Switch4Schools (S4S) Implementation Checklist 
Version 1.3
 
Available resources to support implementation:

· Administrator “Getting Started”: www.switch4schools.com.au/gettingstarted
· Teacher “Help Hub”: www.switch4schools.com.au/helphub
· Frequently Asked Questions: www.switch4schools.com.au/faqs

	1. Set up and Contract Administration
	Comments

	If taking advantage of a trial period or using a staggered deployment plan, consider and confirm with the S4S team the preferred approach, timing and level of support required. 
	

	Complete necessary school processes such as obtaining parental consent, in the event of using identifiable student information within the S4S system.
	

	Brief the school IT coordinator and arrange for S4S app to deployed to school iOS devices and be updated regularly.
	

	Coordinate class set up process including:
· Identify who will be the Key Coordinator for the school (primary point of contact between the school and S4S).
· Confirm if anyone else will act as system administrators (these people will be able to set up user accounts, and access weekly reports). 
· Collate and submit class lists for participating educators (template available via the administrator’s portal and getting started page).
· Confirm if student support roles, such as Guidance Officers, will also require their own class groups, i.e. GO Group. 
Notes:
- Classes can have multiple people assigned to them, such as Teachers, Aides, and Guidance Officers. Teachers can also be administrators.
- Students can be assigned to multiple class groups, including GO Groups.
- While the S4S team offer this service, teachers and administrators can also create student accounts at any time. 
	

	Assign responsibility to oversee the administration of S4S data, including reviewing the weekly data to monitor for trends or emerging issues.
	

	Consider the schools preferred ways of working and how S4S will integrate into existing routines. Such as:  
· Who will be responsible for delivering lessons related to social and emotional learning; the class, health or wellbeing teacher
· Are there any particular scenarios where a student should be triaged to a particular support person or team; tier 2/3 
	

	At the completion of the trial period, decide the number of licences that will be required and advise S4S of any necessary procurement processes, eg if a quote is required to create a purchase order before invoicing. 
	

	Other...


	



	2. Upskilling and Enabling Adoption
	Comments

	Educators provided with the opportunity to access relevant professional development resources and/or events related to the fundamentals of emotional intelligence. 
	

	Educators, including Administrators, Teachers, Teacher Aides, Guidance Officers, Head of Curriculum or Special Education Services, and other support and inclusion roles informed about the application's functionality and the school’s expectations (see section 3 below) and procedures relating to using the program, as relevant to their role, including: 
· monitoring collected S4S data on a regular basis, 
· checking on the wellbeing of students particularly those reporting or presenting as dysregulated, 
· delivering personal and social capability curriculum,
· accessing technical support.
Notes:
In addition to onboarding familiarisation sessions, consider arranging additional coaching sessions with the S4S team for key roles monitoring student wellbeing, adoption and usage. 
	

	S4S added as a recurring agenda item at relevant staff meetings, where reports and/or updates are shared and discussed as a group to inform necessary support or lesson planning.
	

	Information shared with families and the community through direct communications, newsletter and/or community events as appropriate. 
	

	Students have been briefed and any necessary foundational lessons have been delivered in preparation for using the application. 
	

	Supporting materials such as the emotion wheel posters have been printed and put up in relevant spaces. 
	

	Other...


	



	3. S4S Class settings 
	Expectation 
(update example text as required) 

	Frequency for check-ins
	At least once per day whenever possible for class groups, and ad hoc as appropriate for individuals assigned to GO Groups.

	Scheduled check-ins
	Sessions should be scheduled for first thing in the morning habit stacked to the process of taking attendance, between 8.30am and 9.30am.

	Recommended complexity level 
	Level 1 for Prep – Year 2. 
Level 3 for Year 3 – 5. 
Level 3 or 5 for Year 6 – 9.  
Level 5 or 7 for Years 8 – 12.

	Request for chat functionality 
	Enabled for Years 3 and above with email and iOS push notifications to be sent to both lead class teacher and agreed wellbeing support role, eg Deputy Principal or Guidance Officer.

	Individual stats functionality 
	Enabled for Years 6 students and above to be able to monitor their own personal check-in data. 

	Optional questions 
	All optional check-in questions to be enabled except for the wellbeing questions for Prep and Year 1 classes. 

	Student login
	Classes using shared devices to set up and implement class login credentials. 
Students with individually owned devices to log in using their unique account credentials. 

	Other...
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