SENTRAL
EDUCATION

Student Plans User Guide



Contents

CopY PlaNns ..
Add an AttAChMENT 10 @ PlAN .u.iie ettt e et e e e e eeanees
S {0 Lo L= L A d 0] 1T

GlOSSANY OF TEIMNS ..ttt e et e e et e e e e bbn e e e e anb e e e e e nnnees

pg. 2



Plans

Target Audience

e Teachers

e Administration Staff

Content

Within this course staff will learn how to:
e Create a Plan
e Edit and Resolve a Plan
e Copy Plan/Plan Sections
e Add attachment to a Plan

e Student Profiles

Overview

Staff will learn how to create Plans, edit and resolve Plans and copy Plans.
Create a Plan
The following procedure shows Users how to create Plans.

Select Student Plans under the Wellbeing group.

@ wellbeing

Wellbeing
Conferences
Student Plans

House Points

The Home page for Student Plans displays.

Student Plans

student search:

1. Type the student’s name in the search bar and click on the name.

[ Search Student Plans Q]
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a. A list of historical plans displays. Select Create Plan

-
0 e eure 3 PLF " . . i ded - uderty egare om = 0 et n
Plans
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2. Click on the Plan type required.
Create a plan of the following plan type:
LR IEp NCCD Behaviour Support Plan Emergency Care Health Care Webinar Primary Support Plan (IEP) PNG Test Mental Health LSR ment [ ILP_Internal Hires Example Risk Management
Test Test PLan Type PLP- Dorothy TEST for Testplan3 Gener Adjustments ASTHMA PLAN TEST Out Of Home Care
New Display Name Personalised Learning Pathway (for ATSI students)) LD - nced v LD-nced v2 LD-NCCD

Every Plan created will show the contact information for that student, and the default
sections for that plan.

- Cther Plans

Algx ACKMAN — New NCCD Overview

=

Alex Ackman

D Asmional nformation

Below the Student Details is the Plan Details section. This is mandatory across all
Plans and cannot be altered.

Plan Details

3. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

4. The next section varies based on the Plan Type selected and the structure of Plans built
by each school.

Examples
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Targets

= Target #1: New Target
In order to achieve this target, the following strategies will be employed.
Evaluation Due Date 24/09/2020
Responsible Staff Miss EvS
= No strategy text

Add Strategy

Evaluation

Main Table
T Agreed priority areas Assessment Protocols

Communication Anecdotal records v Choose 2 value v

Personal management

Independent Living Skills

Behavior Support
Displayed
Strategies Choose a value. v
Planning Choose a value.. v
Class room environment | Chocse s value v
S Academic (Literacy) Academic (Numeracy) Communication Personal and Social Gapabilities Movement other
Strategies
4 y
Resources. Laptop Access ¥ Calculator v
4 #
Responsailky Stugent v Chosse s value v Croose svake v Crooss s vake v Chooss s uaius v Crooss svalus v
Assessment AGUsmENts | Choose a value. ¥
3 Organisation Chocseavalue_. v
.

Assessment Tools Used
Meale - Learning 24/09/2020
Functional Assessment 24/09/2020

Functional Assessment
Detail

Behaviour Assessment 24709/2020
Mental Health Assessment 24/09/2020
Cognitive Assessment 24/09/2020
Outside Agency Assessment  24/09/2020
Dther 24/09/2020

Subject selection
4.

5. Enter the relevant details into the fields displayed.

The next section is the Plan Resolution.
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Plan Resolution

Comments

=
Edit and Resolve a Plan
The following procedure will show users how to edit and resolve a Plan.
Once a plan is created, Users can then edit and complete the Plan Resolution.
1. From the Plans Home screen select the Plan you wish to edit.
Plans -
PLP
IEP
NCCD
Behaviour Support Plan
Emergency Care
2. Click on the Options button. Here you can Edit, Duplicate or Remove the Plan
=

Arran Baskerville
! £ Contact Decails

21 Medical Condhisns © Alergies

) 140 mel comaons s recoused i STERNAL T ———

3. Scroll through the Plan section and make changes, as required.

4. To resolve a plan, scroll to the Plan Resolution section.

5. Use the Toggle button to select Yes B e pian Completed field.

Save
6. Then press the Save -button.

Publish Plans

Schools can now select to Publish a Plan to the Portal. The school need to ensure that each
Plan in the Student Plans Setup area, is switched on to display in Portal and also that this is
enabled to be viewed by parents as an option in Access Controls in Portal Console Setup.

Crasn o | e



You will be asked to Confirm prior to publishing.

& Plan Published. Published PDF file will be available for download ence the background PDE generation process is complete,

Once the download of the PDF has been completed, you can select to Unpublish or

download.
Download Published Plan  Unpublish m

Copy Plans
The following procedure is to show users how to copy plans.

1. From the Plans Home screen select the Plans type on the left-hand side of screen.

The Register for the Plans selected displays.

Register: IEP

Plan Snsden Created Dase Review Date Coenpleted

. . Options ~ .
2. Click on the Options o button. For the Plan you wish to copy.

3. Select Duplicate from the drop-down list.
Options «

Edit
Duplicate

Remove

4. Type in the student’'s name in the search bar, then click the Save m button.

Duplicate Plan X

Select Student For Plan pearch..

The duplicated Plan for the selected student will now display in the Plan Type screen.
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Add an Attachment to a Plan
The following procedure is to show users how to add an attachment to any plan.
Once a plan is created and saved, Users can then add an Attachment to a Plan.

1. Select the blue hyper link the Plan you have selected or search for a student.

Plans

i Flans Covera: gt Due for Review
PP

IR

NCCD

Behavicur Suppen Pl

Emergency Care

The Register of all those plans will display.

Register: PLP

Plan Student Created Dase Revien Dane

2. Select the Plan you wish to add the attachment to by clicking on the blue hyper link of
the Plan or select the Options button and select Edit from the drop list.

Peter JONES — PLP Overview

Peter Jones
! ? Contact Detadn Sddrizaal irmnen

Attachments Attach File

3. Click on Attach File button to the right-hand side of the
screen.

The Upload File screen displays.
4. Complete on-screen details.

5. Click on Choose File button and locate the file you want to attach and then click on the
Upload button | Upoaa |

A message will display at the top of the screen showing the file has uploaded
successfully.

@ Attachment Court Orders Uploaded Successfully

6. You can also see the attachment to the right of the screen.



Attachments Attach File

[A Court Orders X

Other Information

When a student plan is open, staff will also be able to view, Other Plans, student absence

summary, NAPLAN results and participation.
Staff can also be able to Print Plans.

Plan Printing m

Print Student Information
Photo and Demegraphics

Print Contact Information
Maother, Father, Contact Details
Additional Info

Print Medical Information

Medical Conditions, Allergies

e =y
[ Print Sidebar Information

(]
Print Additicnal Motes  Created
101272019

Create Additional Information

Staff can do this whilst on the student Page

Plans

Additional Information Sheets

Select Create Additional Information and select one of the options

Create an additional information sheet of the following type:
Additional Motes DEEWR checklist MNew Name Reasonable Adjustments

Complete the online form and Save.
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Created Date

29/04/2020

131212018

Created Date

03/08/2018

Created Date

05/06/2020

26/06/2018

Review Date

27/07/2020

01/04/2019

Review Date

26/10/2018

Review Date

31/08/2020

19/09/2018

Completed

x No

% No

Completed

x No

Completed

X No

x No

Create Additional Information

VET Staff Documentation



SudsnFlans > PetaBYERS > DEEWR checkist

Enrolment Standards

=D

Once saved it will appear on the student page as well as the left-hand side register.

> Rngiter DEEWS shocklns

Register: DEEWR checklist

Shee: Type Student Crested Date

Student Profiles

Schools may need to review Plans in general or at a student level. The Profiles Module can
be used to display this data and print information.

1. Go to Profiles Module > Filter Students

Filter Students

Student Plans -

O Have Plan @

O Do Not Have Plan

2. Click on Students Plans and choose either Have Plans or Do Not Have Plans

3. Selecta Plan Type and the screen will display a list based on your search criteria.

Search Results

. Positiv

Victim  Winess Reflection Negative Positive Pacent  Swdent N Classec

Stodent Nome Roll  Year flags Incident Incident Rooem  Suspension Incidents Incidents Neutrals Centacts Portfolios ¢ . Behavs
ACKMAN  Alex er 12 X L) RN - 0'sgrosed Dvordes Returris ?

[ ECUmSION CONSENT [ Madical Abert [ PARACETAMOL | F7T0 BOUNDANSSS: |
Tamels ROOS 9 [ I1eoco ] oxcumson consiat | PRRACETAMER | Phesooraphy peacy | access |
[ on Coréiris Dot
FOYLE Melon O30 3 Wk legecy Siadert s (NN (D D s Disguoned Disorders Hakeersls
b i) Fook Mgt Plan | P Dorccy TEST for Spmcealschoct
T (O (S CETE) Gy
) ) L)
[YTST POV VT T T 7 ACE TAMCK | LEVER | EXCUSSION_ CONTENT | -

4. To view an individual student > run a search in Profiles.

5. Go to the Wellbeing section > Plans.
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Wellbeing -
Summary
Flans
Activities
Motes
Referrals

6. Alist of all the Plans for this student will be noted by category.

Plans Summary Create or Edit Plans
LR CrestedDate  ReviewDate  Completed
e 29/052020  24/08/2020 X No

L 21/08/2020 X No
e 20082020 X No

L o 03/08/2020 % No
e o 03/08/2020 X Mo
FLP 07/05/2020  31/07/2020 X No

NOTE: Health Care and Emergency Care Plans created in the Student Plans module will
also appear in the Health Module.
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Glossary of Terms

Sentral software contains many drop-down lists and areas to add detail relevant to data for
Plans module. The list below provides further information on data entry fields. Each school
can configure various elements and add to the list of data entry fields, so this is a default list

of Glossary of Terms.

Item Description Type

Class Class student is assigned too text field

Gender Gender of contact select from drop down

Year Level Student year Level select from drop down

Roll Class Official attendance class. Also Configured by School
known as pastoral

Hide ATSI Flag When this option is set to Yes, Yes or No

the ATSI flag will be hidden for
this plan type

Template Type

Mode of communication

select from drop down

Has Automatic Flag When this option is set to Yes, Yes or No
this plan type will have an
Automatic Student Flag
associated with it
Surname contact surname/last name text field
Show in Portal display item to Portal Yes/No

Creation Date

Plan creation date

calendar entry

Consulted with

participants involved in the
meeting

select from drop down

Background

background information

text field

Additional Information

more information related to the
Plan

text field

Next Review Date

review the plan

calendar entry

Confidential If checked, forces the Incident to | tick box
be viewed by authorised staff
i.e. Executive

Comment Additional Comments for the text field
Incident/Plan

Plan Status Status of an PLP Drop down
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Show this section If set to yes, this section will be Yes or No
before Plan Details displayed just below plan
Overview
Allow Multiples The options flags the sectionto | Yes or No
have the ability to be duplicated.

Signature Will print sign off on Plans Yes or No
Hide Plan Type Whether to display Plan to staff | Yes or No
& make accessible
Students Plan rules for ILP Drop down
Type Selection of data for Plan Drop down

pg. 13




	Plans
	Create a Plan
	Edit and Resolve a Plan
	Publish Plans
	Copy Plans
	Add an Attachment to a Plan
	Create Additional Information
	Student Profiles

	Glossary of Terms

