
PULSE Sta� Pulse Implementation Checklist

Organisation: Date:

Name:

Tasks to be completed at the END of current academic year

# Action Navigation Done
Not

Required
Notes

1 Schedule a Data review
meeting with your
Linewize Account
Manager

You can use the Data
Review and Action Plan
to start the review
process.

2 Share insights from the
year with your school
community

You can use the Linewize
PulseWellbeing Insights
template

Additional information:
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https://7977292.fs1.hubspotusercontent-na1.net/hubfs/7977292/Pulse%20Onboarding%20Assets/Linewize%20Pulse%20Wellbeing%20Insights%20template.pptx
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Tasks to be completed at the START of new academic year

# Action Description Done
Not

Required
Notes

Technical Setup

1 Bookmeeting with your Pulse
AccountManager.

Book ameeting for early January
if you need help with completing
the below tasks.

2 Import school data Workwith the IT Contact/Team
to import school data into Pulse.

2a Create spreadsheets Create your staff spreadsheets
for uploading into Pulse.

2b Upload your spreadsheets Upload your staff spreadsheets
into Pulse

3 Configure Staff Pulse Workwith theWellbeing
Contact (Pulse Coordinator) to
configure Pulse for your school.
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https://pulsehelp.linewize.com/hc/en-gb/articles/12177338754076-Staff-Pulse-Onboarding-Part-1A-Create-the-staff-spreadsheet
https://pulsehelp.linewize.com/hc/en-gb/articles/12177486126108-Staff-Pulse-Onboarding-Part-1B-Upload-Staff-Data
https://pulsehelp.linewize.com/hc/en-gb/articles/12214725555996-Staff-Pulse-Onboarding-Part-2-Configure-Staff-Pulse
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# Action Description Done
Not

Required
Notes

Technical Setup

3a Set up your school structure Structure will be presented
based on your staff groups.

3c Set up theWellbeing team AssignWellbeing staff to the
relevant group/s where they
should have wellbeing oversight.

3d Set up your Pulse dates Set your launch date, term dates,
and check-in time.

Re-engage staff with Pulse

4 Schedule regular meetings with
staff.

Schedule regular agenda item to
discuss Pulse insights (10
minutes, twice each term)

5 Introduce Pulse to staff. Show the Staff Pulse
introductory video in staff
meeting, followed by group
discussion.
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https://pulsehelp.linewize.com/hc/en-gb/articles/12214725555996#h_01HMB0AWQ3CSHDAR30VA7EBPN5
https://pulsehelp.linewize.com/hc/en-gb/articles/12214725555996#h_01HMB0FFKVAW5VDV5FY2SVC117
https://pulsehelp.linewize.com/hc/en-gb/articles/12214725555996#h_01HMB0NTRKX6MHG8RSMYM5BC9Y
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Additional information:
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