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Referral for Service

To create a Referral for Service, search for a student from the Search link at the top of the home page or
from your Student Case Load.

Note: Each School Board in Nova Scotia has different procedures in place for creating a Referral for
Service. Please refer to your School Board’s Program Planning Process documents/user guides for more
detailed information.
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1 CREATING A REFERRAL FOR SERVICES DOCUMENT

1.1 To create a Referral for Services Document for a student, click on the documents icon by the

.v LastName FirstName BirthDate Grade Sex School City

] N44659 Aalders Aurora 10/04/2002 10 Female Berwick and District School Berwick

student’s name.
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E MNew Referral for Services x
1.3 The Service should be added to the
Label/Comment to differentiate
between services (For example, Label'Comment.
Assistive Technology).

Mew Cancel

sdvanced ==

2.0 COMPLETING THE REFERRAL FOR SERVICES FORM

2.1 Complete the Referral for Services form including the required fields: Reason(s) for Referral, Referral
Source and Recommended Service.

Referral for Services —
[Student Profile —

Select Save Done Mame: S o e
Date of Birth: 16/10/2C Student ID Number.
Self-identification Aboriginal: o lAncestry:

Editin School: Berwick and District Schoal Principal: —

g. School Year: 201516 Grade: 02

Parent(z)Guardian(s) _, ~ Homeroom: ; —
Home Phone {xxx-xxx-xxxx ) Reterral Source: | 1) 10k | nonooin

N t . A t h ’anuesk.‘l!easnn{s) for Referral

ote: As strengths, L L ——

challenges and interests

are foundation for

Student Strengths [Student CI [Student Interests

programming, it is ] .
strongly recommended m
that these be filled in to
support the referral for

services process

2.2 At this stage, School

Board procedures may differ. Not all services are available in every School Board. It is important to refer to
your School Board’s Program Planning Process documents/user guides for more detailed information (ie.
Attaching individual Board Forms).

Once saved, a message will
appear prompting the user to {2} My Home Page | [ 2 u =5 5= > Documents Draft: Referral for Services (SLP, 2014-15)

finalize the document and Refena! for Services Nt ¥

%, Edit This Section  SetDocument . = = Print. = Navigste To.. = More . =
send notification to the
appropriate Staff' dj + Finalize Document. then click "More._." and select "Send Message with Document” function to notify appropriate staff of referral.
]

* Please notify parent of the referral using the attached Referral for Senices Letter

2.3 Select Setup and choose Status From Draft to Final from the drop-down list. Service Providers will not

3 .
in/SCHooL

Nov



Referral for Service in TIENET
Quick Reference Guide
November 4, 2015

see the referral in their report until the document is set to Final. Setting the document to a status of Final
will automatically enter Services Data for the student under Profile.

Referral for Services “ [

'&»_ Edit This Section | Set Document... f.' Print.. = Navigate To... = More.. =
. Sections
Berwick and |
220 Veteran's Status from Draft to Review

Berwick, Ns E < Status from Draft to Final >
902'538'?"720 Label/Comment
AnnapolisVai.., o goci e

[Student Profile

Note: a Referral for Service document can only be set to Final if this is a new service or a previous referral
for service was not approved or discontinued. See Services Data under Student Profile to determine status
of service.

3.0 DOCUMENT FINALIZATION NOTIFICATION

3.1 The Set Document Status window will

. . Set Document Status: Referral for Services for &y Jameingm =S EN
appear. A notification message can be sent to

Change status from Draft to Final -

staff using the Look up: Staff User ID or My Comments

{optional)

Messaging Groups functions.

UseriDs: @) Logk up: Staff User D & My WMessaging Groups

=isenda
Notification
Message To

deed in document. Click any to include '\ “tion
4127590919 (Holmen Jennifer)

Staff below 7
Ref Source.,

Accept

3.2 To access the Referral for Services letter, () My Home Page | [ i S T T ——
click on the Referral for Services arrow, and
select Referral for Services Letter from the

drop-down list. This letter is automatically =
generated with data pulled from TIENET.

Refemral for Services K, =

|‘F‘.ef&rra| for Services|

. \= Mavigate
*Heferral for Services Letter &

/higanois Eleme (" view only)
11145 Hwy 2, Masswown =\
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