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PUPIL - YOUTH HEALTH SYSTEM

Administrator Manual

% Welcome to the Pupil database!

== Keeping an eye on youth health...
data
synthesis {Qsearch

Search For existing People and their Events and Assessments

Add a new Person recard and work with evenks

' Manage Clinic appointments
Maintain clinics and apppointments

' Erint reports

Print reports ko Excel, and create Ad-Hoc reports

Logged on as: Jane Purple ' Exit
Exit the database

wiw.dat asyn.co.nz
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Overview

This guide accompanies the Pupil User guide, and is intended for the administrator of
the system.

Before the Pupil system is used, the various configurations and settings within the
system should be reviewed and updated where necessary.

Platform

Access 2000/XP/03 database and application

Requirements

e Software:
e Microsoft Office 2000/XP/02.
e Microsoft Access 2000/XP/02.

e PC:Windows NT, 2000, XP

e Server: access to a network server or local drive to store the data file.

e Backup: if the data file is stored on the local drive, it should be regularly
backed up.

Getting Started

There is a separate document, PUPIL_Database SystemSetUp.doc which
documents how to obtain and install the PUPIL database files.

Which database am | connected to?

e Select Help, About from the top menu bar:

File | Maintain || Help
about ||

e Then click System Info:

E= Pupil database Information

Database
Connected to data file: |E:\ProjectsiPupiliPupil_data.mdb

e The data file should be in a location where it can be backed up regularly.
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Re-linking to the data file

It is necessary to re-link the application file to the data file when:
e you are using the system for the first time
e your data file has moved
e your are using a new version

MNeed to re-link to the Pupil database E|

! E Can't Find linked tables in the Pupil database. You must locate the file Pupi_data.mdb in order to use Pupil database.
L

¢ Navigate to the data file, click once then click the ‘Open’ button.

Where is Pupil_data.mdb ?

Laak in: | L3 ocal Dizk [C:] ﬂ Lo ch': "’
é [Sy@temp
4 Cavs
My Recent |CDocuments and Settings
Documents C3)Inetpub
l'_'[' IS)Pragram Files
RECYCLER
Diesktop System Yolurne Information
. I=tvbSsamp
‘j [T WINDOWS
iy Documents
ky Cormpuiter
- Filz name: | ﬂ \i‘
My Network  Files of type: |Databases j Lancel
Fl
Anes | Open az read-only
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Linking to demographics in other systems

e Demographics held in other systems can be imported into Pupil

e The import file must be in CSV format (comma separated values). This format
is compatible with spreadsheets and most other programs that allow data
exports and imports.

e Select from the top menu bar:

EE Setup  EE Reports  Help
Change password

H Import demographics file

Exik

B Import file with student demographics

Irmpart file location:
L= |E:'\Student demographics March 2006, %1z

Irnport file Help ‘

\

File format for importing demographics

e Use the Help button to create an Excel template that can be used to import
data:

E2 Import help

The Pupil system can import student demographics
from other systems.

The data must be in an Excel format, Press this button to
see a blank template that can be used o import data, The Create Excel bemplake
ID calumn is very important, and should be the student
gystem ID

Mewy records will be added to Pupil, and existing records
updated.
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¢ You will then be prompted to save the blank template to your file system.

E4 Microsoft Excel - grylmport lemplate.xls

E_] File Edit ‘“ew Insert Format Tools Daka  Window  Help

R I TR AR R P e - .10 -|B 7 U|==
Py g B o @ R | [&] = [ | ¥4 Reply with Changes... End Review...
A3 e F

A B & D E F [} H
1 In] Surnarme ARA Firsthlame Gender Class DoB Addressl
2
3 ]
D ——_]
N

e The reporting data from your administration system can be used to populate
this template.

NOTE When the demographics file is imported:
1. New people are added. That is, where there is no matching Student ID
2. Existing people are updated, matched on Student ID

The thing to be careful of is where ‘Joe Bloggs’ is in Pupil without a Student
ID. When a demographic file with ‘Joe Bloggs’ is imported, it will be added as
a new record.

Field names for importing (bold are compulsory)

ID

Surname
FirstName
Gender

DoB

AKA
AddressLinel
AddressLine2
AddressLine3
Phone
Ethnicityl
Ethnicity2
Ethnicity3
Contact
Allergies
Medications
GP

Dentist

Class

Year
ContactPhone
ContactWork
ContactCellphone

e The ID field must be unique.

¢ Please make sure the column headings match this list.
¢ Files can be imported as regularly as you require.
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General Interface notes / beginners guide

E= Maintenance: Referred To
FReferred Ta

Cggitre for “r'outh Health

F5

Deark

Dentisty

Distric:t nN{se

E ar clinic

Guidance C\){ncillor

Mangere Famib\Doctors

Mangers Youth E@ntle

Middlemore

Morthern hospital SCP\QDIS

O ptometrigt

Physziotherapizt

FPublic Health Murses

Fublic Health protection \

School Dental Clinic \
Social “wWorkers \
Students own GPs \
"wohite Cross radiology \
* N\
Record: E 1 E][E of 20

Add a new record here;:

im i i m——m oy

N I;:!.Iéih blaH

*

The current record:

The icon changes to a pencil to indicate writing a new record. Press F9, or move off

the row to save.

To delete an entry, click to the left:

InBlah blah
2l

fimHi Assessment database

You are about to delete 1 record(s).

IF you click Yes, you won't be able ko undo this Delete operation.
Are wou sure you want ko delete these records?

e Date fields have a pop up

calendar that is activated by
double-clicking on the particular

date field:

Page 8 of 19

Then press the delete key on the keyboard:

B calendar

Su Mo Tu We Th

Fr

Sa

1z

5 8 7 & 9
12 13 14 15 18
19 20 21 22 23
26 27 |28 29 30

Data Synthesis Ltd

e There is one warning before
the record is deleted. This
mechanism applies throughout
the system.

e Use the ‘Esc’ key on your
keyboard to back out of an
action, or if you get stuck.

x]
January ﬂj 2003 ﬂ
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Log in

Click on data base icon as set up by IT

First log in: Jane Purple
Password: 123
or

Admin
Password: admln

Main Administrator screen
Select ‘Admin.’ from the top toolbar:

EFiIe =5| admin. | EE] Reports | Help

e The administrator screen has the following tabs. You may need to scroll up to
the top of the page to see all tabs.

Event bypes and Questions | Classes, Terms & Rolls | Presented with | Treatments | Referred To || Risk & Resiliency | System users | Other lookups

Event setup Default Schedule Occurs A
Duration,  &ven
Event Type Mon. Tue. Wed. Thu Fr From To Tinutes week
> LT LT T LT 300 | 1300 20 2 Lirk to questions
Casze note History oo o od Lirk to questions
Fallaws up oo oo Link to questions
Health clinic: visit | I N O R Link to questions
Oppottunistic assessment | 1 LI 0T O Link to questions
Phyzio clinic [ I O ™ I | 930 | 1200 15 1 Lirk to questions
Sexual health clinic LT M M T U 10:00 | 1300 20 1 Link to questions
't 9 aszessment LT OO0 OO o Link to questions
* B OB OB OB B Lirk to questions
Setting up schdules allows you to create clinic
bookings and reminders =

Maintain Questions and

Choices Create schedule...
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Security and Users

Maintain Health Workers and Database Users

For spstem users

Marne / login Fole type Active P Security level

April Orange Murze w | v Drata Entry w
p [ are Purplg Health worker « | Admin w

Jill Bluie Health worker « | s Drata Entry w

bl ary Green Health worker « | i Adrnin w

Sally Scheduler Health worker + | Scheduling w
* w | I w

e Enter as many healthcare workers as required. The active names will appear

in all data entry screens

e For users of the system, allocate a password and security level, users can
then change their own password as desired

Security levels

e Admin: can access all functionality
e Data entry: can enter and update data. No administration screen.
e Scheduling: only has access to the clinic appointments.
e Read only: Can read screens and print reports
Page 10 of 19 Data Synthesis Ltd

www.datasyn.co.nz




Aimhi / Pupil: Youth Health System

Version 4.55

Administrator manual

Date:

10 Dec 2007

Classes, Terms and Rolls

Event types and Questions

Classes, Terms & Rolls

Presented with

Treatments | Referred To | Risk & Resiliency

Clasz Active a
[ 3 Ba, v
BB v
BC v
A, v
7B v
iC v
* [w]
Year  Year 3Roll School Roll <
p| 2003 200 1000
2004 205 1025
2005 210 1050
2006 212 1100
2007 1]

Term name From To
p|Tem 2, 05 26/04/2005  EE| 02/07/2005 @
Term 1,06 28/M 2005  EE| 030442005 @
Term 4, 04 0441042004 EE| 03N2/2004 [
Term 3, 04 13/07/2004  @EE) 17/09/2004 @
Term 2, 04 2640442004 EE| 02/07/2004 [
Temm 1,04 28/1/2004  EE| 087042004
Term 4, 03 041042003 EB| 03N2/2003 @
Term 3,03 13/07/2003  @EE) 17/09/2003 @&
Tem 2,03 26/04/2003  EE| 020772003 @
Term 1,03 28/M /2003 EE| 03/04/2003 @
* il B

e Classes — appear as drop-down choices for data entry, searching and filtering
reports
e Add any new classes and inactivate old classes, you can not delete classes if
any information has previously been recorded against the class
e Terms - mainly used for the school year 9 assessment term reports.
(Optional). Include ‘year to date’ to provide a whole year report
e Year 9 roll, mainly used for the year 9 assessment term report (optional)
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Presented With

Event types and Questions | Classes, Terms & Raols Presented with |Treatments | Referred To | Risk 2 Resiliency | Syskem user

Presented with Categories Accident

Prezented with Category - Prezented with FRead Code

P [accident — | p[Bum SH
Anaphplasis Caontusion with intact skin SE
Cardiac Cruzh Injury SF
Care and Protection Diglocation S4
[rental Foreign Body in eye SEQ
Dermatalogy Fareign Bc@l in gkin 2F14
Drug#and Alzohol Fracture - Iﬁwer lirnkb 53
Endud{inulngy Fracture -/‘ueck anid trunk, 51
Gastru*&ntemlug}l Fracture -/skull S0
Gynaec\ulug_l,l Fracture/ upper limb 52
Health I'-Ymmu:utiu:un b imar Hf,ad Injury SERE0
Inu:iu:lent;l\ Miscellgfneuus 5
Mental H‘ialth j Open I/»Ju:uunu:l of head/neck.ftrunk, 58

: Open fwound of lawer limb SA
Record: 14\] ¢ | 1y 1] Ope "Nﬁ ind cfloveer b o

e Select a Category to maintain the Presented With choices. You can add
extra choices at the empty line with the star symbol on either side
e The Read Codes are for consistency of data entry and reporting, but are not

necessary

¢ ltems will re-shuffle alphabetically on closing out of data base

e For maintaining the Event data-entry drop down list
e Each Category can have many Items. Reports can be grouped at a Category

or ltem level.

Page 12 of 19
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Treatment Categories

Event types and Questions | Classes, Terms & Raolls | Presented with  Treatments | Referred To | Risk & Resiliency

Treatment Categories

General category

Treatment Categary Read Code Treatment
b |General categond p |Advocate
* Contacted Family
Dental
Diiztrict Murse
Dreszing
Education: Discuzsion & Advice
e For maintaining the Event data-entry drop down list
e Each Category can have many Items. At present the categories are
undefined, so all reporting is at the Item level.
e You can add extra choices at the empty line with the star symbol on either
side
¢ Items will re-shuffle alphabetically on closing out of data base
Referrals

empty line with the star symbol

Referral source.

Set up Referred To categories and Items. You can add extra choices at the
The ‘Send email’ button can be used to set up an email message to the

Items will re-shuffle alphabetically on closing out of data base

Event types and Questions | Classes, Terms & Rolls | Presented with | Treatments | Referred To | Risk & Resiliency | System users | Other lookups

>

Refered to Categarnies ~ Undefined

Fefermed Ta

Email

*]

b |Auwhitia

Page 13 of 19

Send email...

Centre for Youth Health cyhi@abe co.nz Send email..

CYFFS

Send email...

Deans

Send email...

Dentists

Send email...

District nurse

person screen:

Send email...

This list repeats as drop down in the Event data entry screen on the main
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Aimhi / Pupil: Youth Health System

Version 4.55

Administrator manual

Date: 10 Dec 2007

Prezented with, Treatment, Beferal | Azzezement ] Pesili

Prezented with -
Accident - Foreigh Body ik eyve -

b [Accident - Sprain / Strain -

* =
Treatment -
Panadol / -
Rested in clinic / -

b [Dreszsing / -

* // -
Refemred to Ongoing Completion date «

b |Optometriz] - 24 Map 05

r -

o If the Referral is marked as Ongoing, it raises a flag in the main person

screen.

¢ Recording a completion date removes the flag

e The referral list also appears as a drop down list when a referral is made from
an Event Question in the Response tab of the Event screen:

o | _cemesl | AARDVAARK.Andy

Ewent #f

Date 18 Map 06

Start .00

Event type Y1 9 assessment

] Firish [_T1:00

Outcowg -
Time zpel 120 | Mins H

__Presented with, Treatment, Referral ] 1 9 dszessment  Responses | Resiiency / Risk Factk{\

Clazz

ealthcare Provider

A - |Year

Mary Green

Show Section : e gl gl

# | orFikerBy | & Ongoing

Risk and resiliency

Page 14 of 19
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3.1 Family health Health needs & Moae. education. mood scales | ood

3.2 Student health Health needs B Nol : : questions

4.1 Home HEADSS Aszessment @l

4.2 Education HEADSS dzzezsment

4.3 Activities HEADSS Azzessment

A A Nirn & Alenknl HF&MSE despeement o
[Question Yes/no?  Mumber Free Text fered to Ongaing

» |21 Who do you zee when you are sick? + Jtdangere Youth [ ] 1 T are

2.2 who g wour Family doctor DrJones + |Studerts own GF =+ | 1 Mo
2.3 Do you zee the zame doctar? - B Mo
2.4 When waz lagt wisit to doctor 7 wiithin the paszt B months - |1 Mlare
2.5 Are there any barniers to accessing health care? IF pes, whal ~ |Guidance Counc = | | Iore
T Al [ e i - [ [FysraT S I AT

www.datasyn.co.nz
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Rizk / Resiliency Dezcription wieight
b [Rizk » |Moving, more than 3 schoolz 0 last 2 prs 1
Risk. w |Lower decile area (Under 3) 1
Rizk. w (Low miood/depreszive disorder 1
Risk. w |School failure, academic 1
Rigk. » |Substance abuse 1
Risk. » |Mon-hetrogesual orientatiOn 1
Rizk. » |Sexual abuze 1
Rizk. w |Sexually active 1
Rizk. w |Felt ansious 1
Rizk. w Friendz/family who have suicide 1
Rizk. s [Family vinlence 1
Rizk. w |Phyzical abuse 1
R eziliency w [Ore parent whio cares about them 1
Resziliency » |Clogze to one parent 1
Resziliency » |Spend enough time with parent 1
R esiliency » |Qther family members who care 1
R eziliency » |Feel zafe at zchool 1

been audited by Dr

Richard Mackenzie in consultation with the Society of Adolescent Specialists in

America

e Where risk total adds up to more than resiliency total for an event, a warning
flag on the student screen is raised.

Other lookups

Chronic conditions

Chranic conditions

Condition -

P | Asthmal
| [Diabetes

| [Other
| [Epilepsy

Record:

Rheumatoid

EBronchiectasis
=nina biffida

——Caa

on closing out of data base

Outcomes

Page 15 of 19
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This is the drop down choice on the main person screen

Raises a flag if more then one entry is entered against someone.
Can be used as a filter on the search person screen

Also used for reporting
Add extra choices at empty line with star, items will re-shuffle alphabetically

www.datasyn.co.nz
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Event Outcomes

Clutcome

| P |Back to class

=ent home

To senior management
Ta Deans

Ta Caouncillar

e This is the drop down choice on the Event screen.
e Used for reporting

Hot Keys

Hotkeys, For use when entering Case Maokes
Hat Key Phraze
At Bliztering barmacles
Alr-B mhistle while ol wark,.
Alr-C | taught | taw a puddy tat
A0
Al-E
Al-F
&G
Al

e Used to speed data entry when entering Case Notes

e Pressing the hot key pastes the relevant phrase at the position of the cursor.

Page 16 of 19 Data Synthesis Ltd
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Event Types and Questions

Event bypes and Questions

Classes, Terms & Ralls

Presented with | Treatments

Referred To

Risk & Resiliency | System users

Event setup Default Schedule Occurs 25
Duration, ~ Every x
Event Type Mon. Tue. Wed. Thu. Fri From To minutes  week
» LT OO O M 500 | 1300 20 2 Lirk. to questions
Caze note History oo oo Link. to questions
Foallow up Lo oo Link ta questions
Health clinic visit oo o U Link ta questions
Opportunistic assessment (L1 L1 L LT 0T Link to questions
Physin cliric MU M M %30 | 1200 15 1 Link ta questions
Sexual health clinic LW M OO 10:00 | 13:00 20 1 Link ta questions
1  assessment [ I R N Ry W R | Lirk to questions
* Link to questions
Setting up schdules allows you to create clinic
baokings and reminders
v

Maintain Questions and

Choices

Create schedule...

Other lookups

e You can set up as many Event types as required. The default scheduling is
used when creating date based schedules.
e Add extra choices at empty line with star, items will re-shuffle alphabetically
on closing out of data base
e Each event type can have multiple questions which can be used for gathering

data

Link to questions will show any questions already loaded for that event type

ES Questions for Yr 9 assessment @
Back

¥

o d

‘when a new event iz created, these questions will be
loaded as prompts for the actual event

A

Healthcare Access

['o vou zee the same doctor?

Healthcare Access

Do you have any illness you zee a doctor regularily about 7 1F yes, how often?

Healthcare Access ¢

Have you ever been ta hospital?

Healthcare Access -

Have you had any injuries fram falls?

Healthcare Access :

Hawe you had any injuries injuries from burms’?

Healthcare Access

Have you had any injuries from sports?

Healthcare Access

Hawe you had any injuries from motor vehicle accidents?

Healthcare Access ¢

Have you had any injuries from poisoning?

Healthcare Access -

Have you had any tattaos and/or pisrcings?

Healthcare Access :

Hawe you had any injuries from Assault!punching/fighting

Student health : Da pou have any prablems with skin concems?
Student health : Do you have any problems with recurrent colds?
Student health : Do you have any problems with headaches?
Studert health : Do pou have any problems with hungerftiredness?
Student health : Da pou have any other problems?

Student health : Knowledge of puberty?

Student health : Barriers bo acceszing Student Support Service
Student health © Allergies?

Student health : Any medication?

Home : who do you live with?

Home : Mo.of children?

Home : Moof adults

Home : Who can you count on to be there for pou?

Home : Do you feel zafe at home?

LR YRR RS A B R R RS K R S K B E B B B B Ed E S

Record: (14
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To set up questions for an event type

¢ Click on the maintain questions and choices’ button and choice questions to
carry across, you can only carry one question at a time

B Maintain Questions EJ@

Back | {Huestion Sechions...; | [Active only v
Question Sort Free On Frant
Murmber Section order  Description Active Yes/no text Mumber  Sheet?
» 21 Healthcare &ccess w10 [who do you see when pou are sick? Dropdown choices [ 4 I T
22 Healthcare Access s | 20 [who is your family doctor Dropdawn choices | [ I v I v
23 Healthcare Access w | 30 |Doyou ses the same doctor? Dropdown choices | 1] 3 I I I
24 Healthcare Access | 40 ks s lack wisik ba dactar 7 Dropdawn choices | 1] | v [ [
25 Healthcare focess o | B0 Ar%&éﬂ‘aocessing health care? If yes, what are they? Dropdown chaices | v v I I
2B Healthcare Access w | B0 |Dopou see a dentist? If yes, when wasz last wisit? Dropdown choices | 1] Iv v I v
27 Healthcare Access w | 70 [Doyouhave any illness you see a doctor regularily about 7 1F pes, how often?  Dropdown chaices | ] v v I v
28 Healthcare Access + | 80 [What iz vour condition? Dropdown choices | 2T | v [ v
B [ p———— - Ty ey ——r— L B v | " v T r

e |f wanting to add a question, scroll to empty line at the bottom of the box,
select section from drop down choices, write question under description

Question number: use as a reference

Section: for keeping related groups of questions together

Description: Free text

Drop down choices: use this to allow the data enterer to select from a limited
list.

Active: flag if the question is current

Yes/No: data enterer must select Y or N

Free text: data enterer can type in anything

Number: data enterer must enter a number

On front sheet: for displaying on the front sheet screen and report.
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Creating schedules/clinic setup

e Click on ‘create schedules’ button:
e Select type from drop down choices created in event type set up screen
e Health provider from thee drop down choices in the health care provider set

up

EE Schedule events

Tupe |Physia clinic

B Setup...
Drapsz the activity will be scheduled far:

W Monday [ Tuesday [ ‘Wednesday W Thursdap [ Friday

930 To time: 1200 »
Druratiaon, minutes:; 15
Start date: 01 Jun 06 | Enddate: [ 30Aug 05 |

Schedule for:

From tirne:;

* Everywesk T Ewverp other week

Healthzare Provider |mmg w

Ok | Cancel

e The loading process may take time if creating repeat clinics over a long
period of time

e Once created, you can work with the schedules using the ‘Manage clinic
appointments’ main menu choice

Filker by:
[Last month

Prink

Create new schedule, .. |

Back

]

Select a Planned Date to work with...

Times for Sexual health clinic 30-May-06

Page 19 of 19
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Flanned date | Event type Murse A Start | Finish | Student | Status: | Class:
| | Fri12-May-06 |Asthma clinic Jill Blue | M| 10:000 10:20 Planned
| | Fri12-May-06 |Physio clinic Mary Green | | 10:200  10:40 Flanned
|| Mon 15-May-06 | Physio clinic Mary Green | | 10:40  11:00 Planned
| | Tue 16-May-06 |Sexual health clinic | April Orange | | 1100 1120 BLUENOSE, Akenes  |Planned TA
|| Wed 17-May-06  Sexual health clinic | April Orange || 11200 11:40 Flanned
|| Thu 18-May-08 |Physio clinic Mary Green | | 1140 12:00 Planned
| | Fri19-hay-06 |Asthma clinic Jill Blue || 12:00  12:20 TUNA, Terry (BC) Flanned BC
| | Fri19-May-06 |Physio clinic Mary Green | | 1220 1240 Planned
|| Mon 22-May-06 | Physio clinic hary Green | | 12:40 1300 Flanned
|| Tue 23-May-06 Sexual health clinic | April Orange — 13:000 1320 Flanned
|| ¥Wed 24-May-06 | Sexual health clinic | April Orange
|| Thu25-May-06 | Physio clinic Mary Green
| | FriZG-May-06 |Asthma clinic Jill Blue
| | FriZB-hay-06 |Physio clinic Mary Green
|| Mon 29-May-06 | Physio clinic Mary Green
| | Tue 30-May-06 | Sexual [ealth clinic | April Orange
|| Wed 31-May-06 Sexual health clinic | April Orange
|| Thu01-Jun-06 |Physio clinic Jane Purple
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