Quick Start - Create a School Assessment in the Florida Safe Schools Assessment Tool

You will need to ‘create’ an assessment for your school before you can complete the information in the assessment
template.

Here are the steps:

1. Remember! There are two assessment template types for 2018-2019. Make sure you select the correct assessment template:

School Assessment District Assessment

For the district best practices assessment: choose the
District Best Practices Assessment 2018-2019 template.

or school assessments: choose the
School Security Risk Assessment 2018-2019 template.

e Each district only completes one district assessment
annually.

e Districts are required to complete this assessment
for each public school.

e These assessments are due by October 31, 2018.

These assessments are due by August 1, 2018.

If you accidentally create an assessment using the wrong template, go ahead and create a new assessment using the correct template,
then submit a request to FSSAT @fldoe.org to have the incorrect assessment deleted.

NOTE: If you are unable to perform one or more of the steps described below, it may be because you do not have the proper
assessment-create or assessment-edit permissions. Please notify your district FSSAT point of contact if this is the case.
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2. After logging into FSSAT, select the Assets Application:

| SCHOOL SAFETY CENTER Sylvia Ifft w My organization w Search Help

N\ &

ASSESSMENTS INCIDENTS Map

0 O ke

THREAT STREAMS Events TIMELINE
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Quick Start - Create a School Assessment in the Florida Safe Schools Assessment Tool

3. Then click on the name of your school.

e If you do not see your school, conduct a key word search in the field located underneath the
button. Also, make sure the filters are turned off (the District, Grade Level, and School Type boxes should be gray as
shown in the example below when the filters are off). If they are red, click, to turn the filters off. If you
still do not see your school, contact your district FSSAT point of contact.

Aprps » ASSETS

Name " Created District Grade level School type
District: Test - DOE Jul 7, 2015 12:24pm Leon Other Other
Sarasota Test School Sep 12, 2014 10:28am Sarasota K-5 Public

TEST -EDOE Jul1,2016 11:4%am Leon Other

May 3, 2018 2:47pm Leon Senior High Public

Showing 1to 4 of 4 entries -

Reset filters

Use the Filter assets field to
search for your school if

you do not see it in the list
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4. After your school information opens, verify all the information is correct in the asset including points of contact. To update any of

the information for your school, click on the pencil icon in the upper right corner of the appropriate information box.
To update the points of contact, click on the plus icon to add new points of contact. To remove out of date contacts, click the
garbage can on the line next to their contact. You may want to enlarge the Points of contact box by dragging the edges so

that the entire contact list is visible — see example on next page.

e NOTE: The information cannot be changed on the assessment template; so make sure all the school information is
accurate before creating your assessment.

Aprps » Assers » Test HigH SCHOOLI
OvErRviEW 3 Detais Locarion
Test High School &
325 West Gaines St No detalls to display z Q
Tallahassee , FL 32399 Nesan ? o W GAINES ST
Leon ' 7 { E
orkion MaIN conTacT
Leon County School Board
850-245-0505 Sl i -
Public 325 West Gaines 5t
Tallahassee, FL 32399
8 1 lUser b Leon ARl
InciDENTS PoINTS OF cONTACT Photos / DocumenTs
Namg Title Phone Email
-+ imer
No Ifft, FSSAT 850-  fssat@fldosorg
ylvia ~ Administrator 245-
5121 o
»
ASSESSMENTS AcmiviTy LoG
No assessments to display e
LiNKED ASSETS ANNGTATIONS
No assets to display No annotations to display
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Quick Start - Create a School Assessment in the Florida Safe Schools Assessment Tool

Apps » Assets = TesT ScHool - OLbest WoobeN ScHool House

OverRviIEW 3 DeTaiLs 4 LocaTion
Test School - Oldest Wooden Tax records indicate that the woo - limetth ‘g
School House house was presentin 1716 and w L ;
14 St. George Street the Genoply family. Located in the £ Q Q
v| | ssT 3 W GAINES 5T
St, Augustine, FL 32084 5 3 Q
St. Johns .
MAIN CONTACT &
Elementary/Secondary .
State of Florida Mr_Juan Genoply S Il A reT Click on the
850-555-5555 14 St. George Street i garbage can
Other St. Augustine, FL 32084 o SymbOl to
)’ Principal - —— o eaflet
- remove a contact
INcCIDENTS == | | PoINTs oF conTacT - from the list
Name A Title Phone Email
No incidents to display Doe, Jane Assistant Principal 111-111-  janedoe@test.com
Doe, Officer School Resource Officer, 999-999-  SRO@test.com
Security Supervisor 9999
Emergency Information, School Emergency Contact  000-000-  schoolemail@test.com
ASSESSMENTS + Main School Contact Information 0000
School Security Risk Assessment 2018-2019 - Fire Department Contact, Fire Department 777-777- fire@test.com
———— - Local 7777
;c-h:m;l ;;CL;I_M Risk As , Genoply, Juan Principal gg{_)-SSSS- Juan.Genoply@schooldistrict.gov
04/16/201811 5 _ _ )
School Security Risk Assessment 2018-20179 - M ticeaial Bioghs Neass: Lo il g?é-sa ik
Police Department, St. Dispatch 888-888- police-dispatch@test.com
LINKED ASSETS Augustine . 8888 ’ PR

Twenty-Eighteen, Janaury Tets
No assets to display

Drag the corner of the
box to change the size

W4 | and position of any
AcTivity LOG ProTos / DocuMenTs all o info box

e
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5. Now you are ready to create the assessment. Click on the plus symbol

in the assessments box:

Apps » Assers » Test HigH ScHooL

Overview Detais

Test High School
325 West Gaines 5t
Tallahassee , FL 32399

No details to display

No assets to display

Leon
Senior Hi
gh MaAiN coNTACT
Leon County School Board
850-245-0505 Siviedie
Public 325 West Gaines St
Tallahassee, FL 32399
% 1 lser 5 Leon
INCIDENTS PoINTs OF CONTACT
Namga, Title Phone Email
Nao incidents to display Ifft FSSAT 850- fesat@fldoeorg
Sylvia ~ Administrator 245-
5121
ASSESSMENTS -4 fcTiviTy LOG
No assessments to display / district: L=on

Location
+ =
2
- =
Nes = Q W GAINES ST
i Q
HAD LOXHA
o ! Leafle
-
Prortos / DocumenTs
No photas or documents to display
-

ANNOTATIONS

No annctations to display
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6. The *Add assessment’ box should open. Choose the *‘School Security Risk Assessment 2018-2019’ template from the Template
Type drop down options. Then click ‘Create’.

Add assessment

Template

Florida District Assessment 2017-2018
District Best Practices Assessment 2018-2019
Florida K-12 Asset Assessment 2017-2018
School Security Risk Assessment 2018-2019

Add assessment

Template School Security Risk Assessment 2018-2019
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1. Your assessment should now show in the assessment box for your school.

e Now click the green *School Security Risk Assessment 2018-2019” link, and it will open your new school assessment

form in the Assessments application, where you can edit assessment details and begin entering information in each section
of the assessment itself.

Aprps » Assets » TesT HiGH ScHooL

Overview ra Detais Fa Location

Test High School . (o

325 West Gaines 5t No details to display e

- |.=

Tallahassee . FL 32399 Neoa: S @ Qw GAINES ST

Leon - Q

Senior Hi -

gh Main conTacT L4
Leon County School Board
5 = 05 Sylvia Ifft W BLOXHAM ST W.BLOXHAM ST
850-245-0505 ; ANCIS ST
Public 325 West Gaines St
Tallahassee, FL 32399
CAINTS ST BLOUNTST Lesflet

8 1 User ¥ Leon - 0

INCIDENTS PoINTS OF cONTACT e Puotos / DocumenTs
Namg, Title Phone Email _ R
fah e e e No photos or documents to display
NOARCICErS TOGLRIaY Ifft,  FSSAT 850-  fasat@fldosorg
Sylvia  Administrator 245-
5121
»
ASSESSMENTS AcTiviTy LOG
( district: Leon
LINKED ASSETS ANNOTATIONS
No assets to display No annotations to display

You can now access your assessment either from the assessments application or from the school itself as seen here.
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Quick Start - Create a School Assessment in the Florida Safe Schools Assessment Tool

8. Before you complete each subsequent assessment section, please take a moment to verify the information in the Overview section’s

‘Assessment information’ box and to add important assessment details. To edit, click the pencil icon ¢ to open the box. From here, you can
update the ‘Start date’, ‘End date’, and ‘Assigned to’ fields. Either you may assign the assessment to yourself by clicking the ‘Assign
myself” button, or if you are a district FSSAT administrator, you may assign the assessment to another FSSAT user.

The start date is the date you plan to start the
assessment. The end date is the date that the

ﬂ ‘ assessment is completed. If you do not know

the end date, you may enter the date the

ASSESSMENT INFORMATION ASSET INFORMATT PHotos / DocuMenTs -
» _ assessment is due. /

Apps » ASSESSMENTS » ScHOOL SECURITY Risk AssEssMENT 2018-2019 - Test HigH ScHooL

Test High School

Gaines St Assessment information
allahassee , FL 32399
fssat@fldoe.org Leo S 20160508
Not Started Edate 2018-08-01

A =t -
e R

Tags

AcTiviTy LOG Notes

C— ] Notes

status: Not Started

Incidents

Permissions

ANNOTATIONS

No annotations to display

Since you created the assessment from the school entry, there is no need to update the ‘Permissions’ field as your permissions
automatically carry over to the assessment. You may also leave ‘Tags’ and ‘Incidents’ blank. Click *Save’ when you are finished.

Remember, the “‘Asset’ section information auto populated from the school information in the “Assets’. This information cannot be
changed on the assessment template.
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