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Letter intended for parent(s) and/or guardian(s)
An individual request for help for your child
Every child is a unique person with its own, unique development. Often children are well capable to learn and play in a classroom, but sometimes it’s more difficult for them. A child can have troubles with following the course material offered, have concentration troubles, behavioural issues or social issues in a classroom. In that case a child needs another approach to develop. The school tries to support every child as well as possible. When a school has troubles with giving the right support, sometimes the help of an educational adviser of HCO is needed. In this case the extra help is needed for your child.  

The school will discuss with you in advance the concerns and questions and will determine the request for help with you for the educational adviser. Below you can read about the educational advisers who conduct individual assessments of children and the methods used by HCO. You can also read how HCO handles your and your child’s rights and privacy. You’ll find more information on HCO and the individual assessments on our website www.hco.nl. 
HCO-educational adviser
The educational advisers who do the assessments, are university-trained psychologists and behavioural scientists, experts in psychodiagnostic research. They have a lot of knowledge on the educational needs of students and their educational learning situations. They are frequently visiting the school of your child and are therefore familiar with the teachers, internal supporters and the managing board. They have a clear view on the possibilities for extra help in and outside the primary schools. Their advice will be customized to the educational needs of your child. Also the recommendations are focused on the possibilities within a primary school and the classroom. Sometimes i twill occur that the psychologists/behavioural scientist discusses the case with a colleague and that the colleague will also sign the assessment report.   
Method
1. Written application and questionnaire
The process of the individual assessment will start with a written application. In this application the question for help will be written down and you are asked to give a written consent to conduct the assessment. 
The school and you as parent(s) will get an intake questionnaire to fill in. The questionnaire for the school will give insights on the reason for applying, the development in learning and the behaviour of your child in the classroom. The questionnaire for parents will contain questions about the development of your child and his/her behaviour at home. When necessary, an intake will take place with you and/or school prior to the assessment. Sometimes information of other professionals is needed, like a speech therapist or the school doctor. We will only collect the information with your consent. 
When you agree with the application for the HCO individual assessment after reading this information letter and having a conversation at school, please fill in the questionnaire for parents as complete as possible. After filling in the questionnaire and signing the consent forms, please give the forms to the school in a closed envelope. The school will make sure that the questionnaire will get to HCO. The questionnaire is confidential. Information that is relevant for the request of help, will be used in the written report of the assessment.  

2. Assessment
After receiving the signed application form the educational adviser will make an appointment for the individual assessment. Mostly the adviser makes the appointment with school and you will hear it from the internal supporter which date the assessment will take place. 
Depending on the question for help the educational adviser will use different techniques to answer the question. For example: 
· A classroom observation.
· An extra conversation with you.
· Conducting one or more individual tests.
· Filling in behavioural- and social emotional questionnaires.
· A conversation with your child.
The goal is to get an overview of the possibilities, characteristics, skills and/or interests of your child and thereafter form the educational needs of your child. An assessment will take one or two mornings and will be administered individually in a quiet room in the school. The adviser might need recordings of certain subtests to be able to analyse the given answers. 

3. Report and review meeting
Afther the assessment all the findings will be translated to the educational needs of your child. The educational adviser will write it in a report. A review meeting will be planned with you and the school, with your consent. This will happen within 6 weeks after the assessment took place. Preferably the review meeting will take place with both parents and the school simultaneously, assuming the school needs the results to help the child further in the educational system. You will receive a written report, with all the relevant information in a summary with answers to the questions. The school will also get a copy of the report, unless you disapprove.  

File creation, privacy and the report code
HCO is an organisation that processes individual personal data and needs to follow the law of the Personal Data Protection Act (WBP, 2001). This means that we need to be careful with your and your child’s personal data. HCO therefore maintains a behavioural code, which states the rights and duties of the people involved. The psychologists and behavioural scientists work according to an applicable HCO behavioural code. This behavioural code is derived from the professional code of the professional associations for psychologists (NIP) and behavioural scientists (NVO). You will find the behavioural code on www.hco.nl. 

After signing the application form, you will give your consent to HCO to collect your and your child’s personal data. For an individual assessment, a file will be created in the name of your child. This file will contain the application form, the questionnaires, the information of other professionals, the material of the assessment and the assessment report. Recordings of the assessment will be deleted. Those recordings won’t be saved in the file. The content of the file will be confidential and won’t be given to other parties without your consent. The file will be saved up to five year at HCO in a special closed archive that fulfils the requirements of the WBP.

It may happen that the educational adviser notices signals during the assessment that your child is in an unsafe situation on a daily basis. In that case the educational adviser will act according the five steps of the report code. The government has obliged this to all institutions that work with children with the aim of protecting children and parents and to be able to offer help (www.meldcode.nl).  

Do I have to give permission for my child’s individual assessment?
Yes, an individual assessment can only take place when both parents have given a written consent. Even when you’re divorced and you both have authority over the child. 
The consent of both parents is needed for children until 16 years of age, because until that age the parents are the legal representatives. From the age of 12 your child will be involved in the exercise of his/her rights and your child will also need to sign the consent form.  
What will I tell my child? 
You can tell your child one or a couple of days prior that there will be a person at school who is going to play games and perform tasks with him or her. This depends on the child’s age. You can also tell that most children like to participate in these tasks and games. You can also leave it to the teacher to tell your child about the day. 
What will happen after the individual assessment? 
You will have a conversation with the educational adviser. During the conversation you will get the assessment report with an explanation. You have two different possibilities in the form of the conversation. On the application form you can choose between:
· Can be discussed simultaneously with parents / guardians and school.  
· Should be discussed with parents / guardians first, before the school can join the discussion with the parents/guardians consent. 
What rights do I have?
You have the right to look at the assessment materials. You also have the right to receive the report. You can also make certain corrections to the report, but the findings, the transactional case formulation and the recommendations will not be altered. That will be the responsibility of the educational adviser. You can decide to not share the report or part of the report with school. In the most extreme case, you can have your child’s file destroyed. 
Questions about the procedures can be discussed with the school or the educational adviser. On our website www.hco.nl you can read more information about the procedures of HCO, your rights as parents and what you can do if you have a complain about our services. 
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