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Work Flow application individual assessments
Letter intended for the internal supporters of the international schools
New work flow, more consistency 
Every child is a unique person with its own, unique development. We work with children, because we like to give them the tools they need to prepare themselves for the future. Sometimes the development of a child is delayed or stands still. That is the moment teachers notice problems in the classroom environment. This can be problems in behaviour, learning problems, problems in working attitude or problems in the social-emotional development. A lot of help questions can arise. For a long period of time we are coordinating the assessments that are needed to get answers. We are working with people of different backgrounds who can speak in different languages, such as English, Spanish, Greek, French. Sometimes in coordinating a lot of different people, you lose the overview which can cause chaos. That’s why we are trying to give a new approach to the work flow, so everybody has a clearer idea of the process and so you, as internal supporters, know exactly what is going on and how much time is needed to get the answers you are looking for. To create a new work flow, we will need your help! 
The new work flow is as followed:




School application to HCO
Like before the school will observe difficulties in the classroom environment. To apply for an assessment, three forms should be filled in by the school: the application form, the questionnaire for parents and the questionnaire for teachers. To conduct an assessment all signatures (the principal of the school and BOTH parents) should be added to the forms. When the situation occurs that there is only one legal guardian, only one signature will suffice. Make sure that you will tick the box that only one legal guardian is present. 
The applications can be emailed in a protected pdf form to international@hco.nl or send it through
post by

HCO, coordinator individual assessments international schools
Antwoordnummer 53008
2505 VB Den Haag
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After the application has been received by HCO, the advisor will look at the help questions to determine which assessor could perform the assessment. It is very important that the help question is very clear. Otherwise the harder it will be to determine the amount of hours and the period of time that is needed to conduct the research. If possible try to establish which question is the main one. For example:
Sara is showing a lot of difficulties in the classroom. She has troubles with reading and spelling and always needs help of the teacher to start a task. Her concentration is very dependent of the task. If a task is too focused on reading, she will get distracted and distract others. A lot of kids don’t like that and that influences the connection she has with other kids.
A lot of questions can arise from a case like this, but often there is one major difficulty that causes the other behaviour to show. In this case Sara shows a lot of difficulties in reading and spelling. But is she also bad at mathematics and nature, geography, history? This can clarify if an assessment for dyslexia or an assessment for intelligence is needed. 
HCO-educational adviser
The application will be send to the HCO educational advisor. The advisor will check the help question, the information from the questionnaires and will make an estimation of the amount of time needed for an assessment. The advisor will be the one to contact a suitable assessor and will send you an email when an assessor has been found. 
Assessment
The chosen assessor will contact school and parents to plan the assessment as soon as possible. The assessor will keep in touch with the HCO advisor when the assessment is taking place and when the meeting of the final results will take place. After that, the HCO advisor will make a file for the child so the assessment can be kept in the database.  

School 


Application to HCO: Application form and questionnaires signed by both parents and school


HCO and School


Clarifying the help question


Predict the caseload


HCO and assessors


Discuss help question





Observing difficulties in the classroom: Creating a clear assessment question


Advising on the timing of the assessment (re-indication or not?)


Set amount of hours
Determine the period of time that is needed for the assessment
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