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1. About the chess Templates

The Department of Education and Children’s Services (DECS) has developed a range of care plans to assist
health professionals, families and education and care workers plan for the management of children’s health
care needs in schools, preschools and childcare. DECS requires these care plans to be completed for children
and students who have individual health care needs. It is recommended that these plans are reviewed on a
regular basis, generally at 12 to 18 month intervals. These plans are used across education and care including
Catholic and Independent Schooling sectors.

General Practitioners have been requesting that these plans be made available on Medical Director for ease of
access at all times. These care plans are now available as Medical Director Templates for uploading onto your
division of general practice website.

The templates and information on uploading these documents onto Medical Director software are on the
accompanying CD.

This initiative is funded through the Department of Health and is a collaborative project with Department of
Health, the Adelaide Western General Practice Network Inc., General Practice South Australia inc. and the
Department of Education and Children’s Services (DECS). The intent of this initiative is to improve access and
streamline the process for completion of these care plans.

For further information on health support planning in education and care please contact Heather Ashmeade,
Policy Advisor, Interagency Health Care, DECS, on (08) 8226 1323 or heather.ashmeade@sa.gov.au.



mailto:heather.ashmeade@sa.gov.au

2. Importing chess Templates into Medical Director

1.1 Save templates to your computer
If you have the chess templates on cd then you will need to copy them to your computer prior to importing.
Simply select the template/s you wish to import and copy from the cd to a location on your computer.

Follow these steps if you need to download the templates from your Divisions website or directly from the chess
site.

e Open either your Division website or the chess website in your favorite web browser (e.g.
Internet Explorer or Mozilla) and navigate to the template download section.

e With your mouse right-clickont he required templ ate and sel
menu (as below).

|'§] Medicare healthy kids item nos. 708 and 711 - Includes DoHA Logo: by North East Valley Divigion

of General Practice. Cpen
(2359 Kb) Open in Mew Tab

|'§] Medicare healthy kids item nos. 709 an Open in Mew \Window orth East Valley Division of
General Practice. S,
(45.4Kb) Print Target

=] CMA-Template for Medical Director: &y~ |eral Practice.
(26.9 Kb) Cuk

[Z] CONTRIBUTION BY A GP TO AMULTID opy (Item 731% - Template for
ledical Directar: &y Worth East Division <oy Shortauk
(23.0 Kb) Faste

[£) GP COMBINED COMSENT FORMFOR | aidto Favorites... mplate for Medical Directar: by
Morth East Division of General Practice, —
(19.1 Kb) Properties

[Z] Cental Referral Template:
Courtesy of the Southern Division of General Practice (155.9 Khb)

[Z] Cutpatient Referral Template: by Central Northern Adelaide Health Service.
THis template can be used for Outpatient referral to the RAH, TQEH, LMHS or MPH. NOTE: It is still
in testing and developement phase so some content may change (144.7 Kh)

e You will then be prompted for a location to save the file, this can be anywhere (Desktop is
always a good place). It is advisable to change the file name to something meaningful (the
template name is best) when prompted to save.
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You are now ready to import the template into Medical Director

Caution Do not open the template with Microsoft Word or any other program prior to importing into
Medial Directorg This will corrupt thetemplate file.



1.2 Import Templates into Medical Director
e Open Medical Director Letter Writer - either Tools\Letter Writer or F8

*gMedical Director 3.10

Cpen  File Patient User | Tools Clinical Inwestigations Search Resources  Help
Letter \Writer,.. g r

Labels...
H-ray Wiew Screen Chrl+Shift+

Calculatars r

Medicare Sustralia PEL Certifizate Manager
Opkions. ..

Prinkt Opkions. ..

Manage Communications. ..

MDExchange r
Patient Photo COptions

e From Letter Writer select File\New\Blank Template

User Defined | Supplied | Summaries

7 Blank Letter

[} Blank Template
Em cheszs Tranzfer and Posit-w
A Alare Tramefar zmd Dzt
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e Goto File\Import and select the template file you saved from the website or copied from your
cd drive to your computer. Click on the template and click Open. This will import the template
into Medical Director.

Import

Laak in: |L'f}ChessﬁFinaI vl (<] ¥ > M-

8 chess_spinaifida.rtf

=1
i :3 lﬂ_]chess_TransFer_and Positioning.rtf
My Fecent @chess_BrainInjury.rtF
Documents ) chess_continence. rtf
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—
I_ @chess_Diahetes.rtF

) chess_zeneralHealth.rtf

Desktop
] chess_IndividualFirstaid.rtF
- 8] chess_Medicallnformation, rtf
-.j lﬂ_]chess_MedicationAuthority.rtF

lﬂl] chess_ModifiedDiet. rtf
lﬂl]chesstncology.rtf
I!1]n:hess_OraIEatlng.rtf

1211 chess_Osteogenesis.rif

- 1) chess_SeizureCarePlan. vt

ky Documents

@

ty Camputer
‘g File narne: |chess_AnaphyIaxls itf hd | [ Open ]
My Network Files of type: | RTF Format [*.rtf] “ | [ Cancel ]

[ &lwways open ta this folder?

e  Once it has been imported go to File\Save As Template and save the template with an
appropriate name.

Repeat these steps to import other templates.



3. Importing chess Resources into Medical Director

To assist with the completion of the chess templates, four additional patient resources have been included as
PDF files. These files can be easily imported into Medical Director so they can be easily located when needed.

The included resource files are:

- chess Diabetes—High blood glucose (children on insulin pumps) first aid guide
- chess Diabetes—High blood glucose (not children on insulin pumps) first aid guide
- chess Diabetes—Low blood glucose (children on insulin pumps) first aid guide
- chess Diabetes—Low blood glucose (not children on insulin pumps) first aid guide

2.1 Create a new Resource category in Medical Director
e The first step is to create a new Resource category in Medical Director for you chess Resources.
¢ Inthe main Medical Director screen go to Resources\Patient Education.

“Z|Medical Director 3.10

Cpen  File Patient User Tools Clinical  Inweskigations  Search | Resources Help
MOref. .. Fa
MIMS Prescribing Information Fl12
What's Mew in MDref, ..
What's Mew in Docle. . .
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Patient Education... Chel+T
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Pharmaceutical Companies. ..

e Right-click on Patient Education and select New\Category. Give the new category the name
chess Resources.
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2.2 Import the Resources into the chess Category

e Right-click on the new chess Resources category you created and select New\Leaflet.
e Browse to the chess Resources on your cd drive or the folder on your computer if you have

downl oaded them from the I nternet. Be sure
otherwise you will not see the Resource documents.
Laoak in: IE}Haw chesz Documents j @ ? [ *

%EDiabetes_HBG_nOJ:ump_Firs.de?
[ Diabetes _HBG_purp_first_a,pdf
T_.Diabetes_LBG_noJ:ump_Firs.de
- | Diabetes_LBG_pump_first_a.pdf

Desktop

My Documents
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Iy Computer

-
by File name: I j j Open I
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[ &lways open to this folder?

e If you wish to change the name of the Resource leaflet after it has been imported, simply Right-

click on the leaflet and select Rename.



4. Additional Resources and Updates

The chess templates will be updated from time to time and additional resources may be added. To access any
updated files, visit the chess web site:

http://www.decs.sa.gov.au/speced2/a8 publish/modules/publish/content.asp?web=special ed2&group=health&id=fo
rms

It is recommended that you save the above web link to your Internet favorites for easy access.
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