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Introduction 

 
The terms English Language Learner (ELL) or English Learner (EL) refer to those students 
whose native or home language is other than English, and whose current limitations in the 
ability to understand, speak, read, or write in English inhibit their effective participation in a 
school’s educational program.  
 
In federal and state policies, English Learners are also referred to as “Limited English 
Proficient” (LEP).  Ohio defines an LEP student as “a student  who is aged three through 21; is 
enrolled or preparing to enroll in an elementary or secondary school; whose native language is 
a language other than English, or a native American or migrant who comes from an 
environment where another language has had a significant impact on the student's English 
proficiency; and whose difficulties speaking, reading, writing, or understanding English may 
deny the student to meet the proficient level of achievement on proficiency or achievement 
tests, the ability to achieve successfully in classrooms where the language of instruction is 
English, or the opportunity to participate fully in society. 
 
The term ESL stands for English as a Second Language. This acronym is refers to the 
program rather than the students. 
 

ELs in Ohio  
 

According to Ohio Department of Education, “In Ohio, more than 39,800 ELs were enrolled in 
the state’s elementary and secondary public schools during the 2010-2011 school year. The 
terms “English Learner” and “English Language Learners” refer to those students whose native 
or home language is other than English, and whose current limitations in the ability to 
understand, speak, read or write in English inhibit their effective participation in a school’s 
educational program. The number of ELs reported in Ohio for school year 2010-2011 represents 
an increase of 38 percent over the number reported five years previously and an increase of 
199 percent over the number reported 10 years ago.” 
 
Ohio’s LEP students represent more than 110 different native or home languages. The top 10 
language groups include Spanish, Somali, Arabic, Pennsylvania Dutch (a dialect of German 
used by the Amish), Chinese, Japanese, Vietnamese, French, Russian and Twi (a language 
spoken in West Africa). 

 
ELs in Mt Healthy City School District  

 
The number of students enrolled in the Mount Healthy City School District’s ESL program has 
increased dramatically each year, with students coming from countries all over the world. In 
2017-2018 there were over 120 students active in the ESL program. Those students were from 
14 different countries. Many families in the district are from Central America and Nepal. Eleven 
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different languages were spoken by the students, with the predominant languages being 
Spanish and Nepali. 
 
Please see Appendix A for a complete list of ESL Acronyms and Definitions 
 

Philosophy 
 
Language minority students have the same rights, privileges and responsibilities as other 
students in the Mt Healthy City School District. The purpose of the English as a Second 
Language (ESL) program is to help ESL students overcome their linguistic, cultural and 
academic difficulties and assure that they receive an equal educational opportunity. This will be 
achieved through active and regular collaboration between the mainstream classroom and the 
ESL teachers. . 
 
Key Points: 
 

● We believe that just as everyone learned a first language, everyone can learn a second 
(or more). This language can be acquired in informal situations and learned in formal 
classroom settings. 

 
● We believe that the first priority of ESL Services is to foster basic communication skills in 

English. Ultimately, the aim of the ESL program is to help students function successfully 
in American society. 

 
● We believe that ESL Services should help English Language Learners appreciate the 

value of all cultures in a global society. 
 

● We believe that parental involvement and high-quality staff development are integral 
components of effective ESL services. 

 
● ESL Services, by nature, are essentially transitional. ESL Services have three major 

goals for students: 
 
1) To attain English language proficiency; 
2) To use English in their academic achievement in all content areas; 
3) To use English to fully participate effectively in U.S. society. 
 
The overarching goal for ELL Services is for students to qualify for exiting the ELL 
program. 
 

 
 
 

Mt Healthy City Schools  
EL Program  Procedures Manual -2018-2019 



 
 

6 

Legal Background and State Requirements 
 
There exists a substantial body of federal law and Supreme Court rulings that establish the 
rights of English language learners and which define the legal responsibilities of school districts 
serving these students. 
 
Title VI of the Civil Rights Act of 1964 
This prohibits discrimination on the basis of race, color, or national origin in programs receiving 
federal financial assistance. This law has been interpreted in the public school context as 
requiring appropriate steps to ensure that equal educational opportunities are afforded to 
students who are limited in their English language proficiency. 
 
Lau v. Nichols (1974) 
Over the years, federal court decisions have recognized that school districts have a 
responsibility to take the steps necessary to provide equal education opportunities to English 
language learner students. In Lau v. Nichols, the U.S. Supreme Court ruled that a school 
district’s failure to provide English language instruction to English language learners denied 
them the meaningful opportunity to participate in the district’s educational program in violation of 
Title VI of the Civil Rights Act of 1964. The Court further noted that equality of opportunity is not 
simply providing English Language Learners (ELL) the same facilities, textbooks, teachers and 
curriculum which non-ELL students receive. If English is the language of instruction, then 
measures must be taken to ensure that English is taught to students who do not speak English 
or who are limited English proficient in order to provide equal access to educational 
opportunities. 
 
Equal Educational Opportunities Act of 1974 
This act mandates that no state shall deny equal education opportunity to any individual, “by the 
failure by an educational agency to take appropriate action to overcome language barriers that 
impede equal participation by students in an instructional program.” This requires educational 
service providers to take appropriate action to help these students overcome language barriers. 
 
Castaneda v Pickard (1981) 
The Supreme Court delineated a three-pronged standard for determining whether or not ESL 
students have equal and meaningful access to a school district’s program. A program for ELL 
students is acceptable if: 

● the district is pursuing a program informed by an educational theory recognized as 
sound by some experts in the field, or at least is deemed to be a legitimate experimental 
strategy 

● the programs and practices used by the district are reasonably calculated to implement 
such theories effectively 

● the district will take action if the program, after a legitimate trial, fails to produce results 
that indicate the language barriers confronting students are being overcome. 
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Plyler v. Doe (1982) 
The Supreme Court stipulated that undocumented children have the same right to a free public 
education as U.S. citizens and permanent residents. 

● School officials may not require students to prove they are in the United States legally 
● Schools should avoid attempts to document students’ status. 
● The following school practices are prohibited 

○ Barring access to a student on the basis of undocumented status 
○ Treating students disparately for residency determination purposes on the basis 

of their undocumented status 
○ Making inquiries to a student or his/her parent which may reveal their status 
○ Federal education programs may ask for information from parents and students 

to determine if students are eligible for various programs. In such cases, schools 
should ask for voluntary information from parents. 

 
Executive Order 13166 (2000) 
This presidential order required all federal agencies to “ensure that the programs and activities 
they normally provide in English are accessible to ELL persons and thus do not discriminate on 
the basis of national origin in violation of Title VI of the Civil Rights Act of 1964.” 
 
No Child Left Behind (NCLB) (2002) 
The reauthorization of Public Law 107-110 (the No Child Left Behind Act), define a Limited 
English Proficient student as an individual age 3-21, who is enrolled (or about to enroll) in a U.S. 
elementary or secondary school and meets these two requirements: 
 
1) Belongs to one of the following categories 

● was not born in the United States or speaks a native language other than English 
● is a Native American, Alaskan Native, or native resident of outlying areas and 

comes from an environment where language other than English has had a 
significant impact on the individual’s level of English language proficiency, or 

● is migratory, speaks a native language other than English, and comes from an 
environment where a language other than English is dominant. 

 
2) May be unable, because of difficulties in speaking, reading, writing or understanding the 
English language, to 

● score at the proficient level on state assessments of academic achievement 
● learn successfully in classrooms whose languages of instruction is English, or 
● participate fully in society. 

 
It should be noted that NCLB uses the term LEP for Limited English Proficiency, rather than ELL 
(English Language Learner) or English as a Second Language (ESL). 
 
One of the performance goals of NCLB requires LEP students to become proficient in English 
while reaching high academic achievement standards in reading/language arts and 
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mathematics. NCLB also requires that LEP students participate in annual academic 
assessments in reading/language arts and mathematics, which are used to determine adequate 
yearly progress for schools and the state. 
 
No Child Left Behind (Title IX) 
The federal definition of an Limited English Proficient (LEP) individual is [Title IX-20 U.S.C. 7801 
et seq] someone who: 

● is aged 3 through 21 
● is enrolled or preparing to enroll in an elementary school or secondary school 
● was not born in the United States or whose native language is a language other than 

English 
● is a Native American or Alaska Native, or a native resident of the outlying areas; and 
● comes from an environment where a language other than English has had a significant 

impact on the individual’s level of English language proficiency; or 
● is migratory, whose native language is a language other than English. And who comes 

from an environment where a language other than English is dominant; and 
● whose difficulties in speaking, reading, writing or understanding the English language 

may be sufficient to deny the individual: 
○ the ability to meet the State’s proficient level of achievement on State 

assessments described in section 111(b)(3); 
○ the ability to successfully achieve in classrooms where the language of 

instruction is English; or 
■ the opportunity to participate fully in society. 

 
English Learner Tool Kit (2015) 
“The English Learner Tool Kit” for State and Local Education Agencies (SEA’s and LEA’s)  is a 
guidance document intended to help state and local education agencies (SEAs and LEAs) meet 
their obligations to English Learners (ELs), and to provide all English Learners with the support 
needed to attain English language proficiency while meeting college- and career-readiness 
standards. The EL Tool Kit is intended primarily for state, district, and school administrators, as 
well as teachers, but may also inform other stakeholders concerned with the education of ELs. 
Each chapter provides (1) explanations of the civil rights and other legal obligations to ELs; (2) 
checklists SEAs, LEAs, and schools can use as self-monitoring tools; (3) sample tools that may 
be used or adapted for use in SEAs, LEAs, and schools to aid with compliance; and (4) 
additional resources that may provide further relevant information and assistance. The Tool Kit 
was produced by the National Center for English Language Acquisition (NCELA) under U.S. 
Department of Education (Department) and is in the public domain and may be cited without 
permission.  The Tool Kit should be referenced in conjunction with the U.S. Department of 
Education Office for Civil Rights’ (OCR) and the U.S. Department of Justice’s (DOJ) Dear 
Colleague Letter on “English Learner Students and Limited English Proficient Parents,” 
published in January 2015, which outlines State Education Agency (SEA) and Local Education 
Agency (LEA) legal obligations to English Learners under civil rights laws and other federal 
requirements. The Tool Kit can be downloaded as a PDF is 
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https://ncela.ed.gov/files/english_learner_toolkit/OELA_2017_ELsToolkit_508C.pdf. 
 
State Policies  
The U.S Department of Education and the Ohio Department of Education have identified steps 
for educating English learners. First, a home language survey is administered as part of the 
 registration process for all registering students whose first or home language is other than 
English. Second, any student for whom a language other than English is reported must be 
administered a state approved English language proficiency assessment based on the English 
Language Proficiency Standards for ELs K to 12 to assess listening, speaking, reading and 
writing. The assessment must be conducted by qualified personnel trained in the administration 
of the assessment instrument. Any student who achieves a score that is lower than the eligibility 
cut off score in listening, speaking, reading and writing established by the American Institute for 
Research (AIR) is identified as an ELL. 
 

Identification and Enrollment 
 
Mount Healthy City School District follows the guidelines for identification as set forth by the 
Ohio Department of Education. Schools must complete this process and notify parents or 
guardians of the student’s identification as an English learner within 30 days of enrollment at 
the beginning of the school year or within two weeks of enrollment during the school year:  
 
Language Usage Survey 
Ohio’s public school districts (city, local, exempted village and community schools) are required 
to identify and serve students who are English learners. The uniform process begins with the 
administration of a language usage survey to all new students upon registration in the school or 
district. After identifying potential English learners with the language survey, schools assess 
these students’ English language proficiency. A validating school employee then reviews the 
survey and assessment results to complete the identification. 
 
Screener 
After identifying potential English learners with the language usage survey, schools must assess 
these students’ English language proficiency. This assessment determines whether students 
qualify as English learners and participate in the ESL program.  
 
Ohio’s English language proficiency screening assessment is referred to as a “Screener.” The 
Screener aligns with Ohio’s English language proficiency standards and is available in online 
and paper formats for students in grades K-12. Districts are responsible for administering, 
scoring and interpreting the Screener. The Department provides training to schools on how to 
administer and score the Screener 
 
 
 
Parent Notification 
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If a student is identified as an English learner, the district or school must notify parent(s) or 
guardian(s) explaining the child’s classification as an English learner and the available services. 
The ESL teacher will send home a parent notification requirement letter and a  parent 
notification letter in a language that parents can understand. The parents have the following 
rights: 

● To remove the child from the program 
● To decline enrollment in the program or other program options available 
● Obtain assistance in selecting from among available programs. 

 
Documentation 
Mt Healthy City School District requires that copies of the language usage survey, screener 
results, and signed parent notification letter be kept in the students’ cumulative files in the main 
office. ESL teachers will also store copies of these forms for their personal records.  
 
Mt Healthy City School District is in the process of transitioning to paperless cumulative files; 
documents will be housed in the Gateway Registration system starting in the 2018 2019 school 
year. There will be more information to come. 
 
ESL Status Form (Google Form) 

● IMPORTANT! The ESL Status Form is a Google Form that must be filled out for EVERY 
student for which you receive a language survey after the initial assessment and parent 
notification . The status form MUST be filled out regardless of whether or not a student 
qualifies for services.  

● The ESL Coordinator uses the ESL Status Form to track ELs and to enter appropriate 
information into the district’s database.  

● It is important that each student is coded correctly on the ESL Status Form (L, S, 
Y, M, N). This code determines status and funding level an EL. Definitions of these 
codes can be found on the electronic form.  

● ESL teachers will receive training on how to fill out the ESL Status Form. The ESL 
Coordinator will monitor the submissions to ensure accuracy. 

 
Service Delivery 

 
Whereas the acronyms EL, ELL, and LEP are most often used to describe students who are 
English Learners, Mt Healthy City School District calls the program English as a Second 
Language (ESL).  The service delivery is tailored to the needs of individual students and 
outlined in the student’s English Language Proficiency (ELP) plan. Based on students’ 
background and English Language proficiency level, the following services may be offered:  
 

● Pull-out: Students will be pulled out by ESL teacher and taught in a separate location. 
Students will receive direct instruction in a small group setting on English language 
development or English literacy skills. The ESL teacher will use a research-based 
program to deliver instruction that is aligned to Ohio’s English Language Proficiency 
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Standards. When possible, ESL Teachers will try to teach the ELP standards alongside 
the content that students learn in their classes.  

● Push-in: Students will receive instruction of the English language proficiency standards 
in the general education classroom, preferably during English Language Arts time. The 
ESL Teacher will work with the classroom teacher to provide supports for English 
Learners to access the curriculum and to teach language goals alongside the content.  

● Consultative Support: ESL teacher provides support to general education teachers and 
staff by advising them of strategies for English Learners, assisting with accommodations 
and modifications, and providing supplemental resources for ESL instruction. While 
some students may only receive consultative services (advanced ELs, trial mainstream, 
monitor), most students will receive consultative support in addition to push-in and 
pull-out services.  

 
Frequency of services is based on the students’ English language proficiency level. Students 
with beginning or early intermediate levels of English proficiency, as determined by the screener 
or OELPA assessment, will receive more hours of service than students with more advanced 
levels of proficiency. Based on their needs, the ESL teacher may determine to service advanced 
students directly or through consultation and monitoring.  Approximate frequency of services is 
documented on the ELP plan. ESL Teachers will use assessments, progress monitoring tools, 
and classroom data to determine if students need more or less services, or if a change in 
service delivery is needed.  
 
Guidelines for Services  

● ELs should be clustered in general education classrooms to allow them more access to 
ESL services. There should not be more ELs than mainstream students to ensure that 
ELs are appropriately integrated into the classrooms.  

● Most students should be placed in age-appropriate classrooms. Even if students have 
not attended school before, the social nature of schooling cannot be ignored. It is 
important to place students with their peers and allow them to interact naturally. 
Exceptions may include students who have not attended school for more than a year.  

● ESL teachers may work directly with students in conjunction with the classroom 
teacher and intervention specialist if the EL student has an Individualized 
Education Plan. This way, ESL teachers will have a better idea of how to provide 
support that is directly connected to classroom goals.  

● Previous schooling will be considered. Student’s backgrounds will vary greatly. Some 
students may have studied calculus while others may never have attended school. Initial 
placement decisions for middle school and high school students should take into 
account native language literacy skills, previous schooling, interests, and goals, and 
opportunities for hands-on interactive learning.  

● Newcomers will need time to learn how to interact in an American school setting. 
Teachers should explicitly teach about the culture and language of schools.  

● Considerations will be given to allowing modified assessments and grading for 
beginning level ELs, suchs as credit/no credit grading or other systems that 
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acknowledge students’ efforts. Teachers will recognize that every test is a language test; 
students may understand content, but be unable to decipher a multiple choice test. As 
appropriate, the ESL teacher will assist teachers in developing ways of allowing students 
to demonstrate their knowledge of content. All allowable accommodations and 
modifications must be document on the student’s ELP plan.  

● Consideration will be given to the scheduling of ESL pull out classes so that it is 
least disruptive to the students’ academic classes. Every effort will be made to 
coordinate classroom and ESL instruction, as well as other services, such as Title I 
(RTI), Speech, Gifted, or Special Education services.  

● MTHCS limits the segregation of ELs to the extent necessary to reach students’ 
educational goals.  Students are not scheduled in segregated EL programs or “EL-only” 
classes for periods longer or shorter than required by each student’s level of English 
proficiency, time and progress in the “EL program, and the stated goals of the EL 
program. While ELs may receive intensive English language instruction or bilingual 
services in separate classes, MTHCS does not segregate ELs from their non-EL peers in 
subjects like physical education, art, music, or other activity periods outside of classroom 
instruction.” 

 
English Language Proficiency Standards 
The Ohio English Language Proficiency (ELP) Standards are a resource for teachers and other 
school staff who work with English learners in Kindergarten through grade 12.  The standards 
define progressive levels of competence in the acquisition of English and help teachers move 
EL students toward proficiency both in the English language and in Ohio’s academic content 
standards. Detailed information on the ELP standards can be found on ODE’s website or on the 
ELPA21 website.  

 
Overview of English Language Proficiency Levels  
A student assessed by the screener OELPA will receive scores 1-5 in the domains of Reading, 
Writing, Listening, and Speaking. These numerical scores can be found on testing reports and 
the students’ ELP plans. Below are descriptions of the ELP levels, one through five.  
 
Level 1: The beginning EL student is beginning to: 

● understand isolated words and short utterances, especially when repeated 
● demonstrate concepts of reading and read simple printed material with context cues 
● use gestures and simple words 
● develop communicative writing skills 

 
Level 2: The early intermediate EL student can:  

● understand simple statements, directions, questions and the general message of basic 
reading passages 

● use appropriate strategies to initiate and respond to simple conversation 
● compose short informative passages on familiar topics, with non-conventional features 

(e.g. inventive spelling, grammar inaccuracies) 
 
Level 3: The intermediate EL student can:  
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● understand standard speech in school and social settings 
● communicate orally with some hesitation  
● understand descriptive material and some complex narratives within familiar contexts 
● write simple texts and short reports 

 
Level 4: The early advanced EL student can: 

● identify the main ideas and relevant details of discussions/ presentations on a wide 
range of topics 

● actively engage in most familiar and unfamiliar communicative situations 
● understand the content of most academic texts with support 
● write multi-paragraph essays, journal entries, letters, and creative texts with some errors 

 
Level 5: The advanced EL student can:  

● understand and identify the main ideas and relevant details of extended 
discussions/presentations on a wide range of topics 

● produce fluent, accurate oral and written language  
● use the same reading strategies as native-English speakers to derive meaning from a 

wide range of texts 
 
 

ELP Plans  
 
Every student who qualifies for ESL services must have an English Language Proficiency (ELP) 
plan (Appendix).  The purpose of the ELP plan is to collaboratively determine and document 
individualized instructional supports and accommodations for ELs and to help ensure 
consistency in the application of those supports and accommodations. The ELP plan contains 
student background information, current ELP levels,  ELP goals, ESL services, and allowable 
instructional supports and accommodations.  
 
 
Guidelines for Writing ELP Plans  
The ESL teacher is responsible for the creation and distribution of the ELP plan ESL teachers 
should make every effort to have the ELP plans completed either 60 days after the start of 
school or in 30 days after enrollment if the student qualifies after the start of the school year. 
All ELP plans should be typed and stored in Google Drive.  
 

● The students’ most current English Language Proficiency levels from the screener 
or OELPA annual test must documented on the first page. Actual scores of the 
screener or OELPA must accompany the ELP plan in the cumulative folder and ESL 
teacher’s files.  

● Each student will have two ELP goals. The goals should be derived from the English 
Language Proficiency Standards (ELPA) (Appendix) and be based on current data of 
the students’ performance. Goals may be based on screener and OELPA data, progress 
monitoring reports, classroom assessments, and teacher/parent input. Please keep in 
mind that these goals should be measurable, as you will be tracking student progress 
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towards these goals. Progress towards these goals will be shared with parents twice a 
year in a progress report.  

● Selected ESL services must be based on the student’s ELP level and individual 
needs; for example, a newcomer will need more pull-out services whereas an advanced 
student may benefit from more inclusive services. Multiple service types may be 
checked.  

● Recommended instructional supports, classroom and testing accommodations 
must also be based on the students’ ELP level and individual needs: the ESL 
teacher may check all that apply. Please keep in mind that the ESL teacher will assist 
the general education teacher in implementing the supports and accommodations. 
Beginning and Early Intermediate English Learners will require more supports. As a 
student gains more English language proficiency, supports should be gradually removed 
so that the student can eventually be successful without them.  

● Accommodations that will be provided on state tests should also be provided in 
the classroom; for example, extended time, bilingual dictionary, etc. Teachers should 
refrain from modifying classroom tests and assignments unless it is absolutely necessary 
for reducing the language barrier. Typically modifications are reserved from 
newcomers/beginners.  

● General education teachers and administrators should be apart of the decision 
making process for choosing recommended instructional supports, modifications, and 
accommodations.  

● Once the ELP plan is written, the ESL teacher must meet with the general education 
teachers to go over the plan. The general education teachers and ESL teacher must 
sign the plan. Teacher input to the plan can be considered at any point and the ELP plan 
can be updated. Everytime it is updated, it must be signed again.  

● Once the ELP plan is signed by all teachers, copies must be distributed to 
teachers and the parents. Parents must also sign the plan. Signed copies should be 
stored in the cumulative file and in all teachers’ classrooms. The ESL teacher must make 
every effort to communicate the contents of the ELP plan to parents in a language and 
format that they understand. It is best to meet with parents and use the assistance of an 
interpreter if needed. If an ESL Teacher is absolutely unable to attain the signature of a 
parent, a copy of the ELP plan with teachers’ signatures must still be filed in the 
cumulative folder.  

● Collect all signatures and have the ELP plan filed and distributed within 10 days of 
completing it.  

● Share the ELP plan with ESL Coordinator using Google Drive. The Google Drive 
version doesn’t need to have signatures.  

● The ESL Coordinator may audit cumulative files in mid-October to ensure that it has 
been completed correctly. She will also be looking for additional required documentation 
at this time (parent notification letter, test scores).  

● The ESL Teacher may make changes to the ELP plan at anytime. If significant 
changes are made (new goal, etc), signatures must be collected again.  
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ELP Progress Reports  
 
Progress reports (Appendix) should be completed twice a year (2nd quarter and 4th quarter) for 
every EL with an ELP plan.  The report documents the progress that students make toward their 
goals on the ELP plan. Evidence of progress must be noted and additional comments may be 
added. Input from gen ed teachers and parents may be added to the progress reports. All 
progress reports must be signed by the ESL teacher and the general education teacher. Parent 
signatures may be collected during parent teacher conferences or other meetings.  
 

● The first progress report may be drafted at the same time as the ELP plan. They 
should be drafted by mid-October for students who are enrolled at the start of the school 
year, or 30 days after enrollment for those who start after the beginning of the school 
year.  

● ESL Teachers must track progress towards goals and collect evidence. This can be 
kept in student files in the ESL classroom.  

● The first progress report must be completed during the 2nd quarter and shared 
during parent-teacher conferences (Feb). During conferences, ESL teachers will 
document parent input on the progress report and collect the parent signature. A copy of 
the signed report must be sent home to the parents either at the the time of the 
conference or shortly afterwards.  

● A copy of the signed progress report must be stored in the in the students’ ESL file in the 
classroom (not cumulative file) 

● The second progress report must be completed during the 4th quarter and sent 
home the first week of May. Parents must be offered the option to contact or meet with 
the ESL teacher if they have any questions. A copy of the second signed progress report 
must be stored in the students’ ESL file in the classroom (not cumulative file).  

● If at any point in time a student masters a goal, the ESL teacher must document that 
on the progress report and add a new goal to the ELP plan. The progress report will 
need to be updated as well.  

 
 
 
 

Grading 
 

● ELs must be given the grade that is earned with allowable accommodations and 
modifications stated in the ELP plan.  

● It may be noted on the report card the the grade was given with accommodations 
● Newcomers and beginning ELs (students with ELP levels of 1s or 2s) may have an 

additional alternative report card to be sent home with the original report. 
(Appendix) This alternative report card for English Learners must supplement the 
original report card, not replace it.  
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● No EL should receive a failing grade or be retained based on limited English 
proficiency. This is a violation of the law. If an EL is receiving a failing grade or in 
consideration for being retained, a team including the ESL teacher must convene to rule 
out limited English as contributing factor.  

● If an EL is failing for purposes not related to English language proficiency (chronic 
absence, behavior, motivation), the classroom teacher must document that this 
student has been receiving ESL services and accommodations as outlined on the 
ELP plan.  

 
Monitored and Exited Students  

 
According to state and federal guidelines, districts must monitor the academic progress of the 
following students:  

● English Learners (ELs) who have Trial Mainstream status (M), as determined by OELPA 
scores 

● Students who have exited the ESL program by passing OELPA must be monitored for 
two years (Exit Year 1, Exit Year 2) 

● Preschoolers or advanced ELs who aren’t directly serviced by the ESL Teacher  
More information about these groups of students can be found below.  
 
The district monitors the academic progress of former ELs for at least two years after exiting to 
ensure that  

● Students have not been prematurely exited 
● Any academic deficits they incurred resulting from the EL program have been remedied 
● They are meaningfully participating in the educational programs comparable to their 

peers who were never EL students 
 
Guidelines for Monitoring  

● ESL teachers must monitor students twice a year, preferably 1st quarter and 3rd quarter 
(alternating with progress reports)  

● There are two monitoring forms that should be sent out together a Google form and a 
tracking sheet (Appendix) 

● General education teachers and ESL teacher should sign the paper form.  
● The paper forms should be stored in the ESL teacher’s student files (not cumulative file).  
● The results from the Google form will be dumped into a spreadsheet and shared with the 

ESL team.  
 
Monitor Students 
Trial Mainstream (M) 

● Trial Mainstream students are coded as M in EMIS/DASL 
● Trial Mainstream students are ELs that have received any combination of 4s, 5s, and 

one 3 on the OELPA assessment. A student who receives a 3 on any OELPA domain 
(Trial Mainstream) has NOT exited the ESL program; however, this advanced level 
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does mean that this student may not need as much direct support. The ESL teacher may 
decide to offer consultative support or direct targeted intervention based on the student’s 
needs.  

● The ESL teacher must notify classroom teachers in a timely manner that an EL is Trial 
Mainstream.  

● All Trial Mainstream ELs who are not being directly serviced by the ESL teacher MUST 
be monitored twice a year using the district’s Monitor forms (monitoring guidelines 
below) 

● Trial mainstream students who are not being directly serviced do not need an ELP plan 
or ELP progress reports.  

● The ESL teacher may at any time decide to increase services or decrease services 
based on the student’s academic performance.  

● Trial Mainstream students MUST take OELPA. The student may take OELPA and no 
longer be Trial Mainstream; for instance, if there are multiple scores of 3, the student is 
no longer qualifies as trial mainstream. Scores of all 4s and 5s mean that the student 
has exited the ESL program.  

 
Parent Refusal  

● If a parent refuses services, it must be documented on the Parent Notification Letter 
and stored in the cumulative file. Teachers must be notified in a timely manner if an EL is 
a parent refusal.  

● Students who are Parent Refusals must be monitored twice a year using the 
district’s EL Monitor forms (monitoring guidelines below) 

● ESL teachers may maintain communication with parents and teachers about the 
performance of Parent Refusals. If the ESL teacher may contact the parent again if there 
concerns about the student’s English language proficiency 

● Parent Notification Letters/Parent Refusals must be filled out annually.  
 
Exited  

● ELs can only exit ESL by receiving scores of all 4s and 5s on Ohio’s English Language 
Proficiency Assessment (see more in Assessment). After this, the student is reclassified 
in the district’s database as NOT being an EL.  

● Students exiting from EL status must be monitored for at least two years, to ensure 
that (1) they have not been prematurely exited; (2) any academic deficits incurred as a 
result of participating in the EL program have been remedied; and (3) they are 
meaningfully participating in the standard program of instruction comparable to their 
never-EL peers.  

● These exited students (EY1, EY2) are monitored twice a year by the ESL teacher 
using the district’s Monitor forms.  

● In addition, ESSA (formerly ESEA) requires LEAs to report on the number and 
percentage of former ELs meeting state academic standards for four years. This is not 
the responsibility of the ESL Teacher; however ESL Teachers and the ESL 
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Coordinator should maintain a list of Exited students for the four years (EY1, EY2, 
EY3, EY4) after they exit.  

  
Preschoolers and Advanced ELs not being serviced directly by the ESL Teacher 

● Preschoolers identified as ELs/potential ELs as based on the home language 
survey must be monitored. The first page of the tracking form doesn’t need to be used, 
as it is for collecting grades.  

● Preschoolers and advanced ELs who are being monitored can be directly serviced by 
the ESL Teacher at anytime if that student is struggling due to a language acquisition 
issue.  

● Consultative services to teachers may be provided in addition to monitoring  
● ESL Teachers must maintain a list of preschoolers who receive ESL services or who 

many need ESL services in the future, as based on the home language survey.  
 

Assessment  
 
Mt Healthy City School District uses a variety of assessments to collect data on ELs’ academic 
performance. Administering tests a collaborative effort between the ESL teacher, Building Test 
Coordinator, and classroom teacher. ESL teachers use the results of these tests to do the 
following:  

● Write English language proficiency goals as documented on the ELP plan  
● Measure progress towards those goals (as documented on progress reports) 
● Share with parents, teachers, and students  
● Make decisions about services, accommodations and modifications 
● Qualify for services or exit program (screener and OELPA only) 

 
 
Ohio’s Screener for English Learners 
The Screener to identify students as English language learners will be available for school year 
2018-19. It is scheduled to be posted on August 1, 2018. The Ohio Department of Education 
released a PowerPoint in June 2018 that provides training for administration and local scoring of the 
test. More information can be found on ODE’s website.  

● OELPA Family Report: Schools districts have an obligation to identify and provide 
meaningful communication with Limited English Proficient (LEP) parents in a language they 
can understand. To notify LEP parents about their student’s achievement on the Ohio 
English Language Proficiency Assessment (OELPA), schools may download the translations 
of the OELPA Family Report on ODE’s website.  

 
 Ohio English Language Proficiency Assessment (OELPA)  
The OELPA is an English language proficiency test composed of four domains/tests which measure 
a student’s English skills in the four language domains: listening, reading, writing, and speaking. 
Students enrolled in a public school who have been identified as English learners are required to 
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take the OELPA annually. (Public school includes traditional and community schools.) More 
information can be found on ODE’s website or on ELPA 21's website.  
 
Accommodations for English Learners on Ohio’s State Tests  
Allowable accommodations for ELs on Ohio’s State Tests can be found in Ohio’s Accessibility 
Manual. The manual helps to define the specific accessibility features available for all students, 
students with disabilities, students who are English language learners and students who are English 
language learners with disabilities. The document can be found on ODE’s Testing site.  
 
Third Grade Reading Guarantee  
Qualifications for Exemption to Retention: A student who is an English learner enrolled in U.S. 
schools for fewer than three full school years and with fewer than three years of instruction in an 
English as a second language program 
 
District Progress Monitoring Tools  
ESL Teacher are expected to collaborate with RTI and classroom teachers to progress monitor 
English Learners using the district’s progress monitoring tools. An exception would be if a 
student is a non-English speaker and the assessment would not gather useful data. If there is a 
progress monitoring tool in the student’s native language, the ESL Teacher may use that.  
 
Curriculum-Embedded Assessments  
Many programs and curricula have accompanying assessments. These embedded 
assessments may also be used to collect data on EL’s academic performance.  
 
 

Special Populations  
 
English Learners with Disabilities 
 
Mt Healthy City School District follows Federal and State guidelines for identifying and serving 
English Learners with disabilities. The following key points are outlined in the English Learner 
Toolkit (US Department of Education, Office of English Language Acquisition):  
 

● Districts must identify, locate, and evaluate ELs with disabilities in a timely manner. 
● Districts must consider the English language proficiency of ELs with disabilities in 

determining appropriate assessments and other evaluation materials.  
● Districts must provide and administer special education evaluations in the child’s native 

language, unless it is clearly not feasible to do so, to ensure that a student’s language 
needs can be distinguished from a student’s disability-related needs.  

● Districts must not identify or determine that EL students are students with disabilities 
because of their limited English language proficiency 

● Districts must provide EL students with disabilities with both the language assistance 
and disability-related services they are entitled to under federal law. 
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The Ohio Department of Education has also issued a document titled Guidelines for Referral 
and Identification of English Learners with Disabilities (2015),  which is posted on ODE’s 
website. The checklists are presented as a list of guiding questions developed by practitioners 
to support the provision of school intervention for English learners with suspected disabilities.  
 
Other special populations of ELs include newcomers, students with interrupted education, 
unaccompanied children and youth, refugees, migrants, and long-term ELs. Detailed information 
these special populations can be found on Colorin Colorado.  
 
In December of 2017, the Ohio Department of Education released Guidance for Ohio Schools 
Receiving Puerto Rican Students Displaced by Storms.  
 

Exit Criteria (Reclassification) 
 

A student is reclassified (no longer English learner) when the student has attained a 
performance level of Proficient on the OELPA. The Proficient performance level is defined as 
domain/test level scores of 4s and 5s in any combination across all four domains (listening, 
reading, writing and speaking). Students in grades K - 12 are eligible for reclassification if the 
student receives a performance level of Proficient 
 
Letters to Parents Exiting the LEP Program 
Districts should notify parents of students who are exiting limited English proficient (LEP) 
programs. Students exit LEP programs when their scores on the Ohio Test of English Language 
Acquisition indicate they have achieved the needed level of English proficiency to advance in 
classroom academics without additional language supports 

To assist districts with their parent notifications, the Ohio Department of Education has 
translated exit letters  into the most frequently used languages of LEP students.  

Protocol for re-identifying an exited student as an EL: 
Students in the 1st or 2nd year after exiting the EL program may be re-identified as ELs if they 
meet the following criteria  

● They have failed to make adequate progress in their core academic classes, as 
evidenced by data acquired through the monitoring process  

● Other considerations for lack of progress have been taken into account (i.e learning 
disability, poor attendance, behavior).  

● Have been monitored by EL teacher for a minimum of two academic quarters 
● Re-qualify as an English Learner on a state approved commercial screener other than 

OELPS. Mt Healthy will use the IPT tests to re-qualify a student.  
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Resources for Classroom Teachers  
  
Tips for Working with ELs 
Keep in mind that all of these should not be implemented at once. Try one or two new items with 
each lesson and continue to practice them as you move forward. 

● Know the students’ English proficiency level (as determined by OELPA) 
● Provide Comprehensible Input; what the teacher gives the students. In order for the 

input (information being delivered to student) to be considered comprehensible, the 
student needs to understand what is being said and/or given.  

● Use shorter sentences 
● Enunciate clearly 
● Talk slower, but refrain from shouting 
● Control vocabulary that is being introduced. Use it meaningfully and repeat it as much as 

possible during lectures and instruction. The more ELs hear the words in context the 
sooner they will learn it. 

● Avoid idioms (phrases that cannot be literally understood), or explain them when you do 
● Repeat material being introduced and simplify language to ensure comprehension 
● Pause frequently to allow translations to occur, time to process, or check for 

comprehension 
● Allow extra wait time for students to process what is being said into their own language 
● Use many methods (respecting the multiple intelligences of different learners) to get 

information across) 
● Provide visual support to content material 
● Provide hands-on activities to cement content 
● Introduce and explicitly teach use of graphic organizers 
● Use gestures, actions, eye contact and body language 
● Write down what is being said as it is being said. Some students are better readers and 

listening can sometimes be challenging. 
● Modify texts by adding visuals and eliminating unnecessary words 
● Modify content by supplementing with pictures or lower reading level material 
● Encourage students to learn from each other 
● Use pairs or buddies with an English speaking peer 
● Encourage talking! Language cannot be built without communication 
● Focus on meaning rather than grammar 
● Allow use of word-to-word dictionaries to help in understanding important vocabulary and 

concepts 
 
Instructional Strategies and Suggestions 
Prefunctional and Beginning Level Students 

● When speaking in class, take care to speak clearly in natural conversational tones. The 
EL student will feel more comfortable if they can see the face of the speaker, so try to 
face the class when speaking. 
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● It may be necessary to give more information in more detail for an EL student than for a 
native speaker. If you use a variety of ways to communicate, including rewording what 
you want to say, drawing sketches, using gestures and pantomime, and writing important 
words on the board, chances are you will be understood. Try to overcome any personal 
anxiety you might feel about not being understood. 

● Make a list of activities which you expect the EL student to complete in a specified period 
of time. Restrict the content, but make up a variety of activities (listening, speaking, 
reading, and writing) concerning the same content material. You might want to include 
reading exercises; watching filmstrips or TV shows; drawing graphs, charts, or pictures; 
vocabulary exercises; and interpreting visual materials. Both the length of time and the 
number of activities should be limited at the beginning but can be increased as the 
student’s fluency and academic skills develop. 

● Find out from a simple oral quiz (or from the EL staff) the kinds of question forms the EL 
student understands and makeup simple questions for use in oral and written exercises 
related to the content. Make sure that the student has an opportunity to learn any 
specific vocabulary related to the exercise. Limit the vocabulary. 

  
Intermediate and Advanced Students  

● Match language skills with valid assignments. When possible, give the student a task, 
which will accelerate his/her language learning and acculturation, rather than simply 
maintain the present levels. Take care not to frustrate the student with tasks too 
difficult for his/her level of fluency. 

● Locate and use reading material on the student’s reading level. Or simplify reading on 
a related subject with a lower reading level for your EL student. 

● Assign students short simple passages to study. 
● Test the student orally by having him/her explain the main ideas in his/her own words 

or try the cloze method (fill in the blanks) in a written exercise. 
● On occasion, you might want the student to memorize some material. Ask the EL 

teacher how to devise drills and test items from a passage the student has 
memorized. 

● Prepare lessons in the use of research methods: how to use the textbook, including 
utilizing headings, boldface print, the glossary, the index, etc. Consider these as 
language and skill assignments for the EL student until he/she is fluent enough to be 
accountable for the content. 

● Plan lessons with your class where the message of the lesson is transmitted 
nonverbally, (charts, pictures, paintings, films with non-verbal soundtracks, music, 
dance, cooking, crafts, might be used). You might like to coordinate this effort with 
teachers from other disciplines. 

● Understand that it will typically take at least two years for an English Language 
Learner to start competing academically with his/her English-speaking peers. Adjust 
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your expectations as deviations occur due to individual differences or other reasons 
causing slower or more rapid language skill development and academic growth. 

 
Accommodations  
Classroom teachers are responsible for differentiating instruction and making accommodations 
to make content more comprehensible to EL students. Suggestion accommodations are 
documented on a students’ ELP plan. Accommodations should be appropriate for the student’s 
English Language Proficiency level. ESL Teachers and classroom teachers should collaborate 
to determine appropriate accommodations and implement them effectively. If a teacher is 
uncertain how best to modify for EL students, he/she may begin by consulting with the EL 
teacher in the building.  
 
Culturally Responsive Teaching 
Culturally Responsive Teaching is a pedagogy that recognizes the importance of including 
students' cultural references in all aspects of learning (Ladson-Billings,1994). 
 
Culture is central to learning. It plays a role not only in communicating and receiving information, 
but also in shaping the thinking process of groups and individuals. A pedagogy that 
acknowledges, responds to, and celebrates fundamental cultures offers full, equitable access to 
education for students from all cultures.Some of the characteristics of culturally responsive 
teaching are: 

● Positive perspectives on parents and families 
● Communication of high expectations 
● Learning within the context of culture 
● Student-centered instruction 
● Culturally mediated instruction 
● Reshaping the curriculum 
● Teacher as facilitator 

 
Examples of culturally responsive practices:  

● Have fest or meal to celebrate food 
● Bring in books / have multicultural books in the classroom / school library 
●  Arrange “global pen pals” for students 
● Involve EL parents in classrooms / school 
● Celebrate and integrate into teaching cultural festivals that appear of the calenda 
● Honor home languages by having students talk in their home languages – ex. Each child 

shares an expression in their own language around a theme such as “friendship” 
● Mention and celebrate cultural festivals – in Cincinnati we have Octoberfest – ask 

students if there are other festivals of importance to them 
● Students make presentations or projects about culture or nations 
● Bring in  motivational or guest speakers who represent EL cultures 
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Correcting and Commenting on Written Work 
● In content areas, grade the ELs knowledge of the content, not on his/her level of 

expression. 
● Don’t correct all the errors on an EL student’s writing paper. Students can’t learn from 

overkill. Sometimes it’s preferable to focus on a few areas that need improvement, such 
as verb tense and punctuation. 

 
Report Cards 

● Write easy-to-understand, specific comments to the parents. For example, “could          
do better” may have little meaning to parents that are unfamiliar with the             
curriculum or academic content standards. 

● Be positive and mention accomplishments 
● Describe what the student does in class 
● Acknowledge effort and courage 
● Provide clear and constructive feedback that is culturally sensitive 

 

 Successful Parent-Teacher Conferences with Parents of English Learners 
● Please be sure an interpreter is available for the parent if you think the service is needed 

for the conference to be successful. The best person to check with is the student’s ESL 
teacher. 

● Parents or guardians may bring or have an interpreter available during the conference. 
Interacting with an interpreter takes practice. 

● Be sure you speak slowly and give them time to process your information so they can 
relay the information to the parents or guardians. Also, say a little information at a time. 
Take breaks often so the interpreter includes all the information you have given. 

● It is also important to know you can communicate directly when speaking to the 
parents/guardians. It is a natural reaction to make eye contact with the person you are 
speaking to. However, the parent is there to talk to you about their child and it could be 
seen as disrespectful if you address all conversation with the interpreter. 

● If you are worried something may have been misinterpreted, write out the statement so 
as to be sure you are not misunderstood. 

● In parent-teacher conferences, visual aides are a key ingredient. Student work samples 
should be used if possible. 

● Increase the parents’ and guardians’ regard for the child and their culture. Mention some 
positive ways the child’s behavior or culture has impacted the others in the class. 

● Tell parents and guardians your expectations for English Learners (ELs) and explain 
what kind of services their child is receiving. The educational systems can be unfamiliar 
to parents and information can be misinterpreted. It is important to clarify any questions 
a parent may have. Share ideas and resources with parents that benefit students and 
families. 
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● Express the positive aspects of a student’s development and learning before bringing up 
any negative news. Parents may mistakenly feel their child has shamed the family and 
needs severe punishment. 

 

Making Suggestions to Parents  
Ask parents to do the following: 

● Read to their child in the native language 
● Continue to use the native language at home for teaching life skills and concepts to their 

children 
● Discuss events and news with them in their own language; maintain their contacts with 

relatives and events in their native country 
● Help with the homework if possible 
● Ask their child for a recap of new things learned each day 
● Help them understand how to a get a public library card 
● Share information to promote after school activities 
● Mention one or two good TV programs and the public TV channels, but suggest to 

parents that they limit TV watching; 
● Let the parents know where they can register for free EL classes for adults if they are 

interested. These places are listed on the district webpage under the EL Department 
page. 

  
IMPORTANT: It is not helpful to suggest to parents that they speak English to their children at 
home. This could undermine the quality of conversation and teaching of values that the parents 
can do best in their native language. The goal should be to have the child become bilingual, not 
to lose his native language by giving it up at home. 
When speaking in class, take care to speak clearly in natural conversational tones. The EL 
student will feel more comfortable if they can see the face of the speaker, so try to face the 
class when speaking. 
 
 
 
 
 

Guidelines for Secretaries and Administrators, and Counselors  
 

Guidelines for EL Scheduling (preK-8th grade) 
● Before scheduling a student into classes, please be sure to check whether or not they 

are ELs. If they are an EL, there may be inclusion classes where students need to be 
placed. 
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● Please check through the student records to see if there are any prior records indicating 
the student was a previous EL student. 

● Please check the student’s Home Language Survey to see if a language other than 
English was indicated. 

● If there are any records of this student having previous English language support, please 
contact the EL teacher. 

● When in doubt, contact the EL teacher. They will know where to look and who to reach 
out to with questions! 

 
Guidelines for EL Scheduling in High School (9th-12th grade) 
Scheduling for high school English Learners (ELs) can be tricky because courses are attached 
to credit that is needed to graduate. In order to maintain consistency within the EL program, we 
ask all counselors to follow this protocol when enrolling a new student that is an EL. 
 

● Please check through the student records to see if there are any prior records indicating 
the student was a previous EL student. 

● If you need assistance transferring credits, please reach out to the EL Coordinator. 
Remember some classes could be considered for foreign language credit. Depending on 
the country of origin, each transcript needs to be considered on a case-by-case basis. 

● When getting a new student, make contact with the EL teacher and allow them time to 
create a schedule. Or, the counselor could make the schedule with the EL teacher. It is 
easier to schedule the student into EL classes and take them out later. 

● If an EL is a newcomer and moves in half-way through the year, they should be 
scheduled into an existing English Language Support class.  

  
Checklist for Enrollment of International Students (JHHS) 
❑ New students will register online and finalize that registration at the Central Office  
❑ The ESL Teacher will be notified through receipt of the home language survey and decide if 
the student needs to be screened for ESL services.  
❑ If EL services are needed the guidance counselor will reach out to EL teacher for 
placement into EL classes and/or inclusion content classes. 
❑ The counselor will meet with parent(s) and/or student(s). 
❑ The counselor will review transcripts to see what the student needs to meet graduation 
requirements. 
❑ The counselor will create the student’s schedule. 
❑ Once the counselor has authentic transcripts in their possession, they will review the 
transcript and enter credits. 
❑ The counselor will send a copy of the PLSD transcript to ESL teacher and student to notify 
that all credits have been awarded and entered for all parties to review. 
❑ The EL Coordinator and/or ESL teacher will have one week to review the transcript. Any 
questions that arise will need to be taken care within that time-frame. 
 
Guidelines for International Transcripts 
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Schools or districts are responsible for conducting the evaluation of the transcript. 
Each school or district should have a well-defined procedure, including the roles and 
responsibilities of staff members involved, for timely evaluation of transcripts 
 

● Examine official documents for authenticity. 
● Ensure transcripts in a language other than English are translated by a competent 

translator available within the school or region. Contact the ESL Teacher to arrange this.  
● Documents translated by family members should not be accepted as official documents. 

All translations should be verbatim without interpretation or evaluation of information. 
● Interview the student and parent/guardian to review the transcript and prior studies in 

order to obtain clarification on curriculum, amount of time spent in each course, grading 
policies and other pertinent information helpful to the evaluation process.  

● Follow established school procedures for ensuring that transfer credit is updated on the 
student’s official transcript. 

● Establish a procedure for informing student and parent of the results of the evaluation. 
● Maintain all documentation in the student’s official file. 
● Notify and consult with receiving teachers for academic content course placements and 

award of academic credits based on transcript review. Coordinate with the ESL Teacher 
to ensure proper ESL class placement and also to ensure that all content teachers are 
aware of ELL needs. 

● Ensure the evaluation process is completed in a timely manner. 
 
Resources to Assist in the Evaluation of Foreign Transcripts:  

● Classbase: Classbase is an online education database providing information on 
education systems and academic institutions around the world. 

 
 

Parent Communication and Engagement 
 
Civil Rights Requirements  

● SEAs and LEAs have an obligation to communicate meaningfully with limited English 
proficient (LEP) parents and to notify LEP parents adequately of information about any 
program, service, or activity called to the attention of non-LEP parents 

● LEAs must have a process to identify LEP parents and provide them with free and 
effective language assistance, such as translated materials or an appropriate and 
competent interpreter. 

● Appropriate and competent translators or interpreters should have proficiency in target 
languages; ease of written and oral expression; knowledge of specialized terms or 
concepts; as well as be trained on their role, the ethics of interpreting and 
translating, and the need for confidentiality 
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Interpreter Requests  
Mt Healthy City School District contracts with Affordable Language Services to provide 
interpreters. Some of the services provided to us are face-to-face interpreters, telephonic 
interpretation, and translation of documents.  

● ESL Teachers are the building level contact person for placing interpreter requests. 
Requests are placed online and each teacher will have their own username and 
password.  

● The ESL Coordinator is notified when a request is placed and is responsible for 
overseeing these request. 

● If an interpreter is needed for more than three hours, please contact the ESL 
Coordinator for approval before submitting the request.  

● When scheduling interpreters for conferences and testing, please try to schedule 
meetings back-to-back so that one interpreter can serve at all meetings without large 
gaps of time in between. Remember that the district is responsible for paying interpreters 
if they remain on-site between meetings. Costs for interpreters are NOT cheap!  

 
Translated Documents  

● Due to the expense of translating documents and the existence of translated documents 
that are readily available, all translation requests must be place by the ESL Coordinator.  

● The ESL Coordinator has access to many translated documents for special education, 
enrollment, etc. Please contact the ESL Coordinator anytime you need a translated 
document.  

 
 

Resources:  
English Learner Toolkit Chapter 10  
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Appendices  

 

Appendix A: EL Acronyms and EMIS Codes  

 

EL Acronyms  
  

 

EL English Learner 

ELL English Language Learner  

ELP  English Language Proficiency  

ESL  English as a Second Language  

ESOL English to Speakers of Other Languages  

TESOL Teaching English to Speakers of Other 
Languages  

IEP Individualized Education Plan  

LEP Limited English Proficient 

NES Non-English Speaker  

OELPA Ohio’s English Language Proficiency 
Assessment  

 
 

EMIS Codes 
 
Immigrant Status: an immigrant student is a student who: 

● is age 3 through 21 
● was not born in any State 
● has not been attending one or more schools in any one or more states for more than 3 

full academic years. 
● a State is defined as each of the 50 States, the District of Columbia, the Commonwealth 

of Puerto Rico, and each of the outlying areas. The outlying areas include the United 
States Virgin Islands, Guam, American Samoa, and the Commonwealth of the Northern 
Mariana Islands. A change in this element requires that the current FD Record be closed 
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and a new record opened with appropriate Effective Start and End dates. Therefore, a 
student may have multiple values for this element in the course of a school year. Note 
that the correction of an error does not constitute a “change” in the value of this element. 

● Given the definition of this element, the only time there should be a true change in the 
value of this element is when a student who was previously reported as an immigrant 
reaches three years in school in one or more States.  

● Foreign Exchange students are not to be reported as Immigrant students.  
 
Limited English Proficiency (LEP) Status: The student is not Limited English Proficient.  

● Y (Yes) Limited English Proficient student who has been enrolled in U.S. schools for 
more than 360 school days (or the equivalent of two school years). OR Previously 
exempted from taking the spring administration of either of the State’s English language 
arts assessments (reading or writing). 

●  L (LEP) – Enrolled in U.S. Schools for First Time A recently arrived Limited English 
Proficient student who has been enrolled in US schools for no more than 180 school 
days 

●  M (Trial Mainstream) – A student considered to be in a Trial-Mainstream period. A 
student remains in the trial-mainstream period until he/she is reclassified from LEP.  

● S (Second Year) – Enrolled in U.S. Schools for 2nd Year A recently arrived Limited 
English Proficient student who has been enrolled in US schools for more than 180 
school days and less than 360 days (or the equivalent of two school years). 

 
Migrant Status: A migrant student or migratory child is a child who is, or whose parent, spouse, 
or guardian is, a migratory agricultural worker, including a migratory dairy worker, or a migratory 
fisherman, and who, in the preceding 36 months, in order to obtain, or accompany such parent, 
spouse, or guardian in order to obtain, temporary or seasonal employment in agricultural or 
fishing work has moved from one school district to another, or from one administration area to 
another in a single school district [this is a state with only one school district], or resides in a 
school district of more than 15,000 square miles, and migrates a distance of 20 miles or more to 
a temporary residence for fishing purposes.  
 
Exited Students: The district enter the reclassification date of exited students in EMIS. The 
ESL Teachers and ESL Coordinator track exited students for four years and label them Exit 
Year 1, Exit Year 2, Exit Year 3, Exit Year 4, based on their classification date.  
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Appendix B 
ELP Plan  

ENGLISH LANGUAGE PROFICIENCY (ELP) PLAN 
 

Purpose:  To collaboratively determine and document individualized instructional supports and 
accommodations for LEP students and to help ensure consistency in the application of those 
supports and accommodations.  
 
Student Name:     Current Grade Level: Date:     
 
Languages:    
 
First Date of Entry to US Schools:   Less than 1 year         1 - 2 years          2 or more years 
 
Grade Level when entered US Schools:  
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EMIS Code:  
 

LANGUAGE  
DOMAIN 

ENGLISH LANGUAGE PROFICIENCY LEVEL  
 

Assessment:    Screener     OELPA 
Date of Assessment:  
 

 Beginning  
(ELP 1) 

Early Intermediate 
(ELP 2) 

Intermediate 
(ELP 3) 

Early Advanced 
(ELP 4) 

Advanced  
(ELP 5) 

Listening 
 

     

Speaking 
 

     

Reading 
 

     

Writing 
 

     

 
 
Overall Proficiency Level: Emerging Progressing Proficient 

 
 

ENGLISH LANGUAGE PROFICIENCY GOALS 
 (Derived from ELPA21 Standards) 
 ENGLISH LANGUAGE PROFICIENCY GOALS 
 Goal 1: 
 

 
 
 
 
 

 Goal 2: 
 

 
 
 
 
 

 
 
In order to meet the listed goals, English as a Second Language (ESL) Services will be provided 
_____ hours per week. 
 
ESL Services focus on improving English basic communication skills and/or academic language 
skills, as well as providing social/cultural support. Your child will receive:  

❏ Consultation, monitoring, and academic assistance as needed 
❏ Structured immersion with ESL teacher 
❏ Pull-out small-group or individual tutoring 
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❏ Sheltered instruction/dual-language instruction 
 
This program is designed to help an English Language Learner attain English language 
proficiency as quickly as possible so that he or she can participate effectively in classrooms in 
which English is the language of instruction.  
 
To assist the EL student in his or her core curriculum classes, the following will be provided: 
 INSTRUCTIONAL SUPPORTS  INSTRUCTIONAL SUPPORTS 
 Increased visual or contextual cues (pictures, 

objects, graphic organizers, process charts, Total 
Physical Response) 

  Organized buddy/peer teaching 

 Highlighted texts and/or materials 
 

 Organized alternative projects 

 Additional and/or repeated instructions or 
directions 

 Modeled language (e.g. “think aloud”) 

 Check and recheck for understanding / Have 
student explain directions or task 

 Native language support (through teacher, 
volunteer, peer, bilingual texts) 

 Increased opportunities to respond and practice 
language (e.g. cooperative learning, one-on-one 
interactions, project-based learning) 

 Incorporated culture into the classroom (e.g. 
decorations, storytelling, discussion, culture 
studies) 

 Interactive Journal (written dialogue between 
student and teacher to facilitate language 
acquisition and understanding of content) 

 Developed classroom routines with clear, 
consistent signals (e.g. entry, assignment 
completion, exit) 

 
 
 ACCOMMODATIONS  ACCOMMODATIONS 
 Shortened assignments 

 
  Extended time for tests 

 
 Limited/alternative spelling and vocabulary lists  Modified or alternative (e.g., matching) tests 

 
 Provided written notes or allowing student to 

copy notes 
 Allow open-book tests 

  Allow student to write in native language  Test read aloud or student able to ask for verbal 
clarification 

 Allow the use of a bilingual or English dictionary 
or electronic translation pen or program 

 Grade on a pass-fail basis 
 

 Extended time for assignments 
 

 Other: 

 
Additional Notes and/or Comments: 
 
 
 
 
 
 
 
Date of Plan:  
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TEAM MEMBERS: 
 
______________________________________________________________________________ 
Signature (ESL Teacher) Print Name Title 
 
______________________________________________________________________________ 
Signature (Teacher) Print Name Title 
 
______________________________________________________________________________ 
Signature (Parent) Print Name Title 
 
 
 

• I accept ESL services for my child  ____________________________ 
_____________ 

     (signature) (date) 
 

• I decline ESL services for my child ____________________________ 
_____________ 

      (signature) (date) 
 

• I understand my child has met exit criteria ________________________ 
____________ 

          (signature) (date) 
 
 

 
 

 
 

EXPLANATION OF PROFICIENCY LEVELS 
 
The beginning EL student is beginning to: 

● understand isolated words and short utterances, especially when repeated 
● demonstrate concepts of reading and read simple printed material with context cues 
● use gestures and simple words 
● develop communicative writing skills 

 
The early intermediate EL student can:  

● understand simple statements, directions, questions and the general message of basic 
reading passages 

● use appropriate strategies to initiate and respond to simple conversation 
● compose short informative passages on familiar topics, with non-conventional features 

(e.g. inventive spelling, grammar inaccuracies) 
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The intermediate EL student can:  
● understand standard speech in school and social settings 
● communicate orally with some hesitation  
● understand descriptive material and some complex narratives within familiar contexts 
● write simple texts and short reports 

 
The early advanced EL student can: 

● identify the main ideas and relevant details of discussions/ presentations on a wide range 
of topics 

● actively engage in most familiar and unfamiliar communicative situations 
● understand the content of most academic texts with support 
● write multi-paragraph essays, journal entries, letters, and creative texts with some errors 

 
The advanced EL student can:  

● understand and identify the main ideas and relevant details of extended 
discussions/presentations on a wide range of topics 

● produce fluent, accurate oral and written language  
● use the same reading strategies as native-English speakers to derive meaning from a wide 

range of texts 
 
 
 
 
 
 
 
 
 
 
Appendix C 
ELP Progress Report  
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MT HEALTHY CITY SCHOOLS 
ENGLISH LANGUAGE PROFICIENCY (ELP) 

PROGRESS REPORT  
 

 
Student Name:  Grade Level: Date:  
 
 

ELP Levels (Test/Date) 
(1=Beginning, 2=Early Intermediate, 3=Intermediate, 4= Ealy Advanced, 5=Advanced) 
 

Listening:       Speaking:    Reading:          Writing:   

Goal 1 (Fall 2017): (copy/paste) 
 
 
N:  (Not Making Expected Progress)      P (Progressing Towards Goal)            M (Met Goal) 
 
Evidence: (data, classroom work, ESL work, work samples) 
 
 
Comments: (comments and constructive feedback from ESL Teacher) 
 
 
 

Goal 2 (Fall 2017): (copy/paste) 
 
 
N:  (Not Making Expected Progress)      P (Progressing Towards Goal)            M (Met Goal) 
 
Evidence: (data, classroom work, ESL work, work samples) 
 
 
Comments: (comments and constructive feedback from ESL Teacher) 
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Gen Ed Teacher Input: (Comments and feedback) 
 
 
Parent Input: (Comments and feedback) 
 

 
(If being sent home) 
Parents, please fill out the Parent Input section and sign below. To be returned to ESL 
Teacher  
 
 
 
Date: ______________ 
 
Parent Signature: ___________________________________________ 
 
ESL Teacher Signature: ______________________________________ 
 
Gen Ed Teacher Signature: ___________________________________ 
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Appendix D 
Newcomer Report Card (coming soon) 
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Appendix E 
ESL Tracking Sheet (Monitor Students) 
 

Mt Healthy City Schools  
ESL Tracking Sheet for Monitor Students   

 
 
Student Name: Student  ID #:  
 
School: Grade:  
 
Date Report Completed:  
 
Student Status (Trial Mainstream, Exit 1, Exit 2, Parent Refusals, Preschool (second page only):  
 
 
Academic Performance During Monitoring Year 
 

Core 
Subjects Teacher Quarter 1 

Grade 
Quarter 2 

Grade 
Quarter 3 

Grade 
Quarter 4 

Grade 
Final 
Grade 

ELA       
Math       
Science       
SS Studies       
       
 
 
OELPA Scores (for Trial Mainstream students only) 
  
Date(s) of Test:  
 
 1-Beginning 2-Early Intermediate 3-Intermediate 4-Early Advanced 5-Advanced 
Reading       
Writing      
Speaking      
Listening      
 
 
State Assessment Scores 
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Date(s) of Tests:  
 
 
 Tested at 

this grade 
level? 

Score Proficient? Comments/Other 

Reading   Y          N         Y            N  
Math   Y          N         Y            N  
Writing    Y          N         Y            N  
Science    Y          N         Y            N  
Social Studies    Y          N         Y            N  
 
 
 
 
Name/Signature of ESL Teacher:  
 

 
ESL Tracking Sheet for Monitor Students  
Pg 2  
 
 
 
Student Name: Student ID #:  
 
 
 
 

❖ The team has the following academic concerns: 
 

 
 
 
 
 
  
 
 

❖ The team has the following behavioral concerns: 
 
 
 
 
 
 
 
 
 

❖ The team has put the following interventions in place: 
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Signatures: 
 
Name Role 
 
 
____________________________ ____________________________________ 
 
____________________________ ____________________________________ 
 
____________________________ ____________________________________ 
 
____________________________ ____________________________________ 
 
____________________________ ____________________________________ 
 
____________________________ ____________________________________ 
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Appendix F 
List of Program Staff  
 
ESL Coordinator-Cori Stevens 
cstevens@mthcs.org  
 
South Elementary (PK-6) 
ESL Teacher-Devin Bettman 
dbettman@mthcs.org 
 
North Elementary (PK-6) 
ESL Teacher-Elsa Reverendo  
ereverendo@mthcs.org 
 
Junior High (7-8)/High School (9-12) 
ESL Teacher-Marcus Davis  
mdavis@mthcs.org 
 
Itinerant Staff (travels among buildings based on need) 
ESL Tutor- TBD  
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Appendix G 
Title III Funding  
 
Purposes of Title III (ESSA 3102) 
The purposes of Title III include the following: 

1.  Helping ensure English learners, including immigrant children and youth, attain English 
proficiency and develop high levels of academic achievement in English 

2. Assisting all English learners, including immigrant children and youth, to achieve at high 
levels in academic subjects so that all English learners can meet the same challenging 
State academic standards that all children are expected to meet 

3. Assisting teachers (including preschool teachers), principals and other school leaders, 
state educational agencies, local educational agencies and schools in establishing, 
implementing and sustaining effective language instruction educational programs 
designed to assist in teaching English learners, including immigrant children and youth 

4. Assisting teachers (including preschool teachers), principals and other school leaders, 
state educational agencies and local educational agencies to develop and enhance their 
capacity to provide effective instructional programs designed to prepare English 
learners, including immigrant children and youth, to enter English instructional settings; 
and 

5. Promoting parental, family and community participation in language instruction 
educational programs for the parents, families and communities of English learners. 

  
Supplement, Non Supplant  
Title III Federal funds shall be used to supplement the level of Federal, State, and local public 
funds that, in the absence of such availability, would have been expended for programs for 
English Learners and immigrant children and youth and in no case to supplant such Federal, 
State, and local public funds (ESSA 3115g).  
 
Title III Funds 
Title III funds shall use the funds for the following: 
 

1. Increasing the English language proficiency of English learners by providing effective 
language instruction educational programs that meet the needs of English learners and 
demonstrate success in increasing: 

a. English language proficiency; and 
b. Student academic achievement. 

 
2. Providing effective professional development to classroom teachers (including teachers 

in classroom settings that are not the settings of language instruction educational 
programs), principals and other school leaders, administrators, and other school or 
community-based organizational personnel, that is: 

a. Designed to improve the instruction and assessment of English learners; 
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b. Designed to enhance the ability of such teachers, principals and other school 
leaders to understand and implement curricula, assessment practices and 
measures, and instructional strategies for English learners; 

c. Effective in increasing children’s English language proficiency or substantially 
increasing the subject matter knowledge, teaching knowledge and teaching skills 
of such teachers; and 

d. Of sufficient intensity and duration (which shall not include activities such as 
one-day or short- term workshops and conferences) to have a positive and 
lasting impact on teachers’ performance in the classroom, except that this 
subparagraph shall not apply to an activity that is one component of a long-term, 
comprehensive professional development plan established by a teacher and the 
teacher’s supervisor based on an assessment of the needs of the teacher, the 
supervisor, the students of the teacher and any local educational agency 
employing the teacher, as appropriate; and 

e.  
3. Providing and implementing other effective activities and strategies that enhance or 

supplement language instruction educational programs for English learners, which do 
the following: 

a. Include parent, family and community engagement activities; and 
b. May include strategies that serve to coordinate and align related programs. 

 
District Practices regarding Title III Funds 

1. Teachers will be given opportunity to make recommendations about supplemental 
classroom materials and other resources 

2. Title III Consortium Membership  
3. Ohio TESOL Membership/Conference  
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Appendix F  
Program Review / Evaluation 
 
Add summary/description. Include information from Title III Survey and EL Toolkit.  
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