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1. Introduction  
 

1.1. The special education policy for International School Telemark involves the Special 
Education Coordinator (SENCO), special education assistants, classroom teachers and 
administration.  The SENCO is responsible for:  

 
1.1.1. Coordinating all special education procedures, with collaboration by the principal 

and teachers, through the special education needs (SEN) Coordinator.  
 

1.1.2. Accounting for all necessary documentation and due process through the office 
of the SEN Coordinator and the principal’s office.  

 
2. Identification and processing of referrals to special education  
 

2.1. Meet with general education teachers to identify possible students with special needs.  
 
2.2. Process and investigate possible through the use of ‘Internal referral’ system. 

 
2.3. Observation by SEN Coordinator or other trained staff of prospective students.  

 
2.4. Recommend at least (3) alternative learning strategies before referral proceeds.  

 
2.5. Performing informal and formal testing (by SEN Coordinator).  

 
2.6. Formal referral of students to the local education authority (PPT), after above steps 

have been completed.  
 

3. Individual Education Plans (IEPs)  
 

3.1. After a student’s case has been evaluated by PPT, and the student is found to have a special 
education need, the school is responsible for making a plan based on their professional 
evaluation (sakkyndig vurdering).  A meeting will be called by the SEN Coordinator to write 
an Individual Education Plan (IEP).  Those present at the meeting should be: School 
Administrator, SEN Coordinator, Classroom Teacher, Parents, (and student where 
appropriate).  The IEP must include, but is not limited to the following:  
 

3.1.1. Relevant personal data and contact information 
3.1.2. Identification of specific educational disability  
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3.1.3. Relevant background information 
3.1.4. Results from informal and formal assessments 
3.1.5. Current level of educational and functional performance 
3.1.6. Goals and objectives for the current school year, including progress updates 
3.1.7. Special education services to be provided 
3.1.8. Accommodations and modifications of curriculum by classroom teachers 

   
 
 

4. Roles of Special Education Staff  
 

4.1. Some of the more important roles should include at least the following:  
 

4.1.1. Deliver special education services based on the student’s IEP and in a manner 
appropriate to the functions of the school.  

4.1.2. Conduct at least one Individual Education Plan (IEP) meetings per year with 
parents, teachers and other relevant personnel.  

4.1.3. Update parents on the progress of their sons or daughter’s IEP goals and 
objectives at least two times per year. Make necessary changes to plan if 
necessary.  

4.1.4. The SENCO is responsible for the implementation of all recommendations from 
the local special education authority (PPT) in regard to students.  

4.1.5. SEN staff is to advise regular education teachers on strategies 
for               students.  

4.1.6. SEN staff works directly with students with sen in the classroom or in an 
alternative room.  

4.1.7. SEN staff updates parents weekly on progress and assignments.  
 

5. Classroom Teachers Responsibilities  
 

5.1. Learn about relevant disabilities and their impacts in the classroom. 
   

5.2. Implement recommendations of SEN staff and local education authority (LEA)  
 

5.3. Differentiate instruction for different learning styles. 
   

5.4. Make necessary modifications and accommodations based on the students IEP.  
 
 
 
 


