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LEXICON
INTRODUCTION

LEXICON [Lutheran Education Information Collection Network] is the national school database for Australian
Lutheran schools and early childhood services.

Through LExICG8¢hool [*], regional and national leaders are able to access data for:
f GNIOlAYy3 aidl¥F GKNRAzZAK (GKS [dziKSN}y [/ KdzZNOK 2F | dza
1 recording Valuing Safe Communities training
1 service histories for staff
1 generating reportsdr staff within their school or region
f 3SYSNI GAYy3a NBIA2YIf WwWodd il o0221aQ 683 allAy3a /2yyS$S
1 communicating with groups within regions or nationally
9 statistical information for strategic planning purposes

Your contribution aa LExICOMdministrator is valuable and greatly appreciated.

[ ¢t KNRdzAK2dzi GKA& KFEyR62213 GKS G(GSNY WaOK22fQ gAff ofSQ daddx K2z RSa
refer to a primary school, a secondary scho@2f f SIS | 1 AYRSNHEINISYS> | LINBa QKgegeticc I OKAfR
and inclusive

Who should be appointed asExICOMdministrator?
School principals and regional directowill approve staff to act as school or regionBkI CONdaministrators.

Whenshoulddata be updated?

Ideallyschool @ministrators should add a staff member or amend data when they become aware of the
change. LEA requires all data to be accuratEddyruaryeach yearand at theend of terms onetwo and

three. Changes in staffing may include: appointment of new staff, resignation or retirement of staff or existing
staff changing FTE, role, year levels taught, specialities or subjects tahghdtaff data entry form (see

Appendix 5) can be used assist in the collection of data ready for entry into LEXICON.

Privacy Policy
The data recorded in LEXICON is covered by the LEA Privacy Policy (see Appendix 7) which says in part:

1. LEA will take reasonable steps to protect the personal information fn@hd misuse and form
unauthorised access, modification and disclosure

2. 19!'Qa adGkTF NS NBIdzZANBR (2 NBaLISOG GKS O2yFARSYy
Lutheran ECEs, schools, college and regional office staff and other individuals

3. Exampes of personal information can include (without limitation) the name, age and date of birth of
the individual

LEXICON administrators act on behalf of LEA and need to be aware of and agree to meet the requirements of
the LEA Privacy Policy.

Need help?
Administrators will find help readily available:

Online helpnotes are availablehen the mouse hovers ovenost data fields

I tAO01TAY3 2y (G(KS WI St LIQ formbstsedtione o NAYy 3 dzLd 2y f Ay S K
The LExICON handbook provides more information than cacd@mmodated online

For any other queries please ema@xicon@Iutheran.edu.aor phone 08 8267 7318 andne of our

national administrators will be available tesist you

E-NE_ BB
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LOGGING IN

Log In

Please enter your username and password.

Usernamae:

Password:

Access to LEXICON is available at
https://lexicon.lutheran.edu.au

A link can be found at the top right corner of the
www.lutheran.edu.auvebsite

=y LUtheran
L/} Education

For assistance with login details contact
lexicon@lutheran.edu.aar Tel 08 8267 7318

Log In

Please enter your username and password.

Username:
Password:
Forgot My Password

Forgot Your Password?

Usermname:

Submit || Cancel

mozilla

Firefox = 2

Enter your User Mame to reset your password.

Once set up as a LExXICON user it is possible to reg
LI aag2NR dzaAy3d GKS wcC2N
loginscreen.

Enter your LEXICON username and plzessword reset
link will be sent to the email address that is linked
with that username.

Contactlexicon@I|utheran.edu.aar Tel 08 8267 7314

for assistance.

A note regarding web browsers
If viewing LEXICON in newer versions of Internet
Explorer the display can become skewed @&wen
appear to be repeatedly loggiraut. This problem car
be rectified by
a) ViewingLExICON using an alternate web
browser eg Mozilla Firefosee below)
b) Adding the website to th€ompatibility Viewon
your computer (see below)

We aramozilla

Doing good is part of our code

o wan - T THE MW -

‘r Firefox m

Downloading Mozilla Firefox

Go towww.mozilla.org
Clickfree downloadand follow the prompts

e
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¢ LEXICON

Adding a website taCompatibility View ]
-Right click on the top of the web browser and ensu
the command bais ticked.

-SelectCompatibility Viewby first selectingroolsand
then Compatibility View Settings

Change My Password

—Add the current webpagetothe S6 a A (i Sa 8
added to Compatibility Viewr'his should then remain
each time you login.

Once logged in administrators can change their
passwordusing theChange My Passwolihk at the
bottom of the home screerEvery 90 daythere will

be a prompt to create a new password.

HOME VIEW

School home view

3
.110.

LEXICON  Lutheran Education Information Coliection Netwark

[r———

J

When you log inHe staff members assigned to yo
school willbe displayed. Click on the blue link to
I 00Saa GkKS adr¥F¥ YSYoS$S
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SEARCHING

Search for a school

LUTHERAN

ebvcxon @ SR

g Australla AAROCTATION
o0 .. }
LEXICON  Lutheran Education Information Collection Network et

W N GE AN

Home Schools Staff Members

Accreditation Reports Help Log Out

School Search
Searching for a school will include any early learning centres, kindergartens, child care centres, pre- schools and high schools

School Name: v

Region ‘ M

Type: \ g

Click orSchoolson top menu bar

Schools can be located or filtered:b
1  School Name

1 Region

T Type

School Name

Schools are listed by suburb. Use t
drop down menu option or start
typing the school name or suburb.

Region

Locate shools by region (LEQ,
LESNWLEVNTQLEQSusing the
drop down menu option.

Type

Schools can be located or filtered bf
type [Combined, Early Childhood,
Outdoor Education Centre, Primary
or Secondaryusing the drop down

menu option

Search for a staffnember

Lutheran g LEXsld
*T 0!

i epucATion @ R

-....

LEXICON Lutheran Education Information Collection Network

Staff Search

Surname:

First Name:

Maiden Name:

School: -
Region: -

Position: -

Teacher? Yes ~ Left Employment? No ~

| Search || Add || Clear |

SelectStaff Membersfrom top
menu bar

Staff can be located or filtered by:
Surname

First Name

Maiden Name

School

Region

Position

Teacher: Yes/No

Left Employment: Yes/No

= -4 4 _a_a_a_a_2

Any combination of the above

search criteria can be used to

locate staffwithin LEXICON. When
search criteria have been entered|
Ot A0l 2y WY{SIND
I £tA01 2y W/t SI N
previously entered search criteria.
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ADDING A NEW STAFF MEMBER

Who is to be included in the dataase?

All teaching anahon-teaching staff who are required to complete Valuing Safe Communities training ar
included in the database\ll permanent staff (both teaching and né@aching) and all contract staff wit
contract for two or more terms are required to complé#aluing Safe Communiti

Entering a new staff membeKEYdata
Staff can be added to LExICON individually using the steps described below, or in bulk via a CSV file from your
a0K22ftQa |w aedaidsSY 6aSS AyadaNwzOdAz2ya Ay ! LIISYRAE cO0o®

’ Searcf(] ’ Add | Clear Click on theAdd button to enter in a new staff membe
SNa—"
Step 1
Add Staff Member (Step 1) TheFirst Name, Surnamand Date of Birthare required
This page is used to check if a staff member exists in the system that matches the details entered. for Sep 1. With this data LExIC®MI automatically
First Name checkwhether the staff member exists within the
Surname: SyStem.
pate ot i 9 If the staff member already existgou will be
shown a messag€heStaff Member entered

already existén which case yauregional office
will need to allocatehe staff member to your
school

1 If the staff member does not exish the system,
you will be automatically taken tBtep 2

i i@ mmE | Step 2
IED ) Enter detaiéfor the staff membelusing the drop down

LEXICON  Luteran Education nformation Cobection Netweek Pmornm e

menus available for most fieldS.he new staff record
will not save unless all of the mandatory fields are
completed Further informatiorrelating to the
informationto be enteredin each field is included in
e o B the following sectiorStaff details: what the fields

‘ mean

Add Staff Member (Step 2)

Statt Details

SelectingTeacher Yes/Nwill open differentdrop-down
menu optionsfrom which to select for: current
position, teacher type, accreditation.

Contact Details

Position Details

It is important that the carect Required Accreditation
status is selected as this has implications on the traii
Toeckr Deit a staff member is required to undertakBee the table
below for explanationdf there is any doubt regarding
the Required Accreditation Status, then please refer
your principal or regional office.

See Appendix {page 16¥or explanatory notes
regarding data fields

Accredited as a teacher (At) For teachers who do not teach Christian Studies
Accredited as a Christian Studigql For teachers who teach Christian Studies
teacher (Ac)
Accredited as a leader (Al) For staff who have a designated leadership position, ie, principals, deputy principals and
of subschools

Accredited as a Christian Studig] For staff whdhave a designated leadership position, ie, principals, deputy principals and If
teacher and leader (Acl) of subschools, AND either

a) already have Ac status, or
b) also teach Christian Studies

@m Staff Membe

h
a

<,
< O«
o Uy
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Entering a new staff membe ADDITIONAData

ChoCAT N
Australla

IED

[ESSR——

LEXICON Lutheran Education Information Collection Network

Home Schools Staff Members Accreditation Reports

Mail Merge Help

Log Out
Staff Member Details

| Details | private petails | History || Qualifications || Training || Accreditation

Staff Details

*First Name: *Surname:

—

21/10/2013

Middle Name Designation:

*School:

Date Commenced in
Lutheran Schools:

Date Commenced in
Current School:
Teaching staff? @ves Ono Origin of Member

Left Employment? OYes @ No

When a new staff member has been created, 8taff
Member Detailscreen will display with subection tabs
(see left).

From this screen more detailed informatioreistered or
viewable.

See page Appendik (page 16¥or further explanatory
notes

Details tab

Year Levels selected:

Subjects selected: Biology Chemistry Physics Science

Specialities selected:  Science Key Teacher

Year Level: Subject:
Preo Accounting

Reception/Foundation
Year 1
Year2

Spediality:

Vear 4

Vear 5

Head of College
Head of Department

Year 6

Primary

Secondary

Early Childhood

ICT Key Teacher

Details tab Year level, subject, speciality

If Teaching staffeshas been selectedhree data fields
(year level, subject, and speciality) are available to
provide significant flexibility for defining each staff
YSYoSNDa NRBt S gThdicémbiyiatiah KfS
these fields will determine the entry for each staff
member in the regonal Buzz Books

Three drop down menus are provided for the most
commonly used terms. In addition a free text field is
available at the end of each field to enable particular
terms to be entered manually.

Note: It is not necessary to select data from all three
fields. However, if nothing is selected or entered into t
FTNBES G(SEG FAStRzT y2 RSGI
name, will appear in the regionBluzz Books

See page Appendix (page 16¥or further explanatory
notes

Buzz Book/Specialities
selected:

Maintenance / Grounds

Buzz Book/Speciality:

Accountant

Administration Assistant
Administrator

Boarding

Bus Driver

Business Manager/Bursar
Canteen

Community Liaison Officer / Publicity
CompliSpace Administrator
Curriculum Support

Early Childhood Worker

Finance

If Teaching staffio has been selected one data field (ie,
speciality) is available to defineeaghi | ¥¥ YSY
within their school. The data from this field will
determine the entry for each staff member in the
regionalBuzz Books

Note: If nothing is selected from the Speciality menu @
entered into the free text field, no details, apart from thj
01 FF YSYoSNDa tidragdrmaBuaz f
Books

See page Appendix (page 16¥or further explanatory
notes

Private Details tab
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Staff Member Details

Detads | Private Details | History | Qualiications | Traiming | Accreditation

21102013 |

Save || Cancel

Private Detailstab:

1 employment type

1 previous name (automatically generated when a
LISNE 2y Qa & dzNIMB aiySerrdrsican®&
deleted contact lexicon@Ilutheran.edu.au

1 awards (added only by regional or national
administratorg

1 staff classificatiorfnew field under construction)
please leave blank

9 the Date of Birthinitially entered when checking if &
staff member already exists will automatically flow
through to the Private Details screen

History tab
Reimi (Prvate peiate | Wieery | Qualfesbons [Traiing | pewrediation History tab: Entries are automatically generated based]
on changes to school, position and FTE
I = N e 9 P

Staff history is editable at a regional and national level
any amendments are required send the details througt
lexicon@lutheran.edu.aand the necessary changes will
be made.

Qualifications tab

Details || Private Details | History | | Training | Accreditation

fouaiiaton ———————— wwion v |
| S |
\ <] | et Unmerey \

Qualifications tab Choose relevant qualifications from
drop down menu provided

If the qualification required is not available then please}

[DiplmanTeacing(Prman) ]| endiso GrE ‘ emaillexicon@Iutheran.edu.aand the required
qualification will be added to this list.
ALC graduates of the Lutheran Strand also complete t
requirements for the Vocational Certificate from
Australian Lutheran Collegad have this qualification
recorded by selectingL CEducational Ministry Program
Compliance/Training tab
Datails | Privats Datails | History | Qualifications | Training | Accraditation Compliance fl'raining tab:
TecherRegsten i Dae 1  Teacher registration/s and expiry date/s
st NN m— 1 Other training as per drop down menu (see left)
| o conplceeb | 1  Multiple Compliance/Training options can now be
o] | [YSCLemi3 dosadtaion Tamng - saved with corresponding dates
[ormeoe ] | [VECELew s Traner Aczedtation -
b. {88 Ww.dzA | SydNE +£Itdz
Additional Trining: on how to enter data for multiple staff members at one
Additional Training Date I:| tlme'

Additional

Blue Card
First Aid
_|LEQ: Letter of Recognition - Kindergarten Teacher
—{LSA: Letter of Recognition - Kindergarten Teacher
— —  IMandatory Reporting
5C2 Level 2: School Staff Training Police Check
Reading Recovery
Working with Children

L [(Adg ][ Cancel |

5C2 teverz Strmoor St rramig

5C3 refresher training

Accreditation tab

Staff Member Details

[tai= | Private Datais | ristary | Quaisications | Training | Azcraditation

Staff Details

Middle Name Designation:

*School: -

Date Commenced in Date Commenced in 1872011

Dotnaran S e hea
Teaching Staff? @vesONo Origin of Member:
Left Employment? O Yes ®No

Accreditation tab: Please see furtér information
regardng accreditation in the section titled Accreditatio
Tracking.

SeeAccreditationTracking(page 12¥or further
explanation
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MAINTAINING STAFF DATA

‘Dela\\z \ Private Details | History | Qualifications | Training | Accreditation Staﬁ data W|” require amend ment from t|me tO
time. Such amendments will often include chang|
Staff Details

Middle Name: Michae! Designation: M v

*School:

FTHthis can be no greater than 1.0)

position

yearlevel, subject, speciality

name and/or title (eg, staff member

marries)

1 employment type (eg, from contract to
permanent)

1 Accreditation

= —a —a —9

When data has been amendedlickSave

Note: 9 OK GAYS | edtrforBchoo

currentposition or FTE ishanged a new histo
record is automatically creats

T T ED ) Each year, school administrators are required to

| check the records of all staff to ensure details are
i correct before regional BazBooks are prepared

Staff in My School Changes are commonly required to thear level,
R T T — T | subjectand speciality fields.

o

st x Head of Middle Sche N

Kelly Fr
sanne Gardner

Iichelle bl de

Sarah Hodgson

Andrew Jericha

Michelle Jude

Stephen Juds

Eill Kannussaar

alysha Kerin

Elise Kimber

Data for existing staff can also be updated via the
bulk CSV file option. Please see Appendix 6 for
details.
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When a staff member leaves a school

_2¢ LEXICON

Staff Details

First Name:
Middle Name:
*5choal:

Date Commencd in
Lutheran Schools:
Teaching Staff?

Laft Employmant?

*Gurname:

Designation:

Date Commencad in
Cumrent Schoal:

@ Yz (o Origin of Member:

Yes @lo

When a staff member leaves a school either

through

1 transfer

1 retirement

1 resignation, etc,

the Shool Administrator will need to move the

person to:

9 the Lutheran school to which they are
transferring(school Administrators will need to contact
their regioral office to ask that this change be made. The
regional administrator will need to know the effective
tvrapsfer date When a transfer is que the sghool contac]
RSGFAfA AT dzizYlFGAOIlTf¢
school)

1 Left Employmenwhichisregar@ R | & |
in LEXICON:

0 Click onLeft Employment YESThis will
Fdzi2zYFGAOItte OKI y3|
Left Employmenand prompt the
completion of two fieldsdate commenced
in current school and destination of the stg
member. To assist in maintaining the
integrity of the data within the system a
prompt has been included to remind users
of the dates required. The text reads:

When moving a staff member to

Let Employment, the Date
Commenced in Current School must
be the date AFTER the staff member
completes their service in your
school, eg, a staff member leaving a
Lutheran school on 24 May, will
commence in Left Employment on
25 May.

o Date Commenced in Curre@chool The
day afterthe staff member leftyour school
will be the date commenced ipeft
Employment

o Destination of the staff member Select
from:

end of contract

retired

out of teaching(new profession)

non-Lutheran school

deceased

unknown

The staff merber will be removed from your

schoof3 data but not from the systenThe

email address will revert to NONE and the stg

YSYoSNRa yrFYS gAftf o

committeesthat had been assigned through th

regional office The record for staff who have
previously taught in a Lutheran school who

come back into service at a Lutheran school i

to be retrieved (this can only be done by

regional or national administrators).

O OO O0OOo0oOo
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ACCREDITATION TRACKING

Required Accreditation Status

Accredited as a teacher (At) For teachers who do not teach Christian Studies
Accredited as a Christian Studies teacher (Ad For teachers who teach Christian Studies
Accredited as a leader (Al) For staff who have a designated leadership position, ie, principals, deputy

principalsand heads of suischools

Accredited as a Christian Studies teacher anq For staff who have a designated leadership position, ie, principals, deputy
leader (Acl) principals and heads of stdzhools, AND either

a) already have Ac status, or

b) also teach ChristiaBtudies

Entering completed accreditation

School administrators are responsible for the entry of session completions for:
T Connect induction
f  Connect session 1
 Connect session 2
 Connect session 3

Completions can be entered in two ways.

Option 1
St e e [femery | eifoniorn | B | eemdtat Locate the staff member who has completed the training
Save | [ Evtr e [Ganca This can be done via your home screen or by searching
“Carrent Accrditaion Sotus (1 : them within the Staff Searclscreen.
*Required Accreditation Status Accredited as a Teacher v

Connect Selectindividual staff membeAccreditation tab

Completed Date Comments

Enter the completion date alongside the training type.

Option 2
Accreditation Enter via Accreditation screétlick onAccreditationon top menu
Select the Accreditation module to add for the staff members selected. bar)
T Al staff in your school who have not gained tHeequired
“Completed Date & Accreditation Statusvill automatically display in th8elect

schoot ara College -

Stafffield. Select those staff members who have complef
the sessiorby highlighting their name and clicking the
single across arrow. More than one name can be selectq
at a time using the CTRL key or the whobdfstan be
selected by using the double arrow.

*Select Staff

Enter session details and completion da&hen the
[Save [ Cancel | records areSavedihe staffselectedwill have the
accreditation information automatically added to their
individual records.

Accreditation currency

Anew element for accreditation has been created. As a result of decisions made by the Board for Lutheran Education
Australia and the national and regional directors, all teaching staff who have met their accreditation requirements will now
berequiredto B S LI G KSANI | OPNBRAGE GA2Y WOdz2NNB

Accreditation Currency

T e e N

3272018 Accreditation Achieved ¥ Delete
Accreditation Currency ¥ 311272023 Delete
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VALUING SAFE COMMUNITIES

Valuing Safe Communities

As schools of the Lutheran Church of Australia (LCA), stal
and volunteers of Lutheran schools and early childhood
ASNDAOSa FINB 20ftA3SR (2 YS§
Standards0® G KA OF f . SKI @A 2 dzZND |
Valuing Safe Communities (VSC) is a school specific train
program developed to comply with this expectation.

VSC integrates a range of national policies, procedures af
guidelines that impact on relationships Lutheran schools
and embeds the LCA Standards of Ethical Behaviour and
related LCA policies within it. It provides school leaders arf
trainers with information and resources to ensure staff and
volunteers in their school receive training in developing
positive and safe communities.

Lutheran schools seek to ensure that each member of the}
school community enjoys a positive, safe, healthy and
respectful workplace.

Contact your school VSC Acccredited Trainer for lbefiails
for the online training (module one and refresher).

It is the responsibility of th&’SCAccredited Trainer in each
school to ensure the faem-face component of the traing
is offered and training completions are recorded_ExICON.

There are two ways of entering fate-face training: via th

It is the responsibilityf each school to enter the fade-face training

using theBulk VS@ature available via th&taff Membersnenu.

e individual training record tab farck staff member OBy

BULK ENTRY BACETOFACE TRAINING
Locate theBulk VS@ption within theStaff Members
drop-down menu

I Search I[ Clear ]

som ®
le i the LEICON vandbog fr i
LEXICON Lutheran Education Information Collection Network Staff in My School
Home Schools Staff Members Accreditation Reports Name. School Suburb Position m
Staff Uploaa
Staff Searc ‘ Bulk VSC ’
Surname: SN——— First Name:
Staff Search
Maiden Name: Sumome FistNarme:
School: Maiden Name: [
. School -
Region: = g ‘ o
Position: - Position: -
Teacher? Left Employment?
Teacher? Yes ~ Left Employ

INDIVIDUAL ENTRY OF FACIEEACE TRAININ{G
Locate the staff member who has completed the training.
This can be done via your home screen or by searching fa
them within theStaff Searclscreen.

Your school will automatically be determined based on
your login details.

Select the names of the staff members who have

completed the facedo-face training (multiple names can
be selected using the CTRL key) and click the right arrd
This will shift the names from the left column to the righ

Click on theTraining Taldor the staf memberand enter the
faceto-face completion date in # empty field alongside the
VSA@ initial training module 2 facéo-face training line.

NB in the example below the person HAS completed mod
one online.

iatails | Private Datads | History | Quaifications | Training | Accraditation History | Accreditatien | Communicatic

Sava || Cancsl

I"

[ st ot s o |}

g module 1 online Delete

\g module 2 face-to-face ¥ 152019 Delete
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Valuing Safe Communities

School Lutheran Education Australia - National Office M

—

one online but the factn-face training date still can be
entered.

*Select staff: atecheck , VSC

£ Example, LsA
M || Test, VSCemail

Nelson , Tania
Ruwoldt, Merryn
Schultz, Ken

Scriven , Joan 4 || Websiteuser , LEA

Detais | Private Detailz

istory || Quatications | Trimn | Accredtation istory | Acereditaton | Cammunication
Seng . Susan
WILSON , Tanya

Wiltshire,, Daniel

Save || Cancsl

Zimmermann , Ruth

Valuing Safe Communities Training

G+ nilial Waiing module 1 anline

1512019 Delete

PC.4 initial training module 2 face-to-face ¥ 15112019 Delete.

TheVS@ initial training module 2 facéo-face training is
the only training that can be entered in this way. This is
therefore the only selectable option. Type or select the
training date.

Add VSC Training

Once theSavebutton has been clicked the records will b}
updatSR I yR @ASsl6fS Ay (KS
record.

Multiple VS@ initial training module 2 facéo-face
sessions can be recorded in LEXICON but only the first
recordwill be matched against the due date.

The online training modules (module one or refresher training) is entered centrally by the LEA national office.

When module one and module two dates are entetken a new training line, with due date, will be created.

| Details || Private Details || History || Qualifications || Training || Accreditation History || Accreditation || Communication |

In the example below the person is y@tcomplete module

Save || Cancel
Teacher Registration 1: v Expiry Date
Teacher Registration 2: v Expiry Date
hing st ot oy | oveme | |
15/1/2019 VSC4 initial training module 1 online Delata
25%/1/2019 VSC4 initial training module 2 face-to-face v Delete
VSC4 refresher training v 30/6/2022 Delete
Add VSC Training
| Add Compliance/Training |
Save || Cancel
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2 LEXICON

REPORTS

The following reportgan be generated from the LEXICON datab&sbool Administrators can run these
reports for the staff in their school. Regional Administrators can run these reports for individual or all schools
within their region.

Accreditation Progress The Accreditation Progress report generates a listaff sthoseCurrent Accreditatior
Statusand Required Accreditation Statase not in alignment.

Age of Staff The report generates lists of staff according to their age.

Buzz Book W.ddl .221Q Aa GUKS 3SySNAO ylys 3204

each year. They contain a list of all schools/early childhood centres within a regid
and includes address details, staff names and special8@wol users are able tam
the Buzz Book report and view the school and staff details for all schools in their
region. This access is automatically determined when a user is set up in the syst]
Contact your regional office for further information relating to your Buzz Books.

Staff by Religion This report generates a list of staff according te ttesignation of Lutheran, Other
Christian or Other.

Theological Status This report generates lists of staff according to their Theological Status.

Valuing Safe Communities This report generates lists of staff with the due date of their Valuing Safe
.. Communities requirements.his report shows the due dates for training rather thai
Training Report the training that has been completed.

Valuing Safe Communities This report generates a list of Valuing Safe Communities Accredited Trdihirs.
report shows the due dates for the training.

Accredited

Years in Service This report generates lists of staff according to when they commenced service in
Lutheran schools. The report results will depend on the accuracy of data within t
system. Any overlaps in service history may result in obscure results. Correction
needto be made to history records to ensure an accurate report result.

Report Builder This flexible report option enables thdxICOMRdministrator to filter data for their

school or region by almost all data fields. Full instang for the use of th&®eport
Builder are available at Appendix 3

How to producea report

Step 1: Select report type you require

Age of stafl Report Step 2: Define the report parameters from the

- options available
o c L [Example here is Age of Staff Report]

Region: -

Staff Members Step 3: Displaying theeport
The report can be viewed:
9 on screerx use the
=—=0 Arrows(forward and back) to scroll through
multi-page reports
o Findoption to locate a particular person or
data within the report

>11 exported to Excel, Word or PDF

Accreditation Reports Emall Mail Me
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To print a report it is recommenddtat it is initially
exported to Excel, Word or PDF

APPENDIX: 1Staff details:field explanatory notes

Details | Private Details

History | Qualifications | Training | Accreditation

First Name, Surname, Middle Name:
Where a staff member has a prefered name enter the prefere

*School:

NORTH ADELAIDE Lutheran Ecuication Australia - National Office

Sall Detals - S name in theFirst Namdield and their other names in thieliddle
' T o Fain )| Namefield (See example, left)
Middle Name: Designation:
et ’ These fields are how their name will appear in the Buzz Bitok
use of brackets in the First Name field is not advisable
Details | Private Details || History || Qualifications | Training || Accreditation School:
For school administrators, this wéluitomatically default to the
Staff Details school for which you have administrator access.
*First Name: Gany =Sumame: @
Middle Name: Designation: M w
*Schoal:
Staff Details Date Commenced in Current School:
#First Name: Marty *Sumame: Luther Enter the date the person was employed.
Middle Name: Mariin Paul Designation: oo

Date Commenced in Lutheran Schools:
When entering a new staff recortiis field will automatically

Date Commenced in 301102011 Date Commenced in 30/110/2011 . .
Lutheran Schools: Current School: generate based on the details entered fdate Commenced in
Current School
Teaching Staff? @ Yes © No Teaching Staff:

SelectYesONLYf the staff member is a registered teacher.
Note: School Pastors/Chaplains will need to be allocated on a
caseby-case basis. Those who are qualified/registered teache

dK2dzAZ R 06S RS&aA3AyIGSR | & haverd|
teaching qualification or registration, gome in from
O2yaNBILGAZ2ya akKz2dZ R 0S8 Syl

Origin of Member:

Return to Service

Origin ofMember:
In this mandatory field we record where the staff member wag
prior to employment at the school based on the following
options: ALC Graduate, Non ALC Graduate, Government, No
Government, Return to Service or Non Teacher

Contact Detailswill automatically populate based on data

Current Position:

Contact Details

Telephane: Fai entered for the schol.

School Email:

Position Details Current Positionis the main function performed by the staff
Current Postiar: v member at the school. Th@urrent Positionlrop down options
FIE: (eg 03) 1 Ading? Ove @0 | will varydepending on whethefeacherYesor Teacher: Nas
Date Commenced in selected.

A current position oDn Leavés to be selected when a person i
on leave from their usual role and IS NOT accruing employmsg
entitlements. For example parenting leave (maternity or

LI GSNYyAGeo 2N waLISOALEQ €St
leave but is still accruing employmenttélements does not
need to be designated &n Leavén LExXICON. For example
annual leave, sick leave or long service leave.

FTEIf a staff menber is full time then entet (this is the
maximum that can be entered for one persoA)l parttime staff
will have a fraction that shouldebexpressed as a decimal, eg 0
for those who work 2 days per week
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\When a change is made to the FTE a new history red

Teacher Details
Teacher Type:

Comments

Private Details
*Date of Birth:
Gender

“Religion:

Not Applicable ¥

3201
Omale @ Female

<

Teacher Details
If Teaching staff nbias been selected, this field wallitomatically
RSTI dzf GLIDRA @b@fiS @
If Teaching staff yelsas been selected, you must indicate
whether a staff member teaches:
1  Cross Campus
1  Across all levelg reception/prep to year 12
Entry¢ year of primaryschooling before year one (prep or

reception)

1  Kindergarterg year before beginning schooling ie year before Enf
(prep/reception)

1  Primary

Secondary

Details | Private Details

*Date of Birth:
Gender

*Religion:

History | Qualifications | Training | Accreditation

®Male OFemale

Employment Type:

Previous Name:

Staff Classification: -

Add Awards

Private Details
Enter as applicable.

Note: Staff classification (new field under constructiplgase
leave blank

Mot Acoredited v

*Requirad Accreditation Status [ Accraoied 25 3 Christian Stugies Teacher v

Connect

Completed Date Comments

Compieied Date Comments

Accreditation Details
In these fields we record the current and required accreditatiof
status of the educator according to the LCA Staffing Policy

If Teaching staff nbas been selected, these fields will

Fdzi 2 YF GAOI £ £ 8LILBESATG [dat £ (S (i 2F 2UNJ §
Required Accreditation.

If Teaching staff yelsas been selected:

Current Accreditations A f £ RSFlL dzf & (G2 Wb
Required Accreditatiorwill need to be selected from one of the
following:

1 Accredited as a teacher

1  Accredited as a Christian Studies teacher

1  Accredited as a leader

1 Accredited as a Christian Studies teacher and leader

The table belovexplairs how to determine which Required
Accreditation Status is applicable

Accredited as a teacher (At)

For teachers who do not teach Christian Studies

Accredited as a Christian Studies teacher (A

For teachers who teach Christian Studies

Accredited as a leader (Al)

For staff who have a designated leadership positiorpriecipals, deputy principals an
heads of sukschools

Accredited as a Christian Studies teacher an

leader (Acl)

For staff who have a designated leadership position, ie, principals, deputy principa|
heads of sukschools, AND either

a) already have Adatus, or

b) also teach Christian Studies
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Year level, subject, speciality

2% LEXICON

Year Levels selected:
Subjects selected:
Specialities selected:

Year Level:

Biology Chemistry Physics Science
Science Key Teacher

Subject:

Speciality:

Prep
Reception/Foundation
Year 1
Year 2
Year3
Year 4
Year5
Year 6
Year 7
Primary
Secondary

Early Childhood

Accounting

Civics
Computing

Dance

Design Technology

Drama

Head of College

Head of Department

Head of Juniol

Head of Middle Schoo

Head of Senior School

her

ICT Key Teacher

If Teaching staff yelsas been selectedhree data fields
(year level, subject, and speciality) are available to
provide significant flexibility for defining each staff

Y S Y 6 $d\within their school. The combination of
these fields will determine the entry for each staff
member in the regional Buzz Books.

Three drop down menus are provided for the most
commonly used terms. In addition a free text field is
available at the end of eadist to enable particular termg
to be entered manually.

Note: It is not necessary to select data from all three
fields. Havever, if nothing is selected or entered into th
FTNBS GSEG FTASERE y2 RSO
name, will appear in the regional Buzz Books.

selected:

Buzz Book/Specialities

Buzz Book/Speciality:

Maintenance / Grounds

Boarding

Bus Driver

Canteen

Finance

Accountant

Administrator

Curriculum Su

Administration Assistant

Business Manager/Bursar

Community Liaison Officer / Publicity

CompliSpace Administrator

pport

Early Childhood Worker

If Teaching staff nbias been selected one data field (ie,
speciality) is available to defineea@hi  FF YSY
within their school. The data from this field will
determine the entry for each staff member in regional
Buzz Books.

Note: If nothing is selected from ti&peciality menu or
entered into the free text field, no details, apart from th
01 FF YSYoSNDa ylYSs gAt
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rt Builder

APPENDIX:2Jsing theRe

Reports Email
Accreditation Progress
Age of Staff Report

Buzz Book

Report Builder

Staff By Religion
Theological Status
Valuing Safe Communities

Years In Service

Access to th&keport Buildeis locatedunderthe Reports
tab.

ReportBuildercan be used to create a range of reports
filtering the data of interest. ThReport Buildeteads you
through astep-by-step process for building theeport
needed

See the followinggxamplewhich examines:
Who in my school has completed £ training?

Report Builder

Select the type of action you want to perform:
(O Load Saved Report
@ Create New Report

’ Prev ” Mext ”Restart]

/I £tA01 2y W/ NBIGS bSs wSLE

selectNext

Report Builder

1. Select the data source to use for the report:
Committees v

Staff Mext

StaffComplianceTraining
StaffQualifications

Step 1 Select the date source to use for the report

Reporsarebuilt usinginformation currently entered into

the databasewhich isgrouped by:

1 Committees(for use at regional and national level)

1 Schoolginformation relating to schools)

1 Staff(information that is included in the Dails tab
within Staff Members)

1 Staff Awardg(information enered in regarding staff
awards)

1 Staff Compliance Traininfinformation entered
regardng compliance and training)

1 Staff Qualificationginformation entered within a
staF¥ YSYoSNRa ljdzt t AFAOLI

Only one of these data sourcesxche selected for each
report and seleciNext

Report Builder

1. Select the data source to use for the report:

Committees v
Committees

Schools

StaffAwards

StaffComplianceTraining
StaffQualifications

ExamplewWho in my school has completedst Aid
training?

SinceFirst Aidtraininginformation isrecorded under the
Staff Compliance Trainirtgb for each staff membetthis
is thedata sourceneeded
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Report Builder

2. Select the columns to display in the results:
-

Designation
FirstMame
MiddleName
Surname
SchoolName
Region
DateOfBirth

Gender

Religion ~

[ Prev ][ MNext ][Restartl

Step 2 Select the columns to display in the results
You now needo selectfrom the data fieldsavailable
those required for the reportThesewill be displayed in
the right hand column

Fieldscan be selected

1 individuallyby clicking on the field name arttien the
single right arrow

1 in groupsby holding the Control key and cling on
the field names required

1 in entiretyby clicking on the double arrow

Once the required fields have been selected clickNlest
button.

Report Builder

2. Select the columns to display in the results:
-

Region

Surname
SchoolName FirstName
-+ Pasition

ComplianceTraining

ComplianceTrainingDate

Examplewho in my school has completed First Aid
training?

For this reporta list of staff is required bsurname, first
name, position, compliance training, compliance training
date information. Seleatach of thesdieldsand click the
right arrowto movethem from the left to the right hand
side of the screen.

Report Builder

3. Enter conditions to filter the results
Add Condition ” Remove Selected Conditions ]

Column Condition Value

Designation W 3 O
I
Equals
Mot Equals
Greater Than
Less Than
Greater than or equal

Less than or equal
Contains

Starts With

Is Empty

Is Mot Empty

Report Builder

3. Enter conditions to filter the results
Add Condition H Remove Selected Conditions ]

Step 3 Enter conditions to filter theresults

Report results can be filtered by specific conditidpased
on the values available for the fields selected. Reports
be built with no conditions or multiple conditions.

Filtering parameters arset by completing the column,
condition, valudields. Click th&lextbutton.

Adding conditions can be done by clicking #uad
Conditionbutton and the required Column, Condition an
Value entered in. Multiple conditions can be entered by
clicking theAdd Conditiorbutton.

Dengtn e e If an error is made and you no longer want a condition
Column Congition value click to make the tick appear at the right hand side of th|
Jenanen = = condition and clicRemove Selected Conditions
b

Click theNextbutton.
Report Builder ExampleWho in my school has completed First Aid

training?
3. Entar conditions o filter the results SinceFirst Aid is the only coptiance/training value
L Add Condition ][ Rj.‘muve. Selected Conditions requ”-ed
Column Condition value j .
ComplianceTraining ~ | Equals * |First Aid O ﬂ CI|CkAdd COI’]dItIOﬂ

Change theéblumnto: compliance/training

1
1 Change th&onditionto: equals
1 Type in the valueFirst Aid
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Step 4 Select a column to group data by

If desired, dta can besorted at this stagéy the field
options selected. AlternativelglickNextto move to Step
5

If wanting to sort at this point select the field you would
like the data sorted by and clid¥ext

Examplewho in my school has completed First Aid
training?

In this example the dataill be sortedby position Select
W AAGAZ2YQ FNBY (KS RNERLJ

ClickNext

Step 5 Add columns to order by

The columns within the report can lalisplayed in
ascendingor descendingorder if selected at this step.

ClickFinish

Examplewho in my school has completed First Aid
training?

No further ordering/sorting is required for this example
report.

ClickFinish

Finished report
The report resultare displayedn screerand from this
screen can bexported to Word or Excel.

Expoting to Excebllowseasysorting of data depending
on your requirements.

Reports can be saved for-tse at a later time. Type in a
name and clicl&ave report

ExampléWho in my schodias completed First Aid
training?

Examplaeport exported to Excel.
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