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1 REFERRAL FOR SCHOOL COUNSELLING SERVICES

1.1 CREATING A REFERRAL DOCUMENT

In TIENET, the Referral for School Counselling Services document can be created and completed by
school guidance counsellors or school administrators and forwarded to the counsellor. Counsellors can

view and edit any of the created documents. School Administrators can only view/edit referrals they
create.

To create the referral, in the student’s document library, open the drop down menu to Create New
Document, choose Referral for School Counselling Services and click Go. A Label/Comment in the
comment box is not needed for this document, just click New.

[IESTRERE. Fas
« an |- oo o oW m- 9 -
+ - ~| £ Search -4 |
View by Year: (All) -, by Category: (All) - -
Actions: Undelete Document , & Print This List
Doc I
Ci [=] =
rsgr e actrrrrrEg =
' Documents for 2012/13 Request for a PP Team Meeting | Modification Date

Referral for Services
Student Special Transportation Needs
£ school Counselling Case N¢ Student Transition Plan (for students not on IPP) ‘ 10/23/2012 Tue, 08-44 PM

Health/Emergency Care Plan Form -
Individual Program Plan
Megs

= Program Planning

£O Referral for School Counsel
Documents for 2011/12

l/})/zz/zm 2 Tue, 08:40 PM

rral for School Counselling ServiceEs

52 Referral for Services (GUILS Counselling Case Notes

i?) Request for a PP _Team Mee Repo . e . /06/2012 Wed, 1057 Al
Individual Program Plan Report J
£ Meeting Minutes (Developm IPP - High School Transcript Work Placement ‘ 08/06/2012 Wed, 1053 AM
=B, (=

52 meeting Minutes (Development of Adaptations ‘ Draft ‘ 06/04/2012 Mon, 01:31 PM | 06/04/2012 Mon, 01:32 PM

[ SIS ~| (5] 0] @ Sccure search

The person completing the referral must complete the required fields in each of the following sections —
Referral Source, Reason for Referral and Previous Communication Regarding the Referral as indicated
below. Additional Information (Note: information of a highly sensitive nature should not be recorded as
Additional Information but is better shared verbally with the counsellor). The referral then gets Saved
and forwarded to the school counsellor under Actions and then Send Message with Document.

|Referral Source

|Hﬂl:n’=d By: [nonge} E |Hﬂ|‘|1ﬂi (I:I:-_lz.--;g!l' Pl |Nef-urﬂl Emtered By:

|Reasen for Referral
[retercea tor: lnona) [=] [Reerral pue: i Urgenay: [fnang) |«

|Reterred To
[raerse: D) ot

Additional Information

Previous Communication Regarding the Referral

\Was there previous communication with the home regarding this referral? | Yes | Hs
Is the student aware of the referral? |_¥esl_iNg




Referral for School Counselling Services and Case Notes for Counsellors in TIENET
Quick Reference Guide
November 4, 2015

If needed, electronic attachments can be made to the referral document by going to Navigate To... at
the top, then File Attachments (see below) and following the instructions from there.

O iy Homa Page [ Dyien Sy (D100836T58) » Dacuments || Deaft: Rederral bor School Counselling Senvices (201394

Rilemal oy Sehood Counseding Sanices. % &

"% EdtTha Ssctos  Set Document ¢ Nugae Ta ot

Lyents dor “hay Dpopmend

Hantsport School
11 School Street @

Hantsport, Ms BOP 1P0 Language | Tensabons
F02-5E4-2000
Annapalis Valley Regional Schoel Baard
Referral for School Counselling Services
[Srudent Profile
| —— [taw Uiaa

Upon receiving the referral, the Counsellor will decide how to proceed with the referral. The Referral
for School Counselling Service will now be accessible in the student’s document library and can be
viewed only by the Counsellor and School Administrator. All sections in document are required fields.

1.2 REFERRAL STATUS DECISION FOR SCHOOL COUNSELLING SERVICES

Once the Counsellor receives a referral in TIENET, to be able to continue, the document must be opened
from the student’s document library. The counsellor will review the referral, then decide how to
proceed. This decision is documented in Referral Status Decision (to access, use drop-down menu arrow
at the top beside Referral for School Counselling Services).

Search (=) Dylan Smith (3100636798) > Documents Draft: Referral for School Counsell

Referral for School Counselling Services N

Referral for School Counselling Services
Save, Done Editing Save, Continu¢ 9 J
Referral Status Decision

_geer

This section of the document - Referral Status Decision (To be completed by School Counsellor) must
be completed as shown below, then Saved and Finalised. When a document is set to Final, it can no
longer be edited (but can be Unfinalised to Edit if needed).
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Editing Baction: Referal Siate Declmion - Draflt Retersl for School Counssiing Seraces for Dytan Smih (31008367085

Save, Done Bditing | Swwe Continue Editing | Cancel fditing 4

|Reterral Status Decision [ To be completed by School Counsellor)

Procesding with School Counseling Serdce =

Prorachng Redenal 1o exdernaliolher serace provder

Wy of School Quidance Counsslior: | GUIDANCEAVRSE (AVREE Guedanca ) oy

PR

Cite SLatus Dcision Hu-:hiu:l-'ll'.'lﬂ G2013

ParwntiGuardian informed of Reterral Status Decisicn; | Vo3 ¢ Mo
Raferral Source Informed of Referral Siahss Decion: — ¥es * Mo
|Stugens informad of Referral fatus O i S es 5 Mo

Save, Dons Lditing Sarve, Continue Editing Cancel Editing E

1.3 CHANGING THE STATUS OF A DOCUMENT

To finalise the document, open it, go to Set Document, then Status from Draft to Final and Accept.
Referral Status Decision “y &

%, Edit This Section = Print. v NavigateTo.. ¥ More.. -

widing Referral t
Details:

TIEMET

Status from Draft to Final

LapelfComment

Set Document Status: Referral for School Counselling Services for Dylan Smith (3100636798)
Change status from Draft to Review -

nnnnnn

= Send a
MNotification
Message To

Refer Entered By: LGUIDAMNCEAVRSE (AVRSE Guldanss

< | MAccept | cancel >

Back on the student’s Documents page, the status of the document will now be Final.

2 ScHooL COUNSELLING CASE NOTES

2.1 CREATING A CASE NOTES DOCUMENT

The School Counselling Case Notes can only be created, viewed, edited and accessed by a school
counsellor. A counsellor should only view Case Notes created by other counsellors if either the student
or parent has consented to this access.

To create Case Notes in TIENET, the school counsellor must go to the student’s document library, and
from the menu of documents, choose Case Notes and click on Go. A label/comment for this document
can be entered but it not required, then click New.
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Create New Document: | School Counselling Case Motes Go

Lo s e R R EE S program Planning on Date
- School Counselling Documented Adaptations - PPT

[=] school Counselling Case No Health/Emergency Care Plan Form ri, 09:40 AM

Individual Program Plan

[=]] referral for School Counsell ri, 09:31 AM

Referral for Services

[=] Referral for School Counsell _|hu, 03:43 PM
= Request for a Team Meeting =
i] School Counselling Case Na Student Special Transportation Needs hu, 11:51 AM
= SchoolsPlus Student Transition Plan (for students not on IPP)
=] case MNotes Reports/Transcripts (IPP) -
~ Additional Programmir IPP - High School Transcript Work Placement

3 School Counsellin
[=] Programming Document (TIE 9 L

Ref ing Services

- Confidential Informatio ]
School Counselling Case Motes
[=" mrmfidantial Dae o maoed

Upon opening this document for the first time, the Consent and Record Disclosure sections (see below)

must be completed.

Consent and Record Disclosure

Student Profile

Hame.

Date of Birth: 10/02/2002

Selfidentification Aboriginal: No.

School: Benwick and District School
School Year: 201415
Farent=yGuardianis].
Home Phone [s:-Rex . wwe v oo w om

[Student Consent [Parent/Guardian Consent

[Stucent consent for counsetiing servicas obtained: || vesl 1146 [FarentiGuardian consent for counseliing services obiained (where necessar: |l asl s

|Student Record Disclosure |P: Jt ian Record Di

E sarding transfer of records provided: [(RGRBI =] [o oarding transfer of records provided [where necessary): | (none) [ =
Consent to Access C c ing Record Parent/Guardian Consent to Access C & ing Record

consent for all school counsellors to view the complete Gounselling Record indluding Gase Notes areated by other school

ors: [
)

Obtained from: Aurora Aslders Date: ==

Parent/Guardian censent for all schoal ceunseliors to view the complete Counselling Record including Case Notes oeated by other s

N

=

Date: =

2.1.1 Consent
The point at which a student may independently consent to counselling services will now be grades 7
through 12. Parent/guardian consent must be obtained for students from grades Primary through 6.
However, where consent cannot be obtained from a parent/guardian, the counsellor, after attempting
to obtain consent and documenting all attempts in the student’s case notes, may begin services and see
a student if the counsellor deems it to be in the student’s best interest.

2.1.2 Record Disclosure
Case notes are maintained electronically in TIENET and transfer with a student should s/he move to
another public school within the province of Nova Scotia. Access to existing case notes is only available
to the Counsellor(s) at the new/current school and will no longer be accessible to the previous
Counsellor(s) at the student’s former school(s) once the student is no longer registered there.
Disclosure regarding this information about the transfer of counselling records must be provided to
either the student (grade 7-12) and/or his/her parent/guardians (primary-6).

6 .
in/SCHooL

N



Referral for School Counselling Services and Case Notes for Counsellors in TIENET
Quick Reference Guide

November 4, 2015
2.1.3 Consent to Access Complete Counselling Record

When a student transfers schools within a NS board or the province, the counselling record in TIENET
will move with them. The student or parent/guardian (where necessary) must now consent for school
counsellor(s) at the new school to view the complete counselling record, including any case notes
created by previous counsellors. If consent is not obtained, the case notes remain with TIENET but
cannot be viewed by the current counsellor(s). However, the current counsellor(s) will be able to begin
a counselling relationship with the student and create new case notes.

2.1.4 School Counseling Case Notes
Once the Consent and Record Disclosure sections are complete, the Case Notes section of the
document is accessed by using the drop-down arrow at the top of the page. The required fields of Case
Notes (Date &Case Notes) must be completed. The Author automatically gets generated when some

Ning is entered in Case Notes and Required Actions/Follow-up is optional.

Canosl Editing

il ot the foam below and click save above.

Hamtsport School
11 School Street

Annapolis Valley Regicnal School Board

School Counseling Case Notes
| [Stedent Profile
Mama Sreth, Dylen Cobe | Seac Make
Date of Barth: 320 1 58 [ Studerst 10 WumBer 11304387
S lderaFeatoe Aiorgrul fe s stry
Sehaal- Harspon Sorosl [Priscipat
Sehosl ¥ e |Grade %
Parests) ae Boyns Yeaiss Hormar oom
Home Phone foo oo oo 3747877438
Date: |Authos: Case Nose(s) - Required Actions/Follow.up :
Add Rowe | #-4 3

The Case Notes document is to be kept in Draft status for notes to be added and/or edited as long as
the counselling service is ongoing. The status of the document is set to Final (Final documents can be
edited) when:

1. atthe end of the school year, OR
2. the student transfers to another school.

Note: It is important for counsellors to ask school administration and/or the school administrative
assistant to inform them of students transferring in PowerSchool as they may have unfinalized case
notes.

When the student then transfers to another school (within the province) the guidance counsellor at the
new school will be able to view any case notes and may do so only if either the student or parent has
consented to this access.
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3 THETIENET ScHoOL COUNSELLING REPORTS

3.1 ScHOOL COUNSELLING SERVICES REFERRALS

School Counsellors and Administrators can pull out a list from TIENET of all students who have been
referred for School Counselling Services. To do this, on any TIENET page is Reporting at the top. Then
from Standard, and Documents is School Counselling Service Referrals. Users enter School Year From:
and School Year To: to select a date range for the report, then click Update Report with Values.

@ TIENET _/:: - Search 9 Communication

Standard Reports - Expand All ) Collapse All Save Expanded ™

Search

Adaptations
Board/School Reports
Board/School Transition Planning Reports

uments
7 Health/Emergency Care Plans - Prep for Next Year
T~ PPT Meeting Minutes
7 Reguest for Team Meetings
_ =g ocunselling Case Notes

chool Counselling Services Referrais

W = = ion Plan (Non-1PP)

7 sStudents with Transition Plan (Non-IPP)

PP
Student Profile

This gives a list of students from the school with supporting information that have been referred for
School Counsellors Services. This information can be sorted, downloaded, printed, etc.

School Counselling Services Referrals: Hants|
School ‘School Year (1D ‘Last Name‘First Name‘m‘ﬂ Age | Urgency | Counsellor Name | Decision Date | Document Status
Hantspor 101231 Female | 12 Draft
Hantspor _31008381 Male |15 |Low 01/24/2014 Draft
2 Documents

3.2 SCHOOL COUNSELLING CASE NOTES

Following the same process as above, only School Counsellors can choose School Counselling Case
Notes to generate a list of students who have Case Notes documents created for them.

School Counselling Case Notes (Hantsport School)
School School Year | 1D Grade | Last Name | First Name

Hant ol | 2012-13 3101128167 | G04 Acker I

Hant ol | 2012-13 3100954555 | 05 Smith

Hant ol | 2013-14 3100954555 | 05 Smith

Hant ol | 2013-14 3100636798 | GOS8 Smith

4 Documents |
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