WORKPOSITIVE®@

Survey Admin Guide

Welcome to the Work Positive® Survey Admin Guide. This guide will help you:
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Register your account

To register for your free account simply: [ cersranteo /oo

1. Click on ‘GET STARTED / LOGIN’.

1 PREPARE 2 MEASURE 3 ACTIONPLAN 4 REVIEW Q

2. Select the ‘CREATE NEW ACCOUNT’ option and enter the following text:

e Your name and email address (a valid email WORKPOSITIVE®
address is required to send password email
reminders). 0

e The username and password you wish to use to
access the site.
e Your company name, region and business sector. LoG 1N EATENEWACCOUNT  RESET YOUR .

Name

3. Click on the ‘CREATE NEW ACCOUNT’ button.

Please note: We will not share your details with anyone unless

required by law to do so. Please refer to our and
for further information.

Your account will be automatically created and you will be directed to the ‘MY SURVEYS' section.
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Create a survey

1. Click on 'MY SURVEYS' and the ‘Create a survey’ option. © Create a survey

2. Select which survey type you would like to create. Click here for more information on the
different survey types.

® Work Positive Critical Incidents

@G Work Positive standard

3. Add a survey title and click ‘Create’. Title

Your survey will now appear within the ‘List Surveys’ screen (the default screen for the survey
admin tab). The list surveys screen displays all of your surveys, the date they were created, the
number of responses currently received and whether the survey is open (can still receive
responses) or closed.

WORK[JGSHM/;@ HOME 1 PREPARE 2 MEASURE SURVEY ADMIN  3.ACTIONPLAN 4 REVIEW Q

© Create a survey

Survey Administration
5 A " iE List Surveys
This is the survey admin interface. You can build a survey, view your survey results and edit your account details from here.

& Edit account details

& Download a help guide

Date Created Survey Name Add Filter Number of responses Status

23/03/2017 T ] 0 Open
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Add a survey filter

Filters can be added to your survey to enable you to filter your reports by specific categories.
For example, you may wish to filter your reports by different departments within your
organisation, such as ‘Sales’ and ‘Purchasing’ departments.

To add afilter to your survey:

1. Click on the ‘Add Filter’ button within the list survey screen.

Add Filter

2. Enter the title of your filter e.g. Department.

3. Enter the response option values and text for the filter. These are the options employees
can select when viewing the filter question e.g. Sales, Purchasing. The response option value
and text should be the same. Five options are presented. You do not have to complete all five.
Simply fill in the rows you need and click ‘Save’. You can also add more response options by
clicking the ‘Add’ button.

Add element

Title

Department Key:
department

This is used as a descriptive label when displaying this webform element.

Options

Option value Option text

4. Once completed click ‘Save’ to go back to the ‘List Surveys’ screen. Your filter has been
created.
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Understanding the ‘List Surveys’ screen

The list surveys screen displays all of your surveys, the date they were created, the number of
responses currently received and whether the survey is open or closed.

WORKPOS”"[VE@ HOME 1. PREPARE 2 MEASURE  SURVEY ADMIN  3.ACTIONPLAN 4 REVIEW Q

© Create a survey

Survey Administration

i List Surveys
This is the survey admin interface. You can build a survey, view your survey results and edit your account details from here. 4
& Edit account details

& Download a help guide

Date Created Survey Ni Add Filter Number of responses Status

23/03/2017 Demo company survey

0 Open

By clicking on a survey name you can:

e Access your unique survey web link

e Access any survey reports (as long as five or more responses have been received)
o Close a survey (no more responses will be collated)

e Delete a survey

© Create a survey

Survey Administration

z < v . i " = List Surveys
This is the survey admin interface. You can build a survey, view your survey results and edit your account details from here. Y

& Edit account details

& Download a help guide

Demographics Work Stressors wellbeing

Survey Name Demo company survey

Survey web link http://www.workpositive.ie/survey/ac8aB8680-0f69-4779-a718-b25214890bcd < .

Distribute the above web link for your employees to complete the survey online.

Number of responses o
Date created 23/03/2017
Status Open

The Survey web link should be disseminated for employees to complete the survey.
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To manually input data from paper-and-pencil questionnaires (printed versions), the process is as
follows:

e C(Click on the survey web link and input the data from one completed questionnaire.
e Repeat the above process until the data for all employees has been entered.

It is essential that confidentiality and anonymity is maintained throughout this stage and staff
should be confident that, whatever return policy is chosen by the organisation (general or
individual return), will ensure that no information will be compromised.
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Survey Reports

Once there are five or more survey responses to a survey you can access your instant survey reports.
Reports are divided into the following sections:

e Demographic

e Work stressors

e Wellbeing

e Critical incident (if selected)

Demographic reports will provide a breakdown:

e Filter responses (if a filter was added)
e Employee tenure in current post

e Gender

o Age

“

Survey Name: Demo company survey

Department
Department Percent Count

@ Sales
Sales 50% 6 @ Puschasing
Purchasing 50% 6

How long have you been working in your current job?

How long have you been working in your current job? Percemt  Count
@ 12 years
Under 1 year 0% 0 ® 35y
@ 10y
1-2years 25% 3 @ More than 10 years
6-10 years 17% 2

More than 10 years 25% 3

Please indicate your gender

150%.. $50%...

Please indicate your age group

Please indicate your age group Percent Count

o 625
16-25 7% 2 @5

® 3645
2635 25% E] ® s

® 6 or clider
36-45 25% k]
46-55 25% 3 h
56-65 0% 0

66 or older 8%
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Work Stressors reports explore key aspects of the working environment that research has

demonstrated can impact on employee wellbeing and performance. Work Stressors report identify
risk areas and provide clear guidance on ways to improve employee wellbeing, enabling focused

action to be taken. Click here for more information on Work Stressors reports.

Survey Info Demographics Wellbeing

Fihar report by JEEUIS
Survey Name: Demo company survey

Work Stressar reports explore key aspects of the working that ct on employee wellbeing and performance
Click here for more information on Work Stressors reports.

Overall repart -

Work Stressors Average Score

Demands Employees often beoome averloaded i they cannot cope with the amount of work or type of work they are  [E08
asked to do. Demands includss issuss such as workload, work pattems, and the work enviranmet. This
ssction scored in the battom 20% improvement shauid be urgently considered.

Emplayses can feel dissffectad and perform poorly f they have na ssy ower how and when they do their
weork. This section loaks at how much say the employes has in the way they do their work. This section

Manager support | Levels of sick absence often rise if employees feel they cannot talk to managers sbout issuss that are
troubling them. This section investigates the leval of suppart emplayees feel they recsive from their

managers. Thia section scored inthe bottom 20% improvement should be urgently considered.

Peer suppo This section investigates the level of support employees feel they receive from their work colleagues. This [Io=8

section scored in the bottom 20% improvement shoud be urgently considered

Relationships Poor working relationships oan lead to problems related to discipline, grievances and bullying. This section 48
investigates employe relationshipe at work. This section scored in the bottom 20% improvement should
be urgently considered

Role canflict. role ambiguty and role overioad can all lead to an employee feeling stressed. This section

assesses how well emak nd their role within th . Thi inthe
bottom 20% impravement should be urgertly considered.

Change Organisational change (large or small) can have a destabilising and demoralising effect on the workforce.

‘This section investigates how change is managed and communicated within your arganisstion. This

saction scared shove average; a good result but could still ba improved

Requires i Requil i Good but could be improved Excellent
inb 20% b intop 20%

Wellbeing reports explore the psychological wellbeing of the survey respondents. A wellbeing
index was created through a combination of two validated tools, the PHQ4 and the WHO-5 Well-
being Index to create a ‘traffic light’ summary score to represent ‘positive mental health’ (Green),

‘low distress’ (Amber), and ‘high distress and low quality of life’ (Red). Click here for more

information on this wellbeing index.

Survey Info Demographica Work Stressora

o T

Survey Mame: Demo company survey

The wellbeing index is created through a combination of two validated tools, the PHO4 and the WHO-5 Well-being Index. These tools are combined to create a ‘traffic

light' summary score to represent ‘positive mental health' (Green), low distress’ (Amber), and ‘high distress and low quality of life’ (Red).
Click here for more information on this wellbeing index

Feedback Percent Count
° Employees in 2 positive mentzl heakh and likely to be 25% 3
maost productive at work. &
L Employees may be suffering from low distress. 58.3% 7
e Employees may be in high distress and suffering froma 16.7% | 2
low quality of life.
Total 12z
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Critical Incident reports explore the frequency and scale of critical incident experiences encountered
on the job and the types of support measures that may be most helpful. Click here for more
information on critical incidents and ways to provide greater support.

Survey Info

Demographics

Wellbeing
- M
Survey Name: A Critical Incident survey
Critical incidents reports explore the frequency and scale of critical incident experiences encountered on the job and the types of suppert measures that may be most
helpful

Click here for more information on critical incidents and ways to provide greater support.

Have you been involved in an incident(s) which you found to be particularly
distressing or hard to cope with?

Have you been involved in an incident(s) which you found to be

particularly distressing or hard to cope with? Percent Count » ves

L

33% 3

To filter reports

To filter your survey reports simply click on the ‘Filter report by’ drop down tab on report screens.
To maintain confidentially you cannot filter the demographic report screen.

Survey Info Demographics Weillbeing

Filter raport by -MNone-

Department
Sales
Purchasing

Survey Name: Demo company survey

Work Stressor reports explore key aspects of the working environment that research has demonstrated can imP8ct on employee wellbei
Click here for more information on Work Stressors reports.

Edit Account Details

To edit your account details - click on the ‘Edit account details’ option within the survey admin tab.
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