SKOLA24 RECREATION CENTRES AFTER SCHOOL ¢ GUARDIANS

Skola24 Fritidshem (recreation centres) has functions for registering and following up a child’s
attendance at a recreation centre. The child’s legal guardian can enter the times that a child is
dropped off and picked up as a weekly schedule or as a 2 to 8 week rolling schedule.

The guardian can also enter unscheduled and scheduled absence, such as sickness or other absences.
Absence reports are immediately visible to the recreation centre staff who confirm receipt of the
report by notifying the guardian.

1 General

1.1 USER HELP

To find.the recreation centre .menus, you need to login to ; 0 a
[domain name].skola24.se using your username and password.

Select Forskola/fritidshem (Recreation Centres) from the menus
on the left to come to the start page for the function.

Naima Ingvarsen Hjalp Logga ut

The start page lists the various functions. Those available depend
on user privileges. Click on any function to proceed. General help

Each function has its own specific Help. Clicking the Help icon (a
guestion mark in a circle) will link you to the help text. Help is
available for all roles in the system. ®

Click here for more specific
help on the function in
question.
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SKOLA24 RECREATION CENTRES AFTER SCHOOL ¢ GUARDIANS

2 Attendance

Attendance is the time the child spends at the recreation centre while their guardian is at work.
Normally, the guardian or another adult registers a child’s attendance assisted by the recreation
centre staff if required.

2.1 REGISTERING A SCHEDULE

Guardians register, via logging in, the attendance times they need for their child. The start page
displays the options available to the user.

Frénvaro

Franvaroanmalan

Frénvaroanmalan
For skalor.

Vistelsetid
Besvara lovschema Hamtare Tillfallig andring

ma - For persanal och Registrera himtare Tillfalliga dndringpsmehase
Fér férskolor

Click here

Visa schema Registrera schema

Visa registrerade scheman Registrera schema snabbt och enkelt
For forskolor. For forskolor

The recreation centre’s settings determine the number of days in advance for registering new
schedules. The standard setting is 14 days.

A guardian with several children at the centre begins by selecting the child in question under
Vistelsetid (Attendance) — Registrera schema (Register Schedule).

Registrera schema
Sok/Valj barn -

Kajsa Bert

Lennart Bert

There are two types of schedule to choose from; 1 week or 2-8 weeks. Choose the first option if the
child has the same attendance week in, week out, and the second option if the guardian’s working
hours require a rolling schedule at intervals of 2-8 weeks.
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2017
Type of Schedule, 1 week

Under Schematyp (Type of Schedule) select the 1 week option. Click the < april 2017 >
calendar icon next to Fran och med (From) and select the date from which m3i u on to f 15 sb
the schedule will apply. Click Valj datum (Select date). -
Under Fran (From) enter the time that the child arrives at the recreation 3 4 5 6 7 8 9
centre. 10 11 12 13 14 15 16
Under Till (To) enter the time that the child is picked up from the recreation " " " | Click here
centre. e

There are three rows, Tid 1, Tid 2 and Tid 3 (Time 1, Time 2 and Time 3). This
is because children at a nighttime recreation centre may need to attend
daytime, evenings and/or nights. Nighttime is recorded as a time in the evening up to 24:00 and a
time the next day beginning at 00:00. It could also be used for entering attendance times before and
after school.

Avbryt

Schema fér Asa Bartha Anette Leivik Skdldds 223951 Férskolan Marievik - 04 Rékan

Schematyp: Fran och med:

1vecks = mén, 5 december 2016 (v. 4} =

() Du kan registrera schema tidigast 3 dag(ar) fram i tiden. ‘

KOPIERA ETT SCHEMA

Rullande vecka Tav 1

The child's total attendance/week }

Omsorgstid 32 tim 30 min
Ledig hela veckan D
—  méndag (v.171) i —  tisdag (v.171) i —  onsdag (v.11) i
5 i Ledig [] = oo Ledig [] s ohoo Ledig
H 7:00 16:00 06:30 12:00
Enter the times for Tl
dropping off and Fran il Tid2 15:00 18:00

pick-up.

If the child does not need to attend on a specific weekday, tick the Ledig (Absent) checkbo

If you register attendance times outside the centre’s normal opening hours, they will be marked
yellow when saved. A guardian cannot save if attendance times have been registered outside the

centre’s normal opening hours.
KOFPIERA ETT SCHEMA I

If you have a previously-registered attendance schedule, e
you can copy the details from it and adjust accordingly.

Simply click Kopiera ett schema (Copy a Schedule) and
select it from those highlighted. You can also copy a o
sibling's schedule. Simply enter the sibling’s name in the

Kajsa Bert

Kopiera schema fran (Copy schedule from) field.

Kopiera schema fran:

Sok#Val] barm -
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The child's total attendance is shown in hours and minutes. In the case of part-time
children, the centre may have already registered a maximum attendance per week. If ¢ wew
this maximum attendance is exceeded when registering a schedule, the system will issue
a warning.

ws a@u s
Aubryt Vil datum

Overskriden maxtid

Omsorgstiden har dverskridit maxtiden, vill du registrera schemat dnda?

[1] AVBRYT REGISTRERA SCHEMA

Click Spara schema (Save schedule) to complete the registration and
save the schedule. Spara schema

A dialogue box confirms that the schedule has been saved.

A registered schedule is valid until a new schedule is registered.

Type of Schedule, 2-8 weeks

Under Schematyp (Type of Schedule) select the 2-8 weeks option. Click the calendar icon next to Fran
och med (From) and select the date from which the schedule will apply. Click Valj datum (Select date).
A standard two-week rolling schedule is displayed.

Begin by registering the times for week 1 of 2. If you have a previously-registered attendance
schedule, you can copy the details from it and adjust accordingly. Simply click Kopiera ett schema
(Copy a Schedule) and select one from those highlighted. You can also copy a sibling's schedule.
Simply enter the sibling’s name in the Kopiera schema fran (Copy Schedule from) field.

8 “sa Bartha Anette Leivik Skoldas 223951 Forskolan Marievik - 04 Rakan
1. Type of 2. Select date
schedule Frén och med:
e o

- mén, 27 februari 2017 (v. 09)
KOPIERA ETT SCHEMA TA BORT VECKA LAGG TILL VECKA
Rullande vecka 1 av 2 | Copy schedule i Delete week Add weeks

Omsorgstid 15 tim 0 min
Absent all week
Ledig hela veckan O

FOREGAENDE VECKA NASTA VECKA
Next week F
B R A oo —
Tid 1 08:00 16:00 Tid 1 08:00 12:00 Tid 1
Tid2 Fran Till Tid 2 15:00 18:00 Tid2

©Nova Software AB | +46 515-777 888 | support@novasoftware.se | October 2018 | 4/13 14
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Under Fran (From) enter the time that the child arrives at the recreation centre.
Under Till (To) enter the time that the child is picked up from the recreation centre.

There are three rows; Tid 1, Tid 2 and Tid 3 (Time 1, Time 2 and Time 3). This is because children at a
nighttime recreation centre may need to attend daytime, evenings and/or nights. It could also be used
for entering attendance times before and after school.

If the child does not need to attend on a specific weekday, tick the Ledig (Absent) checkbox. You can
also enter if the child is absent all week. This is done in the Ledig hela veckan (Absent all week)
checkbox.

If you register attendance times outside the centre’s normal opening hours, they will be marked
yellow when saved. A guardian cannot save if attendance times have been registered outside the
centre’s normal opening hours.

Click Nasta vecka (Next week) to come to week 2 of 2. Enter your
desired times as above. Lage tll ny vecka

To add more weeks to the rolling schedule, click Lagg till veckor (Add Ny, blank vecka
weeks). Kopiera vecka

Kopiera vecka 2

Select one of the options, Ny, blank vecka (New blank week), Kopiera
vecka 1 (Copy week 1) or Kopiera vecka 2 (Copy week 2). vy

Click the Klar (Done) button. You can always change your choice by clicking Avbryt (Cancel). Schedules
can be rolled a maximum of eight weeks.

If you have too many weeks in your rolling schedule you can reduce the number by clicking on Ta bort

vecka (Delete week). Delete week

Schematyp: Frén och med:

2-Bveckor - man, 27 februar 2017 J g E

KOPIERA ETT SCHEMA TA BORT VECKA LAGG TILL VECKA

The child's total attendance is shown in hours and minutes. For part-time children, the centre may
have already registered a maximum attendance per week. If this maximum attendance is exceeded
when registering a schedule, the system issues a warning.

When the registration is ready, click Spara schema (Save schedule). A dialogue box confirms that the
schedule has been saved and asks if you wish to register a new schedule.

A registered schedule is valid until a new schedule is registered.
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2.2 VIEW SCHEDULE

Vistelsetid — Visa schema (Attendance — View Schedule)  visa schema

gives guardians an overview of a child’s current

attendance schedule. Se registrerade vistelsescheman. ‘

If you have several children, it is easy to switch between them in the Valj barn (Choose Child) box. The
available attendance schedules registered by staff or guardians are displayed under Vélj schema
(Choose Schedule). If you have several schedules, simply choose the one you wish to view.

Start  Franvaro  Vistelsetid
Besvara lovschema  Hamtare  Tillfallig andring ~ Visaschema  Registrera schema
Visa schema .
Choose child Choose schedule

valj barn: Vélj schema:
Asa Bartha Anette Leivik Skoldas - 2017-02-06 (man v.6) -

6 (man v.6)

Rullande schema vecka 1av 1
Total attendance/week

Oomsorgstid: 32Um 0 min

Ledig hela veckan
If you have a rolling schedule,
click Next week

—  méandag(v. 1) . = tisdag(v.1) — onsdag(v. 1) .
= 05301800 Ledig = 0630-18:00 Ledig = oa30-1800 Ledig
Tid 1 07:00 - 16:00 Tid 1 08:00- 12:00
Tid 2 15:00 - 18:00

In the overview, the child's total attendance is shown in hours and minutes in the Omsorgstid
(Attendance) field

All days of the week are shown. If the child has a rolling schedule registered, click Nasta vecka (Next
week) to move forward a week.

Temporary changes are made under the Tillfallig andring (Temporary Changes) tab. If a change is
permanent, it is registered as a new schedule under the Registrera schema (Register Schedule) tab.
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2.3 TEMPORARY CHANGES

Under Vistelsetid — Tillfallig andring (Attendance —
Temporary Changes) guardians can notify the centre
of any absence or changes to normal attendance for a Meddela tillfallig andring for dag fran aktuellt schema.
specific day. You can also leave messages to the staff
without changing attendance hours.

Tillféllig andring

Ta bort andring

If you have several children, choose the child in question from the Valj barn (Choose Child) box. Then
select the date of the temporary change in the Valj datum (Select date) box by clicking the calendar
icon, selecting the date and clicking the V&lj datum (Select date) button.

Tilfallig andring Q
Select the correct
date
Skola: Barn:
Grundskelan s Lisa Backman &7 fre, 2 november 2018 (v. 44) B
Tick here if the child is absent the entire
=  fredag2a november 2018 ti Legi D
= Gopetmider; 06:00-00:00, 13.00-18:00 Ime g
Schemalagd tid Choose child Tillfalllg andring
08:00-09:00 Register temporary change 08:00 0L:00
13:00-16:00 Frén Till

Frén il
Normal hours

Meddelande

Lisa hamtas direkt efter skolan, hon kommer Inte til fritids pd efcern“lddagen.\

Save
4 Message to the staff changes

The child's normal schedule is shown for the day in question with the From and To times. Change the
times to suit the temporary change. You can also divide the time onto three rows, e.g., if the child
comes for a while in the morning, is picked up and then left again at a certain time.

Guardians can leave a message to the staff in the Message box.

Click on the Save changes button when you have completed the registration. You can always cancel
the temporary registration by clicking on the Delete changes button. This works even if you have saved
the changes and later need to make changes.

- Guardians cannot register temporary changes that come outside of the regular total
attendance for the day. Please ask the staff at the centre for help if you need it.
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2.4 CHILD PICK-UP PERMISSIONS|[2]

Under Hamtare (Child Pick-up), guardians can register other people who may pick up the child.
e Choose the child in the Valj barn (Choose child) box.

e Enter the name of the person entrusted with picking up the child.
e Specify the relationship the person has with the child.

e You can also enter their phone number in the mobile number field, or any other information
that the staff may find useful.

o  Click Spara hamtare (Save pick-up).

Startsidan f Vistelsetid / Hamtare

Hamtare @
Skola: Barn:
Grundskolan =7 Anton Bergstrom =

1 Name and relationship

Lagg till hamtare

Namn: Relatiogg Mobilnummer:
ANge namn Ange relatlon Ange mobllnummer
e )
2 Click here

Registrerade hamtare

Marten Bergstrom —
Antons halvbror, 15 4r aldre an Anton L

Anja Larsson
mormaor [}

0701234567

If several people have pick-up permission, repeat the above procedure. Click the Trashcan icon to
delete people from the list.
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3 Absence

Under Franvaroanmalan (Absence Reporting), guardians can notify staff of a child’s absence and close
a registered absence report when the child returns.

3.1 ABSENCE REPORTING

Guardians can report their child’s absence directly in the system under Franvaro — Franvaroanmalan
(Absence — Absence Reporting).

Click here

Frdnvaroanmailan

Anmal ditt barns franvaro.

Guardians with several children need to choose the child in question. If you only have one child
registered, it is preselected. Select Ny franvaroanmaélan (New absence report).

Franvaroanmalan Choose child

Barn:

Isak Nilsson -

Ny frédnvaroanmaélan

Frdnvaroanmadlningar for Isak Nilsson

Aktuell vecka

Inga franvarotilifallen
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The day's date is always preselected but can be changed to another date a maximum of 5 days ahead
by entering the desired date in the field or by clicking on the calendar icon and choosing a new date
there.

Anmal frénvaro for Isak Nilsson

Anledning:

Anmald franvaro -

O

Fran

Choose a reason for

the absence Select date

tis,

Till: Click here to confirm

tis, 14 november 2017 (v. 46)

Avbryt Anmal franvaro

Choose a reason. Different reasons are only available if the administrator has made them selectable to
the guardian.

Confirm the absence report by clicking on Anmal frdnvaro (Report absence). Press Avbryt (Cancel) to
close the form without saving the absence report.

The absence report is confirmed via notification from the staff at the centre.

Part-day absence
Part-day absence at recreation centres is reported under temporary changes, unlike schools where it
is reported as part-day absence.
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3.2. REPORTING RETURN FROM ABSENCE

If your child returns from absence earlier than expected you need to report it.
Click on Franvaro — Franvaroanmalan (Absence Reporting) and your absence reports appear under
Aktuell vecka (Current week), Kommande veckor (Coming weeks) and Féregaende veckor (Past weeks).

Click on the absence report in question. Select Avsluta pdgaende franvaro (Return from absence) and
click Bekrafta (Confirm) on the form that opens or Avbryt (Cancel) to undo the command.

Barn: Choose child

Isak Nilsson -

Avsluta pagaende franvaro
Franvaroanmalningar for Isak Nilsson k

Click here to end current absence

Aktuell vecka

2017-11-14
Anmald franvaro (Andreas Andersson)

The return from absence is confirmed via notification from the staff at the centre.

Avsluta frdnvaroanmalan

Franvaroanmaélan kommer att avslutas fér:
Isak Nilsson
14 nov 13:51

Avbryt Bekrafta
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4 Holiday Schedules

Recreation centres are usually open with reduced hours during Christmas and New Year, summer
holidays and other holidays. Some may even merge with other centres for a period. Recreation
centres register their opening hours during longer holiday periods and will enquire about guardians’
needs during these periods. Guardians need to reply.

Vistelsetid

4.1 ENTERING HOLIDAY SCHEDULES

Only enquiries with an open response period are shown to the
guardian.

Besvara lovsche Clickhere

Besvara forfragan av sé€ma infor lov. I

e (o to Vistelsetid — Besvara lovschema (Attendance — Holiday Schedule)

e C(Click on the row for holidays. If a guardian has children in the ovaham i 0171218 o180ra8 il Choose child
same region but in different centres, the user first has to select s
a centre. Click on the row for your child. If you have several — > |
children at the same centre, they will all appear on the list. Lennarceer

>

e The opening hours for the centre are shown under each weekday.

Besvara lovschema

Isak Nilsson (Smaragden) Tillbaka

Forfragan for perioden 2017-11-21 - 2017-11-21

(i) Tisdagen den 21 november ar det studiedag i skolan och fritidshemmen kommer att bemannas av
vikarier. Vi undrar hur ert behov av omsorg ser ut den dagen?

Svarsperiod 2017-10-26 - 2017-11-17 Status Next week

Fodelsedatum 2009-10-03
Absent all week

Omsorgstid Qtim Omin Maxtid per vecka
Ledig hela veckan D Anvénd samma tider fér alla veckor

— tisdag (21/11)

= Oppettider: 06:30-18:00 Ledig []
Tid 1 Fran Till

) Enter the times
Tid2 Fran Till here. Save
Tid3 Fran Till
Tillbaka

e Enter the child's attendance or mark the child as absent. You can choose individual days or
whole weeks for absence.

e Tick the Anvdand samma tider for alla veckor (Use the same time for all weeks) checkbox if the
child has the same attendance throughout the holiday period.
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e Click Spara (Save)

e Agreenicon next to the holiday enquiry means the request has been responded to.

Isak Nilsson
Besvarad

The holiday request can be opened and edited as long as the response period is active.
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