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ACCESS AND INCLUSION POLICY 

 
1. THE AIM OF INCLUSIVE EDUCATION  

 

Students of the Diploma Programme at Turun normaalikoulu come from various learning 

backgrounds around the world. As every individual has their own ways of studying and 

learning, the school wants to support all kinds of learners. The candidates with challenges in 

learning have the right to receive the best possible support for their learning process. 

 

2. HOW TO SUPPORT THE STUDENT’S LEARNING 

 

Every member of the staff is responsible for giving the student guidance and help if the student 

requires support of any kind. The subject teachers are experts on their subject and can give 

advice and provide supporting materials and tutoring for the students as a group. These support 

actions include safe learning environment and positive interaction, clear structure of the lessons 

and instructions. Differentiation and strength-based feedback also support the group’s working.  

 

In case the support actions are inadequate for an individual student, personalized support for 

learning can be organized. These personalized actions include the support from the special 

education teacher (support for learning strategies, time management and executive control) or 

subject specific tutoring from the subject teacher.  If there are challenges in a certain subject, 

the student has a discussion with the subject teacher. In this discussion, the student and subject 

teacher assess the need of support and actions required to support the student’s individual needs 

for learning. These discussions must also have follow-up meetings, where the effect of actions 

can be assessed and, if needed, further actions considered. When needed, the subject teacher 

consults the homeroom teacher and member(s) of the multi-professional student welfare team, 

for example the special education teacher. In addition, as we are a teacher training school, we 

have additional resources of subject teacher trainees for tutoring. 

 

 



Every subject teacher can support the individual student by helping them to plan their work 

and time management. Therefore, teachers are required to define the coursework and deadlines 

in the beginning of each study period. The school’s deadlines for the IBO’s external and 

internal assessments are given to the students in the beginning of the school year.  

 

The Diploma Programme requires students to study and do coursework and assessment tasks 

outside the lesson time. Time management and organisation of the work is one of the greatest 

challenges for many DP students. To help the students to plan their work during their DP 

studies, the school follows a deadline calendar, which is created annually by the teachers for 

the students in DP1-DP2. This document is available for the DP students in Managebac.  

 

Subject teachers can also support the students by reserving a classroom in the school for the 

students, where the student can then do the coursework or assessment tasks. The special 

education teacher organizes weekly a study group, where students can come and do the 

unfinished tasks or assignments. Teachers can also require students to do the unfinished tasks 

in the study group.  

 

The homeroom teacher, special education teacher, guidance counsellor, DP coordinator and 

the principal closely monitor the students’ progress both in Wilma *) (course grades, exam 

results, absences) and in ManageBac (Meeting the deadlines, submitting the IAs, recording 

CAS activities). If the challenges affect many subjects or the student’s studies in general, the 

student will have a discussion with the special education teacher and homeroom teacher. In the 

discussion, the student and homeroom teacher/special education teacher plan the measures to 

support the student. If needed, the homeroom teacher or special education teacher contacts a 

member of student welfare team. Based on the interview, the special education teacher guides 

the student to the suitable member(s) of the multi-professional student welfare team. As a part 

of this process, pedagogical meeting or welfare meeting can be organised. These meetings can 

consist of various different members depending on the situation. These meeting are also 

documented. 

 

*) Wilma is a secured digital platform that is used for secured communication between 

students, teachers, school staff and guardians. 

 



If the actions planned and carried out are inadequate, a formal meeting of the multi-professional 

student welfare team (MAR) is convened. These meetings are always documented, and result 

in planned measures, follow-up procedures and a named person responsible for the actions.  

If these actions are insufficient, the student can be transferred to special support. This requires 

an administrative decision made by the principal of upper secondary education and is followed 

by the following procedure: 

 

An initiative to assess the need for special education can come from the student, a 

parent/guardian, or a subject teacher. The decision on special education is made based on the 

received expert opinion and the implementation of the support the student has received. 

 

The special education teacher compiles information about the support provided to the student 

during their upper secondary school studies and, together with two subject teachers, prepares 

a statement on the student's support needs. 

 

The special education teacher, guidance counsellor or homeroom teacher arranges a meeting 

with the parents/guardians and the student. The special education teacher, guidance 

counsellor and homeroom teacher participate the meeting with the student's permission. If the 

aim of the meeting is a special needs education decision, the principal is present at the 

meeting.  

 

The meeting surveys the student's overall situation (including expert support outside the 

school and diagnoses). These statements are added as appendices to the decision. At the same 

time, the primary forms of support are agreed upon, which are binding on everyone. In 

addition, the period during which the special needs education decision is valid is determined. 

A memorandum of the meeting is recorded in Wilma. The memorandum is added as an 

appendix to the decision. 

 

The principal prepares an administrative decision on the matter. 

 

The special education teacher records the decision on the special needs education decision 

form, which is visible to the teachers teaching the student. If necessary, the homeroom 

teacher will inform the teachers teaching the student. 



One indicator of a student’s challenges may be the number of absences, if there is no reasonable 

explanation for them. Thus, the school monitors them carefully and has a clear protocol for 

actions. Please, see the following flow chart. 

 

Flow chart 1. The steps of student support in the case of absences 
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3. THE MULTI-PROFESSIONAL STUDENT WELFARE TEAM 

 

The support provided by the subject teacher, homeroom teacher and/or DP coordinator may, in 

some cases, be inadequate to support the student’s learning. In those cases, the student can 

receive additional support from the multi-professional student welfare team. This team consists 

of the school nurse, guidance counsellor, psychiatric nurse, psychologist, school curator 

(school’s social worker) and special education teacher. The student, teacher and guardian (if 

the student is under 18 years old) can contact any member of this multi-professional student 

welfare team directly. The members of the multi-professional student welfare team can support 

the student’s studies and wellbeing from a wider perspective. The contact details of the Student 

welfare team members are on the school’s website https://sites.utu.fi/tnk/en/ib-world-school/ 

and in Wilma.  

The multi-professional student welfare team can also ask the relevant subject teacher, 

homeroom teacher, DP coordinator and/or principal to attend the meetings. Due to legislation 

in Finland concerning an individual's privacy, the student welfare team always communicates 

with the student and guardians (with the permission of the student) before contacting, for 

example, teachers. All discussions with the members of the student welfare team are 

confidential. 

The main goal of the team is to take care of the students’ physical, mental and social 

wellbeing. The team also promotes the safety and welfare of the whole school community. 

The job descriptions of the members of the student welfare team are described below: 

The special education teacher supports the students in their studies and when they have 

learning difficulties at times when the students’ ability to work is decreased abruptly, 

temporarily or extensively. The situation may be caused by a physical or mental illness or 

particularly difficult circumstances in life. On the other hand, the development of a student’s 

study skills, time management, sense of responsibility, mastery of life skills or motivation 

may require special support and guidance. The special education teacher also organizes 

dyslexia tests to identify reading and writing difficulties. She is also responsible for writing a 

document needed in special arrangements in examinations. Students are advised to be active 

in getting suitable assistance from the special education teacher and the other staff of the 

school. 

https://sites.utu.fi/tnk/en/ib-world-school/


The guidance counsellor advises students in matters such as general studies, career choices, 

further education and work life. The guidance is given in lessons as well as at personal and 

group meetings. The work is carried out in co-operation with other teachers and the student 

welfare team. The guidance also includes visits to colleges, universities and further education 

open days. 

The school curator is a school social worker who aims at solving the students’ problems in 

studying. She also works in cooperation with guardians, teachers, the student welfare team 

and external experts. If needed, they also guide families in how to contact specialists outside 

school. The curator helps and supports the students in matters such as problematic situations 

in studies (absences, lack of study motivation and disability to concentrate on work in class), 

challenges in social relationships (conflicts at home or elsewhere), clearing bullying cases, 

matters related to life control and guidance and advice on study benefits. 

The school psychologist aims at helping students in matters related to mental welfare, study 

motivation and coping with stress in particular. The responsibilities of the school 

psychologist are to carry out psychological investigations and evaluations related to the 

student’s study habits and welfare, to offer consultation for the teachers and other staff, to 

guide and advise the students and guardians, to carry out analysis of the activities and 

harmony of student groups and classes and co-operate with the principals and other staff. In 

addition the school psychologist makes the plans for crisis situations in school. 

The school nurse has daily reception (school days) with and without pre-booking. The school 

nurse works together with the school’s doctor. The aim of school healthcare is to enhance the 

students’ health and ability to study effectively, to support life control and the process 

towards adulthood, to recognize the need for special support and to guide the student to make 

use of our welfare team and the supportive measures, to observe and promote the health, 

welfare and safety of the whole school community and environment. The school nurse can be 

contacted at a low threshold for all kinds of concerns and questions related to health, mood, 

social relationships, life situation or study.  

The school nurse invites all 1. upper secondary school students to the regular health checkup. 

At the health checkups, attention is directed at the student's life situation, study motivation 

and health problems and risks. The student's health condition is estimated and supported 

especially in terms of coping with studies. The school nurse cooperates with the school 



doctor and other student welfare team members. The school doctor is available upon 

consultation with the nurse. The school doctor’s medical checkup is scheduled once during 

the upper secondary school or when needed.  The student can also be sent to specific 

research-, treatment-, rehabilitation- and support services from student healthcare. 

The school's psychiatric nurse offers supportive meetings to the students that struggle with 

anxiety, depression or other mood disorder symptoms. The psychiatric nurse works in 

collaboration with the rest of the student welfare team. The students and guardians can 

contact the psychiatric nurse by contacting the school nurse. 

It is vital that new students inform the school nurse, form or subject teacher about any 

underlying diseases or other conditions or symptoms that may affect the current or future 

studies. 

 

4. INCLUSIVE ACCESS ARRANGEMENTS FOR EXTERNAL AND INTERNAL 

ASSESSMENT 

 

Students may have challenges related to different areas of learning. These students should 

contact the school’s special education teacher for advice and support. The special education 

teacher does the dyslexia standard tests for reading and writing challenges for all Finnish 

speaking pre-DP students (screening of the age group). The individual dyslexia tests are 

available in Finnish and in English. In case the student’s language skills do not enable the 

Finnish or English dyslexia tests, the student must organize the testing themselves. If the tests 

indicate challenges that affect the student’s learning, inclusive access arrangements are 

planned and organized. These arrangements are recorded in Wilma and carried out through 

the student’s studies in the DP. The special education teacher records the student’s inclusive 

access arrangements and supporting measures to Wilma in the Support section. If these 

inclusive access arrangements affect the final exams and require authorization from the IBO, 

the required supporting documentation is submitted to the IBO at the time of final exam 

registration. The request and the supporting documentation must be submitted to the IBO six 

months before the final exams at the latest. It is student’s and/or guardian’s responsibility to 

obtain the required supporting documentation, e.g. medical or psychological statement in 

English. If the documentation is in Finnish, it must be officially translated into English.   

 



Students may also have other short- or long-term challenges related to their studies or 

personal life. In these cases, the student should contact a suitable member of the multi-

professional student welfare team. Depending on the challenge, the measures to support the 

student are planned. If the challenges affect the IBO’s external and/or internal assessment and 

require authorization, inclusive access arrangements can be requested from the IBO. In these 

cases, the submission deadline of the request depends on the type of the challenge. For that 

reason, the student should also contact the DP coordinator for advice and support as early as 

possible.  

 

5. THE LINKS BETWEEN THE ASSESSMENT POLICY AND OTHER 

DOCUMENTS 

 

This document should be read together with the following documents and sources 

- School’s website: https://sites.utu.fi/tnk/en/ib-world-school/ 

- Turun normaalikoulu, Assessment policy, Turku Teacher training school, University of Turku 

 

6. SOURCES 

 

International Baccalaureate Organisation, Access and Inclusion policy, 2022, updated in 2023 

Finnish national core curriculum for upper secondary schools (LOPS 2019) 

 

7. REVIEWING THIS POLICY 

 

This policy is reviewed once every two years in the beginning of the school year. In addition, 

this policy is reviewed every time there are changes in the DP curriculum or in the school 

policy. This document has been updated in September 2022, in August 2024 and in May 

2026. 

https://sites.utu.fi/tnk/en/ib-world-school/

