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INTRODUCTION 
LExICON [Lutheran Education Information Collection Network] is the national school database for Australian 
Lutheran schools and early childhood services.   
 
Through LExICON school [*], regional and national leaders are able to access data for: 

¶ ǘǊŀŎƪƛƴƎ ǎǘŀŦŦ ǘƘǊƻǳƎƘ ǘƘŜ [ǳǘƘŜǊŀƴ /ƘǳǊŎƘ ƻŦ !ǳǎǘǊŀƭƛŀΩǎ ŀŎŎǊŜŘƛǘŀǘƛƻƴ ǇǊƻŎŜǎǎ ǊŜǉǳƛǊŜƳŜƴǘ 

¶ recording Valuing Safe Communities training 

¶ service histories for staff 

¶ generating reports for staff within their school or region 

¶ ƎŜƴŜǊŀǘƛƴƎ ǊŜƎƛƻƴŀƭ ΨōǳȊȊ ōƻƻƪǎΩ όŜƎ aŀƪƛƴƎ /ƻƴƴŜŎǘƛƻƴǎΣ ²ƘƻΩǎ ²ƘƻΣ [9±b¢ 5ƛǊŜŎǘƻǊȅύ 

¶ communicating with groups within regions or nationally 

¶ statistical information for strategic planning purposes 
 

Your contribution as a LExICON Administrator is valuable and greatly appreciated. 
 
[*] ¢ƘǊƻǳƎƘƻǳǘ ǘƘƛǎ ƘŀƴŘōƻƻƪΣ ǘƘŜ ǘŜǊƳ ΨǎŎƘƻƻƭΩ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ŘŜǎŎǊƛōŜ ǘƘŜ ǾŀǊƛƻǳǎ ŜŘǳŎŀǘƛƻƴŀƭ ƛƴǎǘƛǘǳǘƛƻƴǎ ƻŦ ǘƘŜ [/!Φ  Ψ{ŎƘƻƻƭΩ ŎƻǳƭŘ 

refer to a primary school, a secondary school, a college, a kindergarten, a preschool, a child care centre, etc.  The term ΨǎŎƘƻƻƭΩ is generic 
and inclusive 

Who should be appointed as LExICON Administrator?    
School principals and regional directors will approve staff to act as school or regional LExICON administrators.   
 

When should data be updated?  
Ideally school administrators should add a staff member or amend data when they become aware of the 
change.  LEA requires all data to be accurate by February each year and at the end of terms one, two 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 taught. The staff data entry form (see 
Appendix 5) can be used to 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 held from misuse and form 

unauthorised access, modification and disclosure 

2. [9!Ωǎ ǎǘŀŦŦ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǊŜǎǇŜŎǘ ǘƘŜ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅ ƻŦ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŎƻƴŎŜǊƴƛƴƎ !ǳǎǘǊŀƭƛŀ 

Lutheran ECEs, schools, college and regional office staff and other individuals 

3. Examples 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 available when the mouse hovers over most data fields 

¶ /ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨIŜƭǇΩ ǘŀō ǿƛƭƭ ōǊƛƴƎ ǳǇ ƻƴƭƛƴŜ ƘŜƭǇ ƴƻǘŜǎ for most sections 

¶ The LExICON handbook provides more information than can be accommodated online 

¶ For any other queries please email Lexicon@lutheran.edu.au or phone 08 8267 7318 and  one of our 

national administrators will be available to assist you  

mailto:Lexicon@lutheran.edu.au
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LOGGING IN 

 

 
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.au website 
 

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

 

 
 

 
Once set up as a LExICON user it is possible to reset a 
ǇŀǎǎǿƻǊŘ ǳǎƛƴƎ ǘƘŜ ΨCƻǊƎƻǘ aȅ tŀǎǎǿƻǊŘΩ ƭƛƴƪ ƻƴ ǘƘŜ 
login screen.  
 
 
 
 
 
 
 
 
 
 
 
 
Enter your LExICON username and the password reset 
link will be sent to the email address that is linked 
with that username.  
 
Contact lexicon@lutheran.edu.au or Tel 08 8267 7318 
for assistance.  

  

 A note regarding web browsers 
If viewing LExICON in newer versions of Internet 
Explorer the display can become skewed and even 
appear to be repeatedly logging out. This problem can 
be rectified by: 

a) Viewing LExICON using an alternate web 
browser eg Mozilla Firefox (see below) 

b) Adding the website to the Compatibility View on 
your computer (see below) 

 

Downloading Mozilla Firefox 
Go to www.mozilla.org 
Click free download and follow the prompts 

https://lexicon.lutheran.edu.au/
http://www.lutheran.edu.au/
mailto:lexicon@lutheran.edu.au
mailto:lexicon@lutheran.edu.au
http://www.mozilla.org/
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HOME VIEW 

School home view 

 

When you log in the staff members assigned to your 
school will be displayed. Click on the blue link to 
ŀŎŎŜǎǎ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 

 

  

 

Adding a website to Compatibility View 
Right click on the top of the web browser and ensure 
the command bar is ticked. 

 
 
 
 
 
 
 

Select Compatibility View by first selecting Tools and 
then Compatibility View Settings 
 
 

 Add the current webpage to the ²ŜōǎƛǘŜǎ ȅƻǳΩǾŜ 
added to Compatibility View. This should then remain 
each time you login. 

  

 

Once logged in administrators can change their 
password using the Change My Password link at the 
bottom of the home screen. Every 90 days there will 
be a prompt to create a new password.  
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SEARCHING 

 
 

Search for a school 

 

Click on Schools on top menu bar 
 
Schools can be located or filtered by: 

¶ School Name 

¶ Region 
¶ Type 

 
School Name 
Schools are listed by suburb. Use the 
drop down menu option or start 
typing the school name or suburb.  
 
Region 
Locate schools by region (LEQ, 
LESNW, LEVNT, QLECS) using the 
drop down menu option. 
 
Type 
Schools can be located or filtered by 
type [Combined, Early Childhood, 
Outdoor Education Centre, Primary 
or Secondary] using the drop down 

menu option. 

 

Search for a staff member 

 

Select Staff Members from 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 
 
Any combination of the above 
search criteria can be used to 
locate staff within LExICON. When 
search criteria have been entered 
ŎƭƛŎƪ ƻƴ Ψ{ŜŀǊŎƘΩ ǘƻ ƭƻŎŀǘŜ ǊŜǎǳƭǘǎΦ 
/ƭƛŎƪ ƻƴ Ψ/ƭŜŀǊΩ ǘƻ ǊŜƳƻǾŜ ŀƴȅ 
previously entered search criteria. 
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ADDING A NEW STAFF MEMBER 

Who is to be included in the database?    
All teaching and non-teaching staff who are required to complete Valuing Safe Communities training are to be 
included in the database. All permanent staff (both teaching and non-teaching) and all contract staff with a 
contract for two or more terms are required to complete Valuing Safe Communities.  
 

Entering a new staff member: KEY data 
Staff can be added to LExICON individually using the steps described below, or in bulk via a CSV file from your 
ǎŎƘƻƻƭΩǎ Iw ǎȅǎǘŜƳ όǎŜŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ !ǇǇŜƴŘƛȄ сύΦ   

 

 
Click on the Add button to enter in a new staff member 
 

  

 

 

Step 1 
The First Name, Surname and Date of Birth are required 
for Step 1.  With this data LExICON will automatically 
check whether the staff member exists within the 
system.  

¶ If the staff member already exists you will be 
shown a message The Staff Member entered 
already exists in which case your regional office 
will need to allocate the staff member to your 
school 

¶ If the staff member does not exist in the system, 
you will be automatically taken to Step 2 

  

 

Step 2 
Enter details for the staff member using the drop down 
menus available for most fields.  The new staff record 
will not save unless all of the mandatory fields are 
completed. Further information relating to the 
information to be entered in each field is included in 
the following section Staff details: what the fields 
mean.  
 
Selecting Teacher Yes/No will open different drop-down 
menu options from which to select for: current 
position, teacher type, accreditation. 
 
It is important that the correct Required Accreditation 
status is selected as this has implications on the training 
a staff member is required to undertake. See the table 
below for explanations. If there is any doubt regarding 
the Required Accreditation Status, then please refer to 
your principal or regional office.   
 
See Appendix 1 (page 16) for explanatory notes 
regarding data fields 

 

Accredited as a teacher (At) For teachers who do not teach Christian Studies  

Accredited as a Christian Studies 
teacher (Ac) 

For teachers who teach Christian Studies  

Accredited as a leader (Al) For staff who have a designated leadership position, ie, principals, deputy principals and heads 
of sub-schools 

Accredited as a Christian Studies 
teacher and leader (Acl) 

For staff who have a designated leadership position, ie, principals, deputy principals and heads 
of sub-schools, AND either 
a) already have Ac status, or 
b) also teach Christian Studies 

  

 

hƴŎŜ ŀƭƭ Řŀǘŀ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘ ŎƭƛŎƪ Ψ/ǊŜŀǘŜ {ǘŀŦŦ 
aŜƳōŜǊΩΦ  
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Entering a new staff member: ADDITIONAL data 
 

 

When a new staff member has been created, the Staff 
Member Details screen will display with sub-section tabs 
(see left). 
 
From this screen more detailed information is entered or 
viewable. 
 
See page Appendix 1 (page 16) for further explanatory 
notes 
 
 
 
 
 
 
 

Details tab  

 

Details tab:  Year level, subject, speciality  
If Teaching staff yes has been selected, three data fields 
(year level, subject, and speciality) are available to 
provide significant flexibility for defining each staff 
ƳŜƳōŜǊΩǎ ǊƻƭŜ ǿƛǘƘƛƴ ǘƘŜƛǊ ǎŎƘƻƻƭΦ  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 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 the 
ŦǊŜŜ ǘŜȄǘ ŦƛŜƭŘΣ ƴƻ ŘŜǘŀƛƭǎΣ ŀǇŀǊǘ ŦǊƻƳ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ 
name, will appear in the regional Buzz Books. 
 
See page Appendix 1 (page 16) for further explanatory 
notes 

 

 

If Teaching staff no has been selected one data field (ie, 
speciality) is available to define each ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǊƻƭŜ 
within their school.  The data from this field will 
determine the entry for each staff member in the 
regional Buzz Books. 
 
Note:  If nothing is selected from the Speciality menu or 
entered into the free text field, no details, apart from the 
ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ƴŀƳŜΣ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ the regional Buzz 
Books. 
 
See page Appendix 1 (page 16) for further explanatory 
notes 
 

Private Details tab  
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Private Details tab:  

¶ employment type 

¶ previous name (automatically generated when a 
ǇŜǊǎƻƴΩǎ ǎǳǊƴŀƳŜ ƛǎ ŎƘŀƴƎŜŘ NB any errors can be 
deleted contact lexicon@lutheran.edu.au) 

¶ awards (added only by regional or national 
administrators) 

¶ staff classification (new field under construction) 
please leave blank 

¶ the Date of Birth initially entered when checking if a 
staff member already exists will automatically flow 
through to the Private Details screen 

 

History tab  

 

History tab:  Entries are automatically generated based 
on changes to school, position and FTE. 
 
Staff history is editable at a regional and national level. If 
any amendments are required send the details through to 
lexicon@lutheran.edu.au and the necessary changes will 
be made. 

Qualifications tab  

 

Qualifications tab:  Choose relevant qualifications from 
drop down menu provided. 
 
If the qualification required is not available then please 
email lexicon@lutheran.edu.au and the required 
qualification will be added to this list.  
 
ALC graduates of the Lutheran Strand also complete the 
requirements for the Vocational Certificate from 
Australian Lutheran College and have this qualification 
recorded by selecting ALC Educational Ministry Program 

Compliance/Training tab  

 
 
 

 

 

Compliance/Training tab: 
¶ Teacher registration/s and expiry date/s 

¶ Other training as per drop down menu (see left) 

¶ Multiple Compliance/Training options can now be 
saved with corresponding dates 

 
b. {ŜŜ Ψ.ǳƭƪ ŜƴǘǊȅ ±ŀƭǳƛƴƎ {ŀŦŜ /ƻƳƳǳƴƛǘƛŜǎΩ ŦƻǊ details 
on how to enter data for multiple staff members at one 
time. 

Accreditation tab  

 

Accreditation tab:  Please see further information 
regarding accreditation in the section titled Accreditation 
Tracking. 
 
See Accreditation Tracking (page 12) for further 
explanation 

 

mailto:lexicon@lutheran.edu.au
mailto:lexicon@lutheran.edu.au
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MAINTAINING STAFF DATA 
 

  

 

Staff data will require amendment from time to 
time.  Such amendments will often include changes 
to: 

¶ FTE (this can be no greater than 1.0) 

¶ position 

¶ year level, subject, speciality 

¶ name and/or title (eg, staff member 
marries) 

¶ employment type (eg, from contract to 
permanent) 

¶ Accreditation 
 
When data has been amended, click Save  
 
Note:  9ŀŎƘ ǘƛƳŜ ŀ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ entry for school, 
current position or FTE is changed a new history 
record is automatically created.   
 

  

 

 
Each year, school administrators are required to 
check the records of all staff to ensure details are 
correct before regional Buzz Books are prepared.  
Changes are commonly required to the year level, 
subject and speciality fields. 
 

  

 

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 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When a staff member leaves a school either 
through  

¶ transfer 

¶ retirement 

¶ resignation, etc,  
the School Administrator will need to move the 
person to: 

¶ the Lutheran school to which they are 
transferring (School Administrators will need to contact 

their regional office to ask that this change be made. The 
regional administrator will need to know the effective 
transfer date. When a transfer is made the school contact 
ŘŜǘŀƛƭǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǇŘŀǘŜ ǘƻ ǘƘƻǎŜ ŀǘ ǘƘŜ ΨƴŜǿΩ 
school.) 

¶ Left Employment ǿƘƛŎƘ ƛǎ ǊŜƎŀǊŘŜŘ ŀǎ ŀ ΨǎŎƘƻƻƭΩ 
in LExICON:   
o Click on Left Employment YES.  This will 

automŀǘƛŎŀƭƭȅ ŎƘŀƴƎŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ǎŎƘƻƻƭ ǘƻ 
Left Employment and prompt the 
completion of two fields: date commenced 
in current school and destination of the staff 
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 
Left 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 Current School: The 
day after the staff member left your school 
will be the date commenced in Left 
Employment 

o Destination of the staff member: Select 
from: 

o end of contract 
o retired 
o out of teaching (new profession) 
o non-Lutheran school 
o deceased 
o unknown 

The staff member will be removed from your 
schoolΩs data but not from the system. The 
email address will revert to NONE and the staff 
ƳŜƳōŜǊΩǎ ƴŀƳŜ ǿƛƭƭ ōŜ Ǌemoved from any 
committees that had been assigned through the 
regional office.  The record for staff who have 
previously taught in a Lutheran school who 
come back into service at a Lutheran school is 
to be retrieved (this can only be done by 
regional or national administrators).   
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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 (Ac) For teachers who teach Christian Studies  

Accredited as a leader (Al) For staff who have a designated leadership position, ie, principals, deputy 
principals and heads of sub-schools 

Accredited as a Christian Studies teacher and 
leader (Acl) 

For staff who have a designated leadership position, ie, principals, deputy 
principals and heads of sub-schools, AND either 
a) already have Ac status, or 
b) also teach Christian Studies 

Entering completed accreditation 
School administrators are responsible for the entry of session completions for: 

¶ Connect induction 

¶ Connect session 1 
¶ Connect session 2 

¶ Connect session 3 
 
Completions can be entered in two ways. 

 

Option 1  

 

Locate the staff member who has completed the training. 
This can be done via your home screen or by searching for 
them within the Staff Search screen.  
 
Select  individual staff member Accreditation tab. 
 
Enter the completion date alongside the training type.  
 

Option 2  

 

Enter via Accreditation screen (click on Accreditation on top menu 

bar) 
 

All staff in your school who have not gained their Required 
Accreditation Status will automatically display in the Select 
Staff field. Select those staff members who have completed 
the session by highlighting their name and clicking the 
single across arrow. More than one name can be selected 
at a time using the CTRL key or the whole staff can be 
selected by using the double arrow. 
 

Enter session details and completion date.  When the 
records are Saved, the staff selected will have the 
accreditation information automatically added to their 
individual records. 
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ACCREDITATION CURRENCY 
 
All teaching staff who have met their accreditation requirements are required to keep their accreditation current.  
 

 
Accreditation currency due dates are on the Accreditation screen: 
 

 
The PD hours towards currency can be added to the Training screen: 
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Entering PD hours in the training screen 
 

 

Locate the staff member.  
 
Go to the Training tab and scroll down to the 
Compliance/Training section 
 
Select ΨAdd Compliance/TrainingΩ 
 
Enter the date and details about the PD. The 
number of hours is required.  

 

The PD hours can then be viewed on the training 
screen of each individual or by creating an 
Accreditation hours report (see below).  

 

Reporting on PD hours 
The Report Builder can be used to report on the additional training that has been entered. The report template can be 

prepared once and then saved, or created fresh each time using the steps below.  

 
 
 

 Select Reports 

 
 
 

Select Report Builder 

 

Click Next 

 

 

If this is the first time you have prepared this 
report you must select Create New Report.  
 
If you have previously run this report and SAVED 
the report you can select Load Saved Report. 
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Select ΨCurrencyhoursΩ from the dropdown 
options.  
 
Click Next 

 

 
 

Use the double arrow to move all fields from the 
left to the right 

 
 
 

Click Next 

 

Click ΨAdd ConditionΩ 
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Column: Select ΨAdditionalTrainingΩ from the 
dropdown options.  
 
Condition: Select ΨIs Not EmptyΩ from the 
dropdown options.  
 
Value: Put a letter/number in the blank Value 
field. This value is not used as a filter for this 
report (the data is pulled using the ΨIs Not EmptyΩ 
requirement), but as the report will not progress 
with this field being blank you must enter a 
keyboard character.  
 
Click Next 

 

If you require the data to appear in a particular 
order you can change it at this point, but 
otherwise click Next.  

 

If you require the data to appear in a particular 
order you can change it at this point, but 
otherwise Click Finish. 

 

It is at this point that you can save the report. It 
will then be available for next time when you 
select the Open Saved Report in the Report 
Builder.  
 
If you do not save the report you will have to go 
through these steps each time you want to run 
the Accreditationhours report.  

 

Export the report to Excel or Word.  

 

If you export your report to Excel you can filter and sort columns.  
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VALUING SAFE COMMUNITIES 
 

  

 

As schools of the Lutheran Church of Australia (LCA), staff 
and volunteers of Lutheran schools and early childhood 
services are obliged to meet the requirements of the Ψ[/! 
Standards of Ethical BehŀǾƛƻǳǊΩ ŀƴŘ ǊŜƭŀǘŜŘ [/! ǇƻƭƛŎƛŜǎΦ 
Valuing Safe Communities (VSC) is a school specific training 
program developed to comply with this expectation. 

VSC integrates a range of national policies, procedures and 
guidelines that impact on relationships in Lutheran schools 
and embeds the LCA Standards of Ethical Behaviour and 
related LCA policies within it. It provides school leaders and 
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 login details 
for the online training (module one and refresher).  
It is the responsibility of the VSC Accredited Trainer in each 
school to ensure the face-to-face component of the training 
is offered and training completions are recorded in LExICON. 
 

It is the responsibility of each school to enter the face-to-face training.  
 
There are two ways of entering face-to-face training: via the individual training record tab for each staff member OR by 
using the Bulk VSC feature available via the Staff Members menu. 
 

BULK ENTRY of FACE-TO-FACE TRAINING 
Locate the Bulk VSC option within the Staff Members 
drop-down menu 

 

INDIVIDUAL ENTRY OF FACE-TO-FACE TRAINING 
Locate the staff member who has completed the training. 
This can be done via your home screen or by searching for 
them within the Staff Search screen.  

 

 
 
 

 

Your school will automatically be determined based on 
your login details.  
 
Select the names of the staff members who have 
completed the face-to-face training (multiple names can 
be selected using the CTRL key) and click the right arrow. 
This will shift the names from the left column to the right.  

 

Click on the Training Tab for the staff member and enter the 
face-to-face completion date in the empty field alongside the 
VSC4 initial training module 2 face-to-face training line.  
 
NB in the example below the person HAS completed module 
one online. 
 

 
 
































