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About this document

e This document is intended for Schools who are using the GoodSpace Schools digital screening
platform. This user guide is intended for use by School Wellbeing teams.

e While every effort has been made to ensure the accuracy and completeness of the
information in this document, GoodSpace Schools Limited does not accept any responsibility
for any errors, omissions or their consequences.

e All data displayed in screenshots contain only test data.

e This user guide is subject to change without notice.

Copyright Notice
Copyright 2021-2022 GoodSpace Schools Limited. All rights reserved.

e This document is the property of GoodSpace Schools Limited. This document is provided
subject to the GoodSpace Schools Terms and Conditions for the exclusive use of GoodSpace
Schools Limited customers who subscribe to the GoodSpace Schools Digital Screening
Platform.

e This document or any part of it can only be shared or distributed with any third party outside
of the customer, with the express written consent of GoodSpace Schools Limited.
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1 How to access the GoodSpace Response Dashboard

1.1 GoodSpace Website Address

The GoodSpace Website Address for
GoodSpace Schools application is

https://app.goodspaceschools.com

1.2 Access Response Dashboard

To access the Log in page for the Response
Dashboard, click on the ‘GoodSpace’ logo on
the bottom left of the web page.

The webpage should now change and display
the Log in page displayed below.

e

COPYTiy: n = avar snmrevprncs v nase JMited.
All rights reserved.

1.3 Login to the Response Dashboard

Enter your email address and password to log
in.

Log in to GoodSpace

Email address

Password

| |

Forgot Password?

1.4 How to reset your password — Forgot Password

Click on the ‘Forgot Password’

Log in to GoodSpace

Email address

| |

Password

| |

Login

©2021 GoodSpace Schools Limited
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Enter your Email address and press Continue. Reset Password

You will receive an email with a link to reset Enter your email address to receive
a email with a code to reset your password
your password.

Email address

Passwords need to be at least 10 characters

long and contain at least one upper case letter "
: et
lower case letter, numeral and special
character
Back to Log in

To cancel and return back to the login page
click on ‘Back to Log in’.

1.5 How to Logout

When you are logged in to the Response
Dashboard, you should be able to see your

Username on the top right-hand corner of the ‘ Technical Support K
screen.

Next to your username you should see and
‘Exit’ icon.

Click on the ‘Exit’ icon to log out of the
Response Dashboard.
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2 Your User Account

2.1 How to maintain your User Account

When you are logged in to the Response
Dashboard, you should be able to see your

Username on the top right-hand corner of the ‘ Technical Support S
screen.

Click on the username.

You should now see the following options :
available to you. Update Profile

Change Password

Change Email

2.2 How to update your User Profile

Click on ‘Update Profile’

| Update Profile |]

Change Password

| Change Email |

You will now be able to update your user Update Profile
details.

Title

First Name * Last Name

To exit without making any changes press o Humber -

Cancel Ee—

Once complete press Update.
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2.3 How to change your password — after login

Click on the Change Password :
Update Profile

l Change Password I

Change Email

Enter your current password. Update Password

Current Password *

Then Enter your new password and re-enter
your new password to confirm.

New Password Possword policy
Min 10 characters and ot least |
uppercase. | lowercase, | Number
Once complete press Update. Confirm Password * e
To exit without making any changes press
Cancel. concel | TN

2.4 How to change your email

Click on the Change Email :
| Update Profile |

Change Password

Change Email

Enter your new email address. Change Email
Once complete press Update. New tmall oddress ©

To exit without making any changes press

Cancel.
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The feature is only available to users with Systems Administrator privileges in a School.

3.2 How to add a new user to the system

a) Add New Users
b) Modify Existing Users

When you click on the Manage Users menu,
you will see the below Screen.

The Manage Users menu provides the ability to:

Home

Alerts

Search

Manage
Users

Add or Manage Users

Tech support

Review Access, Follow-up Access

To add a new user click on the ‘Add User’ button on the top right hand corner of the screen.

User Name _ JRSSear— email Registration Status

in
techsupport @goodspaceschools com Vited

You should now see the Add User screen.
Enter the following Fields:

a) First Name

b) Last Name

c) Title (optional)
d) Designation

e) Email

f)  Mobile Number

Note — We strongly recommend that each user
is setup with a dedicated email address. We do
not allow use of generic or shared email
addresses.

Add User x

First Name * Last Name *

Title Designation *

Email * Mobile Number *

| | |

User Role * Access Permission *

’ select an option s J ’ select an option

©2021 GoodSpace Schools Limited
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g) UserRole:

User Role *
There are two types of user roles: salact an option .
For regular users, please select ‘User’. System Administrator

If you would like to give ‘System Administrator’

privileges to the new user, please select
‘System Administrator’ from the list.

User Role
The System Administrator privilege should be select an option :
reserved for Hegd of Counselllng services or
Head of Wellbeing. e .

h) Access Permission:
Access Permission *
There are three main levels of access [
permissions for wellbeing team members:

select an option -

View Access(Read only)

i View a survey response - allows a user
to be able to only view a survey Review Access
response.

ii. Review a survey response — allows a
user to be able to review a survey
response and indicate if a follow up is

Follow-up Access

Screenshot -1

required.
iii. Follow up access — allows a user to be

) Access Permission *
assigned to do a follow-up r

select an option -

A user can have both - Review Access and

Follow-up Access. To give both permissions, view Access(Read only)

select both values from the list. Review Access

View Access: Follow-up Access

To give a user the ability to only view survey

responses, select ‘View Access — (read only)’ Screenshot -2

from the list. Refer to Screenshot - 1. A user
with ‘View Access (read only)’ will not be able
to do Reviews or do Follow ups. Access Permission *

splect an ontion
sSCICCt opuo

Review Access:

To give a user the ability to review survey View Access(Read only)
responses, select ‘Review Access’ from the list. '
Refer to Screenshot - 2. Review Access

Follow-up Access

Follow up Access:

To give a user the ability to follow-up survey
responses, select ‘Follow-up Access’ from the
list. Refer to Screenshot - 3.

Screenshot - 3

©2021 GoodSpace Schools Limited Page 10 of 38 Last Updated 28 April 2023



http://www.goodspaceschools.com/

Good IR

GoodSpace Schools Limited
www.goodspaceschools.com

Additional privileges:

In addition to the three main levels of access,
you can add some additional functionality
access

Export to Excel:

To give a user the ability to export search
results to an Excel file, select ‘Export to Excel’
from the list. Refer to Screenshot - 4.

Analytics dashboard — aggregate data access:
To give a user access to aggregated data, select
‘Analytics Dashboard — Aggregated Data
Access’. This will enable them access to
overview to the screening survey responses.
This access can be granted without any other
privileges to school staff who would benefit
from seeing the screening summaries but
without identifiable individual level student
data. Refer to Screenshot — 5.

Analytics dashboard - individual data access:
To give a user access to individual level data,
select ‘Analytics Dashboard — Individual Data
Access’. This will enable them access to
overview to the screening survey responses, as
well as the ability to drill down into identifiable
individual level student data. Refer to
Screenshot — 6.

Access Permission *

select an option
View Access(Read only)
Review Access

Follow-up Access

Export to Excel

Screenshot — 4

User Role *

Access Permission *

x Follow-up Access x Review Access x Exportto Excel

View Access(Read only)
Review Access
Follow-up Access

Export to Excel

Analytics Dashboard - Aggregate Data Access

Screenshot -5

User Role *

Uger

Access Permission *

= Follow-up Access = Review Access x= Exportto Excel

Review Access
Follow-up Access
Export to Excel

Analytics Dashboard - Aggregate Data Access

Analytics Dashboard - Individual Data Access

Screenshot — 6

Once you have entered all the fields click on
Invite button.

To exit without adding the user press Cancel.

Add User x

First Name Last Name

Title Designation

Email * Mobile Number *

User Role * Access Permission *

Cancel Invite
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Once you click on Invite button, you should see
the following confirmation message.

Email sent to user to complete registration
process.

3.3 How a user completes the user registration process

the Registration.

The user will now receive an email from GoodSpace Schools with instructions on how to complete

The email will be from no-reply@goodspaceschools.com

Registration’. Example dispayed below:

The body of the email will contains intructions asking the user to click on the link ‘Complete

To complete the registration process, click on the button below

or right-click on the buttton, copy the link and paste in the browser address bar

Complete Registration

When the user clicks on the ‘Complete
Registration’ link in the email, the user will be
taken to a web page to enter their details and
selecta password.

The user will be asked to enter:
a) First Name
b) Last Name
c) Password
d) Confirm Password

Passwords need to be at least 10 characters
long and contain at least one upper case
letter, lower case letter, numeral and special
character. Once you click on Save button, you
should see the following confirmation
message.

You have already completed the Registration.
Click OK to login.

ref: RV169
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3.4 How to deactivate a user account

When a user leaves the school or if a user no longer should have access to the GoodSpace
Response Manager software, you should deactivate their user account.

To deactivate a user, go to the Manage Users menu and click on the user you wish to deactivate.

You should now see the Deactivate Account button. Click on the Deactivate Account.

Deactivate Account

3.5 How to reactivate a deactivated a user account

To reactivate a user, go to the Manage Users menu and click on the user you wish to reactivate.

You should now see the Activate Account button. Click on the Activate Account.

Activate Account

3.6 How to make changes to a user account profile

To make changes to a user profile, go to the Manage Users menu and click on the user you wish
to edit. You should now see the Edit button. Click on the Edit button.

& Edit

Once complete press Update. Alternatively, to exit without making any changes press Cancel.

3.7 How to reissue the registration email

If a user has not received their registration email and they cannot see it within their junk email
folder you can reissue the registration email. Go to the Manage Users menu and click on the user
you wish to edit. Click on the Edit button. Check the user details such as email are correct.

Cancel Update & Resend Invite

If the details are correct or once the details are updated press Update & Resend Invite.
Alternatively, to exit without making any changes press Cancel.
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4.1 How do you setup a new Survey with a Survey Code?

The process of setting up a new Survey with a Survey Code on the GoodSpace platform is called the

Publishing process.

4.2 How to publish a new survey

The Survey Templates menu provides two ways
of publishing a new survey:

a) Publish a new survey from the Template
Library

b) Re-publish a new survey from a
previously published survey

When you click on the Survey Templates menu,
you will see the below Screen.

w

Manage
Users

Survey
Templates

U

Enhanced
Security

The Survey Templates is organised into two
sections:

a) Template Library
b) School Surveys

Templates that are in the ‘Template Library’ are
available for all schools using the GoodSpace
platform to use.

Templates that are displayed under ‘School
Surveys’ are the surveys you have previously
published.

The Surveys under ‘School Surveys’ are only
visible to your school.

Template Library

Wellbeing Check in-WC

Versian L

Wellbeing Survey-WSs

Version 20

School Surveys

Wellbeing Check in - Training
Published on: 08-Jun-2022, 2247 am
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To select a Survey Template to
use, click on the survey to highlight Template Library
it as shown in the screenshot.

Wellbeing Check in-WC

Version 11 o
Wellbeing Survey-Ws o _)
Version 20

Once you select a template to use, you will now see a screen simillar to the one shown below:

Wellbeing Survey-Ws

G Sections, 35 Questions

Survey Code FASOWS o

survey Name

Ternplate Name Wellbeing Survey-ws

School Years I:' All I:‘ Year 7 |:| Year 8 D Year 9 I:' Year 10 |:| Year 1
I:' Year 12 D Year 13

Start Date o @
Last date to start o O]
Last date for submission | 0]

The following section explains setp by step how to publish a new survey code.
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Selecting a Survey Code:

Survey Codes are 8 characters in
length and is always unique to each
survey. Survey codes are also
unique across different schools.

The first 6 characters are always
automatically generated by the
system.

You will need to select the last two
characters of the Survey Code to
complete the Survey Code. The two
characters can be numbers or
uppercase letters.

We suggest you do not use numbers
like zero (0), one (1) or letters like (I,
O, U or V) that could sometimes be
mistaken.

Survey Code 2NZDWS

Example:
In the below example, the user has entered Y9 to complete

the Survey Code.

The complete Survey Code in this example is 2NZDWSY9

Survey Code INZDWS | YO 0

Enter Survey Name:

The Survey name is displayed to
users completing the survey.
Hence, it is important to chose a
meaningful name to decribe the
Survey.

Do not use a forward slash ‘/’ in
your survey name

Survey Name ‘ |

Example:
If you want to publish a wellbeing survey for year 9

students, then you can name the survey ‘Wellbeing Survey —
Year9'.

Survey Name Wellbeing Survey - Year 9

Template Name:

The name of the template you are
using is always displayed for
information purposes only.

The user does not need to do
anything.

Template Name Wellbeing Survey-2022-WS

©2021 GoodSpace Schools Limited
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Specify School Year Group:

You can create a survey code for use
with one or many year groups.

As a general rule, we recommend
creating a dedicated Survey Code
for each year group. This helps
manage survey responses by
individual year group.

When you have a large number of
students in a year group, you can
break that year group into smaller
groups and create multiple survey
codes for that year group.

School Years

I:‘ Al |:| Year 7 l:‘ Year 8 |:| Year 8 l:‘ Year 10 |:| Year 1l
I:‘ Year 12 I:‘ Year13

Example:
If you want to publish a wellbeing survey for year 9

students, then tick the box in front of ‘Year 9’.

l:‘ Al |:| Year7 l:‘ Year 8 n Year 8 l:‘ Year 10 |:| Year 1l
l:‘ Year12 |:| Year13

School Years

Start Date and Time:

The start date is the date from
which this survey will be available
from.

Remember that students can only
start completing a survey after you
have shared the Survey Code with
them.

Start Date | || 0]

Suggestion:
e We recommend that the Start date is always the
date you are publishing the Survey.
e Start Time can be set to 12:00 AM

Last date to start:

You can specify for each survey,
what is the last date by which a
user can submit a survey. This is
the date the survey closes.

Last date to start ] || ©
You can specify for each survey,
what is the last date by which a
user can commence a survey.
Last date to Submission: Last date for submission o || o]
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Welcome Message:

The Welcome Text is displayed to
the user completing a Survey
immediately after they have
entered the Survey Code, Student
Email and Student Details.

With each template there is default
Welcome text that is populated.
You are free to customise this
Welcome text to meet your school
and student audience.

Spell Check:
It is recommended that you copy

the Welcome text and paste it into
Microsoft Word or similar Word
Processing program and do a spell
check.

Welcome Message Kia orq,

Thanks for taking this short survey today. We want you to get
the most out of your time here at school and feel good about
being here.

This survey asks you some questions about different areas of
your life so we can get an understanding about what is going
on for you. Please be honest in your answers. It is important to
know what you REALLY think and are experiencing, not what you
believe is the right answer. This is NOT a test. There are NO right
Or Wrong answers.

Your answers will be stored securely and not shared with
anyone except the Student Services Team. If the Student

Important:
It is important to cover the following aspects in the
Welcome Text:

e About the Survey

e Confidentiality and Privacy — who will be able to see

the survey responses
e Consent
e There are no right or correct answers

Thank you Message:

The Thank you text is displayed to
the user at the completion of the
survey.

With each template there is default
Welcome text that is populated.
You are free to customise this
Thank you text to meet your school
and student audience.

Spell Check:
It is recommended that you copy

the Thank you text and paste it into
Microsoft Word or similar Word
Processing program and do a spell
check.

Thank you Message Ka pai to mahi! Thanks for completing this survey.

If you would like to talk with our team about anything that has
come up for you in this survey, please reach out to us for a
confidential conversation.

You are always welcome to chat with us.

Nau mai, haere mai, ki te korero

Important:
It is important to cover the following aspects in the Thank
you Text:
e Thank the student for completing the survey
e What happens next
e How a student can reach or contact the wellbeing
team

©2021 GoodSpace Schools Limited
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Saving the Survey Setup as a Draft:

Before you click on the Publish

To save the Survey Setup as a Draft
click on Save as Draft.

School Surveys
To exit without making any

changes press Cancel.

December Check in mzDWCDC =
The Survey now shows up under Published or: 13-Dec-2022, 9:24 om !
your list of School Surveys but with
an exclamation mark under the
code to indicate it is not yet live. Screenshot -7

Publishing a Survey:

Important: Cancel Save as Draft

Please ensure you check every
detail of the survey setup before
you click on the publish button.

Once you publish a survey, you will
not be able to make any changes.

To publish the Survey, click on
Publish.

To exit without making any
changes press Cancel.

When editing the Survey Setup,
you can exit without saving any Save as Draft m

changes by pressing Cancel.
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5 Home Menu

5.1 How to view responses to a survey

Every time you log in to the Response Dashboard the screen you will be viewing is called the
Home Screen Dashboard. The Home Screen Dashboard is organised to show:

a) All current surveys on the left-hand side of your dashboard. These are surveys that are
still open and can be completed by a student.

b) All historical surveys can be seen on the right-hand side of the dashboard. These are
surveys that are now closed and can’t be completed by a student.

c) To view survey responses to a current survey or historical survey, click on the ‘Right
Arrow’ icon.

Current Surveys

Wellbeing Survey

publizhed by: Dr Kelzeye Normons on 07-Feb-2022, 5:50 pm

In Progress: 4 Completed: 2 Code: 22WSDEMO

1 Progress

5.2 How to view survey progress data

For the Following Survey named ‘Wellbeing
Survey’ with Survey Code 22WSDEMO: D TR S 0

a) 27 Students have completed the survey 4 s 0
b) 4 students commenced the survey but - sl

yet to complete Fitor by Review Outcomes

c) This means a total of 31 students (27 .
students completed + 4 students in
progress) commenced the Survey Fitor by Follow-up Outcomes

d) Of the 27 students that completed the ol rolos ollow-up completed
Survey, 1 student has been reviewed
and identified for a follow-up. This
Follow-up has been completed.

e) The remining 26/27 students are yet to
be reviewed.

27 0 14 26 4
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5.3 How to view survey activity

¢
e On the navigation pane on the left-hand side of the Analytics
screen you will see the ‘Survey Overview’ icon Dashboard

=
Survey
Overview

U

Enhanced
Security

From the Survey Overview landing page, you can select the survey template you wish to review,
the academic year, or you can review activity across templates but within a certain timeframe,
which is useful if you are screening the whole school with different surveys and wish to monitor
progress. You can also select to review the surveys by year group.

°E NZ Demo School & v et @

Survey Overview

Survey
wwwww RE SEARCH

Alerts (Total) Alerts [Students) Review/Follow Up Count

The Survey Overview will be of particular use for larger schools who may have multiple surveys
running at a time. You will be able to see how your surveys are progressing, the number of
surveys in progress and complete, as well as the numbers of alerts and date of last activity. This
supports schools reporting their progress with their wellbeing screening within the school.
Permission for the survey overview function is linked to access to the analytics dashboard.
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6 Alerts Menu

6.1 How to view Students with Urgent Alerts

e The Alerts menu provides an easy way to find all
students who have completed a survey with a Hﬁqc
response to a question which is associated with a
‘Critical’ Alert. ~
‘Ivl‘
. Alerts
e You can change the pre-defined search parameters at
any time. Q
Search
e If you want to reset the search parameters back to the
Critical Alerts who are ‘Not Reviewed’, click on the =
‘Reset’ button. Manage
Users
e Once a student is marked as reviewed, the status of
the survey response is changed, and they will no longer
appear on this list.
Search Alerts by
Alert Type Status School Year Score
Ll [T an All From To
[[] High [] in Progress Year 7 Year 8 [ [
Medium [Jow Completed [¥] vear 9 Year 10
[[] contact me [] Not Finished [¥] yearn Year 12
Year 13
Qg(cgme §tgtgs
] an

Not Reviewed
[(INo Follow-up Required
(] Follow-up Required

e
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7 Search Menu

7.1 How to use the search feature

e There are two Search options available in this feature;
Survey or Student search ; b
. - ome
e The Search menu provides the ability to search for any
responses by the following criteria: R
Q
Alerts
a) Survey Name
b) Academic Year Q
c) Survey Status s
d) Alert Types
e) School Year =
f) Score or Score ranges Manage
g) Outcome Status Users
e You can change the pre-defined search parameters at
any time.
e If you want to reset the search parameters back to the
original settings, click on the Reset button.
o Survey Search ( Student Search
Survey Search
Year o Survey Status Alert Type School Year
Survey [ an ] an
In Progress [ wigh Year7 Year 8
L Completed — [ row Year 9 Year 10
Academic year Not Finished D Contact me Year Il Year 12
a [ vear13
om To
Qutcome Stotus
O an

[¥] Not reviewed
[J no Follow-up Required
[ rollow-up Required

You can also select ‘Student Search’ to look up individual student survey responses
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() survey searcll @ Student Search

Student Search
Student ID Emall
First Name Last Name

CIEUP m

7.2 How to search for wellbeing score for check-in

e The Search menu provides the ability to search and triage student responses to the wellbeing
check-in survey:

a) Survey Name —select the appropriate wellbeing check-in survey
b) Academic Year
c) Survey Status
d) Alert Types — Uncheck all boxes
e) School Year
f) Score or Score ranges - Enter score 0 — 50
If high numbers use 0 — 28 for highest priority, then repeat 29-50 for next priority group
g) Outcome Status

e You can change the pre-defined search parameters at any time.

e If you want to reset the search parameters back to the original settings, click on the Reset

@ survey search () Student Search
Survey Search
() vear € Survey sStatus Alert Type: School Year
survey All o Al
v Critical High Year7 Year 8
Wellbeing Check In Year 12_13 - Training (Code 38BMCWCTR) x v | In Progress o [ Hig “ &
completed ] Medium [ tow Year 9 Year 10
Academic year Not Finished [ contact me Year 1 Year 12
k ] vear 13
2022 . r
score
From To
b ]
Outcome Status
O an
Not Reviewed
[ No Follow-up Required
[] Follow-up Required
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have answered a question with a zero (at no time) response:
Alert Type: Check High box only

Status: Completed

School Year: Check Year

Score: Leave blank

Outcome status: Not reviewed

e After this you can also search for any students who may not have had a low score but who

Survey Search

() vear @ survey Stotus
Survey Aall
In Progress
Completed
Mot Finished

wellbeing Check-in Demo (Code 3NZDWCTA) -

Academic year

select an ocademic year : ‘

Score

From Ta

1]

QOutcome Status

[T an

Not Reviewed

|:| No Follow-up Required
O Follow-up Required

Alert Type

1 an
O eritical l High
|:| Medium 0y

[ contaet me

zero high alert but who have requested that you contact them:
Alert Type: Check Contact me box only

Status: Completed

School Year: Check Year

Score: Leave blank

Outcome status: Not reviewed

e After this you can also search for any students who may not have a low score, or triggered a

Survey Search

Status

Survey All
R ¥] In Progress
waellbeing Check-in Demo (Code 3NZDWCTA) I - °g
> | Completed
Academic year Mot Finished

select an academic year

y
Scora
l From To
QOutcome Status
[
Mot Reviewed
[] Mo Follow-up Required

[ Follow-up Required

Alert Type

O an

O critical [ High
g

p—— [ tow

Contact me
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In Version 3 of the Wellbeing Survey there is a ‘Contact Me’ alert which is linked to those students
who have requested support with their lifestyle behaviours such as drinking, smoking, vaping,
losing sleep due to online time, and financial struggles.

To identify these students for further intervention, select:

[¥] Mot Reviewed
] No Follow-up Required
E Follow-up Required

EEE

Follow-up Completed

Unable to Follow-up

a) Survey Name
b) Academic Year
c) Survey Status — depends on whether the survey is running if you wish to include those in
progress
d) Alert Types — ‘contact me’
e) School Year
f) Score or Score ranges — n/a
g) Outcome Status - if you have already completed a review for the critical or high alerts you
may wish to select all for the purpose of finding all those who wanted help with certain
behaviours or issues
s = GoodSpace Demo School
" Search
H:r:m & survey search (7) Student Search
Alf:—;m Survey Search
) vear @ survey Status Alert Type School Year
sesreh survey O an O an ] Al
Wellbeing survey TE V3 (Code 3BMCWSTB) Ll inrogress [ critcal L] igh [ Year? ) Years
Manage ¥ Completed [ Low [¥] vears [¥] vear10
dsers Academic year [¥] not Finished Contact me [¥] vearn [¥] vearn2
= 2023 z‘ Year 13
Survey - Score
Templates
From To
L)
Enhanced - -
Security Outcome Status
] an

Follow-up
assigned to

Follow-up Pending

Select User

Reset
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A list of students who have checked the support boxes in the relevant questions triggering a
‘Contact Me’ alert in the survey will appear in the bottom half of the screen. Select a student
response to bring up the student survey dashboard:

or | Wocores
Wellbeing Survey v3 (JBMCWSTA) e

Jon T bazat 2ty

Notes Responses

vam-wﬁé

o a o o = -] @ o« o o @

gn "y - non  mgn it
Aleohal can impact our health and daily functioning, How much aleohal do you drink?
0 Pl Gk akonol [ aaanets

As you can see from the student dashboard this student has triggered six ‘Contact me’ alerts.
Check the Contact Me check box at the top right of the survey Responses page (shown here in a
red oval). This will then show the number of questions where the student has asked for help in
each section (circled in red), and show the relevant questions by displaying a green ‘CM’ under
each question number (circled in red).

There are five possibilities to request help in the toku tinana (self-care) section; with pornography,
drinking, smoking, vaping and reducing time spent online. There is also one in whanau/toku
kainga (family/home life) section if the student would like help with financial struggles. You can
add a note against each of the Contact me alerts so the support they have requested can be seen
as a summary under ‘Notes’; see Section 8 below.
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You can write a note when you see
the ‘Add note’ icon.

To write a note click on the ‘Add
note’ icon.

(& Addnote

The add note icon will change to an
editable text box allowing you to
type a note.

Once complete press Save.

To exit without making any
changes, press Cancel.

Add MNote

[Jriag

e

oo

Once you have completed your
notes you can review these on the
student survey dashboard by
selecting the Notes tab.

Wellbeing Survey V3 (SNZDWSTA) s

@ Sub Woofer (corsersneee)
o

T G (e

6 17

Ms Hello Demo

Help with online use.

Ms Hello Demo

Section: Toku Tinans - Self-Care.
Help with vaping

Ms Hello Demo

Section: Toku Tinans - Self-Care.
Help with pornagraphy use

10

Low Contact me
10 5

e

29-Apr-2023, 631 pm

New Note

29-Apr-2023, 630 pm

29-Apr-2023, 630 pm
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9 Response Review Process

9.1 How to mark a survey to indicate — no follow up is required

Click on the ‘No Follow up

. ,. Outcome Not Reviewed
Required’ icon

Assigned to Not Assigned

v

Follow-up Required No Follow-up Required

The screen should change to allow
you to type a note and save. Review outcome

Once complete press Save.

Follow-up Action

. . . No Follow R ired
To exit without making any ’ oY v

changes, press Cancel. Notes

Cnhce' m
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9.2 How to mark a survey to indicate — a follow up is required

To assign a Follow-up, click on the
‘Follow-up Required’ icon

Outcome Not Reviewed

Assigned to Not Assigned

v

Follow-up Required No Follow-up Required

A window will open and display all the
users in the system with ‘Follow up’
access privileges.

To select a user to assign the Follow
up click on the ‘Assign’ button next to
their name.

You can enter a note when you assign
a follow up to a user. It is always good
practice to enter a note. Once
complete press Save.

To exit without making any changes,
press Cancel.

Assign Follow-up To x

Mr GoodSpace Demo (Counselior

Notes

Once assigned to a User, you can also
re-assign to another user.

Click on the ‘Re-Assign’ button.

A window will open and display all the
users in the system with ‘Follow up
Access’ privileges.

To select a user to assign the follow up
click on the ‘Assign’ button next to the
name of the user you want to assign
to.

You can enter a note when re-
assigning a follow up to another user.
It is always good practice to enter a
note. Once complete press Save.

To exit without making any changes,
press Cancel.

Recent octivity

4 20-feb-20228%00m Outcome ollow-up Pending
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10 Follow up Process

10.1 How to record a follow up is completed

Click on the ‘Follow up Completed’

icon. I{_l) Q

Follow-up Completed Unable to Follow-up

The screen should change to allow
you to type a note and save. Follow-up outcomes

Once complete press Save.

Follow-up Action

Follow-up Completed v

To exit without making any
changes, press Cancel. Notes

Cuncel m

10.2 How to record a follow up was not possible to be completed

Click on the ‘Unable to Follow up’

icon. ﬂ-} Q

Follow-up Completed Unable to Follow-up

The screen should change to allow
you to type a note and save. Follow-up outcomes

Once complete press Save.

Follow-up Action

’ Unable to Follow-up v

To exit without making any
changes, press Cancel. Notes

V

CGPCE’ m
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The feature is a restricted feature that needs to be enabled by the School GoodSpace Systems

Administrator.

Once a user has been enabled for the Export to
Excel feature, the user should see the following
Export to Excel icon.

Users are able to export search results from the
following three areas to an Excel file:

a) Home Page

b) Alerts Page

c) Search Page

g Export To Exce

Once you click on the Export to Excel icon, the
system will generate an excel file containing the
data displayed in the screen.

All the columns on the screen will be included in
the Excel file except for the following two fields:
a) Alert count
b) Score

This is due to privacy and security requirements.

The Excel file generated will always be password
protected.

The password will be displayed as shown in the
screenshot.

Report exported to password protected Excel file.

Excel File password is  XXXX

Password can be accessed in your user profile.

If you misplace the password, you can always view
the password for the Excel file by clicking on your
username on the top right side of the screen.

You can reveal the password by clicking on the
‘Eye’ icon highlighted in red in the screenshot.

Export to Excel File Passwords

Genearate New Password

Current Excel File Password: sessss
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11.2 Generating a new password for Excel files

If for any reason you feel the password is
compromised, you can generate a new file.

prior to generating a new password.

generated from this point onwards.

Please note any Excel file generated up to now can
only be opened using the current password. So, it
is advisable that you write it current password

The new password will apply to all new Excel files

Export to Excel File Passwords

‘ Generate New Password

Current Excel File Password: sesees L2
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12 Analytics Dashboard

e On the navigation pane on the left-hand side of the su-ciy

screen you will see the ‘Analytics Dashboard’ icon Tompictes
e

e There are two different levels of access available for D':,Z::i':fd
the analytics dashboard; aggregated and individual
level data access. Please note only Systems sfey
Administrators can alter user permissions (see Section Qverview
3.2)

Now you will see a screen with the ‘Analytics Dashboard’ home page. From this page you can
select the survey template you wish to review, year and specific survey, as well as focussing on
specific sections, indicators, or reviewing by year group.

N = INZ Demo School & Ms Hello B

¢ Analytics Dashboard

# Analytics Dashboard
Home
Totol Surveys - Published : 18 —

Q Totol Completed : 317 —
Alerts Total Students - Incomplete : 75

search

Survey Analytics

Manage
users
Template Name Section Name School Years

~] an

Survey wellbeing Survey-Ws-3.0 v Al
Tempiates ¥| vear 7 | vears
Academic Year Indicators : -
(] ] Il v
e 2023 - Al . vear 9 Year 10 [¥] vearn
Dashboord
v v
Survey Name Year 12 Year 13
S
Survey Wellbeing Demo Survey V.3 (3NZDWSTC) v
Overview
v | RESET SEARCH
Enhanced

Security

Toku Kura = School Life

Once you have selected your parametres you will be able to view the analytics dashboard, with
pie charts displaying the student’s responses to the selected survey. If you have individual data
access, you can drill down from the pie charts to see the list of students and their responses for
further action.

Individual data access permission should only be given to users who directly respond to student
wellbeing needs. Senior Leadership Teams and teachers should only have access to the analytics
dashboard — aggregated data access, so they can see an overview of the survey responses.
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Reporting Indicators

1. Feel school is a safe place

2. Type of bullying involved

3. Bulling at school

Section | Toku Kura - School Life

publishod by: Ms Hollo Dema on T7-Apr-2023, 110 am
Schoo! Year: Year 10

Wellbeing Demo Survey V.3 (3NZDWSTC)  inruses

Start Date: 17 Apr 2023
Last Date: 30 un 2023

n - Export to Excel

Question: Do any of the fallowing apply to you:

Options:

Studen

Al

I am being bullied at school

B! am or have been a witness to bullying at school [

me

Copy Paper (Female)

0: 3d3de

riet S
s

nbgse

Hazel Hogwash (Female)

tiles (Ferale)
com

School
oo

Waellbeing Demo Survey V.3

dis: INZDWSTC Yearlo
WP\Th:\‘.r;g:::{\:n Survey V.3 Year10
veor
Wellbeing Dema Survey V.3 [

& INZDWSTC

+~ Back To Analytics Dashboard

Response Options

None of these apply ta me

None of these apply to me

® ot school

@ 1am being bullied at school

1am or have been a witness to bullying

From here you are then able to export those lists of students into excel for further action, such as
calling them into a workshop, or further follow up. The export to excel function is password
protected; your personal password will pop up when you click on the export to excel button. Once
you enter the password the following data will be displayed:

¥, cut
B Copy -
¥ Format Painter

Chpboard

1 student id

1 ad3de

3 nbgse
y

1 1357
-

5 123456

5

7 ecans

3

3 345ded

a

1 245

£

B
Student Name
Copy Paper
Harriet stiles
Hazel Hogwash
Jacob Jones
Jess Cob
John Lennin
Reed shortland
Teddi Bear
Test Student
Tester sty

Gender
Female
Female
Female
Male
Female
Male
Male.
Male
Gender Diverse
Male

22 Wrap Text

S Merge 1 Center ~

me what you want to do

Custom

$-% * RB

Allgnment [ Number &

D E

| Email | survey Name

Copy@655.com Wellbeing Demo Survey V.3
harry@snl.com wellbeing Demo survey V.3
hools.n: g yv3
1 hool 0 va
Jcob@gmail, g Survey V.3
see@drt.ong Wellbeing Demo Survey V.3
n g yv.3
teddi@gmail.com Wellbeing Demo Survey V.3
test. school.n: g v
com g V.3

id

¥ [norm: Bad Good Neutral

Conditional Format as Explonatos FollowedHy.. Hyperlink
fable -

Formatting - T

+ | survey Cod
INTDWSTC
INZOWSTC
INZOWSTC
INZOWSTC
INZOWSTC
INZOWSTC
INZOWSTC
INZOWSTC
INZOWSTC
INZOWSTC

styles

F 6 H

e = | School Year ~ Question
Year 10 Do any of the following apply to you:
Year 1o Do any of the following apply to you:
Year 10 Do any of the following apply to you:
Year 10 Da any of the following apply to you:
Year 10 Do any of the following apply to you:
Year 10 Do any of the following apply to you:
Year 10 Do any of the following apply to you:
Year 10 Do any of the follewing apply to you:
Year 10 Do any of the following apply to you:
Year 10 Da any of the following apply to you:

gt :

i
~ Reparting Indicator
Bullingat school
Bulling at school
Bullingat school
Bulling at school
Bulling at school
Bullingat school
Bulling at school
Bullingat school
Bullingat school
Bulling at school

3 autosum |
T Fill -
# Clear -

Cells eal

ResponseOptions

None of these apply to me

None of these apply to me

1am or have bean a witness ta bul
i am being bullied at school

None of these apply to me

None of these apply to me

1 am being bullied at schoal

None of these apply to me

1 am being bullied at school

| am baing bullid st school
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13 Enhanced Security

We are committed to protecting the data of our customers. Each user is required to have a strong
password with a minimum length of 10 characters.

In addition, customers can implement email verification codes to add an extra layer of protection to
the sign-in process. You can configure different email verification policies for log in from:

a) School Network
b) Outside School Network

13.1 User Privileges required

The feature is a restricted feature that needs to be enabled by the School GoodSpace Systems
Administrator.

13.2 How does it work?

When email verification codes are enabled:

a) The system will check if additional verification is required each time a user has entered their
username (email address)
and password to log in to the GoodSpace platform.

b) If the School policy requires additional verification, then a one-time code is emailed to the
user.

c) The user will need to enter this code to complete the log in process to and gain access to the
GoodSpace platform.

13.3 How to setup?

=
e To enable email verification codes, click on the Manage
‘Enhanced Security’ menu. Users
e Please note that the ‘Enhanced Security’ menu is only =
visible to School users with Systems Administrator survey
access. Templates

U

Enhanced
Security

Now you will see a screen with a heading called ‘Security Security Settings
Settings’ and a check box as follows:

|:| Enable Email Verification Codes for login

©2021 GoodSpace Schools Limited Page 36 of 38 Last Updated 28 April 2023



http://www.goodspaceschools.com/

GoodSpace Schools Limited
@]
m S pG Cel www.goodspaceschools.com

Security Settings

To enable Email Verification Codes, select the check box as
follows: B £nable Email verification Codes for login

You should now see the following options:

For access from School Network, email verification code is:

Ii::l Required only for first login each day from a IP Address in Whitelist (recommended)

I:_:I Mot required for login from a IP Address in Whitelist

(_:u Required for every login

For access from outside School Network, email verification code is:

'i::' Required for every login (recommended)

'

L :. Required only for first login each day from each IP Address

(_ju Mot required

Once you make your preferred selections, you will see the “Whitelist’ menu appear as highlighted
in the screenshot below:

Security Settings |Whitelist |

B enable email verification Codes for login

For access from School Network, email verification code is:

° Required only for first login each day from a IP Address in Whitelist (recommended)

'C_:' Mot required for login from a IP Address in Whitelist

P
[ )

\__) Required for every login

For access from outside School Network, email verification code is:

o Required for every login (recommended)
C} Required only for first login each day from each IP Address

C} Mot required
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13.4 How to add IP Address to Whitelist

You can enter the school IP addresses to whitelist it below:

To whitelist the school IP Address, the School will need what is called a Fixed IP Address. Please
consult with your school IT team for further information.

Once complete press Save.

To exit without making any changes, press Cancel.

Security Settings  Whitelist

Enter Public IP Address to add to Whitelist Whitelist

No IP saved
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