ALL RELATED SERVICE PERSONNEL
1.
Students are to be served on the first day of student attendance.

2.
Students are not to be placed on a schedule, nor are attendance booklets to be
completed for a student that has not been seen for an initial session.

3.
Students are to be seen for service as they arrive at the school. Everyone is aware
that related service schedules may change as a result of student attendance, however, programs for each related service provider must be maximized.

4.
Students must be seen for their mandated session.

5.
All students must be reported to the IVR System at this number: (718) 596-4080.
If the counselors have any problems reporting the student in the IVR System, please call the Help Desk at 1-800-750-4838.

6.
Any other problems should be directed to:

Roslyn Hoff, NCSP, (917) 256-4273.

I
The Counseling Office requests the following:

Counseling Schedule (OSSSS-4 Form) due to Counseling Office THE FIRST OF EVERY MONTH from October through June.

· E-Mail:
rhoff@schools.nyc.gov
· Mail:

400 First Avenue, Room 558, New York, NY 10010

· Fax:

917-256-4281
· All programmatic activities should be performed prior to and after service is delivered to students (i.e., agency contact, parent outreach, programmatic activities).

Attendance is to be maintained on a daily basis in the Attendance booklets and Progress notes will be completed on the attendance booklets in October/November, January/February, and April/May.

Daily Counseling Logs should be maintained on a daily basis and may be viewed by supervisors at any time.

Counselors should make efforts to do outreach.

LK \ Counseling Instructions January 2007

