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Role performing Activity:  All  
 

WORK 
STANDARD 
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Department/Unit:  
Clinical Integration – Public Health 

Document Owner:  
Clinical Integration Unit – Public 
Health 

Date Prepared: 
September 18, 2020 

Last Revision: 
September 15, 2022 

Date Approved: 
September 25, 2020 

Related Policies/Documentation:  
Panorama Policies  

 Gender Identity 

 Immigration information, November 1, 2016 

 Management of Records for Children who are adopted 

 Updating Personal Information  

 Updating JOrg for clients Moving within the province 

 Updating the JOrg for clients moving out of the province 

 Updating the JOrg for clients lost to follow up 
 

Panorama Bulletins 

 Bulletin 002: Indicate which Public Health Office has a Client’s 
paper records 

 Bulletin 0051: Refugee Registration, 

 Bulletin 52 -  JOrg Assignment of Clients;   

 Bulletin 53 - Inactivation of Clients; 
 

Work Standards: 

 Regina Area:  Client Record Search and Registration 

 

Work Standard Summary:  
Work Standard Summary: Review and update client information at time of registration and at every 
subsequent encounter. 
 
 

Essential Tasks: 
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1. 
 
 
 
 

Access Client’s Personal Information Screen 
 LHN >Client Details >Update client 

 
 

2. Name 
 Ensure the legal first and middle names are in proper fields according to HCN card. 

 

 
 

 
 

3. Date of birth: 

 Correct based on the Health Card only. 

 
 

4. Gender  

 Biological gender. 

 If client identifies as other than biological sex then also complete Gender Identity field and choose from 
drop-down menu. 

 
 

In Saskatchewan an individual cannot change their biological sex on their health card until 
they are 18 years of age 
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5. Health card number and type  

 Ensure that health card type (province) & number are both entered; otherwise, HCN# will not save.  
Therefore, in future, searches you will not find client using HCN# search. 

 

 
6.  Health Region Organization – (First Nations Jurisdiction-FNJ or Regional Health Authority - RHA only)  

 RHA or FNJ community ONLY 

 Physical address must match  the client’s former RHA or FNJ 

  NEVER a public health office or clinic name 
 

 
 

Examples of appropriate Health Region Organizations:   
 

Former Regional Health Authorities 
 

First Nation Jurisdictions 

Regina Qu’Appelle RHA, Regina, Saskatchewan 
 

Pasqua Health Centre, Zehner, Saskatchewan 

Sun Country RHA, Weyburn, Saskatchewan 
 

Yellow Quill Health Centre Muskoday First 
Nation, Saskatchewan 

Sunrise RHA, Yorkton, Saskatchewan Standing Buffalo Health Station, Balcarres, 
Saskatchewan 

Five Hills RHA, Moose Jaw, Saskatchewan Carry the Kettle Health Centre, Carry the Kettle, 
Saskatchewan 

Saskatoon RHA, Saskatoon Saskatchewan Day Star Health Centre, Punnichy, 
Saskatchewan 

 
 



 

w:\cst\work standards\panorama\sha work standard regina area - reviewing and updating client demographics with details.docx 
 

7. Expand Toggle bars for Address and Telephone Number to review and update as necessary. 
 

 
Common principals with entering addresses and phone numbers: 

 NEVER DELETE existing or previous addresses/phone numbers even if there is an error. 

 When adding a new address or phone number, add an EFFECTIVE TO DATE as the date you changed 
it. 

 Ensure all entries have a postal code.  
 

8.   Telephone numbers 
 
If there is a check mark in the toggle bar, data is entered. 

 
 
To add a phone number click on “Add” 

 
 

 Enter data into all fields that are starred.  The effective from date will prepopulate with today’s 
date. 

 

 
 

 Click “Apply” 
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8.  

 
 

 The file document box, shows that new information has been added but not saved. 

 Scroll to the top of the page and click on Save. 
 
If the phone number is no longer active, enter an effective to date with today’s date. 

 Click on the radio button, next to the number that you want to inactivate.   

 Click on the update button.  We do not delete.  
 

 
 

 Enter today’s date. 
 

 
 

 Click Apply – You will see the pencil, showing that you have edited but not yet saved your changes.   
 

 
 Scroll to the top of the page and hit save 

 

 Ensure the preferred number is set. 
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9.   Addresses 
 

 
 

 The process for adding, updating with effective to dates and setting preferences for phone 
numbers, is the same for addresses.   

 There are a few differences. 
 

 For follow up purposes and statistics, we need a physical address and a mailing address as 
appropriate. 

 The Regional Health Organization must match the physical address. 

 All addresses must have a postal code saved in Panorama. 
 

 
 Enter Unit and Street # in the appropriate fields.   If it is a PO box number, use the appropriate 

fields.  
 
Click – “Apply” 
Click – “Save” 
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10. Relationships 
 
All clients under the age of 16 years must have a relationship (legal guardian).  Preferably, all legal 
guardians are listed.  

 

 
 

 Click >Add 
 

 
 

 
 

 Pick applicable “Relationship to in-context client” from drop-down options 

 Pick applicable “Relationship from  in-context client” from drop-down options 

 Click >Add Non-Indexed client only 

 Only add a guardian phone number or address if it is different from the child’s demographic 
information. 

 Ensure to add all legal guardians. 
 
 
 
 
 
 

From the Left Hand Navigation >Client >Relationship 
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Updating relationships 
 

 Click on the radio button next to the client and select Update. 
 

 
 

 Add Effective to date for the guardian (Do not delete previous relationships). 

 De-select Custodial 

 
 Click >Apply 

 Click >Save 
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12.  Service Delivery Location (SDL)                                                                     
o The SDL is where the Child Health Record is located.  
o LHN >Client Details >Health Services 
o Enter SDL by clicking on “Add” button 

 
o Type in field, starting with city/town location and pick the 

 Panorama option- The record can be located at a  
public health office ONLY 

 
o The effective from date will populate with today’s date 
o Click > Save 

 Transferring a record to another office 
o Enter a new SDL by clicking on “Add” and enter the public health office where the record will be 

going.  
o Update the old SDL with an effective to date (Do not delete) 
o Click >Save 
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13.  Immigration information  
 Add when an immigrant or refugee presents for service.  
 LHN >Client Details >Immigration Information 
 Refugee Information: 

o Arrival Date:  Day, month, year, if possible 
o Immigration status at time of arrival:  Convention Refugee 
o Country emigrated from 
o Country of birth (optional) 
o Click >Save 

 Immigration Information: 
o Arrival Date:  Year 
o Country emigrated from 
o Country of birth (optional)  
o Click >Save 

 

 
 

14. Inactivation  
o When a client indicates that they have moved out of province or they are lost to follow-up (PHNs 

only). 
o Follow appropriate bulletins or policy 
o Bulletin 53 - Inactivation of Clients 
o Updating the Health Region Organization for clients moving out of the province 
o Updating the Health Region Organization for clients lost to follow up. 

 
 
 

 
 

 


