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ACCESSING THE NCIS

1. Open your internet browser (To access the NCISmyost use Internet Explorer)

2. Go to the following address hitp://www.ncis.org.au

3. Select the option “NCIS Access for Authorised Users

4. Type in your username and password

The NCIS team will have advised you of these datdien your access was approved. If you
have misplaced them or you do not currently hawess, please contact the NCIS Access
Officer on (03) 9684 4323.

This will take you to NCIS Welcome screen. You stert searching on the NCIS by selecting
an option from the “NCIS Search” menu. See the f8gag on the NCIS” section of this
manual to determine which option best suits yaareh needs. It may be that you wish to
conduct a variety of searches to identify all ploiescases that you are interested in.




SEARCHING ON THE NCIS

There are a number of different ways that users seawrch for cases using the NCIS.

Users can either find a specific case, or searobsaanultiple cases for common characteristics.
Searches across multiple cases can be conductegiaiiier coded data fields, full text document

searches, or a combination of the two. Outlinedwedre the various types of searches available,
with the relevant menu items which relate to thesa&rches. For more detailed information about
how to conduct these types of searches pleaseteefiee relevant section of this manual.

FIND A SPECIFIC CASE

Users can search for a specific case by selechag‘EIND CASE” option under “NCIS
Search”.

SEARCH ACROSS MULTIPLE CASES FOR COMMON
CHARACTERISTICS

Users can perform keyword searches of the full tdeicuments by selecting the
“CORONERS’ SCREEN'’ option under “NCIS Search”.

Users can search on the coded data fields by sejeitie “QUERY DESIGN” option under
“NCIS Search”.

Users can combine a keyword search with a fieldstd dearch by selecting the “QUERY
DESIGN” option under “NCIS Search”.

Users can perform a search on codes provided higpaxternal to the Coroners Office (i.e.
ICD -10 Cause of Death Codes from the ABS) by siigcthe “EXTERNAL CODES”
Search.



FINDING A SPECIFIC CASE ON NCIS

Select the “Find Case” option under the NCIS Searehu to find an individual case.

Users can locate a specific case by searchingeodebeased’s surname and/or given name, local
case number, the NCIS number, case court, posemarumber, multiple fatality event or death
registration number.

Local Case Number

The local case number is the identification numigen to a case by the respective Coroners
court. To find a case using the local case nundsger the number into the “Local Case Number”
field and click search. Be sure to use the corfeomnat of the local case number for the

jurisdiction you are searching on.

The example below shows how to find a NT case thighlocal case number of A0046/2000.




NCIS Number

The NCIS number is a number given to a case toughygdentify it on the NCIS, and it consists
of three components being the Jurisdiction, Cass# ¥ad State Sequence.

To find a case using the NCIS number, enter thisdigtion, Case Year and State Sequence (as
detailed in the NCIS number) into the appropriaetions of the Find Case screen and click
search.

The example below shows how to find a case witiNG& number WA.2003.156.

Surname/First name

To find a case using the deceased’s surname afidfbname, select the relevant jurisdiction
from “Jurisdiction” and enter the surname and/estfname into the “Surname” or “Firsthame”
field and click search. A Jurisdiction must be stdd or the name search will not be conducted.
Only users with an identifying level of access wilbe able to search via the deceased’s name.

The example below shows how to find a VIC case Withsurname of Peters.

Once you have initial results returned, you camntiee full record for a case by selecting the
“Access Record” link. See “Viewing the full caseoed” for more information on how to access
case detail information.



Multiple Fatality Event

The Multiple Fatality Event number is a unique n@mtesignated to identify an incident where
two or more persons were killed and the deathsrtepa@o a Coroner. This includes events such

as vehicle accidents, assaults (murder), suicidekifling murder-suicides), terrorist actions and
natural disasters such as fires or floods.

Selecting the.ookuptag next to the Multiple Fatality Event field widke you to a new screen
where you can locate a particular MFE.

One you have identified the MFE you are interegtegiou can select and copy the Event
Number and paste it into the “Multiple Fatality Evesearch box on the “Find Case” screen.



Conducting an MFE search from the “Find Case” gtred return all cases assigned to that
event.

Please note that details on the above screen sha heen blanked out for privacy/security
reasons.

Date Notified

The Date Notified search fields can be used taiceésearches to deaths reported to a Coroner
within a particular date range.

The example below indicates how to find all NSWesasotified in the 18 months between July
2007 and December 2008.

This search function can also be used in conjunatith other search options on the Find Case
screen.




SEARCHING ACROSS MULTIPLE CASES

FULL TEXT DOCUMENT SEARCHING -
THE CORONERS’ SCREEN

The Coroners’ Screen is a single screen interfaaéallows userso search the documents
attached to NCIS cases for certain keywords. Thesements include police reports, autopsy
reports, toxicology reports and findings. This scres called the Coroners’ screen, as it was
initially designed specifically for coroners to use

Users can search across all cases in various igtigsts in accordance with their access
permissions.

Further limitations on the search can be made aracteristics such as:
Case year

Case status (open/closed)

Case type (natural or external cause)

Intent type

Indigenous Status

General type of death

Demographic constraints of the deceased (sex and&r

When searching on findings, users also have théyata restrict a search only to those cases
where recommendations have been made.

kkkkkkkkkkkkkhkkkkhkkkhkkhkkkkkkkkhkkkkkkkkkkhkkkkhkkkkkkkkk kkkkkkkkkkkkkkk

Please note: Only users with access permissiorts allav access to full text documents
(identifying level of access) can use this screen.

Results from the Coroners’ Screen are based ogvadkd search of full text documents, and will
therefore only find cases where the search terred ase contained within the document. Terms
used within documents are not standardised, andlhoases have all documents attached. This
should be taken into account when selecting searafs and when interpreting search results.
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USING THE CORONERS’ SCREEN

Coroners’ search screen — Basic Search

6.

Select “Coroners’ screen” from the “NCIS Search’nmeoption. This will load the NCIS
Coroners’ search screen as shown above.

Select the jurisdiction/s you wish to search orsla that you do not select any jurisdictions
that you do not have permissions to access or aageswill ask you to review your search
criteria.

Select the document you wish to search on (FindiAgsopsy Reports, Police Reports or
Toxicology Reports). Note: you can only select aloeument type to search on for each
search.

If you have selected Findings, you may also wishsdtect the “Recommendations Only”
checkbox which will limit your search to only retufindings where recommendations have
been made.

Enter the keywords you wish to search on eg. he&%@unicide. See “Keyword searching tips”
in this section for a guide on how to perform keydsearches.

Click search

NB: Users can also select the number of resultppge they would like displayed from the drop
down box at the bottom centre of the screen (2@r3M0 results).
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Coroners’ search screen — Advanced Search Criteria

1. Selecting the “Show Advanced Search Criteria” boxtlee “Coroners’ Screen” will display
further optional search filters available.

2. Enter any optionahdvanced search criteria you would like to resymar search by:
Date Notified
Case Year
Case Status (open/closed)
General Type of Death* (eg. drowning, fire, trafficcident — pedestrian etc)
Intent Type (unintentional, assault etc)
Case Type (natural/ external cause)
Work-Relatedness
Indigenous Origin
Sex
Age

Note: If you have identifying access for closedesamly, you will need to select “closed” from the
case status field before the system will permittgoecommence a search.

3. Click search

*General Type of Death is mapped from the Mechabiett codes and will only be available
for those cases where the Mechanism/Object figdlds been completed.
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Coroners’ screen results

Please note that the NCIS case number and Locat Qamber have been blanked out for
privacy / security reasons.

Once you have conducted a search, the resultsnsoeaens a listing of the cases that matched
your search. The NCIS number and local case numl@provided, along with some general
information about the deceased (sex, age).

The case status indicates whether the case isapelosed on NCIS and an indication is also
provided as to whether recommendations have beeie rfoa that case if you are searching on
coronial findings.

Hyperlinks are provided allowing you to either aas¢he full record for a case by clicking on
“Access Record”, or view the document on which ymarched by clicking the link to that
document. See “Viewing the full case record” forremanformation on accessing the full case
record.

If there are more results than the numbers thatdemayed on the one screen, view the next
page of results by clicking on the “Next 20/50/X0W/s” button in the bottom right hand side of
the screen.

See “Example Searches” in this section for somepsasearches using the Coroners’ search
screen.
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KEYWORD SEARCHING TIPS

Search Type

To search for a word

i.e. cot
To search for a word stem

i.e. Find volt, volts, volted, voltage
To search for a phrase

i.e. emergency lane
To search for one terand another term

i.e. To search for car and tree

i.e. To search for car, tree and alcohol

To search for one teror another term

i.e. To search for the words elderly or old

To search for one term bobt another

i.e. To search for the word machine but not

answering

To search for a phrased a term

. . me
i.e. To search for emergency lane and accident

What do | type? Relevant Symbol

the word

cot
word*

volt*
the phrase

emergency lane
term 1 & term 2

car & tree &

car & tree & alcohol

(note this symbol is
on the keyboard
above the \ symbol
and is sometimes
represented as two
vertical short
broken lines)

term 1 | term 2

elderly | old

term 1 &! term 2
&!

machine &! answering

the phrase & the word

rgency lane &
accident

This table is also available under the “searcH tipg on the NCIS Coroners’ screen.

-13-



CORONERS’ SCREEN - EXAMPLE SEARCHES

EXAMPLE SEARCH #1

Search police circumstances for the keyword “stolérfor Victorian cases in 2008

Document to search = police reports

Keyword = stolen

Jurisdiction to search = VIC

Case Year (Start) = 2008 Case Year (End) = 2008

Click search
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EXAMPLE SEARCH #2

Search NT findings for the keywords “asphyxia” @hdnging” for males aged between 18 and
35 years where the deceased was “Aboriginal buT 86t (Indigenous Status) and the Intent was
“Intentional Self Harm”

Document to search = finding

Keyword = asphyxia & hangin@ is the AND operator)
Jurisdiction to search = NT

Intent = Intentional Self Harm

Indigenous Status = Aboriginal Not TSI

Sex = male

Age >=18

Age <= 35

Click search
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EXAMPLE SEARCH #3

Search all findings in NSW where recommendationsewaade, and that have the keywords
“fence” or the word stem “fenc*” and General TypeDeath “drowning”.

Document to search = finding

Recommendations only = Yes

Keyword = fenc* | fence

(| is the OR operator)

(* is the wildcard operator which will find that wa stem with a variety of different endings eg.
Fence, fencing, fenced)

Jurisdiction to search = NSW

Click search

-16 -



SEARCHING ON DATA FIELDS
THE QUERY DESIGN SEARCH

Using the “Query Design” option under “NCIS Searchénu, users can search across coronial
cases using coded data fields that have been drftareach case by coronial clerks. A multitude
of fields are entered about each case such as daptog information about the deceased (eg.
age, date of birth, date of death, sex, maritalustacountry of birth, occupation, indigenous
origin), circumstances surrounding the death (etent, Location, Activity, Mechanisms or
Objects involved) and medical information (eg. @aakdeath).

To search using the Query Design screen, the useesnthrough a sequence of five screens
which contain various fields, from which they makeselection as to the criteria on which they
wish to base their search. These five screens @ase Detail, Occupation, Time Location,
Mechanism/Object, and Cause of Death screens. thaagser has specified the criteria that they
wish to search on, they proceed to the Finish p@pe.Finish page allows the user to specify
what information they would like returned from tleeords that match their search criteria.

USING THE QUERY DESIGN SEARCH

1. Select “Query Design” from the “NCIS Search” memition. This will load the query
design search screen as shown above.

2. Move through the five screens (Case Detail, Ocdapatime Location, Mechanism/Object,
and Cause of Death), selecting any data elementsthie screens that you wish to base your
search on. Move from one screen to the next bkialicon the “Go to Page x” button at the
bottom of the screen. From any screen, you cak clicthe “Finish” button to skip to the
final screen.

See “Query Design Screens” for a brief descriptionf what each screen contains, and
some specific tips for using these screens.
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GENERAL SEARCHING TIPS:

You do not need to select criteria from every field

You should only select a field if you wish to bgseir search on a particular characteristic of that
field. Any fields that have not had a selection mauill default to include all cases for that
characteristic. For example if you wish to searctoss all age ranges, leave the age fields blank.
NCIS will default to search across all ages uniesse has been a specific data element selected.

You do not have to complete all the various lewdla tiered search option

If a particular field has three possible categayels, you do not have to select all the levels
available. You may only wish to select the firssecond level to result in a wider search.
For example, undedbjectthere is a category of
Tool, Machine, Apparatus Mainly Used For Work-RethiActivity
Machinery or fixed plant
Elevated Work Platform

Users may only choose to select
Tool, Machine, Apparatus Mainly Used For Work-RethActivity
Machinery or fixed plant

which will enable you to view all deaths involviagnachinery and fixed plant object.

3. Once you have entered all the criteria you wiskearch on, click the “Finish” button. This
will take you to the Query Design Screen.

4. From the Query Design screen, select the fieldsyihia wish to be returned from the records
that match your search criteria. For example yay mvish to return age, age unit, sex,
medical cause 1a, 2b, and the location field. Yam &lso choose to return all the documents
associated with a case by selecting the “Documgeld in the bottom left corner of the
screen.lt should be noted that you cannot select bothddéiél data and documents to be
returned at the same time.
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Query Design Screen

5. Once you have chosen all the fields/or documentswish to be returned, click on search.
The results will be presented to you in a scregerfi;ce similar to the one below. Should
you wish to access the full record of any particalase, click on the hyperlink to access the
record. It is also possible to save a search, andimad the search results to a file. For
assistance in performing either of these functipiease contact the NCIS.
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Example results screen

Please note that the NCIS case number has been real/®r privacy / security reasons.
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Automatic Notification

The Automatic Notification feature allows usergitgsign a query, save it, and then be
notified by email (received weekly) whenever a rease matching their criteria is entered
into NCIS or changes are made (either to casesqudy included in a result or to cases
now included as a result of the change). This&@ghed to allow easier monitoring of case
types or topics of interest.

Note: Case notifications will be in line with ussrcess permissions.

Guide for Use:

Once you have designed your query simply tick théanatic Notification Box, enter a
Query Name and your Email Address.

-21-



You can modify, delete or make your Automatic No#fion “inactive” via the “My AN
Queries” menu option.

Selecting this option will take you to the follavg
screen where you can run your query at any timlefela query and manage a query.

-22.-



QUERY DESIGN SCREENS

A brief description of each of the five query desigrreens is provided below, with some tips
particular to each screen also provided.

Case Detail screen (page 1)

This screen enables selection of a number of demesmts which relate to demographic
information about the deceased, such as age, saxaltrstatus, date of birth, address etc. The
screen also contains data elements that relatertexdual information about the circumstances
surrounding the death such as intent type, case #pd whether the death was work related,
product related etc.

TIP #1 — Full text document searching

As with the Coroners’ Screen, you can also perfarfull text search of the documents on NCIS
by using the “Document Search” portion of this seré you have identifying access permissions.
To perform such a search:

1. Enter the terms you wish to search for in the “texdocuments” field
2. Select the document you wish to search on fronfdbeument type” field

This document search can be combined with any atht& fields selected from the five query
design screens. Alternatively, to perform a docursearch without including any additional field
data, users can just select the criteria they waskenter for the document search and click
“Finish” to proceed to the final query design scree

TIP #2 - When using the date notified field, enter theeda dd/mm/yyyy format eg. 03/09/2001
TIP #3 — To perform a search across both Australian aedl Kealand records, do not select
anything from the case state field. NCIS will auttitally default to search across all
jurisdictions. You must have permissions for atlgdictions to do this type of search.

TIP #4 — A range of date searches can be conducted viaabke Details screen.
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Occupation Screen (page)?

This screen contains data elements which relatectopation of the deceased, and other items
such as whether the incident was work related.

Selecting the.ookup hyperlinks next to the Incident Occupation or Imitlindustry search fields
will allow users to search a particular occupatomdustry directly.

For example, if the Incident Occupation is “AmbudarOfficer” you can type “ambulance” into
the Incident Occupation lookup screen search bdxlamree different occupation entries
containing the term “ambulance” will be returned.
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Selecting the applicable Occupation will automdiygaopulate the field on the Occupation
screen.
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Time Location screen (page 3)

This screen contains data elements that relatectdate, time and location of the deceased at the
time of theincidentleading to the death, the acttiale of deathwhen the deceased wast seen
alive and when thébodywasfound Data elements which specify the activity beingenaken at

the time of thencidentcan also be selected.

TIP #1 - Not all Jurisdictions complete data entry favdy Found and Last Seen Alive unless it
is applicable to the case.

TIP #2 - Restrict your search to a specific time locatigpe (death, incident, body found or
last seen alivefo avoid multiple hits being returned for a record

Should you not select a specific time location tyNEIS will return all cases which match the
criteria for any of the time location types. Foample, if the location criteria of “Transport Area
Other — Airport” was selected, and no time locatigpe was entered, NCIS would return cases
where the airport was coded as the location ofrtbielent, the location of the death, the location
of where the body was found, or the location of rehitae person was last seen aliVhis could
potentially result in multiple rows being returndor the same record, as the location of the
incident, the death, and where the body was fourd qaite often at the same locatioBy
selecting a particular time location type, (eg.ideat) you can restrict your search only to find
those cases where the location relates to thaicplar time location type (ie. only find cases
where thencidentoccurred at that location).

TIP #3 - Searching for a particular date or date range

To search for a particular date or date range

1. Select the time location type you require (eg. leat
2. Enter the start date in the “date from” field

3. Enter the finish date in the “date to” field

Eg. To search for all deaths that occurred in Jan2@01 you would select:
Time Location Type = death
Date From = 01/01/2001
Date End = 31/01/2001

TIP #4 - Searching on multiple post codes.

To search on multiple postcodes, enter each palst @quired separated by a space.
Eg. 3160 3162 3186
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Mechanism/Object screen (page 4)

This screen allows selection of either the mecmarggé death OR objects involved in the death.
The default on this screen is the object data etésnd o search on the mechanism data elements
click on the “Mechanism” button”

Note: Mechanism and Object are only mandatory fotternal cause deaths.

TIP #1 — Specifying the level on the mechanism/objeetescr

There can be multiple mechanisms and objects ehtéwe a particular case. A primary
mechanism/object (rank 1), a secondary mechanigetbb(rank 2) and a tertiary
mechanism/object (rank 3). If a level is not sfiedi NCIS will return all cases in which the
mechanism/object selected was coded at any of tlesds. This could potentially result in
multiple rows being returned for the same recosl{tee same mechanism may be entered at rank
1, rank 2 and rank 3, with varying objects. For exde a hanging could have the mechanism of
hanging entered for both rank 1 and rank 2, wité diject for rank 1 being a tree branch and the
object for rank 2 being a rope.

TIP #2 — Using the search button to identify how a patac mechanism/object has been coded

If you are unsure under which heading a particalachanism or object has been classified, you
can click on the search button to the right ofsbieeen, and enter in the object/mechanism you are
looking for. This will then provide you with termbat match your search, from which you can
select the relevant term. This will then automaitycaput the classification structure for thatrite
into the appropriate data fields. For example theen below shows a search for the object
“knife”.
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Cause of death screen (page 5)

This screen allows the user to search for the mestaf particular terms within the cause of death
text field, which has been transcribed from thehplatgist's cause of death as taken from the
autopsy report. The user can select the partioalase of death level/s from the autopsy report on
which they would like to search (i.e. 1a, 1b, 1a, 2 & 3).
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EXAMPLES OF TYPES OF SEARCHES USING QUERY DESIGN SQREEN

[TO SEARCH BY INTENT]|

1) Select an option from “Intent Type” field on screer Case Detail

2) Decide whether you wish to search by the intennheotification or the intent on completion
and select the checkbox on the screen accordisglgdting both notification and completion
will search on cases where the intent selected waded either for notification or

completion).

Examples of Intent are:

INTENT TYPE INCLUDES
Unintentional

Assault Homicides
Intentional Self Harm Suicides

Legal Intervention

Police pursuits, Police shogsin

Operations of War, Civil Conflict and Acts of
Terrorism

Bali bombing, Defense personnel

Complications of Medical or Surgical Care

Adveesents
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[TO SEARCH BY OBJECT]|

1)
2)

3)

4)

Go to screen 4 — the Object field is the defaulthem screen

Select from the “Category 1” field which broad afijeategory you wish to search on (i.e.
Watercraft or Means of Water Transport)

Select from the “Category 2’ field, a more specibisject under that object category (i.e.
Powered (Motorised) Watercraft or Means of WateanBport)

For some categories, a third level of object casddected.

TIPS

You cannot search on both an object and a mechaaisime same time. You must select
either one or the other;

You do not need to select a sub-category of olgjach second or third level if you wish to
conduct a general search on all objects that carderwan initial “Category 1” heading;

If you do not select a particular level from theatik” field on the Object screen, it will
return all the records that have the selected oloeded as either a primary, secondary or
tertiary object (rank 1, 2 or 3). Multiple rows mé#yen be returned for the same case if
multiple objects have been coded);

If you select rank 1, 2, or 3 from the “Rank” fiedth the Object screen, it will only find those
records where your selected object was coded atleal (1=primary, 2=secondary or
3=tertiary). This will prevent multiple rows app#gy in the results for the same record, but
if there is not a match for the object/level conalhion you have specified, no record at all
will appear.
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[TO SEARCH BY MECHANISM |

1) Go to screen 4 — Select the Mechanism button (saefaults to an object search)

2) Select from the “Level 1” field the broad mechanisaiegory you wish to search on (e.qg.
Threat To Breathing)

3) Select from the “Level 2” field, a more specific chanism under that Level 1 mechanism
category (e.g. Mechanical Threat To Breathing)

4) For some categories, a third level of mechanismbeaselected (e.g. Hanging)

TIPS

You cannot search on both an object and a mechaatigime same time. You must select
either one or the other;

You do not need to select a sub-category of meshaon a second or third level if you wish
to conduct a general search on all mechanismsémae under an initial “Level 1" heading;

If you do not select a particular rank from the Ve€ field on the Mechanism screen, it will
return all the records that have the selected nmsimacoded as either a primary, secondary
or tertiary mechanism (rank 1, 2 or 3). Multiplewomay then be returned for the same case
record (if multiple mechanisms have been coded);

If you select rank 1, 2, or 3 from the “Level” fiebn the Mechanism screen, it will only find
those records where your selected mechanism wagdcad that level (1=primary,
2=secondary or 3=tertiary). This will prevent mpiki rows for the same record appearing in
the results, but if there is not a match for thechamism/level combination you have
specified, no record at all will appear.
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TO SEARCH BY LOCATION TYPE/ACTIVITY |

1) Go to screen 3 — Time/Location screen

2) Select the time/location that you are interestetiam the “time location type” field (e.g. If
you want information pertaining to the incident ynéelect “Incident”. If you want information
pertaining to the death, select “Death”.)

3) Select the values from the fields that you wishesirict your search to.

+ To search on a particular location type

Select a location category from “Location Codeevel Onéfield, and sub-categories under that
field from “Location Code +evel Twd if required (e.g. Location Codelevel One= Residential
Institution Area; Location Codelevel Two= Police Station).
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To search for a particular postcode of incident odeath

Type the postcode into the “postcode” field. Nofeu can search on multiple postcodes by
separating them with a comma.

+ To search for a particular date of incident or deah

Enter the start and finish date of the date rarge wish to search on in the “Date From” and
“Date To” fields. You can select the date diredtiym the calendar icon or type it in manually
using the format dd/mm/yyyy
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+ To search for a particular activity that the personwas undertaking at the time of the
incident

Choose a broad activity type from the “Activitievel Onéfield (e.g. Paid Work).

Note: if you select “Sports and active recreatiastivety”, additional fields for searching
pertaining to the type of sports and recreatiootViay will appear to select from if required.

Select any further sub-categories under that bemdidity type from the “Activity Level Two”
field. (e.g. Traveling in the Course of Paid Work)

TIP

If you want to obtain information about the locatifor both death and incident (for example,
you want to see where they differ), then you do need to select a value from the
“Time/Location type” field. This will therefore ra# in multiple rows being returned for the
same record if you select location information #rbturned, as NCIS will provide you with
all the information it has stored for the varioypds of location (i.e. death, incident, body
found & last seen alive) for that case.
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TO SEARCH BY DATES AND AGE OF DECEASED

1) Go to screen 1 — Case Detail
2) Select the “Show Date Search Options” box
3) Enter the date range you wish to search on byiegtére start and end dates into the

appropriate fields in the format dd/mm/yyyy (witietexception of “Date of Birth” which has
a drop down function for month and year of birth)

Date Search Options

Date of Birth Date of birth of the deceased

Date Notified Date the death was notified to a @ero
Date Changed Date the case was last changed
Coroner Closed Date the case was closed by a Qorone
Closed When Date the case was closed on the NCIS

4) Enter the starting age and end age in thedfiglled “Start” and “End”
Select the age unit you wish to search onl@\ill default to Years)
Select from the drop-down boxes next toatpe field whether you wish the search to be
inclusive of the ages entered (<= or >=y@ater than (>) or less than (<).

TIP

If you do not wish to restrict your search accogdio a date or age range, do not enter any
information into these fields. NCIS will default s@arch all cases as far back as 01/07/2000
when data was first input into NCIS (01/01/2001 @itD).
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TO SEARCH BY MEDICAL CAUSE OF DEATH |

1) Go to screen 5 — Cause of death

2) Select the Cause of Death levels that you wisteéoch on.
Note: to perform a comprehensive search for tha e any section of the medical cause of
death report, select all Levels (1a to 3).

3) Type the words you wish to find in the “Cause oteText” field. You can type one word or
a phrase. You cannot perform any “and, or, notfcess on this field.

TIPS

This screen allows searching on the medical catideath field, which is the field that stores
the cause of death as determined by the patholaigasttopsy.

As there is no standardisation of terms for pathists, pathologists may use different
terminology for the same disease or cause of d&#ktrefore try a number of different terms
to return all the records that relate to your dearc
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| TO SEARCH BY JURISDICTION |

1) Go to screen 1 — Case Detail

2) Select the “Case State” that you wish to searctlibking on it with your mouse.

3) Note: You can select multiple states by holding dowve CTRL key whilst making your
selections.

TIPS

If you do not have permissions to search on a icejtaisdiction, and error message will
appear asking you to select allowed jurisdictiotisyou do have permissions and you wish to
conduct a national search, do not select anythiog fthe “Case State” field. NCIS will
automatically default to search all States/Terétsr
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TO SEARCH BY LOCATION DATA |

+ To Conduct a Geocoding Search

a. Select the Geocoding unit you wish to search omftbe drop down box [SD = Statistical
Division; SSD = Statistical Sub-Division; SLA = 8tdical Local Area]

b. Enter the appropriate statistical code in the $ebox (Refer to ASGC 2006, available on the
ABS website)

c. Select the address type you wish to search on.SNGhtains Geocoded information for the

incident and residence locations. It is not pdedib search on both types of locations in a
single search.

TIP #1 —

Only closed cases which are not due to naturalesa(egy). “Case Type” on completion is: External
Causes, Body Not Recovered, Unlikely to be Knowayehbeen geocoded. Refer to the
Limitations document on the NCIS website to deteenwhich years have been geocoded.

As noted in earlier examples, users may also chimogerform a search by postcode or suburb of
residential, incident or death address. Pleaspages 33-34 & 39 for more details.
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TO SEARCH BY DEMOGRAPHIC DETAIL

To search by a particular gender/marital status/indgenous origin/case status etc.
a. Select the criteria you wish to search on from etop/n box of the appropriate field.

To search by postcode of residence
a. Type the appropriate postcode into the “Postcbelel. Note: You can search on multiple
postcodes by separating them with a space.

To search by suburb of residence

a. Type the appropriate suburb into the “Suburb” fidibte: You cannot search on multiple
suburbs.
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EXAMPLE SEARCHES USING THE QUERY DESIGN SCREENS

EXAMPLE SEARCH #1

Find all work related deaths in NSW closed by a Carner in the 2008/2009 financial year
involving males aged between 16 and 25 involvingreail gun.

Use a combined document and field search

Case details screen

Age >=16

Age <=25

Sex = male

Case state = NSW

Coroner Closed = 01/07/2008 — 30/06/2009
Work-Relatedness = Work-related

Text in documents = nail & gun
Document type = Finding

Note: 09/09/9999 for the “Coroner Closed” date mesathat there is no information available
(case coded prior to the introduction of this figld
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EXAMPLE SEARCH #2

Find all hanging deaths in 2001 which occurred at @rison

Case details screen

Date notified >= 01/01/2001
Date notified <= 31/12/2001
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Time Location screen

Time Location Type = Incident
Location Code +evel One= Residential Institution Area
Location Code Level Two= Prison, Youth Training or Detention
Centre
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Mechanism screen

Level = Primary
Level 1 = Threat To Breathing
Level 2 = Mechanical Threat To breathing
Level 3 = Hanging
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EXAMPLE SEARCH #3

Find all meningococcal deaths

Cause of death screen
Levels = 1a, 1b, 1c, 1d, 2, 3

Cause of death Text = meningococcal
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THE EXTERNAL CODES SEARCH SCREEN

Authorised NCIS users are also able to search aasesodes on the NCIS which have been
provided by an entity external to the Coronersicef. These codes are:

ICD-10 Cause of Death

The International Statistical Classification of €ases and Health Related Problems (Tenth
Revision) (ICD-10) is the classification systemdibg the ABS to code the injuries associated
with a death based on the death certificate. Tlletlying cause of death is coded, as are a
maximum of 20 contributory injuries.

The Australian Standard Geographical Classificati&wsGC)

AGSC is the classification standard used by the AB3he collection and dissemination of
geographic statistics. The ASGC Main Structure lictv a locality is coded has nine digits.
Digit 1 - State/Territory

Digits 2 & 3 — Statistical Division

Digits 4 & 5 — Statistical Subdivision

Digits 6, 7, 8 & 9 — Statistical Local Area

The ASGC code relates to the residential addregseddeceased.

The External Codes Search Screen is similar irttra to the Coroners Search Screen. It can be
accessed under the NCIS Search menu.
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Searching on ICD-10 Cause of Death
Using radio buttons, select if you wish to:

a. search for an ICD-10 code generally (up to 20 daffie ICD-10 codes can be allocated
for each case indicating multiple injuries or dsesidentified on the death
certificate)

b. only search for ICD-10 codes allocated to the ulydey cause of death.

To find one specific ICD-10 code
Enter a complete ICD-10 code (eg. T699) [will ofihd that particular code]

To find a number of codes starting with a particyaefix
Enter a partial ICD-10 code (eg. T6) [will find &8D-10 codes with this prefix]

To find multiple ICD-10 codes at once (up to 2)

1.  Enter the first full (or partial) ICD-10 @e into the first text box
2.  Enter the second full (or partial) ICD-Idile into the second text box

Searching on ASGC codes

Note: The ASGC codes available on the External Codes8crdate to the residential
address of the deceased as assigned by the AB8aiah upon the Incident Location, see
the Case Details search screen under Query Design.

Enter a complete 9 digit ASGC code into the reléwarxes (eg. 2 20 05 0571) [will find
cases coded to that specific statistical local.area

Or

For a broader search, enter only the initial nurelrethe ASGC sequence (eg. 2 20 05) [will
find all cases coded to that specific statisticdd-division].

All the above searches on ICD-10 and ASGC can bepézted in combination with any
other fields on the External Codes search scremilasto the Coroners Screen.

Note: ICD-10 and ASGC codes are only provided by ABS aheecause of death data for a

calendar year is released by ABS. This will oftecur approximately 18 months after the
reference period.
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VIEWING THE FULL CASE RECORD
Once a case has been located using any searchdn#tadull record for that case can be viewed.
Click on the “Access record” hyperlink from the uitts screen.

Once you access the full record of a case, thee'Qagnu becomes active. The default screen is
the Case Detail screen. This screen provides soiti@ information about the deceased and the
circumstances of their death. The available doctsnfem this case can be seen at the bottom of
the screen if you have access permission to viesuments, and can be accessed by clicking on
the relevant hyperlinks.

To view further details about this case, use theeCllenu to select the additional type of

information you wish to view for this case. Theeartlscreens available under the “Case” menu are
Time Location, Procedure, Cause of Death, Mechgragm Linking Numbers.

Sample case record

Please note that identifying information about tese has been removed due to privacy / security
reasons.

-47 -



FURTHER HELP

The NCIS team is available to assist users withssayching queries.

Helpdesk phone (03) 9684 4485

Helpdesk emaihcis@ vifm.org
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