In the event of Pupil Personal Development Services Support being provided, the protocols below will be followed.

CONTRACT OF SUPPORT
	THE SCHOOL SHOULD OBSERVE THE FOLLOWING:
	THE BOARD OFFICER SHOULD OBSERVE THE FOLLOWING:

	· Identify a contact person with whom the Board Officer will liaise.

· Provide an appropriate setting for the individual support.
· Ensure, in as far as possible, that a pupil’s privacy is maintained.

· Provide the Board Officer with relevant information on the pupil.

· Inform Board Officer, as early as possible, when a pupil is unable to keep agreed appointment.


	· Be available to meet with the pupil at the agreed times.  If an appointment has to be cancelled the school will be contacted as early as possible.

· Provide an appointment card for the pupil.

· Maintain a written record of sessions and contact with other agencies in pupil’s file, which will be filed in Southern Education and Library Board Headquarters, Armagh.

· Be available for contact with parents, when necessary.
· Arrange reviews of the support with contact teacher, parent and other agencies where appropriate.

· On completion, an evaluation of the support will be undertaken with pupil and contact teacher.

· Provide a written report on the support which will be forwarded to the school/referrer.
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