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All paper forms returned by the parent must be entered into FOCUS by the Data Entry and reviewed 
by the nurse.  

 

Upon Receipt of the Completed “Paper” Form from the Parent 

Check the “Emergency Form Received” checkbox on the Student Demographics screen to confirm 
that an emergency information form has been returned for the selected student.  This will change 
the student’s emergency form status to “returned”.  If the checkbox is unchecked, it will continue to 
be included in the “Not Returned” status. 

 

Unchecked = Not Returned Checked = Returned 

 

Section 01) Student Information  

This information pre-populates with what is currently in FOCUS. 

 

1. Demographics  

2. Demographics > Addresses & Contacts 

• This section populates with custodial contacts listed.  DO NOT DELETE custodial 
contact or duplicate custodial contact cards. 

3. Demographics > Parent Contact Language 

• This is the language in which all correspondence would be sent. 

4. Demographics > Transportation 
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Section 02) Health Information  

This information does not pre-populate. 

 

1. Demographics > Medical > Health Conditions 

2. Demographics > Medical > Health Conditions > Parent or Guardian Notes 

3. Demographics > Medical > Physician and Dental 

4. Demographics > Medical > Type of Insurance 

 

Section 03) Medications  

This information does not pre-populate. 

 

1. Demographics > Medical > Emergency Card Health Conditions Notes 

2. Demographics > Medical 

3. Nurse signs off on this section (on the paper form) once he/she has reviewed the Emergency 
Information Form. 

 

Each emergency form with a change in health conditions should be given to the school nurse for 
review and follow-up. 
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Section 04) Authorized Pick-Ups  

This information pre-populates with contacts currently in FOCUS, but only lists a maximum of 3 
contacts.  There may be more. 

 

1. Demographics > Addresses & Contacts 

• Make sure the relationship and contact phone number is listed. 

• DO NOT DELETE duplicate custodial contact cards.   

• DO NOT DELETE custodial contacts. 

 

Section 05) Parental Notifications  

This information does not pre-populate. 

 

1. Demographics > Medical > Parent Medicaid Consent Date 

• If the parent selects YES, enter the date the emergency form was signed. 

• If the parent selects NO, writes N/A, or does not answer the question, there is no action 
taken. 
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2. Demographics > Medical 

• Selecting yes for this field will trigger the basic first aid services 
icon (green cross) 

3. Demographics > Mental Health 

• Selecting Yes for this field will trigger the counseling icon 
(green C) 

4. Make sure the form is signed and dated by the parent/guardian. 

 

Once you have entered/updated information as needed, give ALL paper emergency forms to the 
Nurse for review.  The Health Clinic Aide reviews ALL forms and gives the Nurse the ones that need 

to be reviewed.  Forms are returned to Data Entry once the Nurse has completed the review. 

 


