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Board Parity Committee Mandate 

 a) Advise on special education policy 

 

 b) Make recommendations on services provided 

 

 c) Verify resources available 

 

 d) Establish the criteria for allocating resources 

 

 e) Analyze requests from schools 

 

 

 
f) 

 
Make recommendations on: 
 

 Allocation of resources 
 Amount of resources to be set aside to pay compensation as a result 

of weighing certain students 

 Reserve to provide additional services for new cases 

 

 g) Receive and analyze SLSNC reports 

 

 



 

 

 

 

8-9.05 
School Level Special Needs Committee 

(S L S N C) 

 

Composition of SLSNC 

 a) 
 
Maximum 3 teachers and 1 administrator, all voting members; 
decisional committee 

 

 b) 
 
Selection criteria determined prior to start of school year by 
Teacher Council 

 

*  
For schools with one thousand (1,000) students or more, the committee must be composed 
of a maximum of five (5) teachers. 

Recognized Presence for 
Teachers Elected to the Committee 

 

 

 SLSNC teacher members’ time recognized within the 32-hours of 
obligatory presence per week 

 

 Time recognized within 5-hours of Personal Presence in the calculations: 
 

o 60 minutes will be recognized in a 5-day cycle 
o 72 minutes will be recognized in a 6-day cycle 
o 108 minutes will be recognized in a 9-day cycle 

 

 For work on the School Level Special Needs Committee 
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SLSNC Mandate 

 

 Elaborate a schedule of meetings (Annex 1) – recommendation of 7-10 meetings per year and as the requests 
arise. 

 

 Determine internal rules of order (length of meetings, time of day, location, secretary, quorum, tie-breaker etc.) 
 

 Chair calls meeting. Quorum ½ of total members + one. 
 

 Record the minutes of the meetings. Store minutes in an SLSNC binder. 
 

 At the beginning of the year, ensure that teachers who have integrated identified students have received the 
information in 8-9.09 b. 

 

 Create a tracking system of requests for services. A list should include students’ names, difficulty codes, whether 
there is an active IEP, what assessments were completed, services received etc.  

 

 Establish a system for teachers to assess the support services that have been selected by the committee, including 
and not limited to support from remedial /supporting teachers (Annex 2). 

 

 Provide guidelines for the utilization of TIIPs that normally precede requests for support (Annex 3). 
 

 Review school’s previous year’s data with a view to ensuring that the students concerned are continuing to receive 
appropriate services. 

 

 Review the files of these previously identified students and revise the services with the input of the teachers 
concerned – team approach – include in-school professionals. 

 

 Determine the distribution of the school’s current allocation of resources to service students with special needs. 
(i.e.  attendants, special education technicians, etc…). 

 

 Periodically review the effectiveness of the allocated services. 
 

 Present to teacher council for approval the general criteria that the committee will utilize in determining the priority 
to be given to support requests. 

 

 Configure an accelerated path to allow the principal to provide immediate support when critical situations arise. 
Updates on these cases must be discussed at a subsequent SLSNC meeting. 

 

 Once a year, the Parity committee requests the SLSNC to prepare and submit a report of the projected needs for 
the following school year. 

 

 During the year, if an insufficiency of available support is noted, the SLSNC requests additional assistance from 
the Parity Committee. 

 

 In March, evaluate the effectiveness of the services that were provided and report these findings to the Parity 
Committee. A summary report will need to be prepared. 
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AD HOC Mandate 
 

 
 

Ad Hoc consists of school administration, the teacher(s) concerned, professional(s) concerned.  Parents are 
invited to attend. Meeting can be held without the parents.  The AD HOC may at any time use additional 
resources and, if it deems it necessary, meet with the student. 
 
 
MANDATE: 

 Study each case submitted 

 Make recommendations on intervention measures 

 Request pertinent evaluations from professionals 

 Obtain evaluation results as soon as possible 

 Make recommendations to principal on services needed 

 Make recommendations to principal on possible identification of students: at-risk students and students 
with handicaps, social maladjustments or learning difficulties 

 Assist the principal in establishing an IEP 

 To oversee the implementation of the measures in the IEP and ensure follow-up and periodic evaluation 
of the IEP. 

 
 
 
The school principal may decide whether to act upon or reject the recommendations made by the AD HOC on 
the services and identification of the student within 15 working days of receiving the recommendation.  (Clause 
8-9.08 b) 
 
 
If approval of recommendations: 

 The measure comes into effect within 15 working days of the decision. 
(Clause 8-9.08 c) 

 
 
If rejection of recommendations: 

 The principal must state the reasons to the AD HOC within 15 working days of the decision.  
             (Clause 8-9.08 d) 

 
 



 

 

 

 

Base Allocation of Attendants / Technicians 

 
 
 

 School Board receives MEES funding 
 
 

 Parity Committee distributes allocation to schools 
 
 

 The distribution, use and assigning of hours to students is decided by each school’s SLSNC, 
within its total allocated hours for its students with validated MEES codes 

 
 
 
 

 

* 
Please refer to the "Partners in Education" document for information on the role of attendants (Annex 
4).  The guidelines on the roles and responsibilities of Special Education Technicians. 

 
 

 



 

 

 

Remedial Teachers 

 Elementary Level  

100%      and / or     50% 

 

Supporting Teachers 
 

Secondary Level 
 

50% of a teaching task  

 

Training 

Training for the remedial / supporting teachers 

Resource Teachers’ Networking Sessions 

 

Teacher Council Mandate 
 

 Criteria for election of SLSNC members 
 

 Determine emphasis of support services and interventions 
 

 Approve the access to services plan drafted by SLSNC 
 
 



 

 

 

 

 

 

 
 
 

 

 
 

 
 
 

 

 
Identification 

 
As defined by provincial 
Collective Agreement 

 
 

 

 
 



 

 

 

 

 
 
 
 
 

Students with Handicaps 
and 

Students with Severe Behavioural Disorders 
 

 Code 14      Severe behavioural disorders 

 Code 23      Profound intellectual impairments 

 Code 24      Moderate to severe intellectual impairments 

 Code 33      Mild motor impairments 

 Code 33      Organic impairments 

 Code 34      Language disorders  Social Communication Disorders 

 Code 36      Severe motor impairments 
 Code 42       Visual Impairments 

 Code 44      Hearing Impairments 
 Code 50       Pervasive developmental disorders 

 Code 53      Psychopathological disorders 
 Code 99      (Assigned temporarily until evaluations are concluded) 

 Code 99       Permanent – (Assigned to students with special & extremely rare disorders) 

 

*Organization of Educational Services for At-Risk Students and Students with Handicaps, Social  

  Maladjustments or Learning Difficulties (MEES Document) 
 

 
 
 
 
 
 

 



 

 

Procedure to Identify Students with Code BD 

 

1. Follow the identification process as stipulated in section PROCESS & IDENTIFICATION.  
 

2. Once the identification process is completed, the school will provide the school psychologist with the following: 

 SCHOOL REQUEST FORM  (Annex 6) 

 Copy of IEP (must include strategies used to address behaviour difficulties) and/or BIP 

 Copy of T.I.I.P. 

 PROFESSIONALCONSULTATION ~ PARENT’S CONSENT (Annex 7) or 

PROFESSIONAL CONSULTATION ~ STUDENT’S CONSENT (14 years+) (Annex 7)  

 ABC BEHAVIOUR TRACKING CHART covering a period of at least 3-weeks of daily entries 

 Anecdotal notes from staff which can serve as additional evidence of frequency, persistence, intensity and 
consistency.  For example:  GPI memos, disciplinary letters and notes, communication log, etc. 
 
 

3. The school psychologist will: 

 Ensure that a behavioural rating scale has been completed within the past 2 years 

 Forward the above documents with the PROFESSIONAL RECOMMENDATION form to the Pedagogical 
Services Department (PSD) 
 
 

4. PSD will evaluate the request and send confirmation of acceptance/refusal of the request to the school administrator.  
PSD will enter the identification BD in the GPI system.  This will be valid for a maximum period of two years. 
 
 

5. PSD will keep a log of all BD identifications and notify the school administrator when the two-year deadline is 
approaching.  The school team will then meet to discuss the case and determine if the case will be re-submitted.  If re-
submitted, professionals must complete an updated questionnaire and send in a newly completed PROFESSIONAL 
RECOMMENDATION form to PSD. In order to maintain a BD code, the student must have an active IEP and / or BIP. 

 
 

6. REMOVAL of BD identification:  In the event a student NO LONGER meets the criteria as per the psychologist, s/he 
will send the PROFESSIONAL RECOMMENDATION form (signed by the professional and administrator) to the 
PSD Director, and simply indicate the student no longer meets the criteria at the bottom of the form.  

 
 

7. A copy of all BD documentation submitted to PSD should be kept in a separate file in the administrator’s office. 
 
 

8. Should the assessment be completed within the same school year, the YEARLY DEADLINE TO SUBMIT 

REQUEST TO PSD  is no later than May 15th of every year. 
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and 

 
Identification 

 
 

 

 
 



 

 

Process and Identification 
 

 
 

What to do when a teacher detects a student who may have special needs: 
 

 Put into place a Teacher-Initiated Instruction Plan (TIIP) for a significant period of time (40 days for Behaviour Difficulties, 1 month 
for Learning Difficulties and Learning Disabilities or At-Risk Students). (Annex 3) 

 

 If the Teacher-Initiated Instruction Plan (TIIP) does not resolve the difficulties, place a written request to the Principal for any support 
services needed 
 

 Request an Ad Hoc Meeting (details can be found under clause 8-9.08 of the Collective Agreement and the SWLSB Special 
Education Policy and Handbook of Procedures) to discuss the case of a student who potentially might have learning difficulties or a 
possible learning disability 
 
 

An Ad Hoc Committee includes: 
  

 Principal and/or Vice-Principal 

 Teacher(s) concerned with the student 

 At school’s request, a professional (PSD Consultant, Psychologist, Occupational Therapist, Speech-Language Therapist) 

 Parents of the student and the student, if possible, are invited 
 
 

Ad Hoc Committee mandate: 
 

 Study the case 

 Make recommendations on strategies 

 Request pertinent evaluations 

 Make recommendations to the principal on the support services 

 Decide whether the student requires an I.E.P. 

 Assist Principal in establishing the I.E.P. 
 
 

When does the meeting take place? 
 
The Principal may use I.E.P. release money to have the teacher(s) attend, or it may happen during a ped day, a prep period, or during personal 
time (only if the teacher chooses to offer up personal work time). 

  



 

PROVIDING SUPPORT SERVICES FOR STUDENTS AND TEACHERS 
 

 
Teacher detects student with special needs 1   

 
 
 
 
 

Teacher initiates an intervention plan (TIIP) outlined on Parity Committee form 
8-9.06 requires teacher to put into place intervention measures for a significant period of time: at least 40 days for 

behavioural difficulties; learning disabilities or at-risk about a month, as determined by school’s Special Needs Committee 
 
 
 

-  
 
 
 
 
 
 
 
 
 
 
                                 
 
 
 
 
 
 
 
 
 
 

 
 

 
1 Special Needs refers to students mentioned in Annex XXXI:  at-risk; handicapped; learning difficulties or behavioural difficulties.  Note that the scope of at-

risk (vulnerable to failure or socialization problems if there is not a rapid intervention) is narrower compared to the previous collective agreement and excludes 
students with behavioural difficulties, who continue to be weighted and receive support.  Students with handicaps must be referred to the AD HOC committee 
and have an I.E.P.  Teachers of students with learning or behavioural problems will be able to access support services without AD HOC meetings and without 
an I.E.P. 
 
 

 
 
 

Appendix XXXI: 

- At-risk 
- Behavioural 
- Learning Disabilities 
- Handicaps 
 

TIIP resolves difficulties 
 

- Process may be restarted at any time if 
difficulties re-emerge. 
 

- Copy of the TIIP is placed on file with principal. 
 
 

TIIP does not resolve difficulties 
- Teacher makes a written request for specific services to 

the principal. 
 

- Requests are placed on file. 
 

- Principal grants request within 10 days in accordance 
with school-level process to access service (clause 8-
9.07) 

School-level support resolves 
difficulty 
 

- Process may be restarted at any 
time if difficulties re-emerge 

If difficulty persists, 

services continue. 



 

The I.E.P. Process 
 

 
 
An I.E.P. is not the brainchild of a single person… 
 
There is a process that must be respected that stems from our provincial agreement (8-9.00 Provisions Concerning Students with 
Special Needs). 
 
When a teacher detects, in his/her class, a student who, in his/her opinion demonstrates particular problems, he/she shall report 
it to the school administration indicating the problem(s) encountered by the student and the interventions he/she carried out over 
30 days  (40 days for behavior)  in the form of a TIIP., in order to  request  support  services  or submit the  case to the SLSNC 
(8-9.06). All requests for services shall be given an answer within 10 working days (8-9.07). (Annex 2-3) 
 
If the teacher makes a request for an Ad Hoc meeting (to recommend a case for testing or for the establishing of an I.E.P.), the 
school principal shall set-up this meeting within 15 working days (8-9.08). The Ad Hoc shall be made up of a representative of the 
school administration, the teacher(s) concerned and, at the committee’s request, a professional. The parent(s) shall be invited; 
however the fact that the parents do not attend a meeting shall neither impede nor prevent the committee from carrying out its 
work. 
 
At this Ad Hoc meeting a decision to establish or not an I.E.P. is made. All of the stakeholders participate by providing input. 
 
 

When does the meeting take place? 

 
The principal may use I.E.P. release money to have the teacher(s) attend, or it may happen during a ped day, a prep period, or 
during personal time (only if the teacher chooses to offer up personal work time). 
 
 

Who needs an I.E.P.? 
 

 Student with a validated handicap code (MEES) 

 Student with a diagnosed L.D. (psychological testing documentation) 

 Student with a B.D. (obtained through the PSD identification process) 

 Student in the W.O.T.P. (Work-Oriented Training Path) 

 Student working on a modified level of instruction (not working at grade level) 

 At-Risk student may have an I.E.P. (adaptations to grade level work) 
 
  



 

 
 
 
 
 
Once the I.E.P. is in place, a periodical review is needed. As there is no set number of times outlined in any MEES or 
SWLSB Policy, the I.E.P. is revised as the student’s situation evolves. The frequency and dates of the revisions may 
vary depending on the type of I.E.P. and the needs of the student. The I.E.P. does not need to be updated and sent 
home every term with every report card. For students following a modified level of instruction, the report card needs to 
state that the marks are based on the current I.E.P.  
 
I.E.P. goals should be measurable and should be aligned with the curriculum being covered and the learning 
difficulty/disability the student has been identified as having.  
 
Both LTU and the SWLSB encourage schools to use the MEES I.E.P. template and read the MEES guide regarding 
I.E.P.s. All stakeholders should be meeting as a team in order to review the I.E.P. Teachers should not be doing it 
on their own!  Again, the principal may use the I.E.P. release money to have teachers attend  and collaborate in the 
creation of the plan, or it may happen during a ped day, a prep period, or during personal time (only if the teacher 
chooses to offer up personal work time).  
 

 
 
 



 

  

 
What is pedagogical flexibility? 
 
Pedagogical flexibility can be used to offer choices to all students during learning and evaluation situations.  These choices must 
not affect the difficulty of the tasks to be carried out, the requirements, or the evaluation criteria of the competencies targeted. 
Flexibility allows the teacher to consider the needs of students who are at risk of failing if immediate action is not taken, and to 
offer enrichment for more advanced students.  The teacher provides reasonable and varied challenges to all students.1  
Pedagogical flexibility should be applied in all subjects, as a means of promoting educational success.2 
 
When pedagogical flexibility or adaptations are used, the requirements remain the same. Requirements are only altered 
when a student is on a modified I.E.P.  
 
 

The I.E.P. with adaptations 
 

 Adaptations allow the student to meet QEP requirements, like any other student…they do not give the student an 
advantage; they therefore respect the principle of equality.3-Can include alternate formats (Braille, audio books, use of 
assistive technology, use large print or a more spacious layout) 

 Instructional strategies (visual cues and aids, interpreters) 

 Assessment procedures (oral exams, up to 1/3 additional time to complete tasks, spread the task over several periods, 
carry out the task in the morning instead of the afternoon, allow for extra breaks) 4 

 
Adaptations must not affect the difficulty of the tasks to be carried out, the requirements or the evaluation criteria of the 
competencies targeted. 
 
These students are assessed using the same evaluation tools as their peers. 
 
 

The I.E.P. with modified level of instruction 

 

 The student must have an I.E.P. indicating the level of instruction  

 Modified levels of instruction have learning outcomes that are different from the prescribed curriculum in a given grade 
level. Contrary to popular belief, the student does NOT have to be two years behind (As soon as the expectations are 
lower than the ones applied to the student’s peers, it can be justified to place the student on a modified level of instruction) 

 A personalized program (with respect to the QEP) is selected to meet the student’s needs: The difficulties of the tasks 
to be carried out, the requirements or the evaluation criteria of the competencies targeted are modified or altered  

 
 
  
                                                           
1 Quebec.  Ministry of Education. Differentiated Evaluation: Questions and Answers, Main References in Ministerial 
Frameworks. Ministry of Education, 2007. Print, 6.  
2 Quebec.  Ministry of Education.  Information Document: Pedagogical Flexibility, Adaptations and Modifications for Special 
Needs Students.  Ministry of Education, 2015.  Print, 3.  
3 Ibid., 6.  
4 Quebec. Ministry of Education. Differentiated Evaluation, 4.   



 

 
 
The evaluation of students on a modified level of instruction: 
 

 The modified level of instruction is indicated by a distinct course code entered in GPI 

 Students still obtain percentages, but are exempted from group or subject averages 

 It must be clear to parents that the progress reported in a ‘modified’ subject does not reflect the progress in the regular 
program.  At the secondary level, the student will not obtain credits for the subject in question, even if one of the 
competencies was modified5 

 
 

 
 

                                                           
5 Quebec. Ministry of Education. Information Document, 6. 



 

 
 

REFERRAL to PROFESSIONALS 
PROCEDURES 

 
1. Teacher - after consulting the student’s confidential file, completes and submits to the principal the REQUEST 

FOR STUDENT IDENTIFICATION/SERVICING form (Annex 2) to request services. 
 
1.1. Principal presents the request to the SLSNC. The accelerated path established by the SLSNC may be used 

for urgent cases. 
1.2. The principal (or delegate) discusses the potential referral with the professional(s) concerned to validate 

the appropriateness of the referral. 
 
2. For NEW requests for a referral initiated by the professionals first:  

 
2.1. Professionals will first consult the other professional(s) concerned. 
2.2. Professional must present his/her request to the principal who then presents it to SLSNC. The accelerated 

path established by the SLSNC may be used for urgent cases.  
2.3. The professional completes a referral form and the principal ensures that the parents are contacted to 

have a consent form signed. 
 
3. For referrals from one professional to another: If it is anticipated that further assessment would be required 

by another professional: 
 
3.1. Professionals will first consult the other professional(s) concerned. 
3.2. The referring professional needs to present the referral to the school principal. SLSNC does not need to be 

involved in this case.   
3.3. The principal (or delegate) discusses the potential referral with the professional(s) concerned to validate 

the appropriateness of the referral. 
3.4. The professional completes a referral form and the principal ensures that the parents are contacted to 

have a consent form signed. 
 
4. For requests initiated by the principal:  

 
4.1. The principal must discuss the referral at SLSNC. The accelerated path established by the SLSNC may be 

used for urgent cases. 
4.2. The principal (or delegate) discusses the potential referral with the professional(s) concerned to validate 

the appropriateness of the referral. 
 
5. Students age 14 and over:  
 

5.1. Students can make direct requests to professionals.  
5.2. For more than one consultation, they may need to sign a Student Consent Form.  
5.3. Should the consultation result in a need for an assessment, the professional informs the principal. 



 

 
 
 
 
STEPS FOR THE ABOVE - REFERRAL AND CONSENT FORMS: 
 

1. Once the appropriateness of the referral is established with the professional, the principal ensures that 
the referral form is completed.  
 

2. The professional informs the principal when the time has come to proceed with the assessment, and the 
parents are contacted to have a consent form signed. A separate original CONSENT form must be signed 
for EACH professional involved.  

 
3. Once the consent form is returned, the original is submitted to the professional(s) concerned and a copy 

is placed in the confidential file. 
 

4. The principal ensures a referral log is updated and used to prioritize referrals with the collaboration of the 
professionals concerned. Student identification for coding purposes should be prioritized.  

 
5. Professional discusses and establishes agreed priorities with the principal. 

 
6. All fully completed referral forms and consent forms must be submitted to the principal for signature. 

 
7. Professional(s) proceed with the request. 

 
8. Once a formal evaluation is completed, professionals meet with the parents/student/teachers to share 

their findings, send the relevant documentations (i.e. reports, consent forms, referral forms) to the 
principal and to Pedagogical Services. 

 
  
REFERRAL TO GUIDANCE: 
 

1. Referrals to Guidance can be made directly to the Guidance Counsellor, i.e. referral to administration or 
SLSNC first is not necessary. 
 

2. Referrals to Guidance can come from administration, teaching staff, support staff, parents, or the student 
themselves. 

 
3. A referral form is not always necessary, but the following information will need to be furnished by the 

person referring the student 
 
3.1. Name of student, reason for referral, any known background or contextual information related to the 

referral, steps taken (if any) by the referring person to address the presenting problem, direct 
observations of behavior of concern, any previous contact with parents, outside agencies (e.g.: DYP), 
or school staff in relation to the presenting problem. 



 

 
 
 

 
4. Once the appropriateness of the referral is determined, Guidance Counsellors require the student’s 

consent to participate in counselling. 
 

4.1. For students under 14, parental consent is also necessary. 
 

5. Once assessment and/or follow-up of the student is completed, Guidance Counsellors communicate 
findings or recommendations with parents, administration, or staff members ONLY with the student or 
parent’s consent. 
 

 
 

FORMS NEEDED TO REFER:  
 

 Request for Student Identification / Servicing Form (Annex 2) 
 

 Parental & Student Consent Forms (Annexes 7) 
 
 
 
 



 

 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 

 
 

Annexes 
 
 
 

 
 



 
Annex 1 

 

Date:   

Memo to: 
All Teachers 
Principal 

From: School Level Special Need Committee Chair 

 
 

NOTICE OF MEETING 
 

A regular meeting of the School Level Special Needs Committee wil l  be held on: 

   at  in  

(WEEKDAY) (MONTH  &  DATE) (YEAR)  (TIME)  (PLACE) 

 

If there are any requests that you wish to submit for review, please contact the Chair b y: 

  . 
(DATE) 

 
 

AGENDA 
 

1. Approval of Agenda 

2. Approval of minutes of  . 

3. Business Arising 

4. Correspondence 

5. New Business: 

 a) *New requests for Support Services (Clause 8-9.06 Provincial Agreement) 

 b) New requests for Ad Hoc meeting (Clause 8-9.08 Provincial Agreement) 

 
c) Distribution/Redistribution of the School’s Attendant and Special Education 

Technician Hours (according to needs/requests) 

6. Other Business 

7. Adjournment 

 
* Teachers may attend portions of SLSNC meetings to present their requests. 



 

Annex 2 

 

REQUEST FOR STUDENT IDENTIFICATION / SERVICING 

 

Date:   

From:  Teacher 

To:  Principal 

Referral:  Student’s Name 

School:   

 
 

☐ REQUEST FOR INFORMATION:  Please provide me with any information available regarding any of my 
students with handicaps, social maladjustments or learning disabilities in accordance with clause 8-9.09b 
of the Provincial Agreement. 

 

  

☐ REQUEST FOR SERVICES:  With respect to my obligation in clause 8-9.06 of the Provincial Agreement, I 
am informing you that, in my opinion, the above-mentioned student demonstrates:   

 (Attach TIIP form)  

   

 
 

 I would like my request to be discussed at the School Level Special Needs Committee to determine and allocate any 
additional support services required. 

 Support services requested:       

     (Response expected within 10 working days according to clause 8-9.07 a). 

 

☐ REQUEST FOR AD HOC:  It is my opinion that without additional support, the success of this student may be 

compromised.  I am requesting that you convene an Ad Hoc committee to ensure that the case is studied in 

accordance with clause 8-9.06. (Attach TIIP form) 
(Committee set up within 15 working days of receiving the request according to clause 8-9.08 a). 

 

 
 
Thank you for your attention in this matter. 
 
 

  
 
(Signature) 
 

(MAKE SURE YOU KEEP A COPY OF YOUR REQUEST FOR YOUR FILES) 
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Annex 3 
 
 

 
SAMPLE:  Teacher-Initiated Instruction Plan (TIIP) 

 
 

Student’s Name:  
School:  

Grade:  

Teacher Completing Form:  Date:  

Confidential File: Y 

 

N 

 If yes, did you read the 

Date read:  ☐ ☐ recommendation? Y  ☐ N  ☐ 

 
Reason(s) for Request / Description of Problem(s): 

 

 

 

 
 
 

Spoken to (check all that apply): 
☐ Administration ☐ Parent(s)  

☐ Remedial/Supporting Teacher ☐ Other (Specify)  

☐ Other Teacher(s)   
 

TIMELINE 
(approximately one (1) month for pedagogy and 40 days for behaviour) 

From:  To:  

 

Environment:  Materials: 

☐ Preferential seating  ☐ Audio  

☐ Small group  ☐ Highlighted text / materials 

☐ Other:   ☐ Manipulatives 

   ☐ Braille 

Assignments:  ☐ Calculator 

☐ Shortened assignments (not evaluations)  ☐ Learning tools (i.e.: graphic organizer) 

☐ Reduced pencil / paper tasks  ☐ Keyboard modifications 

☐ Scribe  
☐ 

Assistive Technology  

☐ Reader Types of software:  

☐ Extended time  
☐ 

O.T. recommended equipment  
(weighted vest, fidget toy, etc.) ☐ Opportunity to respond orally 

☐ Other:   ☐ Other:  

       

Instruction:  Behaviour: 

☐ Simplified instructions  ☐ Positive reinforcement 

☐ Provide lesson notes ahead of time  ☐ Frequent breaks 

☐ Reduce copying from board  ☐ Clearly defined limits / expectations 

☐ Oral tests  ☐ Quiet time 

☐ Frequent / immediate feedback  ☐ Time-outs 

☐ Recorded answers / dictated Information  ☐ Behaviour intervention plan 

☐ Audio materials  ☐ Other:  

      

Support Services Requested:    

☐ Remedial Support    

☐ Speech & Language Pathologist    

☐ Occupational Therapist    

☐ Attendant Support    

☐ Psychologist Assistance    

☐ Social Worker    

☐ Other:    Continued on page 2  
 

  



 

 

 

Pedagogical Services Department 
239, montée Lesage, Rosemère, Qc J7A 4Y9 
 (450) 621-5600      (450) 965-4208 

Annex 3 
 

 

 

 

Student’s Difficulties:  

 
 
 

Have you read the confidential file? YES ☐ NO ☐ 

 
 
 

Student’s Strengths:  

 
 
 

Reason for Referral:  

 
 
 

What teaching 
strategies have you 
tried? 

 

 
 
 

What services are you 
requesting? 

Psychology ☐  Occupational Therapy ☐ 

Speech & Language Pathology ☐  Social Worker ☐ 

Speak to SLSNC ☐  IDT Meeting ☐ 

Remedial (Ex.: ELA / Math) ☐  Other:  

 
 
 

Teacher’s Signature:  

  

Date:  
 



 

 

              

          

 

 

 

 

 

 

 

 
 
 
 

 
“PARTNERS IN EDUCATION” 

The Role of Attendants and Special Education  
Technicians on School Teams 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
This Guide Is a Collaborative Effort of: 

 
 

 The Sir Wilfrid Laurier School Board Complementary Services Team  
 

The Sir Wilfrid Laurier Administrative Support Staff Union: SEPB-577 
 

The Sir Wilfrid Laurier School Board Human Resources Department 
 

and 
 

Inspired by the New Frontiers Complementary Services Team & Support Staff 
Union: SEPB-NF-576 

Annex 4 
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PARTNERS IN EDUCATION 

The Role of Attendants and Special Education  
Technicians on School Teams 

 
 
SUPPORT STAFF ARE PART OF THE SCHOOL TEAM 
 
Special education technicians and attendants are part of the pedagogical team in the classroom, 
working towards student success. They play key supportive roles, collaborating with teachers to 
help students with special needs reach individual success. Teachers are responsible for program, 
evaluation, reporting to and communicating with parents, and behaviour management. In order 
for students to experience optimal success when they receive extra support in the classroom, 
teachers and support staff must work closely together as partners in the delivery of their 
educational program. Regular school team collaboration on interventions and strategies result in 
opportunities for individual learning and social growth for the most vulnerable of our students: 
those with special needs.  
 
Attendants and special education technicians work as partners in the classroom, providing 
specific supports to identified or targeted students with special needs. Attendants support 
students who have physical and significant developmental needs, who require a high level of 
individual support and/or physical monitoring to function in the classroom.   They can also work 
with other students in the classroom when deemed necessary by the school team. However, 
attendants should step aside and help with the rest of the classroom when disciplinary measures 
are warranted. 
 
Special education technicians support students with a broader range of learning and behavioral 
needs, and play a more in-depth role in curriculum adaptation and modification, planning and 
implementing behaviour interventions, working with small groups, carrying out crisis 
intervention in keeping with a school plan, and actively collaborating with other staff across the 
school. 
 
While the school administrator is the supervisor of all support staff assigned to the school, 
classroom and resource teachers play a daily role in guiding the strategies and needed 
interventions of other adults providing support in classrooms. This is accomplished through 
ongoing communication and a team approach, as well as clarity of roles and responsibilities. 
Also, participation in professional development activities are encouraged. Observations and 
input from both attendants and special education technicians should be part of the planning 
process in setting up strategies and interventions. 
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THE ROLE OF ATTENDANTS 
 
Attendants work closely with students, such as those who have a visual impairment or who use a 
wheelchair. They also work with students with significant developmental delays, such as children 
with autism or those with global delays and limited personal autonomy. They provide close 
physical supervision and need to provide ongoing individual prompting, monitoring, and 
assistance with engagement in classroom activities. They support safe behaviours, emerging 
social development, and basic communication. They may work either in regular classrooms, or in 
a more specialized setting, or at times designated locations within the school set up by the 
school team for individual student needs. 
 
 
THE ROLE OF SPECIAL EDUCATION TECHNICIANS 
 
Special education technicians work with both individual students and groups of students, and 
play a broader role in the adaptation/modification of curriculum, providing learning assistance 
and exam support, and in the delivery of behaviour support. They carry out crisis intervention in 
keeping with a school plan. They also develop special materials, such as visuals, behaviour 
charts, organizational supports, etc. They work proactively with small groups on social skills, 
anger management, learning activities, etc. They may work in either regular classrooms, or in a 
more specialized setting, or across several locations in a school. 
 
Special education technicians may have a role to play in collaborating with attendants: 
coordinating interventions, coaching and training, or providing special learning materials such as 
visual supports, social stories, etc. and supporting the implementation of strategies and 
behaviour interventions. They may also provide support to new or less experienced technicians. 
 
SCHOOL TEAMS AND COLLABORATION 
 
Clarity of roles and specific responsibilities of all members of the school team are important to 
effective collaboration. While a teacher’s ultimate responsibility for all students in the class is 
clear, a sense of shared responsibility for the students in the school community among teachers, 
support staff, and other school personnel leads to effective partnering and support delivery for 
students with special needs.  While attendants and special education technicians in their distinct 
roles provide critical support to many children with diverse learning, social, and developmental 
needs, everyone’s role on the school team includes facilitating autonomous learning, promoting 
individual success, and recognizing the role of peers in a student’s learning and personal 
development. 
 
To help clarify the difference in attendant and special education technician roles, examples of 
differentiated tasks are provided in Table #1. 
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Table #1  -  Examples of Tasks for Each Role 
 

ATTENDANTS SPECIAL EDUCATION TECHNICIANS 

 May provide: physical assistance with toileting, 
mobility, feeding, personal hygiene; staying within 
physical boundaries; may administer medication (in 
keeping with the SWLSB guidelines). 

 

 May provide behaviour monitoring and intervention in 
keeping with the team plan for students with autonomy 
limitations or significant developmental delays: e.g. 
bolting, throwing objects, melt-downs, screaming, 
sexual boundaries, aggression, defiance, etc. 

 
 
 

 May be called upon to be a scribe/reader as needed. 
 

 May monitor and accompany students for transitions, 
cool down periods, individual time blocks as needed, 
use of separate individual materials, etc. in keeping 
with the team plan 

 
 

 May encourage attention and task engagement through 
verbal, physical, and gestural prompting, feedback, 
praise, use of reinforcers, etc. To avoid learned 
helplessness of students with high needs and to 
promote belonging and student autonomy, may 
provide incidental help to other students  

 

 May facilitate participation and learning through 
individual prompting and cueing (verbal, physical, and 
gestural cueing towards visuals), providing ongoing 
feedback and reinforcement, modeling, etc. 
 

 May help students use the provided visuals, social 
stories, charts or schedules, manipulatives, 
adapted/modified learning activities, or other special 
materials, as determined in the team plan.  

 

 May encourage and facilitate peer interactions through 
prompting, redirection to peers, avoidance of hovering, 
etc. May work with a targeted student with a peer 
buddy or monitor student within a small group of peers 
during a short practice activity to encourage individual 
social growth and capitalize on peer models. 

 

 As part of the school team, may  record observations, 
carry out daily routine home-school communications 
under the direction of the teacher(s), share input on the 
student’s progress with the school team 

 May administer medication, monitor and record medication 
as part of a team plan (in keeping with the SWLSB 
guidelines). 

 
 

 May develop and implement behavior interventions or help 
carry out school-wide crisis interventions for students with 
psycho-social or developmental delays in keeping with the 
team plan: e.g. defiance, aggression, bolting, substance 
abuse, bullying, throwing objects, melt-downs, screaming, 
inappropriate sexual boundaries, etc. May collaborate with 
attendants on behavior interventions. 

 

 May be called upon to be a scribe/reader as needed. 
 

 Same as attendant plus: may develop and implement 
transition strategies for students, develop or organize 
individual or alternate schedule or activities, select or make 
individual materials (e.g. Boardmaker), coach students for re-
integration in keeping with the team plan, etc. 

 

 Same as attendant plus: may provide learning assistance to 
students in the classroom as needed, in a small group, or to 
individuals (see suggestion charts) 

 
 

 
 

 Same as attendant plus: may provide support to several 
individuals, small groups, set up strategic interventions for 
attendants, may work in several different classrooms 

 
 

 Same as attendant plus: in collaboration with teachers, may 
develop and implement adapted/modified learning activities, 
make visual supports, create social stories, charts and 
schedules for individuals and/or groups of students, etc. 

 

 Same as attendant plus: may facilitate small groups around 
learning activities, social skill development, anger 
management, peer mediation, anti-bullying, etc. May 
develop social skill support materials, coach attendants on 
facilitating peer interactions, work as part of the school team 
monitoring and supporting pro-social development, etc. 

 

 Same as attendant plus: as part of the school team, may 
develop, implement, and discuss behaviour charting or 
student tracking systems, recording of systematic 
observations, home-school communication tools, etc. 
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THINKING ON YOUR FEET 
 
In any school or classroom, there are unexpected events, changes in plans, and short periods of 
time when all students are occupied without the need for direct assistance from the support 
staff present in the room. While attendants and special education technicians have expected 
tasks and interventions, there will also be times when support staff and teachers may find ways 
to work collaboratively and flexibly, and respond on the spot in order for resources to be 
optimized and for support staff to feel fully engaged and valued as members of the school team. 
Tables # 2 and #3 provide some suggestions on how support staff can work within classrooms to 
support students and teachers and avoid hovering over individual students.  
 

Table # 2  -  Collaborative Strategies for Teachers, Attendants and Special Education Technicians 

  

If the Teacher is Doing This: An Attendant Can Be Doing This: 
A Special Education Technician Can Be Doing 

This: 

Lecturing Model note taking on smart board, 
draw ideas on whiteboard, provide 
graphic organizers, modify follow-up 
worksheets, etc. 

Model note taking on smart board, draw ideas 
on whiteboard, provide graphic organizers, 
modify follow-up worksheets, etc.  
 

Taking attendance 
 

Collect and organize homework. Collect and organize homework. 

Giving directions 
 

Write the directions on board as a 
visual support, summarize key steps on 
post-its, highlight key words on 
worksheets, make a checklist for 
students, after teacher is finished do 
listening checks or repeat directions 
with scaled down language 

Write the directions on board as a visual 
support , summarize key steps on post-its, 
highlight key words on worksheets, make a 
checklist for students, after teacher is finished 
do listening checks or repeat directions with 
scaled down language  

Providing large group instruction Collect data/observations on student 
behaviour and circulate silently to 
provide gestural prompts and monitor 
student use of materials 

Collect data/observations on student behaviour 
and adapt materials for an upcoming activity, 
circulate silently to provide gestural prompts 
and  monitor student use of materials 

Giving  a test 
 

Read or scribe the test for targeted 
students, supervise small group who 
need a quiet space or extended time 

Read or scribe the test for targeted students, 
supervise small group who need a quiet space 
or extended time  

Facilitating stations or small 
groups 

Circulate and provide ongoing 
assistance to students struggling with 
their work 

Also facilitate stations or small groups 

Sustained silent reading Read with a small group Read with a small group 

Helping students with individual 
writing or correction of work at 
central station 

Circulate and provide ongoing 
assistance to struggling students with 
their work, prompt the student with 
special needs to also go for teacher 
conference time. 

Circulate and provide ongoing assistance to 
struggling students with their work, prompt the 
student with special needs to also go for 
teacher conference time. Collaborate so 
technician and teacher have two (2) 
conference/correcting stations. 

Teacher is monitoring class and 
students are working 
independently and quietly 

Use a few minutes of quiet class time, 
or other available prep period, to 
communicate with teacher on 
previewing of upcoming material. 

Use a few minutes of quiet class time, or other 
available prep period, to collaborate with 
teacher on previewing of upcoming material. 
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Table # 3  -  How Attendants Can Play a Natural, Class-Wide Role 
While Monitoring and Assisting Targeted Students 

 

If  Students are Doing This An Attendant Can Be Doing This 

Student can do a short task 
independently  

Monitor from a distance while circulating and providing quick, incidental 
help to others in the class 

Student is sitting in a large group, 
listening to teacher reading or 
talking 

Avoid sitting in the student group on floor and organize student materials 
at a near-by table, back away from a student’s desk unless help is needed, 
work out a signal with teacher on when to intervene or remove child so 
initial redirection comes from teacher 

Student is part of a small group 
playing a game or doing group 
activity 

Act as an adult coach in the group: comment on the game/activity  to all 
group members, prompt peers on how to include or help the targeted 
student, avoid giving adult cues to only one child  

Young student is getting dressed 
for recess 

Allow child extra time to get dressed and provide only partial help (e.g. 
insert zipper but child must pull up). Mingle with all children in corridor, 
and act as a supervising adult for “zipper and snow pants” assistance.  

Student has trouble organizing 
materials or following class 
routines 

Rather than bombarding with individual verbal prompts, cue the child to 
visual schedules if provided, embed verbal prompts to a targeted student in 
prompts to other near-by students who seem lost, work out with teacher if 
student can have a peer helper or simplified routines 

Student is waiting to see teacher 
or hand in work 

Monitor student but circulate and attend to others who are finishing up or 
getting organized 

Peers tattle on student with 
special needs, e.g. using bad words 
or taking materials 

Sensitize and coach peers on how to respond to student’s behaviour, 
engage peers in supporting  “friendly reminders,” consult with teacher 
about having a class sensitization activity 

 
 
HOW THE SCHOOL TEAM CAN AVOID LEARNED HELPLESSNESS 
 
There is much research on the impediments of constant one-to-one help in the classroom from support staff 
for students with special needs (Reference: Michael Giangreco). Drawbacks include diminished teacher 
instruction, interference with and decrease in peer interactions, and increased dependency on adults, to 
name only a few. At the same time, a number of students with high needs require ongoing and frequent 
individual assistance due to physical needs or significant developmental delays. How can a school team avoid 
the learned helplessness and increased behavior problems which come with too much hovering and 
shadowing in one-to-one support situations, yet provide effective individualized support? 
             
It is helpful to remember the long-term goal of helping each student become an independent learner and 
interdependent member of the community. Providing optimal individual support involves ongoing teamwork 
between teacher and attendant in the classroom, balancing individual adult help with monitoring from a 
distance, and facilitating students’ interactions with peers. A student’s day should not consist of constant one-
to-one adult “tutoring” or prompting, an adult “velcroed” to the student’s side in the classroom, or the 
absence of the teacher as the lead pedagogue in the student’s daily learning. Table #4 provides some 
examples of how attendants and technicians can avoid the problems of learned helplessness and some of the 
acting-out or attention-seeking behaviors which can develop when providing extensive one-to-one help. 
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Table # 4  -  How Support Staff Can Avoid Pitfalls Associated with One-to-One Support 
 

If  Students are Doing This An Attendant/Technician Can Be Doing This 

Student seeks constant attention from 
an adult 

Ensure that individual help is provided intermittently and only as needed: avoid 
constant sitting beside the child, encourage the child to ask the teacher or a 
peer for help when appropriate, act as a general helping hand in the class 
whenever possible and interact naturally with all students so child does not 
become possessive, stand or sit behind a student when helping so he focuses 
on the work task , provide intensive help in short bouts 

Student clings (“velcroed”)to 
attendant/special education technician 

Refrain from lap sitting, hand holding (unless needed for safety in transitions), 
and hugging. Physically move away from student whenever possible and 
monitor from a distance. Direct targeted student to check directions or show 
work to the teacher  

Student does not orient to peers or seek 
peer interactions 

Encourage child to initiate interaction with a peer by providing a script: Can I 
play too? May I borrow your glue? Where does this go?  Work out with teacher 
how child can distribute class materials, show something or re-read to several 
peers while you monitor. Be careful about inhibiting interaction opportunities 
by too much adult hovering 

Student does not know how to do  a 
paper and pencil task and needs adult 
help 

Encourage student to check with peer, discuss with team the value of imperfect 
but independently completed work over adult assisted perfection, provide help 
and then fade: begin task with student, prompt the student to do a step or two 
and walk away to help others, return to help after a few steps are done by 
student 

Student waits for adult help, won’t 
initiate work task without adult 
prompting 

Increase wait time to 5-10 seconds after giving a verbal prompt, indicate you’ll 
help after student completes initial step, set out materials or highlight starting 
point on a paper and back away, praise efforts for starting  

Student balks at work or resists task Ignore non-compliance and make encouraging comments, distract through 
novelty by posing a question, making amusing comments or offering  a choice 
of writing tools, comment on what peers are doing 

Not following simple teacher directives, 
e.g. a direction to line up 

Signal the student to stop and listen to teacher. Provide indirect cues: comment 
positively on 1 or 2 peers who are lining up, ask the student who he wants to 
stand behind, lead a young child by the hand silently to the line then comment 
on how he followed the teacher direction, signal to the teacher to repeat the 
direction individually  

If a student is refusing to come inside Ensure that the student is safe and stay with him or her. Call for back-up if 
necessary 

If a child requires help to go to the 
bathroom or to get his/her diaper 
changed (toileting assistance) 

Wear gloves at all times and wash your hands 

If a student is having a major meltdown Stay calm and secure the environment by removing dangerous objects in close 
proximity 

If a student has a medical condition Learn as much as possible before you are called upon and emergency 
Know about the condition; required medications and possible consequences  
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COMMUNICATION WITH PARENTS 
 
Teachers are responsible for evaluation, reporting and communicating with parents on a student’s progress. 
However, many students with special needs use a home-school communication book or have daily notes in 
the agenda about routine events or behaviour charts. These regular home-school communications are 
important to parents of children who have limited language skills and can’t share what happened at school, 
tell how they feel, or explain some special event. Parents of students with special needs rely on these 
individual messages for basic information on their child’s day.  
 
These home-school communications should only be carried out as part of a team plan, using an agreed upon 
format. This team approach sets up objective and professional communication with a strategic goal, and 
avoids potentially awkward situations for support staff or inappropriate expectations or negative reactions 
from parents. It also clarifies the teacher’s role as lead pedagogue and helps attendants and technicians 
maintain a professional distance in situations where they may be viewed by anxious parents as the prime 
educator in their child’s day.  
             
The following suggestions help establish appropriate boundaries for home-school communication by support 
staff and can enhance the connection between home and school: 
 

 In the event that one meets with parents in the community outside the school, always 
avoid discussing matters pertaining to the child and/or children of the school. 

 The school team should collaborate on how home-school communication will be carried 
out and by whom: e.g. notes in agenda, individual booklet for daily routine 
communication, or, in keeping with a team plan, a system or checklist for recording 
behaviors or progress on specific goals. 

 Support staff should bring parent comments or questions, other than simple inquiries 
about routines, to a teacher’s attention for the team to discuss. Complaints should 
immediately be shown to a teacher. 

 Keep the format short and simple: use pre-formatted booklets or pages with simple 
headings for routine home-school communications.  

 Be careful of confidentiality, and avoid referring to other students. 

 Teachers should periodically read and write comments in daily home-school 
communication books. It can be helpful for teachers to initial an agenda or booklet daily 
or on a regular basis. 

 Rather than rushing in the last busy 10 minutes to jot down a few words, try to write 
comments or complete charts throughout the day  

 When there are concerns about home-school communications, photocopy and date the 
pages to ensure accurate record keeping for future reference. 
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PARTNERS IN EDUCATION 
 
Attendants, special education technicians, and teachers are partners in the education of students with special 
needs. Support in the classroom from attendants and special education technicians is highly valued by 
teachers and recognized as one of the keys to individual success for students facing challenges in their learning 
and social development.  
 
Collaborating in the classroom and working as a team is the most effective way to provide a student with a 
balanced day of individual help and opportunities for independent engagement in learning activities.  Making 
a difference in a student’s school experience is best accomplished by becoming part of a learning community, 
both as an educator in a support role and as a life-long learner.  
 
 
 
 

 
Special thanks to the New Frontiers School Board Complementary Services Team 
and Support Staff Union:  SEPB NF 576 for permitting us to be inspired and use 

their document for our needs. 
 

 
 

 
 

 



 

Annex 5 

 

Guideline on the Role and Responsibilities of Special Education Technician on School Team 

 
The purpose of this document is to clarify the role of the Special Education Technician within our school teams.  It is important to 
keep in mind, the classification is the same for elementary and high schools, as well as for the Diversified Pathway settings, WOTP 
programs and for school-wide positions (formerly referred to as behaviour technician). 
 
Characteristic Functions of the Special Education Technician: 
 

 Work under the supervision of the school administration and in conjunction with the multidisciplinary team. 
 Work with both individual students and groups of students; work proactively with small groups on social skills, anger 

management, learning activities, etc.  They may work in regular classrooms, specialized settings, or across several 
locations in a school. 

 Play a broader role in the adaptation of curriculum/modification of instruction levels, provide learning assistance and exam 
support. 

 Participate in the development and implementation of the IEP:  select appropriate strategies and accommodations, apply 
these measures, asses if the objectives were attained, adjust the supports accordingly and participate in the evaluation of 
the IEP plan. 

 Develop resource materials such as visuals, behaviour charts, organizational supports, etc. 
 Carry out crisis intervention measures in keeping with the school plan; work with students reacting to their environment, 

counsel them, apply intervention techniques and coach them in their behaviour modification process. 
 Provide resource information to students exhibiting troubling behaviours or addictive behaviours; support and refer 

students to the appropriate resources/services. 
 May have a role to play in collaborating with attendants; coordinating interventions, coaching and training, or providing 

special learning materials such as visual supports, social stories, etc.  They may also provide support to new or less 
experienced technicians. 

 
Over the years, many questions have been raised regarding the limits of the role of the special education technician.  It is important 
to keep in mind, their role is defined by the classification plan applicable to our support staff; however, some responsibilities are 
also detailed in the Education Act and the SWL Delegation of Power and cannot be delegated. 
 
As such, a technician cannot suspend a student.  As per the Education Act: 
 
‘’96.27 – The principal may suspend a student if, in the principal’s opinion, such a disciplinary sanction is necessary to put an end to 
acts of bullying or violence or to compel the student to comply with school’s rules of conduct. 
 
The Principal shall inform the student’s parents of the reasons for the suspension and of the assistance, remedial and reintegration 
measures imposed on the student. (…) 
 
A technician’s work is to help and support the student in the modification of inappropriate/troubling behaviour, in a constructive and 
restorative manner, not punitively.  As such, they should not apply sanctions or discipline. 
 
Concerning drug searches, the school board’s vision of the role of a special education technician is to provide support, counsel and 
guidance to the students.  Involving them in these situations may affect the trust between the student and technician, possibly 
reducing the chances of a successful intervention.  A technician may be asked to participate as a witness. 
 
The basic requirement for a Special Education Technician position is to have completed a 3-year DEC in Special Care Counselling. 



 

Annex 6 

 

                                                                                                                                                                                                                                                                                                                                                                                                                                

SCHOOL REQUEST FORM 
STUDENT IDENTIFICATION / REMOVAL 

BEHAVIOUR DIFFICULTIES 

 

This form MUST be completed during an AD-HOC meeting 
 

Student name:  School:  

Date of birth:    Grade level:  
DAY MONTH YEAR 

School year:  Teacher:  

 

Date the teacher submitted the request form for IDENTIFICATION / SERVICING:  

 
This form is designed to make recommendations to Pedagogical Services Department (PSD), to identify a student with BEHAVIOUR 
DIFFICULTIES (code BD).  The following descriptions allow PSD to assess whether a student meets specific criteria for a code BD. 
 

ATTACHMENTS INCLUDED: 
  

☐ Copy of IEP (must include strategies used to address behaviour difficulties) and/or BIP 

☐ Copy of TIIP 

☐ PARENT’S CONSENT or STUDENT’S CONSENT (14years+) (Annexes 7) 

☐ Anecdotal information from staff 

 
 

SIGNATURES 

Teacher # 1:  Teacher # 2:  

School Principal:  SLSNC Chairperson:  

Date:    

 
 

 Results to be completed by PSD ONLY and returned to the school 

  

☐ The student MEETS the criteria above for a code BD. 

☐ The student DOES NOT MEET the criteria for a code BD. 

☐ The student NO LONGER meets the criteria for a code BD. 

 

 

 

 PSD Director Signature  Date 

 



 

 

Guidance Counsellor – Sir Wilfrid Laurier School Board 
Parental Consent Form (student under 14 years) 

ANNEX 7 

Dear Parents or Guardian, 
 
Your child, ______________________________, has been referred by a staff member to the services of a Guidance Counsellor. The purpose of meeting 
with a Guidance Counsellor is to receive support in addressing challenges your child may be experiencing in different parts of his or her life: personal, 
academic, family, friendships, relationships, mental health, etc.  
 
These challenges can be addressed through various means including, but not limited to, personal counselling, academic and vocational counselling, 
psychoeducation, provision of information and resources, as well as referrals to internal or external resources as appropriate (e.g., other SWLSB 
professionals, public health system). 
 
By consulting with a Guidance Counsellor, your child has the right to professional secrecy, subject to the following. All the information shared between 
your child and the Guidance Counsellor will be made available to you should you request it. Such information will also be disclosed by the Guidance 
Counsellor if one of the following circumstances occurs:  
 

1. Your child discloses information that suggests that there is an imminent risk of harm to himself or herself. 
2. Your child discloses information that suggests that there is an imminent risk of harm to another individual. 
3. Your child discloses that his or her security and/or development is or may be compromised, or that the security and/or development of another 

child is or may be compromised. 
4. The law demands information regarding your child’s life. 

 
Furthermore, findings and recommendations pertinent to your child’s integration and progress in school will be disclosed to school staff where such 
information is necessary for the discharge of their duties, in accordance with Section 62 of the Act respecting access to documents held by public bodies 
and the protection of personal information (chapter A-2.1). For example, this could be school staff members involved in the planning, supervising and 
dispensing of your child’s educational program (e.g., multidisciplinary meetings, IEP meetings, placement decisions). 
 
Signing below indicates that you are giving consent to your child’s participation in the counselling services offered at the Sir Wilfrid Laurier School Board 
and that you agree that the information discussed between the Guidance Counsellor and your child may only be disclosed in accordance with the conditions 
herein and the applicable laws.  
 
Kindly complete and sign the form below and return it to the Guidance Counsellor indicated below as soon as possible.  
 
If you have any questions during the counselling process, please contact your child’s Guidance Counsellor at any time. 
 
Thank you for your cooperation. 
 
Guidance Counsellor’s name: _____________________________________________________                     
 
Guidance Counsellor’s signature: _____________________________________________________       
               
Date: ___________________________________________________________________________ 
 

 I hereby declare to be the holder of parental authority for the child identified below and I authorize the professional designated 
above to work with my child. I also agree that the information discussed between the Guidance Counsellor and my child may 
only be disclosed in accordance with the conditions herein and the applicable laws, notably to school staff members where 
such information is necessary for the discharge of their duties. This authorization is valide for 365 days. 
 
* Please note that this authorization can be revoked at any time by way of a written note, dated and signed by one of the parents/guardians, addressed 
to the professional or to the school administrator. 
 
 
Name of Student: _____________________________________________________      Date of Birth: ________-________-________ 
 Year        Month         Day 
 
Name of Parent/Guardian 1:  ___________________________________________    

 

Signature of Parent/Guardian 1: __________________________________________    Telephone:  ________-________-________ 

 

Name of Parent/Guardian 2:  _____________________________________________     

 

Signature of Parent/Guardian 2:  __________________________________________ Telephone:  ________-________-________ 

 



 

 

Conseiller d’orientation – Commission scolaire Sir-Wilfrid-Laurier 
Consentement parental (enfant de moins de 14 ans) 

ANNEXE 7 

Chers parents ou tuteur,  

Votre enfant, ______________________________, a été dirigé vers un conseiller d’orientation par un membre du personnel. Une rencontre avec un 
conseiller d’orientation permettra à votre enfant de recevoir le soutien nécessaire pour surmonter les difficultés qu’il vit actuellement dans les différentes 
sphères de sa vie : vie personnelle et familiale, études, amis, relations, santé mentale, etc.   
 
Il est possible d’aborder ces questions de diverses façons, y compris le counseling individuel, l’orientation scolaire et professionnelle et la psychoéducation. 
Il est également possible de fournir à votre enfant des renseignements et des ressources et de le diriger vers des ressources internes et externes 
pertinentes (par exemple, d’autres professionnels de la commission scolaire et le réseau de la santé).  
 
Sachez que le conseiller d’orientation est tenu au secret professionnel, sous réserve des circonstances décrites ci-dessous. Si vous en faites la demande, 
toutefois, vous pourrez avoir accès à toutes les informations partagées entre votre enfant et le conseiller d’orientation. Ces informations seront aussi 
divulguées par le conseiller d’orientation advenant l’une ou l’autre des circonstances suivantes :   
 

1. Votre enfant révèle des informations qui laissent présager un risque imminent de blessures pour lui-même.  
2. Votre enfant révèle des informations qui laissent présager un risque imminent de blessures pour autrui.   
3. Votre enfant nous révèle que sa sécurité ou son développement est compromis ou pourrait être compromis ou que la sécurité ou le 

développement d’un autre enfant est compromis ou pourrait être compromis.  
4. Nous sommes légalement tenus de fournir des renseignements concernant la vie de votre enfant.  

 
Par ailleurs, les conclusions et les recommandations concernant l’intégration et le progrès scolaires de votre enfant seront transmises aux membres du 
personnel de l’école lorsque ces informations sont nécessaires à l’exercice de leurs fonctions, conformément à l’article 62 de la Loi sur l’accès aux 
documents des organismes publics et sur la protection des renseignements personnels (chapitre A-2.1). À titre d’exemple, il pourrait s’agir de membres 
du personnel de l’école qui participent aux activités reliées à la préparation, à la supervision et à l’enseignement du programme pédagogique de votre 
enfant (ex. : rencontres multidisciplinaires, rencontres concernant le plan d’intervention, décisions concernant le classement de votre enfant).  
  
En apposant votre signature ci-dessous, vous consentez à ce que votre enfant utilise les services d’orientation offerts par la Commission scolaire Sir-
Wilfrid-Laurier et vous acceptez que les informations faisant l’objet de discussions entre le conseiller d’orientation et votre enfant soient uniquement 
divulguées selon les conditions décrites aux présentes et les lois qui s’appliquent.  
   
Veuillez remplir et signer le formulaire ci-dessous et le retourner au conseiller d’orientation indiqué ci-dessous dans les plus brefs délais.  
 
Si vous avez des questions au cours du processus de counseling, n’hésitez pas à contacter le conseiller d’orientation de votre enfant en tout temps.  
 
Merci de votre collaboration.  
 
Nom du conseiller d’orientation : ________________________________________________________  
 
Signature du conseiller d’orientation : _____________________________________________________  
                    
Date : ______________________________________________________________________________ 
 

 Par la présente, je déclare être titulaire de l’autorité parentale pour l’enfant indiqué ci-dessus et j’autorise le professionnel 
désigné ci-dessus à travailler avec mon enfant. Je comprends également que les informations faisant l’objet de discussions 
entre le conseiller d’orientation et mon enfant peuvent  uniquement être divulguées selon les conditions décrites aux présentes 
et les lois qui s’appliquent, notamment à des membres du personnel de l’école lorsque ces informations sont nécessaires à 
l’exercice de leurs fonctions. Cette autorisation est valide pour une période de 365 jours.  
 
* Veuillez noter que cette autorisation peut être révoquée en tout temps sur présentation d’une note écrite, datée et signée par l’un ou l’autre des 
parents et adressée au professionnel ou à la direction de l’école. 
 
 
Nom de l’élève :    ___________________________________________________      Date de naissance : ________-________-________ 
  Année       Mois       Jour 
 
Nom du parent/tuteur no 1 :  ____________________________________________   

 

Signature du parent/tuteur no 1 :  ________________________________________    Téléphone :  ________-________-________ 

 

Nom du parent/tuteur no 2 :  ____________________________________________     

 

Signature du parent/tuteur no 2 :  ________________________________________ Téléphone :  ________-________-________ 



 

 

Guidance Counsellor – Sir Wilfrid Laurier School Board 
Parental Consent Form (student under 14 years) 

ANNEX 7 

Dear Parents or Guardian,  
 
Your child, ______________________________, has requested the services of a Guidance Counsellor. The purpose of meeting with a Guidance 
Counsellor is to receive support in addressing challenges your child may be experiencing in different parts of his or her life: personal, academic, family, 
friendships, relationships, mental health, etc.  
 
These challenges can be addressed through various means including, but not limited to, personal counselling, academic and vocational counselling, 
psychoeducation, provision of information and resources, as well as referrals to internal or external resources as appropriate (e.g., other SWLSB 
professionals, public health system). 
 
By consulting with a Guidance Counsellor, your child has the right to professional secrecy, subject to the following. All the information shared between 
your child and the Guidance Counsellor will be made available to you should you request it. Such information will also be disclosed by the Guidance 
Counsellor if one of the following circumstances occurs:  
 

1. Your child discloses information that suggests that there is an imminent risk of harm to himself or herself. 
2. Your child discloses information that suggests that there is an imminent risk of harm to another individual. 
3. Your child discloses that his or her security and/or development is or may be compromised, or that the security and/or development of another 

child is or may be compromised. 
4. The law demands information regarding your child’s life. 

 
Signing below indicates that you are giving consent to your child’s participation in the counselling services offered at the Sir Wilfrid Laurier School Board 
and that you agree that the information discussed between the Guidance Counsellor and your child may only be disclosed in accordance with the conditions 
herein and the applicable laws.   
 
Kindly complete and sign the form below and return it to the Guidance Counsellor indicated below as soon as possible.  
 
If you have any questions during the counselling process, please contact your child’s Guidance Counsellor at any time. 
 
Thank you for your cooperation, 
 
Guidance Counsellor’s name: _____________________________________________________                     
 
Guidance Counsellor’s signature: _____________________________________________________                     
 
Date: ___________________________________________________________________________ 
 
 
 

 I hereby declare to be the holder of parental authority for the child identified below and I authorize the professional designated 
above to work with my child. I also agree that the information discussed between the Guidance Counsellor and my child may 
only be disclosed in accordance with the conditions herein and the applicable laws, notably to school staff members where 
such information is necessary for the discharge of their duties. This authorization is valide for 365 days. 
 
* Please note that this authorization can be revoked at any time by way of a written note, dated and signed by one of the parents/guardians, addressed 
to the professional or to the school administrator. 
 
 

Name of Student:  _____________________________________________________       Date of Birth: ________-________-________ 
                      Year        Month         Day 
 
Name of Parent/Guardian 1: _______________________________________________    

 

Signature of Parent/Guardian 1: ____________________________________________    Telephone:  ________-________-_________ 

 

Name of Parent/Guardian 2:  _______________________________________________     

 

Signature of Parent/Guardian 2:  ____________________________________________  Telephone:  ________-________-________ 

 



 

 

Conseiller d’orientation – Commission scolaire Sir-Wilfrid-Laurier 
Consentement parental (enfant de moins de 14 ans) 

ANNEXE 7 

Chers parents ou tuteur,  

Votre enfant, ______________________________, a demandé de consulter les services d’un conseiller d’orientation. Une telle consultation permettra à 
votre enfant de recevoir le soutien nécessaire pour surmonter les difficultés qu’il vit actuellement dans les différentes sphères de sa vie : vie personnelle 
et familiale, études, amis, relations, santé mentale, etc.   
 
Il est possible d’aborder ces questions de diverses façons, y compris le counseling individuel, l’orientation scolaire et professionnelle et la psychoéducation. 
Il est également possible de fournir à votre enfant des renseignements et des ressources et le diriger vers des ressources internes ou externes pertinentes 
(par exemple, d’autres professionnels de la commission scolaire et le réseau de la santé).  
 
Sachez que le conseiller d’orientation est tenu au secret professionnel, sous réserve des circonstances décrites ci-dessous. Si vous en faites la demande, 
toutefois, vous pourrez avoir accès à toutes les informations partagées entre votre enfant et le conseiller d’orientation. Ces informations seront aussi 
divulguées par le conseiller d’orientation advenant l’une ou l’autre des circonstances suivantes :   
 

1. Votre enfant révèle des informations qui laissent présager un risque imminent de blessures pour lui-même. 
2. Votre enfant révèle des informations qui laissent présager un risque imminent de blessures pour autrui. 
3. Votre enfant nous révèle que sa sécurité ou son développement est compromis ou pourrait être compromis ou que la sécurité ou le 

développement d’un autre enfant est compromis ou pourrait être compromis.  
4. Nous sommes légalement tenus de fournir des renseignements concernant la vie de votre enfant.  

 
En apposant votre signature ci-dessous, vous consentez à ce que votre enfant utilise les services d’orientation offerts par la Commission scolaire Sir-
Wilfrid-Laurier et vous acceptez que les informations faisant l’objet de discussions entre le conseiller d’orientation et votre enfant soient uniquement 
divulguées selon les conditions décrites aux présentes et les lois qui s’appliquent.  
   
Veuillez remplir et signer le formulaire ci-dessous et le retourner au conseiller d’orientation indiqué ci-dessous dans les plus brefs délais.  
 
Si vous avez des questions au cours du processus de counseling, n’hésitez pas à contacter le conseiller d’orientation de votre enfant en tout temps.  
 
Merci de votre collaboration. 
 
Nom du conseiller d’orientation : ________________________________________________________  

Signature du conseiller d’orientation : _____________________________________________________                     

Date : ______________________________________________________________________________ 

Par la présente, je déclare être titulaire de l’autorité parentale pour l’enfant indiqué ci-dessus et j’autorise le professionnel 
désigné ci-dessus à travailler avec mon enfant. Je comprends également que les informations faisant l’objet de discussions 
entre le conseiller d’orientation et mon enfant peuvent  uniquement être divulguées selon les conditions décrites aux présentes 
et les lois qui s’appliquent, notamment à des membres du personnel de l’école lorsque ces informations sont nécessaires à 
l’exercice de leurs fonctions. Cette autorisation est valide pour une période de 365 jours.  
 
* Veuillez noter que cette autorisation peut être révoquée en tout temps sur présentation d’une note écrite, datée et signée par l’un ou l’autre des 
parents et adressée au professionnel ou à la direction de l’école. 
 

Nom de l’élève :    ___________________________________________________      Date de naissance : ________-________-________ 
  Année       Mois       Jour 
 
Nom du parent/tuteur no 1 :  ____________________________________________   

 

Signature du parent/tuteur no 1 :  ________________________________________    Téléphone :  ________-________-________ 

 

Nom du parent/tuteur no 2 :  ____________________________________________     

 

Signature du parent/tuteur no 2 :  ________________________________________ Téléphone :  ________-________-________ 

 



 

 

Guidance Counsellor – Sir Wilfrid Laurier School Board 
Student Consent Form (14 years +) 

 

ANNEX 7 

Dear Student, 
 
You, ____________________________________, have been referred by a school staff member to the services of a Guidance Counsellor.  
 
The purpose of meeting with a Guidance Counsellor is to receive support in addressing challenges you may be experiencing in different parts of your life: 
personal, academic, family, friendships, relationships, mental health, etc.  
 
These challenges can be addressed through various means including, but not limited to, personal counselling, academic and vocational counselling, 
psychoeducation, provision of information and resources, as well as referrals to internal or external resources as appropriate (e.g.,, other SWLSB 
professionals, public health system). 
 
This service is confidential. You have the right to professional secrecy, subject to the following. All information shared with the Guidance Counsellor cannot 
be shared without verbal or written consent on your part, with the exception of the following four circumstances:   

1) You disclose information that suggests that there is an imminent risk of harm to yourself. 
2) You disclose information that suggests that there is an imminent risk of harm to another individual. 
3) You disclose that your security and/or your development is or may be compromised or that the security and/or development of another child is 

or may be compromised. 
4) The law demands information regarding your file. 

 
Furthermore, findings and recommendations pertinent to your integration and progress in school will be disclosed to school staff members where such 
information is necessary for the discharge of their duties, in accordance with Section 62 of the Act respecting access to documents held by public bodies 
and the protection of personal information (chapter A-2.1). For example, this could be the school staff members involved in the planning, supervising and 
dispensing of your educational program (e.g., multidisciplinary meetings, IEP meetings, placement decisions). 
 
Signing below indicates that you consent to participate in the counselling services offered by the Sir Wilfrid Laurier School Board and that you agree 
that the information discussed with the Guidance Counsellor may only be disclosed in accordance with the conditions herein and the applicable laws, 
notably to school staff members where such information is necessary for the discharge of their duties. 
 
Kindly complete and sign the form below and return it to the Guidance Counsellor indicated below as soon as possible.  
 
If you have any questions during the counselling process, please contact your Guidance Counsellor at any time. 
 
Thank you for your cooperation. 
 

Student’s signature (14 years +): _________________________________________________________                      

Date: ___________________________________________________________________________ 

Guidance Counsellor’ name: _____________________________________________________                     

Guidance Counsellor’s signature: _____________________________________________________                     

Date: ___________________________________________________________________________ 



 

 

Conseiller d’orientation – Commission scolaire Sir-Wilfrid-Laurier 
Consentement de l’élève (14 ans et plus) 

 

Cher ______________________,  
 
Tu as été dirigé vers un conseiller d’orientation par un membre du personnel de l’école.  
 
Une rencontre avec un conseiller d’orientation te permettra de recevoir le soutien nécessaire pour surmonter les difficultés que tu vis actuellement dans 
les différentes sphères de ta vie : vie personnelle et familiale, études, amis relations, santé mentale, etc.  
 
Il est possible d’aborder ces questions de diverses façons, y compris le counseling individuel, l’orientation scolaire et professionnelle et la psychoéducation. 
Il est également possible de te fournir des renseignements et des ressources et de te diriger vers des ressources internes et externes pertinentes 
(par exemple, d’autres professionnels de la commission scolaire et le réseau de la santé).  
 
Ce service est confidentiel. Le conseiller d’orientation est tenu au secret professionnel, sous réserve des circonstances décrites ci-dessous. Toutes les informations 
transmises au conseiller d’orientation ne pourront être divulguées sans ton consentement verbal ou écrit, sans dans les quatre circonstances suivantes :   
 

1. Tu révèles des informations qui laissent présager un risque imminent de blessures pour toi-même.   
2. Tu révèles des informations qui laissent présager un risque imminent de blessures pour autrui. 
3. Tu nous révèles que ta sécurité ou ton développement est compromis ou pourrait être compromis ou que la sécurité ou le développement d’un 

autre enfant est compromis ou pourrait être compromis.  
4. Nous sommes légalement tenus de fournir des renseignements concernant ton dossier.  

 
Par ailleurs, les conclusions et les recommandations concernant ton intégration et ton progrès scolaire seront transmises aux membres du personnel de 
l’école lorsque ces informations sont nécessaires à l’exercice de leurs fonctions, conformément à l’article 62 de la Loi sur l’accès aux documents des 
organismes publics et sur la protection des renseignements personnels (chapitre A-2.1). À titre d’exemple, il pourrait s’agir de membres du personnel de 
l’école qui participent aux activités reliées à la préparation, à la supervision et à l’enseignement de ton programme pédagogique (ex. : rencontres 
multidisciplinaires, rencontres concernant le plan d’intervention, décisions concernant ton classement).  
 
En apposant ta signature ci-dessous, tu consens à utiliser les services d’orientation offerts par la Commission scolaire Sir-Wilfrid-Laurier et tu acceptes que les 
informations faisant l’objet de discussions entre toi et le conseiller d’orientation soient uniquement divulguées selon les conditions décrites aux présentes et les lois 
qui s’appliquent, notamment à des membres du personnel de l’école lorsque ces informations sont nécessaires à l’exercice de leurs fonctions. 
 
Nous te demandons de remplir et de signer le formulaire ci-dessous et de le retourner au conseiller d’orientation indiqué ci-dessous dans les plus brefs délais.  
 
Si tu as des questions au cours du processus de counseling, n’hésite pas à contacter ton conseiller d’orientation en tout temps.  
 
Merci de ta collaboration. 
 
 
Signature de l’élève (14 ans et plus) : _________________________________________________  

Date : __________________________________________________________________________ 

Nom du conseiller d’orientation : _____________________________________________________                     

Signature du conseiller d’orientation : _________________________________________________ 

Date : ___________________________________________________________________________ 

ANNEXE 7 



 

 

Guidance Counsellor – Sir Wilfrid Laurier School Board 
Student Consent Form (14 years +) 

 

ANNEX 7 

Dear Student,  
 
You, ________________________________________________________________, have requested the services of a Guidance Counsellor.  
 
The purpose of meeting with a Guidance Counsellor is to receive support in addressing challenges you may be experiencing in different parts of your life: 
personal, academic, family, friendships, relationships, mental health, etc.  
 
These challenges can be addressed through various means including, but not limited to, personal counselling, academic and vocational counselling, 
psychoeducation, provision of information and resources, as well as referrals to internal or external resources as appropriate (e.g., other SWLSB 
professionals, public health system). 
 
This service is confidential. You have the right to professional secrecy, subject to the following. All information shared with the Guidance Counsellor cannot 
be shared without verbal or written consent on your part, with the exception of the following four circumstances: 
 

1) You disclose information that suggests that there is an imminent risk of harm to yourself. 
2) You disclose information that suggests that there is an imminent risk of harm to another individual. 
3) You disclose that your security and/or your development is or may be compromised or that the security and/or development of another child is 

or may be compromised. 
4) The law demands information regarding your file. 

 
As you are receiving guidance services within a school setting, you understand and agree that it is necessary for us to notify school administration when 
you are in Student Services.  
 
Signing below indicates that you consent to participate in the counselling services offered by the Sir Wilfrid Laurier School Board and that you agree 
that the information discussed with the Guidance Counsellor may only be disclosed in accordance with the conditions herein and the applicable laws.   
 
Kindly complete and sign the form below and return it to the Guidance Counsellor indicated below as soon as possible.  
 
If you have any questions during the counselling process, please contact your Guidance Counsellor at any time. 
 
Thank you for your cooperation. 
 
 
 
Student’s signature (14 years +): _________________________________________________________                      
 
Date: ___________________________________________________________________________ 
 
Guidance Counsellor’s name: _____________________________________________________                     
 
Guidance Counsellor’s signature: _____________________________________________________                     
 
Date: ___________________________________________________________________________ 
 



 

 

Conseiller d’orientation – Commission scolaire Sir-Wilfrid Laurier 
Consentement de l’élève (14 ans et plus) 

 

ANNEXE 7 

Cher ___________________________,  
 
Tu as demandé de consulter un conseiller d’orientation. 
 
Une telle consultation te permettra de recevoir le soutien nécessaire pour surmonter les difficultés que tu vis actuellement dans les différentes sphères de 
ta vie : vie personnelle et familiale, études, amis, relations, santé mentale, etc.   
 
Il est possible d’aborder ces questions de diverses façons, y compris le counseling individuel, l’orientation scolaire et professionnelle et la psychoéducation. 
Il est également possible de vous fournir des renseignements et des ressources et de te diriger vers des ressources internes ou externes pertinentes 
(comme d’autres professionnels de la commission scolaire et le réseau de la santé).  
 
Ce service est confidentiel. Le conseiller d’orientation est tenu au secret professionnel, sous réserve des circonstances ci-dessous. Toutes les informations 
transmises au conseiller d’orientation ne pourront être divulguées sans ton consentement verbal ou écrit, sauf dans les quatre circonstances suivantes : 
 

1. Tu révèles des informations qui laissent présager un risque imminent de blessures pour toi-même.   
2. Tu révèles des informations qui laissent présager un risque imminent de blessures pour autrui. 
3. Tu nous révèles que ta sécurité ou ton développement est compromis ou pourrait être compromis ou que la sécurité ou le développement d’un 

autre enfant est compromis ou pourrait être compromis.  
4. Nous sommes légalement tenus de fournir des renseignements concernant ton dossier.  

 
Puisque tu utilises les services d’orientation de ton école, tu comprendras qu’il nous est nécessaire d’aviser la direction de l’école lorsque tu es dans les 
locaux des Services aux élèves. Tu nous donnes donc ton consentement à cette fin.  
 
En apposant ta signature ci-dessous, tu consens à utiliser les services d’orientation offerts par la Commission scolaire Sir-Wilfrid-Laurier et tu acceptes 
que les informations faisant l’objet de discussions entre toi et le conseiller d’orientation soient uniquement divulguées selon les conditions décrites aux 
présentes et les lois qui s’appliquent. 
 
Nous te demandons de remplir et de signer le formulaire ci-dessous et de le retourner au conseiller d’orientation indiqué ci-dessous dans les plus brefs délais.  
 
Si tu as des questions au cours du processus de counseling, n’hésite pas à contacter ton conseiller d’orientation en tout temps.  
 
Merci de ta collaboration. 
 
 
 
Signature de l’élève (14 ans et plus) : _________________________________________________  

Date : __________________________________________________________________________ 

Nom du conseiller d’orientation : _____________________________________________________                     

Signature du conseiller d’orientation : _________________________________________________ 

Date : ___________________________________________________________________________ 



 

 

Occupational Therapy – Sir Wilfrid Laurier School Board 
Parental consent for professional consultation 

ANNEX 7 

Student’s Name:  School:  

Date of Birth: 
   Grade 

Level: 
 

Day Month Year 

 
Dear Parent or Guardian,  
  
We would like to refer your child, as identified above, for observation and, if warranted, for an assessment completed by an 
Occupational Therapist from the Pedagogical Services Department of our school board. The purpose of this observation would 
be to obtain additional information concerning your child’s learning, emotional and/or behavioural profile. The professional will 
consult the confidential file and discuss the needs with your child’s teacher(s). Based on the information gathered, a decision will 
be made whether a full assessment is required. You will be contacted if an assessment is warranted. 
 
Kindly complete and sign the form below and return it to the school principal’s office as soon as possible.   
 
Thank you for your cooperation. 
 
Respectfully, 
 

   

Principal’s Signature  Date 

   

Professional’s Name Professional’s Title  Professional’s Signature 

 
 
I hereby declare having parental authority for the student identified above and I authorize the professional from Pedagogical 
Services, as identified above, to consult with my child. This authorization will be valid for 365 days. 
 
* Please note that this authorization can be revoked at any time by way of a written note, dated and signed by one of the parents/guardians, addressed to 
the professional or to the school administrator. 
 

Signature of Parent/Guardian 1 
 

 Date 

Signature of Parent/Guardian 2 

 

 Date 

 



 

 

Ergothérapie – Commission scolaire Sir-Wilfrid-Laurier 
Consentement parental pour une consultation professionnelle 

ANNEXE 7 

Nom de l’élève :  École :  

Date de naissance : 
   Année 

d’études : 
 

Jour Mois Année 

 
Cher parent ou tuteur,  
  
Nous aimerions diriger votre enfant, dont l’identité est indiquée ci-dessus, pour observation et, si cela s’avère nécessaire, pour une 
évaluation complète réalisée par un ergothérapeute des Services pédagogiques de notre commission scolaire. L’observation qui sera faite 
par ce professionnel servira à obtenir des renseignements additionnels concernant le profil de votre enfant sur le plan des apprentissages, 
des émotions et/ou du comportement. Le professionnel étudiera le dossier confidentiel de votre enfant et discutera de ses besoins avec ses 
enseignants. À la lumière des informations recueillies, nous serons en mesure de déterminer la nécessité d’une évaluation complète. Si tel 
est le cas, nous communiquerons avec vous.  
 
Veuillez remplir et signer la partie ci-dessous et la retourner à la direction de l’école dans les plus brefs délais.    
 
Nous vous remercions de votre collaboration.  
 
Respectueusement, 

   

Signature de la direction de l’école  Date 

   

Nom du professionnel Titre du professionnel  Signature du professionnel 

 
 
Par la présente, je déclare être titulaire de l’autorité parentale pour l’enfant indiqué ci-dessus et j’autorise le professionnel des Services pédagogiques 
désigné ci-dessus à intervenir auprès de mon enfant aux fins d’observation et d’évaluation. Cette autorisation est valide pour une période de 365 jours.   
 

* Veuillez noter que cette autorisation peut être révoquée en tout temps sur présentation d’une note écrite, datée et signée par l’un ou l’autre des parents 
et adressée au professionnel ou à la direction de l’école. 

 

Signature du parent/tuteur no 1 
 

 Date 

Signature du parent/tuteur no 2 
 

 Date 

 



 

 

Psychology – Sir Wilfrid Laurier School Board 
Student consent for professional consultation (14 years +) 

ANNEX 7 

Student’s Name :  School:  

Date of Birth: 
   Grade 

Level: 
 

Day Month Year 

 
Dear Student,  
  
You have been referred for a consultation by a professional from the Pedagogical Services Department of our school board.   

 
   You will be consulted by a: 
☐  Psychologist ☐ Counsellor in Re-Education  

 
The purpose of the consultation would be to assess, identify and/or intervene in your academic or personal needs. The professional will 
examine the confidential file and, with pertinent school staff, may engage in class observation, interact with you and administer individual 
tests in the field of his/her expertise. You will be informed of the professional’s assessment and recommendations as required. This 
information will also be shared with relevant personnel at your school and the Sir Wilfrid Laurier School Board.  
 
There are special circumstances under which information can be revealed outside of the Sir Wilfrid Laurier School Board without your written 
consent. The professional indicated below has the legal and ethical responsibility to report life-threatening behaviours, neglect and abuse to 
appropriate social or judicial services.  
 
Kindly complete and sign the form below and return it to the school principal’s office as soon as possible. 
 
Thank you for your cooperation. 
 
Respectfully, 
 

   
Principal’s Signature  Date 

   

Professional’s Name Professional’s Title  Professional’s Signature 

 
 
I hereby authorize the professional from Pedagogical Services, as identified above, to work with me. This authorization will be valid for 365 days.  
  
* Please note that this authorization may be revoked at any time by way of a written note, dated and signed by you and addressed to the professional or 
to the school administrator. 
 
    
Signature of Student  Date 



 

 

Psychologie – Commission scolaire Sir-Wilfrid-Laurier 
Consentement de l’élève (14 ans et plus) pour une consultation professionnelle 

ANNEXE 7 

Nom de l’élève :  École :  

Date de naissance : 
   Année 

d’études : 
 

Jour  Mois Année 

 
Cher élève, 
  
Tu as été dirigé vers un professionnel des Services pédagogiques de notre commission scolaire.    

    
La consultation sera faite par :  
☐  un psychologue ☐ un conseiller en rééducation  

 

La consultation nous permettra d’évaluer ou de déterminer tes besoins personnels et scolaires et d’intervenir au besoin. Le professionnel 
étudiera ton dossier confidentiel et, avec l’aide du personnel concerné de l’école, pourra t’observer en classe, échanger avec toi et te faire 
passer des tests individuels dans son domaine d’expertise. Nous te communiquerons les résultats de ton évaluation ainsi que ses 
recommandations, s’il y a lieu. Ces informations seront aussi transmises aux membres concernés du personnel de ton école et de la 
Commission scolaire Sir-Wilfrid-Laurier.    
 

Dans certaines circonstances particulières, il nous est permis de divulguer des renseignements à l’extérieur de la Commission scolaire Sir-
Wilfrid-Laurier sans ton consentement écrit. Le professionnel désigné ci-dessous a la responsabilité juridique et éthique de signaler aux 
services sociaux et judiciaires appropriés des comportements mettant la vie en danger ou des actes de négligence ou de violence.  
 

Nous te demandons de remplir et de signer la partie ci-dessous et de la retourner à la direction d’école dans les plus brefs délais. 
 

Merci de ta collaboration. 
 

Respectueusement, 
 

   
Signature de la direction de l’école  Date 

   

Nom du professionnel Titre du professionnel  Signature du professionnel 

 
Par la présente, j’autorise le professionnel des Services pédagogiques désigné ci-dessus à travailler avec moi. Cette autorisation est valide 
pour une période de 365 jours.   
  
* Cette autorisation peut être révoquée en tout temps sur présentation d’une note écrite datée et signée par toi et adressée au professionnel ou à la 
direction de l’école. 
 

    
Signature de l’élève  Date 



 

 

Psychology – Sir Wilfrid Laurier School Board 
Parental consent for professional consultation 

ANNEX 7 

Student’s Name:  School:  

Date of Birth: 
   Grade 

Level: 
 

Day Month Year 

 
Dear Parent or Guardian,  
  
We would like to refer your child, as identified above, for a consultation by a professional from the Pedagogical Services 
Department of our school board. 
 

Your child will be consulted by a: 
☐  Psychologist ☐ Counsellor in Re-Education  

 
The purpose of the consultation would be to assess, identify and/or intervene in your child’s academic or personal needs. The 
professional will examine the confidential file and, with pertinent school staff, may engage in class observation, interact with your 
child and administer individual tests in the field of his/her expertise. You will be informed of the professional’s assessment and 
recommendations regarding your child as required. This information will also be shared with relevant personnel at your child’s 
school and the Sir Wilfrid Laurier School Board.  
 
There are special circumstances under which information can be revealed outside of the Sir Wilfrid Laurier School Board without 
your written consent. The professional indicated below has the legal and ethical responsibility to report life-threatening 
behaviours, neglect and abuse to appropriate social or judicial services.  
 
Kindly complete and sign the form below and return it to the school principal’s office as soon as possible. 
 
Thank you for your cooperation. 
 
Respectfully, 
 

   
Principal’s Signature  Date 

   

Professional’s Name Professional’s Title  Professional’s Signature 

 
 
 
I hereby declare having parental authority for the student identified above and I authorize the professional from Pedagogical 
Services, as identified above, to consult with my child. This authorization will be valid for 365 days.  
  
* Please note that this authorization can be revoked at any time by way of a written note, dated and signed by one of the parents/guardians and addressed 
to the professional or to the school administrator. 

 

Signature of Parent/Guardian 1 

 

 Date 

Signature of Parent/Guardian 2 

 

 Date 

 



 

 

Psychologie – Commission scolaire Sir-Wilfrid-Laurier 
Consentement parental pour une consultation professionnelle 

ANNEXE 7 

Nom de l’élève :  École :  

Date de naissance : 
   Année 

d’études : 
 

Jour Mois Année 

 
Cher parent ou tuteur,   
  
Nous aimerions diriger votre enfant, dont l’identité apparaît ci-dessous, vers un professionnel des Services pédagogiques de 
notre commission scolaire.  

    
La consultation sera faite par : 
☐  un psychologue ☐ un conseiller en rééducation  

 
La consultation nous permettra d’évaluer ou de déterminer les besoins personnels et scolaires de votre enfant et d’intervenir au 
besoin. Le professionnel étudiera son dossier confidentiel et, avec l’aide du personnel concerné de l’école, pourra observer votre 
enfant en classe, échanger avec lui et lui faire passer des tests individuels dans son domaine d’expertise. Nous vous 
communiquerons les résultats de l’évaluation du professionnel ainsi que ses recommandations, s’il y a lieu. Ces informations seront 
aussi transmises aux membres concernés du personnel de l’école de votre enfant et de la Commission scolaire Sir-Wilfrid-Laurier. 
 
Dans certaines circonstances particulières, il nous est permis de divulguer des renseignements à l’extérieur de la Commission 
scolaire Sir-Wilfrid-Laurier sans votre consentement écrit. Le professionnel désigné ci-dessus a la responsabilité juridique et 
éthique de signaler des comportements mettant la vie en danger ou des actes de négligence ou de violence aux services sociaux 
et judiciaires appropriés.  
 
Veuillez remplir et signer la partie ci-dessous et la retourner à la direction de l’école dans les plus brefs délais.  
 
Merci de votre collaboration. 
 
Respectueusement, 
 

   
Signature de la direction de l’école  Date 

   

Nom du professionnel Titre du professionnel  Signature du professionnel 

 
 
 
Par la présente, je déclare être titulaire de l’autorité parentale pour l’enfant indiqué ci-dessus et j’autorise mon enfant à consulter le 
professionnel des Services pédagogiques désigné ci-dessus. Cette autorisation est valide pour une période de 365 jours.  
 
* Veuillez noter que cette autorisation peut être révoquée en tout temps sur présentation d’une note écrite, datée et signée par l’un ou l’autre des parents 
et adressée au professionnel ou à la direction de l’école. 

 

Signature du parent/tuteur no 1 
 

 Date 

Signature du parent/tuteur no 2 

 

 Date 

 

 



 

 

Speech-Language Pathology – Sir Wilfrid Laurier School Board 
Parental consent for professional consultation 

ANNEX 7 

Student’s Name:  School:  

Date of Birth: 
   Grade 

Level: 
 

Day Month Year 

 
Dear Parent or Guardian,  
  
We would like to refer your child, as identified above, for an assessment and/or intervention to be completed by a Speech-
Language Pathologist from the Pedagogical Services Department of our school board. The purpose of this consultation would 
be to obtain additional information concerning your child’s speech and language profile. The professional will consult the 
confidential file and discuss the needs with your child’s teacher(s). He or she may also engage in class observation, interact with 
your child and administer individual tests. Based on the information gathered, a decision will be made whether a full assessment 
and possible follow-up intervention is required. You will be informed of the speech-language pathologist’s professional 
assessment and recommendations regarding your child as required. 
 
Kindly complete and sign the form below and return it to the school principal’s office as soon as possible.   
 
Thank you for your cooperation. 
 
Respectfully, 

   

Principal’s Signature  Date 

   

Professional’s Name Professional’s Title  Professional’s Signature 

 
I hereby declare having parental authority for the student identified above and I authorize the professional from Pedagogical 
Services, as identified above, to consult with my child. This authorization will be valid for 365 days.  
 
* Please note that this authorization can be revoked at any time by way of a written note, dated and signed by one of the parents/guardians and addressed 
to the professional or to the school administrator. 
 

Signature of Parent/Guardian 1 

 

 Date 

Signature of Parent/Guardian 2  Date 

 



 

 

Orthophonie – Commission scolaire Sir-Wilfrid-Laurierl 
Consentement parental pour une consultation professionnelle 

ANNEXE 7 

Nom de l’élève :  École :  

Date de naissance : 
   Année 

d’études : 
 

Jour Mois Année 

 
Cher parent ou tuteur,   
  
Nous aimerions diriger votre enfant, dont l’identité est indiquée ci-dessus, vers un orthophoniste des Services pédagogiques de notre 
commission scolaire pour une évaluation et une intervention, s’il y a lieu. L’évaluation ou l’intervention qui sera faite par ce professionnel 
nous servira à obtenir des renseignements additionnels concernant le profil de votre enfant sur le plan de la parole et du langage. 
Le professionnel étudiera le dossier confidentiel de votre enfant et discutera de ses besoins avec ses enseignants. Il se peut également que 
cette personne observe votre enfant en classe, échange avec lui et lui fasse passer des tests individuels. À la lumière des informations 
recueillies, nous serons en mesure de déterminer la nécessité d’une évaluation complète et d’un suivi de l’intervention. Nous vous 
communiquerons les résultats de l’évaluation de l’orthophoniste ainsi que ses recommandations, s’il y a lieu.   
 
Veuillez remplir et signer la partie ci-dessous et la retourner à la direction de l’école dans les plus brefs délais. 
 
Nous vous remercions de votre collaboration. 
 
Respectueusement, 

   

Signature de la direction de l’école  Date 
 

Nom du professionnel Titre du professionnel  Signature du professionnel 

 
 
Par la présente, je déclare être titulaire de l’autorité parentale pour l’enfant indiqué ci-dessus et j’autorise le professionnel des Services 
pédagogiques désigné ci-dessus à procéder à une évaluation de mon enfant et à une intervention, s’il y a lieu. Cette autorisation est valide 
pour une période de 365 jours.   
 

* Veuillez noter que cette autorisation peut être révoquée en tout temps sur présentation d’une note écrite, datée et signée par l’un ou l’autre des parents, 
et adressée au professionnel ou à la direction de l’école. 

 

Signature du parent/tuteur no 1 
 

 Date 

Signature du parent/tuteur no 2  Date 
 



 Annex 8 
 
 

 
 

CONSENT FOR INFORMATION 
 
CONCERNING: 

Name of student:   Date of birth:    

Address:   
                                                        DAY  MONTH  YEAR 

 

E‐mail address:   Home Telephone:  

Parent 1:           Telephone:  

Parent 2:           Telephone:  
 
 
I HEREBY AUTHORIZE RELEASE OF THE FOLLOWING INFORMATION: 

☐  Academic Records  ☐  Health Records  ☐ Professional Reports 
 

 
 
 
FROM: 

 NAME PROFESSION INSTITUTION TEL # FAX # 
1      

2      

3      

4      

5      

6      

  
TO: 

Administrative Unit:  Pedagogical Services Department 

Attention    

Institution:  Sir Wilfrid Laurier School Board 

Address:  239, montée Lesage 
  Rosemère, Québec 
  J7A 4Y9 

Telephone: 
(450) 621‐5600 

Fax: 
(450) 965‐4208 

 
This authorization is valid for the current school year and can be revoked at any time. 

 

   

Date   Signature of holder of parental authority or student aged 14 and over 

 
 

(Please make a copy of this form for your records) 



 Annexe 8a  

 
 

 
 

CONSENTEMENT  À LA COMMUNICATION DE RENSEIGNEMENTS 
 
ÉLÈVE CONCERNÉ : 

Nom de l’élève :   Date de naissance :    

Adresse :   
  JOUR  MOIS   ANNÉE 

 

Adresse courriel :   Téléphone (résidence) :   

Parent no 1 :           Téléphone :  

Parent no 2 :           Téléphone :  
 
 
PAR LA PRÉSENTE, J’AUTORISE LA COMMUNICATION DES RENSEIGNEMENTS SUIVANTS : 

☐  Dossiers scolaires  ☐  Dossiers de santé  ☐
Rapports 
professionnels 

 

 
 
 
PROVENANT DE : 

 NOM PROFESSION ÉTABLISSEMENT TÉLÉPHONE TÉLÉCOPIEUR 
1      

2      

3      

4      

5      

6      

  
À L’ORGANISME SUIVANT :  

Unité administrative :  Services pédagogiques 

À l’attention de    

Établissement :  Commission scolaire Sir‐Wilfrid‐Laurier 

Adresse :  239, montée Lesage 
  Rosemère (Québec) 
  J7A 4Y9 

Téléphone : 
450 621‐5600 

Télécopieur : 
450 965‐4208 

 
Le présent consentement est valide pour l’année scolaire en cours et peut être retiré en tout temps.  

 

   

Date   Signature du titulaire de l’autorité parentale  
ou de l’élève âgé de 14 ans ou plus 

 
(Veuillez faire une photocopie de ce formulaire pour vos dossiers.)  



 

 

 

 

 

 

 
 
 

 

 
 

 
 
 

 
MEES 

RESOURCE 
DOCUMENTS 
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