
 
 
 
  

 
 
 

 

 

 

 
 
 

AICS STUDENT SUPPORT HANDBOOK 
2015 

 
 

 



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 2 of 65  

 
 
 

 
TABLE OF CONTENTS 

 
INTRODUCTION .................................................................................................................................. 4 

AICS AIM ................................................................................................................................................. 4 

AICS VISION .......................................................................................................................................... 4 

Passend Onderwijs ........................................................................................................................ 4 

AICS MISSION STATEMENT ............................................................................................................ 5 

AICS STUDENT SUPPORT CIRCLE ................................................................................................ 5 

Stage 1: The First Circle ............................................................................................................... 5 

Stage 2: The Second Circle .......................................................................................................... 6 

Stage 3: The Third Circle ............................................................................................................. 6 

ROLES AND FUNCTIONS OF THE SST ......................................................................................... 7 

ROLES AND FUNCTIONS OF THE SST PLUS ............................................................................. 7 

PROFILE – CLASSROOM LEARNING DIVERSITY LOAD ....................................................... 8 

PROCEDURES ....................................................................................................................................... 8 

Signaling ............................................................................................................................................ 8 

Referral Process .............................................................................................................................. 9 

Referral Process Summary ...................................................................................................... 10 

Flow chart showing referral process to SST (Primary and Secondary) ................ 11 

Monitoring and Evaluation ...................................................................................................... 12 

SST protocol with divorced parents .................................................................................... 12 

New Admissions .......................................................................................................................... 12 

STRATEGIES OF SUPPORT AND GENERAL RECOMMENDATIONS PER SPECIFIC 
NEED ..................................................................................................................................................... 12 

Learning difficulties ................................................................................................................... 12 

Speech and Language Difficulties ......................................................................................... 14 

Physical Disabilities ................................................................................................................... 15 

Visual Impairment ...................................................................................................................... 15 

Hearing Impairment .................................................................................................................. 15 

Medical Conditions (e.g. Epilepsy, Asthma) ...................................................................... 17 

Autistic Spectrum Disorders and Not Otherwise Specified (usually referred to as 
PDD-NOS) ....................................................................................................................................... 17 

Attention Deficit (Hyperactivity) Disorder – AD(H)D .................................................. 18 

Behavioural, Social, Emotional and Academic Concerns ............................................. 18 

APPENDICES ...................................................................................................................................... 20 



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 3 of 65  

Appendix 1 - SST Team 2015 ...................................................................................................... 21 

Appendix 2 - Task Description of the SST Leader ............................................................... 22 

Appendix 3 - Task Description of the Mentor ....................................................................... 25 

Appendix 4 - Task Description of the School Counsellor ................................................. 26 

Appendix 5 - Task Description of the Career Counsellor ................................................. 28 

Appendix 6 - Task Description of the Educational Psychologist ................................... 29 

Appendix 7 - Task Description of the LD Specialist ............................................................ 31 

Appendix 8 - Task Description of the LSA .............................................................................. 33 

Appendix 9 - SST Referral Form ................................................................................................. 35 

Appendix 10 - Observational Checklists ................................................................................. 36 

Appendix 11 - Areas of Concern Checklist ............................................................................. 38 

Appendix 12 - Student Behavior Checklist for Secondary Teachers............................ 40 

Appendix 13 - SST Progress Report .......................................................................................... 42 

Appendix 14 - Individual Education Plan (IEP) ................................................................... 43 

Appendix 15 - Learning Profile (LP)......................................................................................... 44 

Appendix 16 - Standardised Testing Referral Form .......................................................... 45 

Appendix 17 - SST Consent Form .............................................................................................. 46 

Appendix 18 - Parent Permission Slip for Counselling ..................................................... 47 

Appendix 19 - Parent Consent Form - Speech and Language Therapy ....................... 50 

Appendix 20 - Occupational Therapy Referral Letter ....................................................... 51 

Appendix 21 - Referral Form Parent-Child Advisor - Primary and Secondary........ 52 

Appendix 22 - Referral for to school doctor (S-11 form) ................................................. 53 

Appendix 23 - Authorisation for Request or Release of Information .......................... 55 

Appendix 24 - Agreement for Discontinuation of Student Support ............................. 56 

Appendix 25 - External SST Service Providers ..................................................................... 57 

Appendix 26 - AICS Learning Centre Aims and Objectives .............................................. 61 

Appendix 27 - SST Activity Plan 2015 ..................................................................................... 63 

 

 
  



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 4 of 65  

INTRODUCTION 
The Amsterdam International Community School (AICS) is part of the Esprit Scholengroep, 
a large group of many different schools in Amsterdam. The AICS facilitates high quality, 
accessible, community-based international learning for students of all nationalities living in 
The Netherlands. At the AICS we have a professional student support team (SST) that 
serves the whole school including the primary and secondary areas. 
 

AICS AIM 
It is the aim of the AICS to support and facilitate our learners towards excellence, according 
to their individual needs, learning styles and challenges. This can be in the form of 
academic support and/or social emotional support. We understand that all students have 
the right to succeed in education and can develop at different rates and times. Our aim is 
to provide guidance and support in order for every student to be able to reach their potential 
and gain meaningful access to the academic Curriculum and environment offered. 
 

AICS VISION 
To be a community where learning is at the heart of everything we do. 
The AICS was established first as a Secondary School in August 2003. Despite the 
challenges of being a combined Primary/Secondary school, we have adopted a consistent 
whole school (4-18) approach to student support. 
 
All primary and secondary classes have a maximum of 22 students. Each year group is 
mixed ability and the profile of the class is organised around the principles of gender 
balance, social and special educational needs requirements. 
 
Passend Onderwijs  
At the core of the SST vision is the principle of ‘Inclusion’ (passend onderwijs), i.e. 
removing barriers to learning and achieving. Our inclusive school culture starts from the 
premise that everyone in the school - students, teachers, administrators, support staff and 
parents – should feel that they belong, realise their potential, and contribute to the life of 
the school; therefore the whole school shares in the responsibility for inclusion. At the AICS 
we embrace cultural diversity and provide an innovative, creative and often collaborative 
learning environment, which is personalised to meet individual needs. We embrace the 
challenge of serving students with a range of learning differences and needs. We are a 
community where parents can learn through their children about the importance of 
belonging, acceptance and citizenship. 
The SST at the AICS is involved with all students who enroll from Primary through to the 
Diploma Programme. This is to ensure that all pupils are placed into the right academic 
environment which suits their academic, social-emotional and behavioral needs. 
 
Modifications and accommodations are applied to each student on a case by case basis.  
The International Baccalaureate clearly sets out rules and procedures for exam access 
arrangements for SST students and at AICS we follow these guidelines with all MYP and 
DP students. For further information about these conditions, please visit the SST portal on 
our website where the IB booklet on exam access arrangements has been uploaded.  
 
This Student Support Handbook is a written translation of our mission and vision. In it, you 
will read about the professionals who support the students and the planned outcomes of 
their interventions; about how students are supported and what strategies are used. 
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AICS MISSION STATEMENT 
Every member of the AICS community is committed to providing the conditions and 
opportunities to enable any child within the SST profile to be included fully in all aspects of 
school life.  
 
 

AICS STUDENT SUPPORT CIRCLE 
The Student Support System at the AICS is also the Student Support Circle. It aims to give 
all students maximum support and opportunity to develop. The CHILD is at the center of 
the Student Support system. The following members of staff are involved in the guidance 
of students: 

 
 

Stage 1: The First Circle 
This is the circle, which is closest to the individual child. It consists of the following: 
 
Class Teachers and Mentors 
At school, the Primary School Class Teacher and the Secondary School Mentor is always 
the first point of reference in case of queries and concerns such as personal, health and 
attendance issues. They are responsible for the wellbeing of the specific children under 
their care. 
 
Parents/Guardians 
At home, the parents/guardians are fully responsible for the wellbeing of the child. 
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Stage 2: The Second Circle 
Members of the Second Circle are the group of carers who are one step removed from the 
child. They are: 
 
Leaders for Learning 
The Primary and Secondary School Leaders for Learning are the second step in the child’s 
wellbeing at school. Issues and problems with students are taken directly from the Mentor 
or Class Teacher to the appropriate Leader for Learning. They are also members of the 
Student Support Team. 
  
Student Support Team (SST) 
The Student Support Team consists of the SST Leader, Learning Diversity (LD) 
Specialists, the School Counsellor, Psychologists, and the Learning Support Assistant 
(LSA). This team meets regularly in order to discuss and evaluate students of academic, 
social/emotional or behavioural concern within the school. 
 
SST staff members may also be caseworkers of SST students, this means that each may 
be assigned to a proportion of the cases under review at any given time. Caseworkers may 
provide DIRECT SUPPORT (for example academic), or support may be INDIRECT as 
each caseworker is responsible for collating information and coordinating support provided 
by internal and external professionals involved in the care of each student on the SST 
database. Detailed records are kept of each student's overall history by individual 
caseworkers. 
 
Confidentiality Person 
In accordance with Dutch law, the Confidentiality Person is available for confidential 
discussions with students about any matters of personal concern. 
 
Careers Counsellor 
The Careers Counsellor is responsible for Career and Subject Choice Counselling for the 
Secondary students. 
 
Stage 3: The Third Circle 
The members of the Third Circle fulfill the treatment and support of the child. In the third 
circle, some members of the second circle are duplicated. This depends purely on their 
role within the process. In the Second Circle, for example, concerns about the child are 
shared and discussed. Subsequently, the child is referred to someone in the Third Circle 
for support or treatment. 
 
Headmaster 
The Headmaster is responsible for overseeing organisational and educational matters for 
the whole school and student population. 
 
Student Support Team Plus (SST+) 
This group consists of the Student Support Team members plus the Headmaster and 
outside specialists such as the Primary and Secondary School Doctors, Truancy Officers 
and Parent-Child Advisors. In addition, students can be referred to Outside Specialists for 
particular needs which cannot be catered for within the existing school structures. 
 
School Counsellor 
The School Counsellor is responsible for student support and confidential counseling on 
emotional and social needs. 
 
Educational Psychologist 
The Educational Psychologist is responsible for Special Needs assessment, 
social/emotional/behavioral support and learning support for academic needs. 
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Learning Diversity (LD) Specialist 
The LD Specialists are responsible for Special Needs assessment and learning support 
for academic needs.  
 
Caretakers 
The Caretaker is responsible for matters of student safety and discipline. The caretaker is 
often the first person of contact to many students and therefore an important link in the 
signaling and referring of student concerns. The Caretaker is also usually the first person 
involved in First Aid assistance. 
 

ROLES AND FUNCTIONS OF THE SST 
In order to meet the Learning Diversity (LD) needs of our children at AICS we must: 
 

 Identify those children who have LD needs as soon as possible. 
 Provide intervention at a suitable level when a child is identified as having LD 

needs. 
 Use a variety of teaching styles, and cater for different Learning styles (i.e. 

Differentiation) to allow children with LD needs to access the Curriculum. 
 Use resources effectively to support children with LD needs. 
 Assess and keep records of the progress of children with LD needs. 
 Work with outside agencies who provide specialist support and teaching for 

children with LD needs. 
 Inform and involve the parents of children with LD needs, so that we can work 

together to support our children. 
 Encourage active involvement by the children themselves in meeting their needs.   
 Provide ongoing training for all staff working with children with LD needs.   
 Meet periodically to discuss students of concern, in some cases it may mean a 

referral for further assessment. 
 Gather and analyze student data in order to track and monitor the progress and 

attainment of SST students. 
 Make referrals for formal evaluation where needed. 
 Make recommendations for further assessment, support and guidance where and 

when needed. 
 

ROLES AND FUNCTIONS OF THE SST PLUS 
The Student Support Team Plus (SST+) meets every six weeks, especially to discuss 
students who require the attention and support of the AICS External Referral network. 
The Student Support Team Plus (SST+) consists of: 

 Members of the SST 
 Head of School 
 School Doctor 
 Truancy Officer (Leerplichtambtenaar) 
 Additional invited outside specialists 

  
Currently at the AICS we have an external primary school Parent and Child Advisor for 10 
hours per week and an external Parent and Child Advisor for secondary students for 12 
hours a week. They follow up on SST Plus referrals, provide a ‘drop in’ service for parents 
and offer training for staff as and when necessary. 
 



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 8 of 65  

PROFILE – CLASSROOM LEARNING DIVERSITY LOAD 
In order to ensure an optimal learning environment for our students the profile of class 
groups at the AICS is formulated around the principles of mixed ability levels, 
social/emotional and special educational requirements, English language ability level and 
gender balance. The profiles indicated in the table below ensure that an optimal learning 
environment is in place for all students regarding learning diversity. 

 

PROCEDURES  
Signaling 

When a Teacher/Mentor is concerned about some aspect of a student’s progress, 
behaviour or well-being he/she will decide what action is needed within the normal daily 
classroom routine. If a student is having learning difficulties in one or more areas, the 
teacher will adapt resources or change the teaching method, to suit the student. 
 
If a child is having behavioural problems, the teacher will take note of the frequency and 
severity of the incidents and, if possible, adapt the classroom environment to help the child 
overcome problems. We believe it is the responsibility of every teacher to maintain the 
highest expectations of learning in the classroom in order to ensure that every student is 
included, challenged and successful. To this end, differentiation strategies, 
accommodations and modifications offer all students equal access to learning. 
 
Accommodations are changes in how a student accesses information or demonstrates 
learning, and may be seen as a way of differentiating instruction. Accommodations do not 
change, alter or lower the expectations of the Curriculum and do not alter what the test or 
assessment measures. The changes are made in order to provide students with equal 
access to learning and equal opportunities to demonstrate learning. Accommodations are 
different approaches to achieving the same Curricular goals. 
 
Accommodations may include changes in the following: 
-presentation, products and procedures; 
-instructional strategies; 
-time/scheduling; 
-environment; 
-resources and materials. 
 
We see modifications as changes in what a student is expected to learn. Modifications are 
made when the regular Curricular expectations (the standards and benchmarks) are either 
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beyond the student’s level of ability or readiness OR when the student has already 
mastered those standards. With modifications, the student is expected to learn something 
different from the general education standards. Changes are made to the Curriculum to 
provide opportunities for students to participate meaningfully and productively along with 
other students in the classroom. So modifications include changes in instruction level, 
content and performance criteria. 
 
It is important to note that modifications would rarely be implemented, as general education 
learning standards should be appropriate for the vast majority of students when presented 
through differentiated instruction.  
 
However, when a child’s disabilities are significant, or a child is exceptionally able, it may 
be appropriate to employ modifications. Generally, modifications are not made by 
individual teachers acting in isolation. They are determined by a TAC (Team Around the 
Child) team as a result of a Learner Profile and are closely monitored by the SST assigned 
caseworker. 
 
Referral Process 
When a teacher is concerned about a child’s physical or mental well-being, this will be 
recorded on a special teacher template and shared with the Leader for Learning via the 
Student Forum in primary and the Mentor meetings for secondary. Standardised tests can 
also flag up students that might need assistance to access the Curriculum fully. From group 
three in the primary school PIM (Progress in Maths) and PIE (Progress in English) 
standardised tests are used and these continue into secondary school where the CAT 
(Cognitive Ability Test) is also administered.  
 
Whatever the nature of the concern, the teacher will invite the parents or caretakers of the 
child into school to discuss the concerns and to ask for their support in resolving the 
problem. If concerns continue, the Class Teacher/Mentor will refer the student to the 
Student Support Team. 
 
All students referred to the SST are put on the SST register, those with mild support are 
monitored and those with moderate support have a Learner Profile. The Learning Profile 
highlights the student’s strengths and barriers, includes advice on what can be done for 
the student in the classroom, and informs about appropriate interventions. Students with 
intensive support receive a Learner Profile and an IEP. For a more detailed overview of 
possible interventions per specified need see page 13.  
 
Mild support is provided by SST specialists in a balanced service delivery model of 
consultative support, accommodations, and small group instruction or in-class support as 
follows; 
-consultative support from a learning diversity specialist; 
-monitoring student performance; 
-literacy support; 
-mathematics support; 
-small group instruction; 
-classes in the learning support center (e.g., study strategies skills classes); 
-assistive technology (e.g. voice text software). 
 
Moderate support can be thought of as a program through which students with more 
specialised needs are supported in a combination of co-taught and small group support, in 
conjunction with appropriate therapies, support by LD specialists and in and outside 
classroom support (including the LSA). The dimensions of moderate support might include: 
-co-taught classes in core literacies; 
-specialised small group instruction; 
-specifically designed courses in mathematics (primarily for secondary students); 
-social skills support; 
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-study skills support; 
-study and organizational skills support; 
-assistive technology; 
-formal accommodation (e.g. extended time for in-class and standardised testing); 
-Curricular modifications - when required and appropriate; 
-speech, language or occupational therapy; 
-creating Learner Profiles. 
 
Intensive support is provided for children and young adults with cognitive or developmental 
disabilities. The AICS has one such self-contained classroom at primary level: the primary 
‘base’. The students work there with a small team of specialist professionals and with other 
mainstream teachers. There is an emphasis on social inclusion. In the secondary school 
we are also able to offer a base located in a central position within the school. This base 
is run by the SST team and offers a place for students to withdraw to for extra support 
academically or socially and emotionally. 
 
Intensive Support can be characterised as a self-contained program that can include: 
-individually designed inclusion opportunities; 
-speech language therapy; 
-functional life skills; 
-vocational skills (secondary); 
-social skills; 
-adaptive physical education; 
-adaptive music; 
-adaptive and/or assistive technologies; 
-creating IEPs. 
 
Progress towards the targets is evaluated twice a year at parent’s evenings, or by request 
at other times through discussions with the Class Teacher/Mentor or the SST. Progress is 
also included with the school reports. 
 
For those children with additional student support needs, there is a special Esprit School 
Group application and funding procedure. The additionally funded student support needs 
may include the use of a specialist teacher in the identified area of need; a medical service 
such as a speech therapist, physiotherapist, occupational therapist; or the involvement of 
an educational psychologist or specialist (e.g. ‘ambulant begeleider’).  
 
In October of every calendar year a special Esprit primary school SST, chaired by Mrs. 
Holga de Vries and consisting of the directors and SST coordinators of the four Esprit 
primary schools, advises the Esprit Management Team (MT) on how the total allocated 
additional primary school funds will be spent. For every school manager’s proposal a 
special form is used. After the approval of the Esprit MT, the Esprit controller checks the 
financial accountability and the Regional SST (‘Samenwerkingsverband’) checks the 
accountability as regards content of the total additionally funded Esprit SST package.  
 
Children without additional funding may also receive input from our internal educational 
psychology service and a specialist teacher for sensory impairment, communication 
disorders or physical disabilities. 
 
Referral Process Summary 
The student concerns are raised at the Student Forum/Report meetings. 

1. SST Referral Form is filled in by the Class Teacher/Mentor to be discussed with 
the SST Leader. 

2. The SST Leader evaluates the SST referral form and creates a plan of action. This 
usually takes the form of an observation of the student in situ, followed by a 
discussion with parents. Further assessments may be carried out pending parental 
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permission and an SST caseworker may be allocated to support the needs of the 
student. An Individual Education Plan (IEP) or Learning Profile (LP) is created, 
which highlights the needs of the student, strategies to be used by staff working 
with the student and personalised targets set for the student based on a bespoke 
Intervention package. The IEP /LP is shared with Class Teachers, Mentors, 
Leaders for Learning and parents; signed copies are filed. In the case of secondary 
students targets are created collaboratively between student, SST caseworker and 
parents. IEPs and LPs are reviewed twice a year. 

3. If the concern persists then the Student Support Team, Class Teacher/Mentor and 
parents will have a meeting to discuss the next action. This could also, when 
appropriate be a discussed at an SST+ meeting. 
 

Flow chart showing referral process to SST (Primary and Secondary) 
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Monitoring and Evaluation 
Programme goals are developed for each student by the specialist. The SST (and SST+) 
reviews the child’s progress regularly. There is ongoing communication with parents and 
teachers; goals are reviewed as needed by the specialist and SST. We know a student is 
being supported by the following means: 

1. Individual Education Plans (IEP)/Learning Profiles (LP) 
2. Progress Reports 
3. Yearly repeat assessments 
4. Counselling update report form 
5. Standardised testing 

  
SST protocol with divorced parents 
According to Dutch law: “Burgelijk Wetboek art 1:377c eerste lid” states that the parent 
who does not have custody of the child or the parent where the child does not reside has 
the right to receive all information pertaining to all academic and school situations. The 
SST team of the Amsterdam International Community School enforces this rule and they 
will inform both parents of all issues relating to a student in their care. 
 
New Admissions 
The AICS website states that “the AICS caters for the needs of foreign national students 
who will only be spending a few years in the Netherlands, as well as for those Dutch 
students who need to be educated in an international school to ensure continuity of 
international education”. 
 
The AICS’ inclusive approach to learning means that we can accept all students with an 
average to above average intelligence with English as a second language and LD needs. 
The AICS works with an approximately 18% students with LD needs per classroom. 
 
The school welcomes applications from all students at any time during the school year 
providing space is available. Our programmes accommodate a wide range of abilities. The 
SST seeks all relevant information, including contacting the previous school if necessary, 
to obtain advice and standardised testing scores. A decision on placement will then be 
made. However, if the support required cannot be provided, a student will be assisted in 
finding more suitable schooling opportunities.  
 
The admission of any student with special learning needs thoughtful planning and careful 
consideration in all aspects of school life. We need to be sure that the learning needs 
presented by the student can be met by the AICS.  
 

STRATEGIES OF SUPPORT AND GENERAL RECOMMENDATIONS PER 
SPECIFIC NEED 
 
Learning difficulties 
Specific Learning Difficulties: Dyscalculia, Dysfluency, Dysgraphia, Dyslexia.  
The following adaptations and interventions could be considered for all of the above listed 
specific learning difficulties. 

 
General classroom strategies 
• Make sure that messages and day-to-day classroom activities are written down and 

are not just verbally communicated. 
• Make a daily checklist for the pupil to refer to each evening. 
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• Encourage a daily routine to help develop child's own self-reliance and 
responsibilities. 

• Encourage good organisational skills by the use of folders and dividers to keep 
work easily accessible and in an orderly fashion. 

• Break tasks down into small, easily remembered pieces of information. 
• If visual memory is poor, copying must be kept to a minimum. Notes or handouts 

are far more useful. 
• Seat the child near the Class Teacher so that the teacher is available to help if 

necessary, or he can be supported by a well- motivated and sympathetic 
classmate. 

 
Copying from the whiteboard 
• Use different coloured markers for each line if there is a lot of written information  

on  the  board,  or  underline  every  second  line  with  a different coloured marker. 
• Ensure that the writing is well spaced. 
• Leave the writing on the whiteboard long enough to ensure the child doesn't rush, 

or that the work is not erased from the board before the child has finished copying. 
 

Reading 
• A structured reading scheme that involves repetition and introduces new words 

slowly is extremely important. This allows the child to develop confidence and self-
esteem when reading. 

• Avoid asking pupils to read a book at a level beyond their current skills, this will 
instantly de-motivate them. Motivation is far better when demands are not too high, 
and the child can actually enjoy the book. If he has to labour over every word he 
will forget the meaning of what he is reading. 

• Save the child with dyslexia the ordeal of having to 'read aloud in class'. Reserve 
this for a quiet time with the Class Teacher. 

• Alternatively, perhaps give the child advanced time to read pre-selected reading 
material, to be practiced at home the day before. This will help ensure that the child 
is seen to be able to read out loud, along with other children. 

• Books should also be available for paired reading with an adult, which will often 
generate enthusiasm for books.  

• Story tapes can be of great benefit for the enjoyment and enhancement of 
vocabulary.  

• No child should be denied the pleasure of gaining access to the meaning of print 
even if he cannot decode it fully. 

 
Spelling 
• Many of the normal classroom techniques used to teach spellings do not help the 

child with dyslexia. All pupils in the class can benefit from structured and systematic 
exposure to rules and patterns that underpin a language. 

• Spelling rules can be given to the whole class. Words for class spelling tests are 
often topic based rather than grouped for structure. Children who are dyslexic need 
more individualised strategies to learn to remember spelling rules. 

• Remember, poor spelling is not an indication of low intelligence. 
 

Mathematics 
• When using mental arithmetic allow the Dyscalculic child to jot down the key 

number and the appropriate mathematical sign from the question. 
• Encourage pupils to verbalise and to talk their way through each step of the 

problem. Many children find this helpful. 
• Teach the pupil how to use the times table square and encourage him to say his 

workings out as he uses it. 
• Encourage a child with dyslexia to use a calculator. Make sure he fully understands 

how to use it. Ensure that he has been taught to estimate to check his calculations. 
This is a way of 'proof reading' what he has done. 
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• Put key words on a card index system or on the inside cover of the pupil’s maths 
book so it can be used for reference and revision. 

• Rehearse mathematical vocabulary constantly, using multi-sensory/kinesthetic 
methods. 

• Put the decimal point in red ink. It helps visual perception with the dyslexic child. 
 

Handwriting 
• Reasons for poor handwriting at any age can be poor motor control, tension, badly 

formed letters, speed etc. A cursive joined style is most helpful to children with 
dyslexic problems.  

 
Marking of work 
• Credit for effort as well as achievement are both essential. This gives the pupil a 

better chance of getting a balanced mark.  
• Creative writing should be marked on context. 
• Pinpointed spelling mistakes should be those appropriate to the child's level of 

spelling.  
• Marking should be done in pencil and have positive comments. 
• Try not to use red pens to mark the dyslexic child's work. There's nothing more 

disheartening for the child than to have work returned covered in red ink, when 
they've inevitably tried harder than their peers to produce the work. 

• Only ask a pupil to rewrite a piece of work that is going to be displayed. Rewriting 
pages for no reason at all is soul destroying as usually much effort will have already 
been put into the original piece of work. 

 
Homework 
• By the end of a school day a child with Specific Learning Difficulties is generally 

more tired than his peers because everything requires more thought, tasks take 
longer and nothing comes easily. More errors are likely to be made.  

• Only set homework that will be of real benefit to the child. 
• In allocating homework and exercises that may be a little different or less 

demanding, it is important to use tact.  
• Self-esteem is rapidly undermined if a teacher is underlining the differences 

between those with difficulties and their peers. However, it should also be 
remembered that far more effort may be needed for a dyslexic child to complete 
the assignment than for their peers. 

• Set a limit on time spent on homework, as often a child with dyslexia will take a lot 
longer to produce the same work that another child with good literacy skills may 
produce easily. 

 
Integration 
• Be prepared to accept verbal descriptions as an alternative to written descriptions 

if appropriate. 
• The use of computers for word processing where necessary. 
• Audio tapes for recording lessons that can then be written up at a later stage. 
• Use written record of the pupil's verbal account, or voice activated software 
• More time should be allocated for completion of work because of the extra time a 

child with dyslexia needs for reading, planning, rewriting and proofreading their 
work. 

• Allocating a scriber and a reader during exams 
• Modified test papers 

 
Speech and Language Difficulties 

• Outsourcing Speech and Language Therapy 
• Liaising with Speech and Language Pathologist 
• Individual Education Plan/modified work 
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• Visual prompts in class including pictures and/or symbols – visual timetables, rules, 
etc. 

 
Physical Disabilities 

The physical environment should include: 
• Wider doorways 
• Ramps 
• Handrails 
• Special seating 
• Modifications in rest rooms 
• Nonskid floor surfaces should be provided in appropriate locations throughout the 

school building. 
• The classroom should have a flexible room arrangement in order that wheelchairs, 

which take up more space, can be easily accommodated. Furniture in which seat 
and desk are all-in-one units is not comfortable or easily managed 

• For more information see internet site: 
http://www.un.org/esa/socdev/enable/designm/intro.htm 
 

Other strategies: 
 

• The teacher will need to be familiar with the potential mobility and limitations of 
each child. 

• Multi-sensory teaching methods 
• Some children might require a handler/ assistant 

 
Visual Impairment 

The physical environment should include: 
• Good lighting. Fluorescent lights may be hard on the eyes. Soft white bulbs rather 

than clear often produce less glare. 
• Direct lighting over work areas can be helpful 
• There should be lighting at the top and bottom of stairs 
• Night-lights are a good idea 
• Assistive Technology – ICT with a printer for worksheets in Braille 
• Indicators at corners, corridors etc. 
 
Teacher strategies: 
• Contrast  can  enhance  vision;  for  example,  when  working  with something light 

in color, put it against a dark background 
• Remedial teaching – in class/ withdrawal sessions 
• Enlarged print – worksheets 
• Multi-sensory teaching methods 
• Braille work stations, speech activated computers, talking computers, reading 

machines 
• Peripatetic teachers should also be available to support the child’s special needs. 
• A note-taker or scribe 

 
Hearing Impairment 

Three KEY environmental issues are: 
• Background Noise (also called "noise") 

This is sound we do not want to hear. Background noise covers-up or masks 
sounds we do want to hear. Noise may include; people talking, chairs scraping, 
traffic sounds, the hum of a refrigerator, ventilation systems, adjoining rooms and 
hallways, computers and other electrical equipment, sinks,     toilets,     cafeteria,     
outdoors     and     other     sound     sources. 
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• The Signal-to-noise ratio (SNR) 
This compares the loudness of the speech to the loudness of the background noise 
(in decibels). In an ideal environment, the speech signal should be at least 20 dB 
ABOVE the noise. 
If the noise and the person speaking are at the same loudness level, the SNR is 
zero. If the noise is 5 dB louder than the person speaking, the SNR is -5 dB. If the 
teacher is speaking at 60 dB and the noise level is 50 dB, the SNR is 10 dB. 
Importantly, the SNR will vary from point to point within a room. The SNR may be 
15 dB in the front row, and -5 in the back of the room! The louder we raise the 
signal above the noise, the greater the SNR, and the easier it is to hear the signal. 
In a classroom, a student with normal hearing may need an SNR of at least 12 to 
15 dB for reasonable comprehension. People with hearing loss are at a real 
disadvantage. They may  need  an  SNR  of  20  to  25  dB  or  more. To improve 
the signal-to-noise ratio: 

- Raise the speech signal. 
- Lower the noise. 
- Decrease the distance between the listener and the speaker. 

 
• Reverberations 

These are echoes. If you've ever tried carrying on a conversation in a stairwell, you 
know that reverberation can make it impossible to understand what someone is 
saying. Stairwells have lots of hard, flat surfaces that reflect sound. Sound waves 
ricochet wildly in all directions like a steel ball flying around a pinball machine. Since 
hard surfaces don’t absorb sounds, the sounds take much longer to decay and fade 
out. When sound waves hit a wall or a hard, reflective surface, sound literally 
bounces off the surface. Classrooms should have carpets and curtains. Ceilings 
should not be too high. 

 
Strategies to support learning needs of students with hearing impairment  
• Reduce the background noise (e.g. the wall air conditioner units). 
• Keep questions and directions short and to the point. 
• Provide visual support (e.g. "Here is what we are going to do today...", and then 

draw a picture on a white/chalk board, or have photos of the child doing each 
activity: 1) go to P.E, 2) Circle time, etc.). 

• Pre-teach vocabulary for the unit to be studied (send home to mum and dad). 
• Give the context, then the content of the message (e.g. I'm talking about the library." 

"We are going to the library, so get out your library book..."). 
• Designate the speaker by name and then a gesture (e.g. It is Alex's turn to talk", 

while pointing to Alex). 
• Have eye contact before relaying the information. 
• Have the child repeat the question or direction you have given. 
• Summarise the information after giving the detail. (e.g. "Remember, we're talking 

about dinosaurs today...."). 
• Have the child sit near the teacher or primary speaker. 
• Assign a "buddy" who can help out when the child is struggling to understand a 

direction. 
• Consider using an FM system to increase the signal to noise ratio (to amplify the 

speaker's voice). 
• Peripatetic teachers should also be available to support the child’s special needs. 
• Speak naturally and clearly. Don't exaggerate. 
• Avoid standing in front of windows or other sources of light, since the glare 

obstructs vision. 
• Avoid speaking with your back to the student such as when using a chalkboard. 

Hearing impaired students who read lips cannot follow the lecture or conversation 
when your back or head is turned. If you are writing on the board or narrating a 
desktop demonstration, try to avoid talking when facing the board or the desktop. 
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Overhead and opaque projectors are often a good substitute and allow you to face 
the class while writing. 

• Be aware of students' cassette recorders. Students who cannot take notes in class 
may routinely record lectures. For their benefit, speak clearly and position yourself 
close enough to the microphone.  

• Explain what you are writing on the board or what you are demonstrating. 
• A note taker, sign language interpreter may be needed. 

 
Medical Conditions (e.g. Epilepsy, Asthma) 

• Children with medical conditions may require drug treatment, which affects 
progress in school. 

• The school has a clear policy of who is allowed to administer drugs to the children 
• Staff who are trained in First Aid will be able to assist students who need this 

service. 
• A resting couch is available for students should the need arise. 
• Clear guidelines should be followed for emergency procedures. 

 
Autistic Spectrum Disorders and Not Otherwise Specified (usually referred to as 
PDD-NOS) 

Autistic Spectrum Disorders include: 
• Autism 
• Asperger’s Syndrome, 
• Tourette’s Syndrome, 
• Childhood Disintegrative Disorder, and 
• Pervasive Developmental Disorder 

 
 Not Otherwise Specified (usually referred to as PDD-NOS)  

This is such a broad diagnosis that it can include people with high IQ's and low cognitive 
ability and people with autism can be talkative or silent, affectionate or cold, methodical or 
disorganised. They should be considered on an individual basis depending whether the 
school is able to meet their needs. 
 

Physical environment should include: 
• Few doorways 
• A bathroom in the classroom or nearby 
• Specific learning stations to provide order 
• Organised supply bins to help the students gather their own materials 
• Quiet areas designated for individual learning, with group activities taking place on 

the other side of the room 
• Low arousal environment 
• Visual timetable 
• Supporting children’s learning needs: 
• Regardless of the setting, educational programs for children with autism should be 

highly structured, emphasise communication and social skills, and include positive 
behavior management techniques. 

• Educational support services such as speech, occupational, and physical therapy 
should be part of the child's intervention. 

• Individual Education Plan (IEP) should be in place. 
• Be consistent: routines are very important 
• Present information visually as well as verbally. Combine the spoken word with the 

presentation of photographs and pictures, sign language, symbols, or gestures to 
help your child make his or her needs, feelings, or ideas known. 

• Some children might require one-to-one assistance in class 
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Attention Deficit (Hyperactivity) Disorder – AD(H)D 
This condition may be presented with or without hyperactivity.  It is a condition in which a 
student’s inability to focus and concentrate on a task or purpose interferes with his or her 
ability to be productive. It can also affect how a student develops social relationships or 
self-esteem. 
  

Tips for a better physical environment and to support the child’s learning needs: 
• Modify the environment in an effort to reduce distractions. "Open" classrooms do 

not work well for children with AD/HD because sitting around tables or in groups is 
more distracting that sitting in rows. 

• Noise and clutter should be controlled in a classroom. 
• Provide clear instructions.  
• Teachers should make sure that the child writes down his homework assignments 

in a notebook, and check that it is complete.  
• Oral instructions should be kept brief and provide written instructions for tasks that 

involve many steps. 
• Focus on success. Provide formal feedback (such as a star chart) to reinforce your 

child's positive behaviors and reward his progress even if it falls a little short of the 
goal.  

• A daily checklist carried home from school on which the teacher notes behavior 
and academics can provide additional structure for the child. 

• Consult with the school counsellor or psychologist to help design behavioral 
programs to address specific problems in the classroom. 

• Individual Education Plan 
• Routine has to be structured and consistent 
• The student should be sitting close to the teacher 
• Extra set of books at home may be required 
• Some children might require one to one assistance in class 

 
 Behavioural, Social, Emotional and Academic Concerns 
 
Students who experience challenges in this area, have many opportunities at AICS to 
receive different levels and types of support. This includes: 
 

A. Whole School Support: 
At this level, all students are taught expected behaviours and reinforced for 
demonstrating them. All students are also taught skills related to self-
management, responsible decision making, empathy towards others, establishing 
successful interpersonal relationships and creating positive personal goals. 

 
B. Targeted Support (in school): 
Students who struggle behaviourally, socially or emotionally and who need 
additional support compared to the above, may be referred to the SST 
department, specifically to the School Counsellor. This referral may be made by 
the Class Teacher, the Mentor, the caseworker or a Leader for Learning. Parental 
consent for counselling must accompany each referral. Various programmes are 
offered depending on the nature of the challenges, for example: 

 
  COUNSELLING FOCUS GROUPS  

1. The 7 Habits of Highly Effective Teenagers 
2. Bereavement Support Group 
3. Building Self Confidence Counseling Group 
4. Kids of Divorce Support Group 
5. Overcoming Fear of Failure Group 
6. Test anxiety and Relaxation Techniques for DP Students 
7. The AICS Peer Coaching program  
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C. Intensive support: 
Students who continue to struggle with behavioural, social and emotional issues 
may need access to external social services/government agencies. Referrals may 
be made via the SST Leader with parental permission.  
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APPENDICES  
 
SST TEAM 

1. SST Team 2015 
2. Task Description of the SST Leader 
3. Task Description of the Mentor 
4. Task Description of the School Counsellor 
5. Task Description of the Career Counsellor 
6. Task Description of the Educational Psychologist 
7. Task Description of the LD Specialist 
8. Task Description of the LSA 
 

SST Internal Documentation 
9. SST Referral Form  
10. Observational Checklists 
11. Areas of Concern Checklist  
12. Student Behavior Checklist for Secondary Teachers 
13. SST Progress Report 
14. Individual Education Plan (IEP)  
15. Learning Profile (LP) 
16. Standardised Testing Referral Form 

 
SST External documents 

17. SST Consent Form 
18. Parent Permission Slip for Counselling 
19. Speech & Language Referral Letter 
20. Occupational Therapy Referral Letter 
21. Referral Form Parent-Child Advisor - Primary and Secondary 
22. Referral for to school doctor (S-11 form) 
23. Authorisation for Request or Release of Information 
24. Agreement for Discontinuation of Student Support 

 
Other 

25. External SST Service Providers 
26. AICS Learning Centre Aims and Objectives 
27. SST Activity Plan 2015 
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Appendix 1 - SST Team 2015 

 
  



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 22 of 65  

Appendix 2 - Task Description of the SST Leader 
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Appendix 3 - Task Description of the Mentor 
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Appendix 4 - Task Description of the School Counsellor



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 27 of 65  
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Appendix 5 - Task Description of the Career Counsellor 
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Appendix 6 - Task Description of the Educational Psychologist 
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Appendix 7 - Task Description of the LD Specialist 
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Appendix 8 - Task Description of the LSA 
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Appendix 9 - SST Referral Form 
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Appendix 10 - Observational Checklists
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Appendix 11 - Areas of Concern Checklist 
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Appendix 12 - Student Behavior Checklist for Secondary Teachers
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Appendix 13 - SST Progress Report 

 
  



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 43 of 65  

Appendix 14 - Individual Education Plan (IEP) 
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Appendix 15 - Learning Profile (LP) 
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Appendix 16 - Standardised Testing Referral Form 
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Appendix 17 - SST Consent Form 
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Appendix 18 - Parent Permission Slip for Counselling  
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Appendix 19 - Parent Consent Form - Speech and Language Therapy 
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Appendix 20 - Occupational Therapy Referral Letter 
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Appendix 21 - Referral Form Parent-Child Advisor - Primary and Secondary 

 
  



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 53 of 65  

Appendix 22 - Referral for to school doctor (S-11 form) 
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Appendix 23 - Authorisation for Request or Release of Information 
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Appendix 24 - Agreement for Discontinuation of Student Support 

 
 
 



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 57 of 65  

Appendix 25 - External SST Service Providers 
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Appendix 26 - AICS Learning Centre Aims and Objectives
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Appendix 27 - SST Activity Plan 2015



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 64 of 65  



 

AICS Student Support Handbook 2015_(04.03) | Author: Sian Bezuidenhout| Date Last Revised: 2/11/2015 (for the 
latest version, please refer to the SST online portal)  Page 65 of 65  

 
 


