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1. STUDENT INSULIN PLANS  

Insulin Plans are student-specific documents that outline how the student’s insulin dose is 
calculated.  There are three templates to choose from.  SHP Nurses will work with parents/guardians or 
students (if appropriate) and health care providers to determine which template will be used for the 
student.  

 

 

2. CREATING THE STUDENT INSULIN PLAN 

The Student Insulin Plans document can be found in a students’ document library by first clicking the 
Create New Document dropdown, then selecting the document under the Health-School/Board/RCE 
Documents section.   

 

 

 

 

 

Once selected, click Go. 

When creating a Student Insulin Plan, it is helpful to list the 
date and grade of the student in the Label/Comment section 
(i.e., Sept. 2024 - Grade 2).  

Click New.   
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3. COMPLETING THE INSULIN PLAN 

Once the plan is open, it will provide a description of the Roles and Responsibilities of both: 
a) Parent/Guardian  
b) School Personnel 

 

 
 
In the Student Insulin Plan chart, users will select the appropriate type of Insulin Plan needed by checking 
the box, and clicking the corresponding hyperlink to download the Student Insulin Plan.  
  

 
 
Once downloaded, save the plan under the student’s name and date (YYYY-MM-DD) 
 
The downloaded Insulin document is editable, with the exception of the 
parent/guardian signature. 
 
When completed, staff will email or print the selected plan to send to the 
parents/guardians to complete and return. The signed document will then be 
attached to the Student Insulin Plan document by clicking Save Done Editing (if 
in Edit mode), then Navigate To…, then File Attachments. Refer to the Attaching 
Files to a Document in TIENET user guide which describes the process for 
attaching a file.  
 
 
 
 

https://www.ednet.ns.ca/inschool/files_inschool/attaching_files_to_a_document_in_tienet_quick_reference_sheet.pdf
https://www.ednet.ns.ca/inschool/files_inschool/attaching_files_to_a_document_in_tienet_quick_reference_sheet.pdf
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Once attached, users will click the box at the bottom of the Student Insulin Plan page to indicate the 
required Insulin Plan is attached. 
 

 

After the Insulin Plan is attached, staff will scroll down to the chart ‘For School Personnel to Complete at 
Monthly Review’ and complete the required first month.  

  

  

 

 

 

At each monthly review, the staff completing the form will use the 
(ID) lookup to insert their name. 

4. UPDATING THE STUDENT INSULIN PLAN  

During the ‘Monthly Review’ of the Insulin Plan, the school team will use the necessary checkbox to 
indicate if there are ‘No Changes’ to the insulin plan, or select ‘Attached updated form(s) to this 
document’ if there is a change in the Student Insulin Plan. 

 If changes are required, staff will re-print the appropriate insulin plan, complete the form as previously 
done, and attach the file under the Student Insulin Plan document.  

 
It is Important to Note:  

Staff should label the new plan with the format of YYYY-MM-DD to ensure the correct plan is used.  
 

This is important because the Document Library sorts attachments with the same filename by having 
the most recent attachment at the bottom. 

 
 
A Student Insulin Plan in TIENET must be updated Monthly at minimum or more frequently if needed. 
Each time there is a change, the new updated documentation must be attached to the plan.  
 
Because the plans are annual, a new Student Insulin Plan must be created each school year. The new 
Student Insulin Plan will be created under the correct school year in the document library and labeled the 
student’s new grade.  
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