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CLINICAL PAPER FORMS – CREATION 
AND REVISION 

PROCEDURE © 

KEY POINTS 

• SCHN has an electronic health care record (eMR)

• The development of electronic forms in the eMR is governed through the SCHN Clinical
Systems and Data Governance Committee (CSAD) committee and requests for
amendments are through the Development Request link.

• This document only relates to clinical forms that are:

a) to form part of the Patient Health Care Record and are in paper

b) developed within SCHN.

• Sydney Children’s Hospitals Network (SCHN) has identified the need to develop a
procedure in order to manage the appropriate development, revision and, if applicable,
printing of Clinical Forms to be included in the Patient’s Health Care Record.

• NSW Health State forms committee (SFMC) has the responsibility for the approval and
introduction of standardised forms across NSW Health. For more information on SFMC,
visit the SFMC SharePoint.

CHANGE SUMMARY 

• N/A - This is a new document.

https://chw.schn.health.nsw.gov.au/o/forms/clinical_documentation_development/patient_medical_record_change_request.php
https://nswhealth.sharepoint.com/sites/EHNSW-SFMC
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READ ACKNOWLEDGEMENT 

• Any clinical staff (medical, nursing or allied health) who intend developing/amending 
clinical forms should read and acknowledge this document.  

• Other staff who should be aware of this document are:  

o General Managers, Clinical Stream Directors, Service Directors, Clinical Department 
Managers, Ward Clerks and Clinical Information/Medical Record Managers and 
staff. 
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1 Background 

All SCHN clinical forms, that form part of the patient health care record, are to be approved 
for development/revision according to the processes detailed within this procedure.  

Prior to development and review of any paper form the below must be considered: 

• Reason for a paper vs electronic form 

• Cost associated with developing and ordering paper forms 

• Increased workload for staff - those completing the form and Health Information Unit 
(HIU) need to handle and scan the form 

• Increased environmental impact 

• Risk associated with paper forms - confidentiality/loss 

All paper-based unofficial/unapproved clinical forms filed in the Patient Health Care Record 
will be followed up with the Ward/Department/Service by the Health Information Unit and 
should cease to be used. 

Revised paper clinical forms, once approved, will be printed as soon as the current supply is 
depleted. Alternatively, if existing stock of forms need to be immediately changed over, 
existing stock can be bought out to allow for the immediate printing of the amended form. No 
photocopying of non-completed Patient Health Care Record clinical forms is to be conducted 
unless permission is obtained.  

 

2 Abbreviations 

• SCHN - Sydney Children’s Hospitals Network 

• CSAD - Clinical System and Data Governance Committee  

• HCR - Health Care Records 

• HIU - Health Information Unit  

• CRIS - Clinical Records Information System  

• CDC – Clinical Documentation Coordinator 

• eMR – Electronic Medical Record 

• SESLHD – South Eastern Sydney Local Health District  

• SFMC – State Forms Management Committee  

 

  



Procedure No:  2026-054 1.0  
Procedure:  Clinical Paper Forms – Creation and Revision 

Date of Publishing:  14 April 2026 12:51 PM  Date of Printing: Page 4 of 8 
K:\CHW P&P\ePolicy\2026\Clinical Paper Forms - Creation and Revision v1.0.docx 
This Policy/Procedure may be varied, withdrawn or replaced at any time.  Compliance with this Policy/Procedure is mandatory. 

3 Definitions 

• Form Custodian: is responsible for oversight of the consultation process in the 
development and revision of the clinical form prior to approval by the SCHN CSAD 
committee 

• Health Care Record: A Health Care Record is a documented account of a 
patient’s/client’s health evaluation, diagnosis, illness, treatment, care, progress and 
health outcome that provides a means of communication for all health care personnel 
during each visit or stay at a health service. It is the primary repository of all information 
regarding patient/client care and may be in paper or electronic form or both. The record 
is used to document care provided to the patient/client during an episode of care but 
may also be used for future episodes of care, communication with external health care 
providers and regulatory bodies, planning, research, education, financial 
reimbursement, quality improvement and public health. The health care record may also 
become an important piece of evidence in protecting the legal interests of a 
patient/client, clinician, or Health Service. 

• Author: the individual and/or Committee, with the overall responsibility for the 
development and consultative process involved in the preparation of the clinical form. 

• Unofficial form: a form included in the Patient Health Care record that has not followed 
this approval process. 

 

4 Responsibilities  

General Managers, Clinical Stream Directors, Service Directors, Clinical Department 
Managers, Medical Staff, Nursing Staff, Allied Health Staff, Clinical Information/Medical 
Record Managers and Staff and Ward Clerks. Responsibilities include: 

• Ensuring the form is kept up to date 

• Ensuring the form is in line with form standards S2828 

• The forms are inline and up to date with policies and procedures 

• Stock is readily available 

• Staff are ordering forms when needed  

4.1 Custodians / Authors / Champions Responsibilities during 
development phase 

• Ensure you have completed the SCHN Patient Medical Record Change Request -eMR 
for form development  

• If it was decided an electronic form isn’t suitable, then; 
o Source relevant best practice evidence  
o Involve staff with expertise and knowledge in the development of the clinical form 

https://chw.schn.health.nsw.gov.au/o/forms/clinical_documentation_development/patient_medical_record_change_request.php
https://chw.schn.health.nsw.gov.au/o/forms/clinical_documentation_development/patient_medical_record_change_request.php
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o Ensure endorsement from the department heads and the document is compliant 
with current guidelines and polices (NSW Health and SCHN) 

o Ensure wide consultation with consumers to obtain feedback 

• Ensure the clinical form is consistent with the SCHN Clinical Forms template and 
satisfies AS-2828.1:2019 as well as Health Care Records - Documentation and 
Management (PD2025_035) 

• Send electronic version of the proposed form to the SCHN Clinical Documentation 
Coordinator for review and approval. This can be emailed to SCHN-
HIU@health.nsw.gov.au  

4.2 Clinical Documentation Coordinator Responsibility during 
development phase 

• Ensuring all clinical forms meet AS-2828.1 Standard requirements and Health Care 
Records - Documentation and Management (PD2025_035) 

• Organising print work in Network template  

• Liaising with external state printing vendors to develop the artwork (if form is placed on 
ordering catalogue) or developing the artwork inhouse (if form is placed on intranet 
page) 

• Seeking form approval from the SCHN Clinical Systems and Data Governance 
Committee (CSAD) 

• Allocating a form code and barcode  

• Informing the Author/Custodian of clinical forms approval  

• Determining the stock levels based on usage 

• Updating the clinical forms register, clinical forms website (if applicable), updating CRIS, 
advising form champion the form is available for ordering or printing.  

• Escalate high usage and relevant forms to the State Forms Management Committee 

4.3 Custodians / Authors / Champions Responsibilities following 
clinical form approval  

• Liaising with the SCHN Clinical Documentation Coordinator for printing of the clinical 
form, bulk ordering and buying out of existing stock (if applicable)  

• Notifying relevant stakeholders of the ordering process  

• Education and implementation of clinical form  

• Removing superseded clinical form/s from circulation (if applicable); including the 
provision of a cost centre number in the instance that stock is not used/in excess 

• Regularly reviewing clinical forms to ensure content is both appropriate and reflects 
best practice. If found not to be the case, instigation of revision of the clinical form. It is 
recommended to review paper forms yearly.  

https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2025_035
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2025_035
mailto:SCHN-HIU@health.nsw.gov.au
mailto:SCHN-HIU@health.nsw.gov.au
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2025_035
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2025_035
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5 Procedure 

5.1 Identification of electronic verse paper form 
All forms must be considered for development in the eMR. This discussion should take place 
before contacting the SCHN Clinical Documentation Coordinator for paper form 
development. If restrictions are identified, then a paper form can be considered.  

5.2 Identification of available NSW Health state form 
The NSW state form committee’s primary objective is to consolidate common features in 
high-volume usage clinical forms into a single image format. This single image format form 
will be used across all NSW Health Services and then registered as controlled documents in 
accordance with ISO 9001:2000 Accreditation Standards.  

Prior to requesting a new SCHN form development, it is important the state catalogue is 
reviewed via Source it to gain understanding of state form availability and if an existing form 
suits your use needs. See 6. State form supplier for more details. 

5.3 Design/Formatting requirements 
Before designing or redesigning a clinical form the following questions should be considered:  

• What is the main purpose of the clinical form, in terms of the work practice to be 
described and the information it is intended to collect?  

• Could this form be developed electronically? 
• Who will be responsible for completing the clinical form?  
• Is it intended that this form replaces an existing clinical form?  
• Is the information to be collected on this clinical form already captured on another form, 

or documented elsewhere within the health care record? 
• Why is it necessary for patient care that this clinical form exists?  
• Has there been wide consultation?  
• Does the clinical form satisfy the formatting requirements AS-2828.1?  
• Is this form a paper copy of an existing eMR form to be used during down time only?  

Paper clinical forms for inclusion in the Patient Health Care Record must meet the formatting 
requirements, as per AS-2828.1; 2019. 

A template that embodies these requirements is available on the Clinical Forms intranet page 
on the SCHN intranet and is to be used for the design of all clinical forms covered by this 
procedure. The draft clinical form will require approval and allocation of a form number by the 
SCHN Clinical Documentation Coordinator prior to using of the form. 

5.4 Proposed use of Clinical Form 
A comprehensive consultation process is to be conducted by the author/custodian of the 
clinical form, with relevant stakeholders i.e. wards, departments, clinicians who would utilise 
the form. For clinical forms or pathways involving medicines use, the finalised form must be 

https://nswhealth.sharepoint.com/sites/EHNSW-SFMC/SitePages/Statewide-Forms-Supplier---Finsbury-Green.aspx?source=https%3a//nswhealth.sharepoint.com/sites/EHNSW-SFMC/SitePages/Forms/ByAuthor.aspx
https://finsbury.sourceithq.com/Login/
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forwarded to the SCHN Drugs and Therapeutics Committee (DTC) for approval prior to use, 
in line with NSW Ministry of Health Policy Directive PD2022_032 - Medication Handling. 
Proposed usage of clinical forms is to be considered prior to ordering the printing of the form. 

5.5 Trialing of Clinical Forms  
The form champion can request a trial of the paper form; this will need to be requested at 
time of development. The CDC can place the word ‘trial’ in the form title and (if applicable) 
order a small quantity of the form for trialling purposes. The trial period will run for 2 months. 
After this time, changes can be made to the form or approval granted.  

5.6 Printing/Ordering requirements 

Existing Stock Clinical Forms:  

Notification of any changes required to stock clinical forms must be sent as soon as possible 
to the District Print Manager to ensure forms are not reprinted in large quantities when 
changes are pending. Once changes are finalised, they are to be sent to the District Print 
Manager to arrange for new artwork. Unless otherwise specified, old stock will be used first 
then the new version will be printed. If old stock is to be destroyed, and the revised version 
printed immediately, a cost centre must be supplied to the District Print Manager for it to be 
costed. 

New Stock Clinical Forms:  

The Network Clinical Documentation Coordinator to organise artwork and stock number. 
They can be contacted on SCHN-HIU@health.nsw.gov.au  

5.7 Supply/Storage of Clinical Forms 
Stock of clinical forms will be made available via Finsbury Green (via Source it) and 
dispatched to the Ward/Department. 

5.8 Other Local Health District Clinic Forms  
Clinical Forms that were previously developed as South Eastern Sydney Local Health District 
(SESLHD) clinical forms may continue to be used for shared services at SCH.  

 

6 State Form Supplier  

Finsbury Green (via Source it) (FG) is the State form contractor for all print management 
across the NSW state. Forms developed via FG can be found on their catalogue via Source 
It. New users will need to complete a new registration form and email it to the finance 
department.  

• New User registration form 
• Browse the catalogue  
• SCHN Intranet page information  

 

https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2022_032
mailto:SCHN-HIU@health.nsw.gov.au
https://finsbury.sourceithq.com/Login/
https://nswhealth.sharepoint.com/sites/EHNSW-SFMC/SitePages/Statewide-Forms-Supplier---Finsbury-Green.aspx?source=https%3a//nswhealth.sharepoint.com/sites/EHNSW-SFMC/SitePages/Forms/ByAuthor.aspx
https://intranet.schn.health.nsw.gov.au/files/attachments/38/user-registration-form.pdf
https://finsbury.sourceithq.com/Login/
https://intranet.schn.health.nsw.gov.au/resources/forms


Procedure No:  2026-054 1.0  
Procedure:  Clinical Paper Forms – Creation and Revision 

Date of Publishing:  14 April 2026 12:51 PM  Date of Printing: Page 8 of 8 
K:\CHW P&P\ePolicy\2026\Clinical Paper Forms - Creation and Revision v1.0.docx 
This Policy/Procedure may be varied, withdrawn or replaced at any time.  Compliance with this Policy/Procedure is mandatory. 

7 Intranet Page 

Forms developed in house can be uploaded on the clinical forms page on the intranet. These 
forms are available for self-print directly from the intranet without costs involved to the end 
user. SCHN Intranet forms are reserved for low usage forms, or highly specialised paediatric 
forms that are being trialled.  

• Browse the Intranet catalogue for existing approved paper forms  

 

8 State Forms Management Committee 

The State Forms Management Committee (SFMC) has responsibility for the approval and 
introduction of standardised forms across NSW Health. The primary objective of this 
committee is to consolidate common features in these high-volume usage clinical forms into 
a single image format. This single image format form will be used across all NSW Health 
Services and then registered as controlled documents in accordance with ISO 9001:2000 
Accreditation Standards. 

• SFMC SharePoint  

 

9 Clinical Forms Template 

Please contact the Health Information Clinical Documentation Coordinator for a template. 

 

10 Bibliography  

• AS 2828.1: 2019 Paper Based Health Records 

• Health Care Records - Documentation and Management (PD2025_035) 

• NSW Ministry of Health IB2024_055 - Privacy Management Plan 

• Privacy Manual for Health Information  

• NSW Ministry of Health Policy Directive PD2022_032 - Medication Handling 

• Clinical Forms – Creation and Revision Procedure SESLHD 

 

Copyright notice and disclaimer: 

The use of this document outside Sydney Children's Hospitals Network (SCHN), or its reproduction in 
whole or in part, is subject to acknowledgement that it is the property of SCHN. SCHN has done 
everything practicable to make this document accurate, up-to-date and in accordance with accepted 
legislation and standards at the date of publication. SCHN is not responsible for consequences arising 
from the use of this document outside SCHN. A current version of this document is only available 
electronically from the Hospitals.  If this document is printed, it is only valid to the date of printing. 

https://intranet.schn.health.nsw.gov.au/clinical-forms
https://nswhealth.sharepoint.com/sites/EHNSW-SFMC/SitePages/Statewide-Forms-Supplier---Finsbury-Green.aspx?source=https%3a//nswhealth.sharepoint.com/sites/EHNSW-SFMC/SitePages/Forms/ByAuthor.aspx
https://www.standards.org.au/standards-catalogue/standard-details?designation=as-2828-1-2019
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2025_035
https://www1.health.nsw.gov.au/pds/ActivePDSDocuments/IB2024_055.pdf
https://www.health.nsw.gov.au/policies/manuals/Pages/privacy-manual-for-health-information.aspx
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2022_032
https://www.seslhd.health.nsw.gov.au/policies-and-publications/functional-group/83
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