Form
[£] standard Student Check List Page Footer |
|:| House/Faction List Instructions | The following information is held on the school's ~
: i administratien system. Please check the informaticn and
D Haouse/Faction Check List
D i make any corrections that are necesszary on the form. fis
Houss/Faction Summary Reporl important that student records are kept up to date throughout ¥
|:| Hlouse.n’Faction Listing Select
D Birthday Report |Selected SubsetTe.. |w e Query [] Sort on Formdr'ear
@) tudent Update Form
[ Immunisation Repart Options
Inchude UDIz on the report Hide Details 23UDIs selected

Include Teacher Hame(z] an Report

Include Contact Mates which have a Location' an the repart
Include Siblings on the report

[ Include Siblings wha are on the Farmer Rall

Include Parents Background
Pritt each Student on a fresh sheet of paper

Fieturn by Date :

Cancel

in the update form, then click OK

Student Phone 1

Cancel

Details
Show / Hide Report Data
Flease specify which fields should be included on the repart.
Report Field _Included?
Parent/Guardian 1 iYes J
Parent/Guardian 2
Student Home Address Details X

e Print the report to screen

e Click on the UDIs selected button to select the appropriate UDI fields from the list to include

e Certain Contact details can be hidden on the Student Update Form by clicking on Hide

Note: Another Student update Form is available through Admin > Reports > Form Lists
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9 Student Emergency Contact

The Emergency button can be used to quickly display all relevant information on a student or staff
member in the event of an emergency.

Located in the top left-hand corner of the screen and present at all times the software is open, you
will see the two Emergency Contact buttons for Students and Staff.

Click on an icon to load the standard Search window, enter a student or staff member’'s name and
load their data. The Emergency Contact window will open. The following example is for a student.

"

Emergency Contact

Keith Jones (770) Year8 Form Room 6
I ale Duate of Birth 29 OCT 2007 Age 11 e 5 Mths
Contact Mo 1 4 Doctor / Medical Practice
M arme: Mz Heather Jones [Mother] Dr. B Scott
Address 13 Mcfarlane Highway, West Point Medical Centre

E\EEY L. Permizzion to call Doctor

E9599, i Permizzion to administer First Aid

Aushalia Addresz 18 Hap Street

WEST PERTH W& E003

S alutation krz Jones

] 3337 2632 Tel 1 94438856

Tel 1 9397 2632 Tel 2

Tel 2 Fan

td obile:

F Ambulance Cover

o } Ambulance Cover Insurance Provider HBF

E-Mail

i edical Description Emergency Procedure
Step 1 Sit the student upright, provide reazsurance, and ~
remair calm.

Remain with the student.
Step 2 Give 4 puffs of blue reliever inhaler.
Use spacer if available. se one puff at a time and azk the W

Student emergency information can also be accessed via the Emergency icon on the Admin
sidebar.

Adrin

@

Emergency
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Activity

Print emergency details for Haylee Marlin

.
e Click Student Emergency Contact ~=tH=nt

e Enter MARLIN in the Surname/Ref field and click Find

Student Search

P&
General lF‘arametersl Dates l Address] I:Ithell ol ] T Setsa’Cohortsl

Sumame/Ref. Mo, | MaRLIN Roll Status Current W

Preferred Mame Year Group ~hidg- v

Firzt Mame Farm —hids- W

Legal Surname House ~hidg- W
Group Type 13- W
Group ~hidg- W

Contact Sumame

Global Mame Search Terms in School

(®) Mot S pecified
are than

|AII MHames (E xcluding Historny) W

| () Less than a0
() Equal ta
[li5how Inactive Parameters in Dropdown Lists: Find Close

e Click Find

e Scroll through the Contacts ﬂﬂ|
e Print the report to the screen

e Repeat for Keith Jones

e Close the report and the emergency details window
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Activity: Review

Write down the steps/path you would take to complete these tasks
1. Add a Medical Practice

2. Run a query to find all students with epilepsy

3. Enter a Health Condition for a student

4. Record Permission to Call Doctor

5. Record details of medication that a student may take.

6. Produce a form that can be sent home to parents for students’ details to be updated

7. Produce a list of students and their medical conditions
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10 FAQ'S Electronic Records (Integris - SIS)

1. What is the purpose of the new health care documentation?

The aim of the new documentation is to standardise health care planning using documentation
developed in conjunction with health care professionals. It also aims to reduce the workload for
schools by optimising the use of SIS in recording and updating health information.

2. What forms are available?

The following Student Health Care forms are available on the Student Health Care website:

o Standardised Management/Emergency Response Plans for Common Health Care Needs
e Administration of Medication forms
o Emergency Response Plan for Students with Special Needs

FORM 1 - Student Health Care Summary
FORM 2 - Generic Health Care Management/Emergency Response Plan
FORM 3 - Administration of Medication Plan

There are seven standardised Management/Emergency Response Plans for common health
conditions:

FORM 4 - Severe Allergy/Anaphylaxis Management Plan and Emergency Response Plan
FORM 5 - Minor and Moderate Allergies Management Plan And Emergency Response Plan
FORM 6 - Diabetes Management and Emergency Response Plan

FORM 7 - Seizure Management and Emergency Response Plan

FORM 8 - Asthma Management and Emergency Response Plan

FORM 9 - Activity of Daily Living

FORM 10 — Emergency Response Plan for Students with Special Needs)
SUPPLEMENTARY FORMS

FORM 11 - Letter to Parents Template — re administration of Medication

FORM 12 - Record of Health Care Support/ Administration of Medication

3. In what formats are these forms available?

The forms are available as Word documents and mail merge (kst. files).

4. What is the Student Health Care Summary (SHCS)?

The Student Health Care Summary provides an overview of the student’s health care

needs/conditions and indicates the type of health care plans that are needed for that student. It
should be completed prior to enrolment.
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5. When the parent returns the SHCS what do | do?

If the student does not require health care support, upload the information from Section A of the
SHCS and file the hard copy. If the parent indicates that their child has a health condition requiring
support at school, provide them with the form(s) which relate to their child’s condition(s). Ask them
to complete the form(s) and return to the school. Then, in the OFFICE ONLY BOX indicate the
date and name of the form/s provided to the parent.

6. What if the condition does not relate to a form?

If the condition or need does not match any of the standardised forms, provide the parent with
Form 2 - Generic Health Care Management/Emergency Response Plan to complete and return.
Alternatively, they may provide a plan from their Medical Practitioner.

7. What do | do if a parent indicates that their child has more than one condition?

If a parent indicates on the Student Health Care Summary that their child has more than one health
care need requiring support, they should be asked to complete the health care forms which match
each of their child’s conditions.

8. What do | do when the parent returns the health care planning forms to the front office?
On return of the completed forms, attach the Student Health Care Summary to the health care
plans and enter the data onto the MEDICAL SECTION ON SIS. (For students who do not require
any health care plans, just upload the relevant information from Section A of the Student Health
Care Summary). When data has been uploaded give all hard copy documentation to the Principal.

9. If a student has an existing health condition and parents fail to return the update form, do
we delete the old information?

No — retain until new information is obtained from the parents. Hard copies of previous forms
should be kept in the student’s file and normal record keeping requirements apply.

10. What does the principal do when health care plans are completed?
The principal is responsible for the implementation of the plans. If the child requires support from
trained staff, the principal will need to arrange training for staff to support the child.

11. If | place the original forms in the child’s school file, how will the teacher or trained
support person know what to do?

Print out the Student Update Form which can be found in WA Reports for the principal, teacher and
trained staff member(s).

12. Are teachers/principals going to be trained in accessing this information on Integris?
School staff can undertake the same training as registrars. A number have already attended the
training. Details of the training can be found on the Student Information Management System
(STIMS) website at http://det.wa.edu.au/intranet/stims/

13. What do I do to enrol in the SIS Medical Details data entry training?

Go to the STIMS website to enrol in the training. You will need to log on and enter your password
to enter the site. If you have any queries, or require assistance registering for training, please
contact STIMS on 9264 4622, or email Graham Ridley, graham.ridley@education.wa.edu.au.

14. What do trained staff members do?

Staff members who agree to be trained will provide daily support and/or emergency support for the
student when needed. They need a copy of the Student Details report to determine what support is
required.

C IVI Ca Integris Student Health Care Data Entry Training Notes 24-Jan-19

Page 84 of 90
© 2019 Civica Pty Ltd


http://det.wa.edu.au/intranet/stims/
mailto:graham.ridley@education.wa.edu.au

15. Are all the health care plans only valid for a year and if so, who has to ensure that they
are reviewed?

Yes - Health care forms are valid for only one year - refer to Student Health Care policy. This is not
a new requirement. The Principal is responsible for ensuring health care plans are reviewed
annually. It is not the responsibility of the school nurse. Nurses can, however, provide advice on
the more complex health care plans if requested to do so.

16. How do I conduct an annual review of the Student Health Care information?

Print out the Student Details Update Form from SIS for all students and send it home for the parent
to sign off as correct. If the parent returns the form with new information, update SIS and print out a
copy for the teacher and trained support staff. Retain the previous forms in the student’s file.

17. When do | use Form 3 - Administration of Medication Form?

This template would usually be used for managing the short term use of medication (e.g.
antibiotics). In cases where short term medication is required and the student does not have
ongoing health care needs, the parent is only required to complete the Administration of
Medication form. Long term use of medication would usually be incorporated in a standardised or
generic health care plan.

18. Can | give a teacher multiple copies of Form 3 - Administration of Medication form ready
for parents to complete when needed?
Yes

19. Who will ensure that the medication and medical procedure requested by parents is
correct?

Some forms require Dr’s signature. On other forms, the requirement for a Dr’s signature is at the
principal’s discretion. If in doubt, the principal can ask for a Dr’s signature. If the support requested
is complex, advice can be sought from the school nurse.

20. What do I do if the mail merge documents become corrupted?

If the mail merge forms become corrupted, stop the print run and restart. When printing out the
forms, only print a maximum of 20 at one time and do not touch the mouse, or work on the
computer while the documents are printing.

21. Why do we need sign off from the parent to display a photo?
Privacy requirements mean a parent must give permission for a school to place a child’s medical
details with a photo on view for staff.

22. Can | display the child’s medical details and photo on view in the staffroom?

You will need the parents’ permission as many non DoE staff may enter the staffroom and see the
child’s private medical information. How and where the photo and medical details will be displayed
should be agreed and documented in the health care plan.

23. If a parent ticks that the plans are not to be shared with staff then how do we inform
relief staff etc? And who is entitled to see these plans?

Parents have the right not to share health information. However, the Principal will need to negotiate
an agreement that ensures the safety of the child and school staff. It may be necessary to maintain
health records for this student in hard copy rather than in SIS to ensure confidentiality. Advice and
assistance can be sought from the Regional Education Office.
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24. What should 1 do when a class has an off site activity e.g. excursion, camp?

Print out the Student Details Update Form from SIS for all students and send it home for the parent
to sign off as correct. If the parent returns the form with new information, update SIS and print out a
copy for the teacher and trained support staff. Provide a copy to the staff taking the students on
excursion.

25. What is the purpose of the Emergency Response Plan for Students with Special Needs?
It provides an overview of the health care needs and emergency response requirements for
students with multiple health care needs. In an emergency it can be given to the ambulance
service and /or hospital emergency department.

26. If a parent indicates that no first aid is to be administered what do we do?

This response depends on the issue - in cases of minor injury, call the parents. However, schools
have a Duty of Care to students. In cases of serious injury, parents need to be informed that first
aid will be provided and if necessary an ambulance will be called. Seek support from Regional
Education Office if necessary.

27. Why do only some forms mandate the requirement for a medical practitioner’s signature
and others leave the requirement at the principal’s discretion?

A medical practitioner’s signature is required for complex and/or potentially life threatening
conditions such as anaphylaxis. However, for most conditions, the requirement for a medical
practitioner’s signature is at the principal’s discretion. If a principal is uncertain or concerned for
any reason about the health care requirements requested by a parent/carer, they should insist on a
medical practitioner’s signature.

28. When do you use the medical flag on SIS?
Use the Medical Flag on SIS to indicate life threatening conditions.

29. What are the legal implications for school officers and registrars in regards to the data
entry?

Forms should be signed by parents before data is entered. Reasonable steps should be taken to
ensure quality assurance of data entry.
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11 Support

Should you require support please contact the Customer Service Centre (CSC) at the
Department of Education.

Contact details below:

11.1Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

11.2Fax (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem.

11.3Email (CSC)

customer.service.centre@education.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.

12 Online Manuals and Training Notes
12.1Civica Education

Online manuals and training notes are available to download in PDF format from the Civica
Education website.

www.civicaeducation.com.au.

Select online manual login.
Username: school
Password: help

12.2STIMS Project

The Department’s Student Information Management Project (STIMS) website has numerous
factsheets and support documents for all Integris Administration modules.

http://www.det.wa.edu.au/intranet/stims

Links to the Integris Manuals are also available from the STIMS website or by going to Help within
Integris.
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13 Support Materials and Websites

The Student Health Care Policy can be found at the following web address:
http://www.det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-
framework/policies/student-health-care

Health Care Planning Documents can be found at:
http://det.wa.edu.au/studentsupport/behaviourandwellbeing/detcms/portal/

Useful Websites: Other Student Health Services and Support

http:/www.det.wa.edu.au/inclusiveeducation/detcms/portal/
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