
 

Student Services Module  
Creating an Assessment 

 
 
 
This process may be accessed from the Main Menu of Student Services in BCeSIS, or through the 
Student Review process.  Either access will take the user to the same set of screens. 
 
If an assessment already exists, it will display here. The user can view the details of any assessment by 
first selecting it (as illustrated below) and then clicking the View Details button.  To create a new assessment, 
click on the Add button. 
 

  
 
 
On this Basic Info tab (illustrated below), the dates default to the current date and may be changed using the 
+ button which will bring up a calendar.  Drop down menus display for Area of Assessment (entries 
illustrated below); 
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and for Position Responsible. Note: Position Responsible is populated from core BCeSIS and contains 
all positions entered therein, not just Student Services positions. 
 

 
 
 
Choose the appropriate radio button for either Consultation or Assessment.  The default is 
Consultation.  A summary may also be captured in the notes section on this screen.  If a Consent for 
Assessment has been created, this will appear under that heading.  If it hasn’t, and one is needed, it can 
be created at this time by choosing the Create button (greyed out because the illustrated record is 
Finalized).  Further information on the creation of a Consent for Assessment letter is available in the 
materials on Notifications and Forms. 
 
On the Consultants/Assessors tab (illustrated below), if the person conducting the assessment is a 
member of staff, then the user can choose that person using the Select Teacher screen which displays 
when the ? is clicked.  If not, then the name of the person can be typed in this field.  When a staff 
member is conducting the assessment and that staff member has a BCeSIS user account, then On Line 
Reporting can be ticked and that person can then enter their Assessment Report directly into the 
Student Services module.  In the instance of the person either not having access or being an outside 
assessor, the Case Manager can enter the report information. 
 
The Reason Notes field provides an opportunity to capture a brief summary of why this assessment is 
being conducted for this student.  Note:  although Spell button appears on many of these screens, the 
spellchecker function is not operational at this time. 
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Once the assessment report has been completed, either the assessor or the Case Manager can enter the 
Report Summary and the Report Recommendations which become a part of the history for this 
assessment.  Be sure to Finalize and Save once this process is completed. 
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Assessment Reports 
 

 
 
If the assessor is a staff member with a user id, he/she can access this screen and view all students in 
his/her caseload.  The View Details button enables the assessor/consultant to access the full report 
screens. 
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