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Getting Started Guide

Version 4.0

Hello, and welcome to the Switch4Schools community!

We feel incredibly privileged and proud to be working with you. We know that exploring new tech can at
times be both exciting and frustrating, so we’ve put together a quick summary of things to help you get up
and running as smoothly as possible.

The key objectives of the program are to give you the tools to help the students develop the skills and
confidence to be able to regulate their own emotions effectively, all while helping you to use psychology to
better manage the classroom learning environment.

There are three key components to the program:

1. Check-ins — A short survey completed by the students (and you if you choose to) to encourage self
awareness while learning to identify and label emotions. This data will give you an insight into the
student’s normal emotional rhythms, what the energy in the room currently is, and how ready to
learn the students are.

2. Switches — These short strategies are built on best practice psychological principles to actively
manage emotional reactivity. These can be done either individually or in groups depending on how
you want to integrate these practices into your routines.

3. Explicit Teaching — In addition to lessons, resources and activities focused on creating a positive
classroom culture and building personal and social capabilities, you will find supporting lessons to
assist with introducing switches to manage emotions.

The first step in using the program is getting your class set up and working out how you would like it to work
in your classroom.

If at any time you need help with anything, or you would like to share suggestions, please contact us via the
Switch support team at: support@switch4schools.com.au

You may also like to have a look through the available support materials:
https://www.switch4schools.com.au/helphub

Wishing you all the best for kicking off your Switch4Schools journey.

Kindest regards

The Switoh#Sohools tean


mailto:support@switch4schools.com.au
https://www.switch4schools.com.au/helphub

Description

Following are the steps for educators to follow when they are accessing the Switch4Schools program for the

first time and wanting to get things set up ready to use with students.

Steps

1.

Login

Refer to the email titled “Welcome to Switch4Schools”

Select the link to the Switch4Schools web application and bookmark it for next time.
Alternatively for iOS devices: Download and/or open the Switch4Schools application.
Type, or copy and paste your username and temporary password into the fields provided.

You will be prompted to create your password for your account. (see example)
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Password must be at least 6 characters long
Forgotten your password? ‘Change Password

[ Class/Group Login £ Back to Login

You are now logged into the program. Selecting the Classes Dashboard menu option and the listed class/es

will allow to access all the classes you are assigned to as a teacher.
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Tips:

If the link in the email doesn’t work you can also navigate to the web application via the Switch4Schools

website.

Temporary passwords only last 7 days. If your temporary password has expired, you will need to ask

your school Switch Administrator or the Switch support team to reset it for you.

Navigation

To familiarise with the overarching navigation and available features, watch the Switch4Schools
Walkthrough Video [4:40]: https://www.youtube.com/watch?v=duEGtbZggOc and then explore the menu
navigation options. Specifically:

Note:

Emotion wheel: The four different complexity levels consisting of the six key emotions, with a
variety of switches mapped to each emotion, with attached lesson plans and insight into “why does
this work”.

Explore Switches: A collated list of all the available switches, tools and activities. Note the search
bar and filters to help get you quickly and easily find the resource you need.

Daily Practice: Activities and resources to support classroom management.

Memes: Limited to 20 per hour for students, but unlimited for you, enjoy!

Lesson Plans: Lessons relating to the switches plus the more holistic social and emotional learning
lessons scoped and sequenced for each grade level, plus a whole suite of different activities to
support the development of personal and social capability.

Resources: Additional supporting resources such as posters, videos and printable activity sheets.
My Wellbeing: A place for you to do your own personal confidential check-ins and access a library
of relevant resources. Note: Teacher check-ins are aggregated and deidentified to inform a weekly
and monthly report to school administrators.

My Favourites: Look for the star symbol to bookmark and add resources including videos activities
and lesson plans to your favourites.

Voice over narration is available for all switches and check-in questions.
The Little Book of Big Emotions ebook is a good resource for learning the definitions for all the words in

the emotion wheel.

Most of the resources will have the ability to print or share with others, including parents!

Check-in Question Settings

For each class you need to set up, select the class from the navigation panel to take you to that class’s

home page and select Class Settings.
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https://www.youtube.com/watch?v=duEGtbZqgOc

Update the settings as appropriate for your class:

(a) Select the emotion intensity scale you want to begin with. Either level 1, 3,
5or7.

Class settings Close

Options Check-in schedule Class login

(b) Enable/disable students to see their own (and only their own) check-in data

Emotion intensity level & 1 5 7

when logged in individually.
Allow students to see their own stats @ @

() If this feature has been enabled for the school, enable/disable the

Enable wellbeing questions @ @

additional randomised questions related to personal wellbeing.

Enable eating question &

Enabe teacher chat equest @ @ (d) Enable/disable the, “Have you eaten today?” question.

€

Teachers to notify:

@ Ay suin (e) Enable/disable the request for chat question.

If you choose to activate the ‘request teacher chat’ option, note that all of the educators that have been
assigned to the class will be listed. You can choose who you would like to receive an emailed notification
that a student has requested a chat at the conclusion of check-in sessions. The email will not list which
student/s requested a conversation. This information will be available on the dashboard once the relevant

educator logs into the system.

Tips: These settings apply to the whole class, and you can change these settings at any time.

Emotions intensity scale: Consider the maturity of the student’s understanding of emotions and labeling
these emotions and select the level most appropriate. We recommend to start at level 1 for early years, and
level 3 for all other year levels, and work your way up through the levels as appropriate for your class.

Request teacher chat: Depending on the maturity of your students, your relationship with them, and the
available capacity and support you have, you can determine how you would like to leverage this channel to
provide a psychologically safe way for students to ask for help. They will be given the option of yes, no, and
not yet.

Example check-in question flow with all questions enabled (level 3 emotion wheel complexity):

I « Back | X Cancel check-in R € Back | X Cancel check-in
A L&
What is your level of energy? Have you had breakfast today?
~ @
~\
Yes Don't want to say No
Exhausted Very tired Alittle tired Pretty good Well rested




@ ) € Back | X Cancelcheckin @ 4 € Back | X Cancel checkin

How are you feeling? How Happy?

y

P

Cheerful
Peaceful

 Back X Cancel check-in

@ @ & Back X Cancelcheckin

How safe and comfortable do you feel at school? Do you want to talk to someone about how you’re feeling?
\-J \
e ¢ S - - . Yes Notyet ¥

Randomised question from a pool of questions

Check-in Session Settings

Students are only able to complete check-ins when a session is open. Whilst ~ ©!ass settings o

you can manually open and close a session, if you would like the system to

Options  Check-in schedule  Class login

automatically do this for you, select the Check-in Schedule option in Class Sunday
Settings. Monday
09.00 - 10.00 ®
Consider when you want to do the sessions and add these days and times to ST G
Tuesday

the scheduler tool.

09.00 10.00 X

Add another ime slot

Note: We recommend you do check-ins daily, but this is not mandatory. You

Wednesday

can choose the same or different times for different days, and you can also 0900 1000 x
select multiple sessions per day by selecting the Add Another Time Slot W
option. Select the X to remove a session, or deselect the day to turn on and 0000 10:00 %
off sessions for the whole day. Your settings will automatically save. “i”dﬂy‘"‘” -

0900 1000 x
Tip: This doesn't apply to GO Groups where check-ins are more ad hoc and Saturda
do not use check-in sessions. @

Create/Manage Students

From the class’s home page, scroll down to the Manage Students section to see that students that have

been assigned to your class.




6.1 If you need to add a student:

Select + Add student option where you
will have the option to:

Add a student
Add an existing student

- add an existing student by searching for

their name, username or email address,

‘Add a new student now
- set up a new student manually*, or

Add a new student on their device .
Send students this link, or have them scan the QR code, to get set up - access the URL and COI’I'eSpOI'\dIng QR

on their device. Once complete, you will receive a notification to

oppro e oo youe s code for your class that the student can be
by s o given to access the program and/or set up

beta switch4schools.com.aujoin-
class/B548c025-d242-4004-98b4-

Tet2a807611 0 their own account.

Note: Your School Switch Administration
can arrange for your class list to be

preloaded via our bulk upload process.

+ Username / Nickname

B fred
Can contain lelters, numbers and __ @ -

an avatar from the supplied options and then fill in the relevant student e

Username is not available.

*When adding students manually select the pencil “edit” icons to choose

details and select Add Student. The only mandatory field is the username,

First name Last name

which needs to be unique in the system, so you may like to use their
student identification number, a combination of their initials, or their mai (ptona)

username from another system to make it easy for the student to

Cancel
remember.

() student Added

You will be provided with the student’s temporary password that you can fredt Frog has been set up and added to your dase,

Their login details are:

copy and paste to give to the student. This will be emailed to the student

Username: fred238 01
Temporary password: 97645489 0

directly if you have supplied their email address in the previous step.

Please note: This password is active for 7 days, and

they will be asked to change it when they first log in.

[ o« ]

6.2 If you need to remove a student:
To remove a student, select the student and select Remove student from class.
Note: This does not delete their account, it just removes them from your .
class. If their account has been created in error and should be deleted in its Edlt Stugent

* Usermame / Nickname
entirety please message the team support@switch4schools.com.au red28

Can contain letlers, numbers and __ @

symbals

First name Last name

Fred Frog

6.3 If you need to modify a student:

Email (optional)

To modify a student account, select the student then select the pencil
“edit” icon to change the avatar, update content as necessary and then

Remove studentfrom class | Reset password

select Save. cancol (0

Note: Students will be able to change their own details including
nickname and avatar through the profile section once they have logged in.




YAl Activating Student Accounts

Once you are ready for students to log in and use the program there are a few options depending on the
availability of devices, and the maturity of the students.

7.1 Students log into their own account using their username and password

If students haven’t been sent their login details previously, navigate to the class P
home page, select Class Settings, then Class Login. From there select the Reset fred238

All Student Passwords option. This will generate the same temporary password <
that all of the students will use to login with. Once entered, the system will

prompt them to create their own password.

If the student’s email address has been recorded in the system the login

Class settings Close
details will be sent directly to the student. Alternatively, display the
student accounts to advise the student what their username is (it is the Options  Checkin schedule  Class login
bold text) and provide the temporary password. Class login

. . A shared account that all students can use to log
7.2 Students log in using a shared username and password for the class into SwitchéSchools. This is recommended when

students are using shared devices.

Particularly useful for younger students, or when using shared devices, EEonEGEE

you can set up a shared username and password for the class. Navigate C::::,vinlm (EiE, IOEET]._ (7)- S
to the class settings and then select Class Login. Enter the details and Class code

select Save. The class nickname will need to be unique, so you may need (swirzd )

Minimum 6 characters

to be a little creative.

&1 Reset all student's passwords j

Once you have created a class login there will now be an option to go to (

it via class home where you will also have access to the URL and QR
code. When scanned the QR code bypasses the need to input the username and password to access the

app.

Tip: This QR code is static so you can print to put somewhere for the students to scan on a needs basis.

Class Login X

Students can use this QR code, link or nickname and code to login
with a shared account to this class

Class nickname msswift 2

Class code swift25 £

https //app-beta.switch4schools.com.au/class-login?
u=msswift&p=swift25

7.3 Students don’t log in, and use your teacher account as a class

If you'd like the students to use your device, then it is recommended to enable student mode which will
hide all of the functionality and information not relevant for a student. You will find this option at the top of

the Student Check-in screen. Once enabled you will need to reenter your password to return to your
normal settings.




% SWITCH Ms SWift nNext scheduled check.in: 24 Feb 9:00am (¥ student mode off -] Class login
$#2 Classes Dashboard
[ Ms Switt
&% Emotion Wheel
@ Explore Switches

[©] Daily Practice v Check-in is currently closed
The next scheduled check-in is at 24 Feb 9:00am, or you can

@ Memes v
open a check-in now.
[E) LessonPlans v
fR Resources v
&2 My wellbeing v

Tip: For additional information refer to “Getting Students Started” in Lesson plans > Switch Lesson Plans

Where to go for help

The Switch4Schools website has all sorts of useful information including posters to print, ‘how to’ videos, and
community stories: https://www.switch4schools.com.au/help

If you get stuck and things aren’t working for you here is a list of recommended solutions:
https://www.switch4schools.com.au/troubleshooting

Otherwise, feel free to chat to your program coordinator and/or reach out to the Switch4Schools team via
email at support@switch4schools.com.au (there’s a link in the profile section of the app too).
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