
Identifying Type 2 Diabetes for the first time

Type 2 Diabetes1

1. Review existing lists of diabetes clients. Most clinics will have some pre-existing list of diabetes clients. The 
CHW should sit down with the head nurse, review the list and think of any additional clients that should be add-
ed. If there appear to be some clients missing, the nurse can pull the chart, look to see if each client has diabe-
tes (best definition, at least one A1C reading >= 6.5), and then add the clients to the list.

2. The nurse then provides the CHW with information about the name, OHIP number, date of birth and band 
number of each client.

3. The CHW then enters the key personal information about each client into the Registry. First, open the Micro-
soft Access file that will be put on the desktop of your computer. Look at the vertical menu on the left side, look 
for “Data Entry Forms”, and select “Patient”. You will then have a form where you can enter new patient data.
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4. After you have entered all the names that the nurse has given you, print out a copy of the master list of 
clients from Access. It will look something like this:
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5. Fax this list to the medical secretary assigned to your community. Ask her/him to verify that all of the infor-
mation matches EXACTLY what is found in the OSCAR electronic medical record (EMR). If something is different, 
check with the client about what is most correct. You should go with whatever is written on the client’s official 
government ID card (e.g. OHIP Health Card). If the paper chart does not match the OHIP card, then ask the nurse 
to change this information in the paper chart. If the OSCAR record does not match the government ID, then 
report this to the medical secretary and ask him/her to change it.

6. Over the next month, ask the nurse to check each client coming to the clinic to see if that client actually has 
diabetes and was somehow omitted from the list. Add any additional clients to the registry as described above.



Entering Lab Data

Lab Data2

1. Lab results on paper are sent from the lab to the clinic, and typically go first to the nurse-in- charge.

2. The nurse flags lab results for clients known to have diabetes and puts them aside in a special folder.

3. Once a week, the CHW will take the lab results in the folder and enter them into the database. The following is 
the data entry form in the database used for this purpose:

4. After lab data has been entered, the CHW should initial the lab form and write “entered into database” and 
put the lab form in a different designated folder so that it can be filed by the person in the clinic responsible for 
filing.

In the future, we hope that lab data will be automatically transferred to the registry from the OSCAR medical 
record and that this process can be eliminated.
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Entering Data from Each Visit

Lab Data3

After each routine follow-up visit, information about blood sugar, weight, medication use, and glucometer use 
will be entered into the registry.

1. Each CHW should complete a CHW Diabetes Clinical Assessment Log sheet (see below) during each client 
visit. After the visit, the sheet should go into a designated file folder for sheets waiting to be entered into the 
Registry.

2. The CHW designated to use the Registry should enter data from these sheets into the “Visit Info” form in 
Access. To open this form, double-click on the “Visit Info” tab on the left side of the screen, and the form should 
then pop up.
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3.   Enter information in each section of the standard form. It is ok for you to skip a particular section if there is 
nothing new to report or ask about. If possible, the CHW should enter these sheets at the end of each week, and 
all forms must be entered before each team meeting (see below).

4. After the data have been entered, the CHW should initial at the bottom of the back page of the Log sheet 
indicating that data have been entered. The Log sheet should then be archived into a binder in a locked storage 
area. (Alternatively, a community may choose to keep the sheet in the client’s chart.)
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Printing Reports

Printing Reports4

1. Click on the tab for the “Latest Results” Report on the left side of the Registry to open this report. Print off a 
copy. Share this for use in team meetings for organizing client care (see section I).

This is what the report looks like. Indicators marked with a single star (*) are slightly worse than normal, two 
stars (**) are worse than normal and three stars (***) are very abnormal:
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2. Click on the tab for the “Client List” Report on the left side of the Registry to open this report. Print off a copy. 
Share this with the doctors and nurses periodically (e.g. once a month) and ask if the list is complete and if any 
new diabetes clients should be added.
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