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I DISTRICT INFORMATION 

A.  Purpose of Handbook 
The ESOL Handbook will provide information about the ESOL Program to teachers and 
administrators so they can better meet the needs of English Learner (EL) students.  This 
handbook will serve as a resource for all staff members and will be available on the school 
website under the ESOL link. 
 
The ESOL staff is dedicated to providing every member of the Lake Hamilton School District 
with sufficient information about the district’s ESOL Program and to be able to effectively 
make a difference in the lives of our EL students.  
 

B. Legal Background 
The following summary provides the legal context for services provided to English language 

learners and their families. 
 

Brown vs. Board of Education, 1954 
On May 17, 1954, the US Supreme Court ruled that where a State has undertaken to provide an opportunity for 
an education in public schools, such an opportunity is a right which must be made available to all on equal 
terms.  Segregation of children in public schools solely on the basis of race deprives children of the minority 
group of equal educational opportunities, even though the physical facilities and other tangible factors may be 
equal.  
 

Civil Rights Act of 1964, Title VI 
“No person in the United States shall, on the ground of race, color, or national origin be denied the benefits of, 
or be subject to discrimination under any program or activity receiving Federal financial assistance.” 
 

Title VI is the focal point and center to all interpretations regarding any legal challenges regarding the 
provision of equal opportunity to all groups that are found in a protected class.  This has been interpreted to 
prohibit denial of equal access to education because of a language minority student’s limited proficiency in 
English.  This means that limited English proficiency students that are unable to participate in or benefit from 
regular or special education school instructional programs are protected by their Civil Rights.  The triggering 
mechanism for Title VI is the receipt of financial assistance from the federal government.  Consequently, public 
schools in the United States receive some form of financial assistance from the federal government.  Therefore, 
the Act was the catalyst for the education of all children in a setting that was all-inclusive. 
 

Office for Civil Rights’ May 25, 1970 Memorandum  
“Where the inability to speak and understand the English language excludes national origin-minority group 
children from effective participation in the educational program offered by a school district, the district must 
take affirmative steps to rectify the language deficiency in order to open its instructional program to these 
students.” 
 

Basically, a school district is required to take affirmative steps in remedying a student’s limited English 
proficiency. 
 

 



Diana vs. State Board of Education, CA 1970 
Plaintiffs filed on behalf of Mexican-American children in Monterey County, California, alleged that the school 
system was inaccurately identifying Spanish-speaking children as mentally retarded on the basis of IQ tests 
administered in English.  The court ruled that non-English proficient children cannot be placed in Special 
Education on the basis of culturally biased tests or tests administered in English. 
 

Lau v. Nichols, 1974 (U.S. Supreme Court) 
“Equality of educational opportunity is not achieved by merely providing students with “the same facilities, 
textbooks, teachers and curriculum; because students who do not understand English are effectively 
foreclosed from any meaningful education.” 
 
This case was initiated by parents on behalf of approximately 3,000 Chinese students who were unable to 
understand the language of instruction in the San Francisco Public Schools.  These students had been 
required to attend classes taught exclusively in English and had received no assistance in learning English. 
 The parents argued that the basic skills in English were the very foundation of what the public schools of San 
Francisco teach.  The U.S. Supreme Court held that the San Francisco school system violated Title VI by 
denying the students a meaningful opportunity to participate in the educational program.   
 
Equal Educational Opportunities Act, 1974 
“No state shall deny equal educational opportunity to an individual on account of his or her race, color, sex or 
national origin, by….failure of educational agency to take appropriate action to overcome language barriers 
that impede equal participation by its students in its instructional programs.” 
 
Basically the EEOA required schools to “rectify appropriately a limited English proficient student’s English 
opportunities.”  The OCR stepped in to formulate the Lau remedies which would provide a standard of 
approaches for school districts to follow.  These remedies set the approach for OCR to determine if a school 
district was in compliance.  The Lau remedies are: 

1. Identifying and evaluating the English language skills of language minority students 
2. Determining appropriate instructional treatments 
3. Deciding when LEP/EL children were ready for mainstream classrooms 
4. Determining the professional standards to be met by teachers of language minority children 

 
Castañeda v. Pickard, 1981 (5th Circuit Court) 
“The court’s decision states that the burden of proof is upon the district that the instructional program 
designed for an EL student has clearly developed English language skills of comprehension, speaking, reading, 
and writing necessary for learning and achieving in English-only instruction at a level substantially equivalent 
to pupils whose primary language is English.” 
 
Basically, the OCR determined that the standards reasoned by the Court was appropriate in determining 
whether programs for language minority students meet the requirements of Title VI.  A three-part test was 
developed by the Court to evaluate the adequacy of a district’s program.  The test is as follows: 

1. The alternative language program must be based on a sound educational theory. 
2. The program must be effectively implemented and adequately supported so that the program has a 
realistic chance of success. 
3. Assurance that the program is working through an evaluation and subsequent program 
modification to meet this requirement.   

 
Plyler v. Doe, 1982 
“States cannot deny a free public education to undocumented immigrant children regardless of their 
immigrant status.”  
 

 



The Court ruled that schools are required to provide full access to its instructional programs, irrespective of 
the student’s immigration status.  Consequently, this case established that if undocumented students attend 
public schools they could not be excluded from provisions and the protections of Title VI of the Civil Rights 
Act.  Thereby, not having schools enforce immigration laws within their district boundaries.   
 

Individuals with Disabilities Education Act, 1990 
This act requires that student evaluations must be conducted in the child’s native language, and that parents 
must be informed of the evaluations and their rights in a language they can understand.  IEP’s must state the 
modifications of instruction, methods, and materials needed for both native language and English as a second 
language instruction. 
 
OCR’s September 27, 1991 Memorandum 
The policy update is designed to determine whether schools are complying with their obligation under Title 
VI and to evaluate the adequacy of the program.  This policy update provides for: staffing requirements, exit 
criteria, access to all programs, schools may not relegate LEP/EL students to “second-class status” by not 
providing them with equitable facilities (putting them in classes in the hallway, closets, etc).  This policy also 
placed the responsibility on school districts to train teachers in the language acquisition theory, methods and 
practices.  Furthermore, the district also has to ensure that the alternative language program teachers are 
evaluated by someone familiar with language acquisition.   
 
The OCR adopted the three prongs of the Castañeda case and required that all language minority students be 
assessed for fluency, that parents be provided school information in a language they understand, and that 
schools assure that instruction to limited English proficient students is carried out by qualified staff.  
 
Every Student Succeeds Act (ESSA), 2015 
The latest reauthorization of the Elementary and Secondary Education Act, signed into law Dec. 10, is in many 
ways a U-turn from its predecessor, the No Child Left Behind Act. Under the Every Student Succeeds Act, 
states get significant leeway in a wide range of areas, with the U.S. Department of Education seeing its 
hands-on role in accountability scaled back considerably.  ESSA will begin in the 2017-18 school year.  States 
will need to incorporate at least four indicators into their accountability systems.  The menu includes three 
academic indicators: proficiency on state tests, English-language proficiency, plus some other academic 
factors that can be broken out by subgroup, which could be growth on state tests. 
 
 

C. Program Goals 
● Goal #1 - Program Implementation - The LHSD ESOL Program will comply with federal 

guidelines through the program implementation practices (such as identification, 
assessment, staffing, etc). 

● Goal #2 - Progress in English language development - ELs will show growth in all four 
domains of the English language (listening, speaking, reading and writing) to attain English 
proficiency.  

● Goal #3 -Progress in academic content - ELs will show growth to attain parity of 
participation in the standard instructional program, comparable to their never EL- peers, 
within a reasonable amount of time (determined by the state).  

 

     D.  Program Objectives 
● To implement and maintain consistent procedures for student identification process. 

 



● To assess all students who have a primary home language other than English. 
● To appropriately design an education plan that will aid EL students in achieving 

academically while becoming proficient in English. 
● To provide highly qualified staff for the ESOL program. 
● To provide equitable access to other district programs and services, including special 

education and gifted/talented education. 
● To provide and encourage parental/family involvement. 
● To use state mandated criteria for exiting students from the ESOL program. 
● To monitor the progress of all EL students during and after program participation. 
● To evaluate the ESOL program and make necessary modifications. 
● To maintain accurate and meaningful student records. 

 

 

   E. Alternative Language Program - Approach and Models 
 

 

 

An approach is defined as a broad, conceptual framework.  The U.S. Department of 
Education (LIEPs): A Review of the Foundational Literature states there are two types of 
research based approaches for LIEPs:  the ESL approach and the Bilingual approach.  
 
The Lake Hamilton School District ESOL Program uses the English as a Second Language 
(ESL)  instructional approach which is based on an educational theory recognized as 
sound by some experts in the field.  This instructional approach, rather than the bilingual 
approach,  was selected because it is in compliance with Ark. Code Ann. §6-16-104 which 
states, “ The basic language of instruction in the public school branches in all the schools of 
the state, public and private, shall be English only.”  
 
As its name implies, the ESL approach focuses on instruction in English as the primary 
means to help ELs acquire the language and ultimately meet high academic standards. 
Students learn and are taught in English exclusively or primarily - certain instructional 
materials or instructional techniques may make use of basic L1 vocabulary, but only as a 
means to support the students’ use of English.  
 
A model is a specific set of instructional services or a fully developed curriculum within an 
approach. It comprises a set of characteristics, principles and practices that have been 

 



developed based on theory and research, and serves as a rough blueprint that classrooms, 
schools and districts may follow as an implementation guide.  
 
There are many different models that follow the ESL approach.  
The Lake Hamilton School District ESOL program models that follow the ESL approach vary 
from building to building depending on the needs of the students and the dynamics of the 
building.  The models are designed to help ELs acquire English proficiency and meet high 
academic standards. 
 

     F.  Accountability 
Part of the NCLB, Title III, in section 3113 (5) describes how the agency will hold LEA’s 
accountable for meeting all Annual Measurable Achievement Objectives (AMAOs): 

● Percentage of students making progress annually in English proficiency as 
measured by the state ELPA21 assessment 

● Percentage of students becoming fully English proficient as measured by the state 
ELPA21 assessment 

● Successfully achieving state accountability goals under ACTAAP 
 

     G.  ESOL Staff 
District ESOL Staff Members 

Name Position 
Kristi Anderson Federal Programs Director 

Tracy Criss ESOL Coordinator/Teacher K-12 
 

ESL Endorsed Staff by School 

Primary School Jill Burton (counselor)                    Melynda Gidcomb (reading) 
Valerie Jackson (classroom)          Holli Hightower 
(classroom) 
Samantha Stallman (classroom)  MichELe Wood (reading) 
Amber Hawkins (classroom)        Jordan Kight (classroom) 

Elementary School 
  

Christina Willis Bales (Asst. Principal) 
Katie Diggs (classroom) 
Dana Hotho (sped)                        CELena Anderson 
(classroom) 
Sandra Slicko (reading)                Mandy Hunter (sped) 
MichELe Mendez (para) 

Intermediate School 
 

Kalynn Smith (classroom 5th)        Stacy Dalton (speech path)  
Alina Frame (classroom 5th)          Rachel Reeves (classroom 4th) 
Brooke Murders (classroom 4th)  Shanna Lamm (counselor)  
Karyn Lowery (counselor)              Claudya Cravens (para)  
Theresa Johnson (classroom 4th) Trudy Cansler (classroom 5th)  

Middle School Amanda Hopkins                             Rhonda Ryals 

 



Danette Porter                                  KELy Chambers 
Junior High School  Jennifer Barton                                Devin Kissire 

Ashley Kincannon 
High School Deana Kewak                                    Debbie Hrvatin 

Ronda Yeagle 
ALE/PBS  Mikala Koller 

District Staff Kristi Anderson                                Rachael Walston  
Tracy Criss                                         Stacey Strickland 

 

 

II IDENTIFICATION 

 

A. Home Language Survey 

As part of the enrollment process, all NEW students (parents) complete a Home Language 
Survey Form.  The Home Language Survey should only be filled out by the parent upon 
INITIAL enrollment.  It is not necessary to update the form annually.  The Home Language 
Survey Form is used to identify possible home language other than English (PHLOTE) 
students.  If the parent gives any response other than English on ONE OR MORE of the 
questions, then the registrar needs to give the Home Language Survey to the ESOL 
Designee within two days.  The ESOL Designee will make a copy of the form and store the 
original in the permanent record.  Home Language Surveys that indicate all English should 
be stored in the student’s permanent record and not given to the ESOL Designee. When 
answers provided by the Home Language Survey vary, are unclear, indicate multiple 
languages, or are initially found to be possibly inaccurate, consideration of additional 
information and a final determination of a PHLOTE needs to be made.   The ESOL designee 
will then follow the remaining steps for proper identification.  This may include the use of 
the Parent Interview Form or a conversation with the family. The purpose of the questions 
is not to determine if the student is ‘dominant’ in English, but if the student is ‘proficient’ in 
English.  Proficiency refers to how wEL the student can speak, read, write, and comprehend 
the language; referred to as the ‘four modalities’.  The ESOL designee will follow proper 
assessment procedures to determine the student’s proficiency level.  

 



B. Parent Interview 

After identification of a PHLOTE an interview may be held with the parents/student and the 
Parent Interview Form will be completed.  The purpose of this interview is to help gather 
information regarding the educational background of both the parent and the student. 
Information gathered from this form includes: where the child went to school in each grade, 
how long the child has been in U.S. schools, the educational level of each parent, special 
education concerns, etc..  This information helps to avoid misidentifying students whose 
proficient language is in fact English. 

C. Procedures for Re-Enrolling- (students that have moved and returned to Lake 
Hamilton) 

If in doubt whether the student has been identified as an EL, contact the ESOL Designee to 
see whether the student needs to be retested or has current English proficiency test data. 
Test data cannot be more than one year old. 

D. Transfer Students  

If a student transfers from a district within the state of Arkansas, it is possible to pull their 
TRIAND report and see if that student has already been identified as an EL (LEP). Records 
may also be acquired through ELevation if a district has the software and releases the 
records.  If a student transfers from out of state the ESOL designee will follow assessment 
procedures using a language assessment approved by A.D.E. 

E. Foreign Exchange Students 

A foreign exchange student who is enrolled in a public school in the United States, based on 
the language of Title VI and the Lau holding, such a foreign exchange student is a ‘person in 
the United States,’ and the Lau provisions would therefore apply.  Foreign exchange 
students must be given the same identification and assessment procedures as other 
students.  The ESOL Designee will follow assessment procedures to determine the 
proficiency level of the foreign exchange student.  If the results of the assessment indicate 
the student is LEP they should be placed into the ESOL program. 

Under the Elementary and Secondary Education Act (ESEA) an LEP exchange student would 
not be exempt from any Title I required assessment, specifically, the annual ELPA 
assessment.  A LEP student, who happens to be a foreign exchange student, would also be 
included in the LEA’s count of LEP students for purposes of allocating funds under Title III 
section 3114(a) of the ESEA. 

F. Procedures for Identifying Students Not Identified During the Initial 
Enrollment Process 

 



If a staff member suspects that the student may have been missed during the initial 
enrollment process, the teacher should notify the ESOL Designee.  The ESOL Designee will 
review documentation and contact the parents/guardians if further information is needed. 

 

III INITIAL  ASSESSMENT 

 

A. The English Language Proficiency Assessment (ELPA21) Screener will be used to assess 
students upon identification as LMS using the Home Language Survey.  ELPA21’s screener is 
a short test form designed to be administered to students soon after they enter the school 
system to help determine if they are in need of EL services.  The screener assesses the 
student’s proficiency in the domains of Speaking, Listening, Reading, and Writing.  Students 
with an overall level of Emerging (1) or Progressing (2) qualify for the ESOL program. 

 
 
Students are Emerging when they have not yet attained a level of English language skill necessary 
to produce, interpret, and collaborate on grade-level content-related academic tasks in English. This 
is indicated on ELPA21 by attaining a profile of Levels 1 and 2 in all four domains. Students scoring 
Emerging on ELPA21 are eligible for ongoing program support. 
 
Students are Progressing when, with support, they approach a level of English language skill 
necessary to produce, interpret, and collaborate, on grade-level content-related academic tasks in 
English. This is indicated on ELPA21 by attaining a profile with one or more domain scores above 
Level 2 that does not meet the requirements to be Proficient. Students scoring Progressing on 
ELPA21 are eligible for ongoing program support. 
 
Students are Proficient when they attain a level of English language skill necessary to 
independently produce, interpret, collaborate on, and succeed in grade-level content-related 
academic tasks in English. This is indicated on ELPA21 by attaining a profile of Level 4 or higher in 

 



all domains. Once Proficient (Overall Level 3) on ELPA21, students can be considered for 
reclassification. 
 

● For level descriptions, see p. 21 , Section V., C. 

 

 

IV PLACEMENT 

 

 

A. Language Proficiency Assessment Committee (LPAC) 
 

1. Purpose 

The purpose of the LPAC committee is to make appropriate educational decisions for 
the English Language Learners.  Any teacher, parent, administrator or LPAC committee 
member may request the committee to convene on behalf of an EL student.  The EL 
student’s parents are welcome to the LPAC meetings, but not required.  

LPAC has also been referred to as Language Placement and Assessment Committee.  An 
LPAC committee must be operational at every school.  The committee advocates for the 
best educational placement of EL students.  It is the responsibility of the LPAC to make 
all decisions based on concrete data and what is in the best interest of the student.  A 
decision cannot be made unless the majority of the members are in agreement with the 
decision.  It is unlawful for only one person to make decisions regarding placement, 

 



instruction and accommodations.  Each time the LPAC convenes, the recommendations 
of the committee should be documented and recorded.  

2. Description 

Each building has a standing committee that meets to make placement decisions and to 
annually review student services.  LPAC meetings should take place with at least 3 
committee members present.  

Members of the LPAC should, at the minimum, consist of: 

● ESOL Designee (Tracy Criss K-12) 
● Administrator Designee 
● A counselor 
● ESOL Building Facilitator 

      Other support personnel if needed: 

● Homeroom teacher/Classroom teacher 
● Special Education teacher 
● Speech Pathologist 
● Gifted and Talented teacher 
● Participation of a parent/guardian is welcomed, but not required 

 
3. Reasons for Holding a Meeting 

a. Initial Placement 
1. Evaluate concrete data and determine placement of new students 
2. Create EL student plan 
3. Determine standardized testing accommodations 

b. Annual Review 
1. Review Teacher Monitor Forms 
2. Review data from ELPA21 and standardized testing 
3. Make changes to EL student plan if needed 
4. Monitoring M1 and M2 students 

c. As Needed 
1. Make changes to EL student plan during the middle of the year 
2. Consideration for retention 
3. Referral for Special Education 
4. Exiting the ESOL program 
5. Waiver Conferences 

 
4. Operational Procedures 

Fall - Initial Placement and Exit Evaluations 

 



After the ESOL Designee has assessed the newly enrolled and identified students with 
the ELPA21 Screener, an LPAC meeting should be held to make the initial placement 
decisions.  Typically this is done in the fall, however, if a student moves in after the 
school year has already begun, the same procedures would be followed. *Remember, 
the law says the district must assess and notify parents within 30 days of the beginning 
of school.  Students that enroll after the beginning of the school year must be assessed 
and parents notified within 2 weeks of their enrollment date.  

Also, the LPAC committee will meet to review standardized test scores for students who 
scored Proficient on the ELPA21 the previous year in order to make decisions 
concerning exiting students, which must be completed by the end of September.  

Table 25. From Arkansas’ Every Student Succeeds Act - Initial Placement 

 

Spring - Annual review-  The LPAC committee will meet annually to review the 

students already placed in the ESOL program and to monitor the M1 and M2 students. 
The committee will go over all new data (ELPA21 scores, standardized testing scores) 
and teacher monitoring forms.  The committee will make any necessary changes to the 
EL Student Plan.  Some decisions from this LPAC meeting might affect scheduling for the 

 



next school year.  The school needs to be flexible and willing to work with the LPAC 
committee’s decision in order to meet the students’ needs.  

*All parents will receive a Parent Notification of Annual Review Form that 
summarizes their child’s progress in acquiring the English language.  It includes their 
current ELPA21 score and informs the parents of any changes made to the EL Student 
Plan. 

Table 26. From Arkansas’ Every Student Succeeds Act -  

 

Additional LPAC Meetings - Additional LPAC meetings may be held at any point 

during the year as the need arises.  

 

1. District LPAC Members 

School Name Position 
Primary Tracy Criss ESOL Coordinator 
Primary Alyson Petty Administrative Designee 
Primary Laura Restamen ESOL Building Facilitator 
Primary Amy Humphries  or 

Jill Burton 
Counselor – depending on students’ grade 
level 

 

School Name Position 
Elementary Tracy Criss ESOL Coordinator 
Elementary Christina Bales Administrative Designee 
Elementary Katie Diggs ESOL Building Facilitator 
Elementary Melissa Allen or 

Allison Spraggins 
Counselor – depending on students’ grade 
level 

 



 

School Name Position 
Intermediate Tracy Criss ESOL Coordinator 
Intermediate Brian Hopkins Administrative Designee 
Intermediate Alaina Frame ESOL Building Facilitator 
Intermediate Karyn Lowery  or 

Shanna Lamm 
Counselor - depending on students’ grade 
level 

 

School Name Position 
Middle Tracy Criss ESOL Coordinator 
Middle Tommy Norton Administrative Designee 
Middle  Danette Porter ESOL Building Facilitator 
Middle Jamie Anderson or 

Vickie Davis 
Counselor – depending on students’ grade 
level 

 

School Name Position 
Junior High Tracy Criss ESOL Coordinator 
Junior High Bryan Cook Administrative Designee 
Junior High Lorenia LiMandri ESOL Building Facilitator 
Junior High Jennifer Lyle Counselor – depending on students’ grade 

level 
 

School Name Position 
High School Tracy Criss ESOL Coordinator 
High School Lori Bush Administrative Designee 
High School Ronda Vanderburg ESOL Building Facilitator 
High School Traci Britt Counselor – depending on students’ grade 

level 
 

A. Procedures for Placing Students in the ESOL Program 

 
1. LPAC Reviews Initial Assessment Scores 

All decisions regarding services of students into the ESOL program are made by the 
LPAC.  The results of the initial assessment data (ELPA21) determine whether the 
student qualifies for the ESOL program.  The committee will review the scores and will 
complete the Newly Placed Student Form.  If the committee uses subjective criteria 
(classroom performance, parent request, etc) to override criteria in making placement 

 



decisions, the LPAC will develop a written explanation detailing the reasons for deviating 
from the objective criteria and attach it to Initial Placement Form.  

After initial placement decisions have been made, the Notification of English 
Language Program Placement or Continuation form or the Notification for Not 
Qualifying for LEP Services form, both of which include Parental Rights information, 
will be sent home. 
 

2. LPAC Creates an EL Student Plan 

Once the LPAC has reviewed the initial assessment scores they must then decide on the 
least restrictive and optimal setting for each student.  The EL Student Plan is a form 
that will be part of their green folder.  The form consists of the following information: 
 

a. Determines Type of Service 

The ESOL Program offers three types of service: Extensive, Supportive and 
Transitional.  There are many model variations within each service type.   The LPAC 
will determine which type of service is appropriate for the EL, which model(s) are 
necessary as wEL as the amount of service to be received. (A more detailed 
explanation of the service types is listed under section V.) The ESOL Coordinator 
will input all modifications into ELevation.  

b. Classroom Modifications  

Classroom teachers will access their students’ modifications at the beginning of the 
year in ELevation.  Teachers are required to verify that they have reviewed their EL 
students’ modifications and accommodations by completing the Beginning of Year 
Classroom Modifications and Accommodations Verification form.  Teachers may 
also find suggested strategies appropriate for their students’ proficiency levels in 
the Instruction section of ELevation.  The teacher will refer to the modifications, 
accommodations, and strategies when planning instruction for EL students.  

c. Determines Allowable Standardized Test Accommodations 

If an accommodation is to be used on the state mandated test in the spring, it MUST 
be practiced throughout the school year, otherwise it is not a valid accommodation. 
The LPAC will determine which types of testing accommodations each EL student 
requires (if any) and it will be recorded on the State Accommodations Report.  

3. Parent Notification 

By law, parents of students who have been identified as English Language Learners and 
are placed in the district’s ESOL program must be notified within 30 days of 
identification.  Parent communication is provided in a language parents can understand. 

 



The Notification of English Language Program Placement or Continuation is sent 
home informing them of their child’s assessment results, information about ESOL 
services available for their child and parental rights, including the right to waive 
services for their child. 

In compliance with Title III requirements, parent notifications regarding services must 
include the following items: 

● reasons for identification of the child as Limited English Proficient and in need of 
placement in a language instruction educational program 

● student’s level of English proficiency, how such level(s) were assessed 
● method of instruction to be used 
● how the program will help the student learn English and reach age-appropriate 

academic achievement standards for grade promotion and graduation 
● specific exit requirements for the program 
● information about parental rights, including written guidance detailing the parent’s 

right to waive services for his/her child 
 

a. Parental Rights 

Parents will receive a copy of the Notification of English Language Program 
Placement or Continuation which includes their right to be notified of their child’s 
progress in acquiring English based on the annual ELPA21 test.  In addition, they are 
informed of their right to waive services for their child, with the understanding that 
it does not exit them from the program. 

b. Waive Services 

If a parent chooses to waive services, an LPAC conference must be held.  During the 
conference the LPAC committee will determine if there has been a 
misunderstanding regarding the information sent home.  If they still want to waive 
services, a Waiver Form is completed and signed by the parent.  Parents may 
choose to waive all or part of the services.  If a parent chooses to waive services, the 
student is still considered EL (LEP) and remains in the program, but they will not 
receive direct services.  In addition, the student is still required to participate in the 
annual ELPA21 (English Language Proficiency Assessment) until they can develop 
full English proficiency and be exited from the program. 

4. Enter EL demographics into eSchool 

Every fall the building ESOL Designee must enter all EL demographics into eSchool.  It 
should not be entered until all decisions have been made (placement, direct or indirect, 
waive, exit, etc).  All demographics must be entered by the end of September. 

 



5. Notify Classroom Teacher 

At the beginning of school, teachers will be notified of all EL students in their classes. 
Teachers will find student Modifications, Accommodations, and appropriate and 
effective strategies they can use to support their ELs.  By the end of August, teachers will 
complete the  Beginning of Year Classroom Modifications and Accommodations 
Verification form to verify that they have reviewed this information and will 
implement it in their lessons.  Teachers may also access the EL Student Plan in 
ELevation (which contains the same information accessed separately).  If a classroom 
teacher has a concern about the EL Student Plan, then he/she must notify the ESOL 
Designee and request an LPAC meeting.  The LPAC will meet with the teacher to discuss 
possible solutions.  

6. Create Green ESOL Folder 

The building ESOL staff member will create a green ESOL folder for each EL student.  A 
green form will be placed in the student’s permanent record folder indicating that the 
student is placed in the ESOL program.  The green ESOL Folders will be housed with the 
ESOL Designees.  The folder will hold the following: 

● Home Language Survey 
● Parent Interview (if needed) 
● ELPA Screener or ELPA21 assessment reports 
● EL Initial Placement Form 
● Parent Notification Form with date of when notification was sent home 
● Waiver Form (if necessary) 
● EL Student Plan Form (includes modifications) 
● Testing Accommodations Form 
● Annual Review Form with date of when notification was sent home 
● Exit Form with date of when notification was sent home 
● Monitoring Forms will be kept in digital form in ELevation. 
● Any other documented information regarding services provided by the ESOL 

program  
 

 



V. CURRICULUM AND INSTRUCTION

 

A. ESOL Program 

Lake Hamilton School District uses English for Speakers of Other Languages as a program to 
meet the needs of all English Language Learner students in both language acquisition and 
core content.  The instructional approach adopted by the district is ESL (English as a Second 
Language).  All instruction is provided in English.   The type of service and delivery of 
instruction depends on the proficiency levels of the students. 

All services are designed to enable EL students to work toward proficiency in the English 
language and attain parity of participation in the standard instructional program, 
comparable to their never EL peers, within a reasonable amount of time.  All instruction will 
be aligned with the state adopted Arkansas Standards and follow the English Language 
Proficiency Standards.  The ELP Standards can be found on the Arkansas Department of 
Education website and on the Lake Hamilton School District website under the ESOL link. 

 

B. Equitable Facilities 

Facilities provided to EL students must be comparable in size and quality to those provided 
to other students.  Thus, if other students are taught in regular classroom settings, EL 
students should not be taught in hallways, offices or other makeshift classes.  

 

 

 

 

 

 

 



C. Understanding Language Proficiency Levels – determined by ELPA Screener or 
ELPA21 scores 

 

Proficiency 
Level for 

each Domain 

Description Student Expectations 

Level 1 Beginning Displays few grade-level English language skills and will benefit from EL 

Program support. 

Level 2 Early 

Intermediate 

Presents evidence of developing grade-level English language skills and 
will benefit from EL Program support. 

Level 3 Intermediate Applies some grade-level English language skills and will benefit from EL 
Program support. 

Level 4 Early 

Advanced 

Demonstrate English language skills required for engagement with 

grade-level academic content instruction at a level comparable to 

non-ELs.  

Level 5 Advanced Exhibits superior English language skills, as measured by ELPA21.  

 

Overall Proficiency Levels (based on above scores) 

Emerging (Level 1) - Students are Emerging when they have not yet attained a level of English language 
skill necessary to produce, interpret, and collaborate on grade-level content-related academic tasks in 
English.  This is indicated on ELPA21 by attaining a profile of Levels 1 and 2 in all four domains.  Students 
scoring Emerging on ELPA21 are eligible for ongoing program support.  

Progressing (Level 2) - Students are Progressing when, with support, they approach a level of English 
language skill necessary to produce, interpret, and collaborate, on grade-level content-related academic 
tasks in English.  This is indicated on ELPA21 by attaining a profile with one or more domain scores 
above Level 2 that does not meet the requirements to be Proficient.  Students scoring Progressing on 
ELPA21 are eligible for ongoing program support.  

Proficient (Level 3) - Students are Proficient when they attain a level of English language skill necessary 
to independently produce, interpret, collaborate on, and succeed in grade-level content-related 
academic tasks in English.  This is indicated on ELPA21 by attaining a profile of Level 4 or higher in all 
domains.  Once Proficient on ELPA21, students can be considered for reclassification.  

D. Types of Service 

There are three types of service: Extensive, Supportive and Transitional.  The LPAC 
determines the type of service based on the proficiency level of the student and academic 
abilities.  The LPAC also determines which model(s) of service are necessary as wEL as the 

 



amount of service to be received.  The amount of service may decrease as the proficiency 
level increases. Because of the age of the students, scheduling, graduation requirements, 
etc., each building offers different models of service.  All rationale for why these models 
are appropriate can be found in the U.S. Department of Education Language Instruction 
Educational Program (LIEPs): A Review of the Foundational Literature which is located 
on the school website. 

The Lake Hamilton School District ESOL Program uses the following models: 

ESOL/ELD  

Goal Proficiency in English 

Description (K-5) Students may receive explicit language instruction through a 
pull-out setting.  
(6-12) Students may have a dedicated ELD class and receive a 
local credit for the course. 

Criteria to receive the service ELs Level 1 and some Level 2 as determined by the LPAC 

Criteria to provide the 
service 

A certified teacher with an ESL endorsement 
ESOL Teacher 
ESOL Paraprofessional under the direct supervision of the ESOL 
teacher 

Curriculum Pearson Language Central Curriculum (K-10) 
Grammar Gallery K-12 
ELP Standards 
Reach 
Mango  
Duolingo 

Evaluating the effectiveness Quarterly progress monitoring from the Language Central 
curriculum 
Grammar Gallery assessments 
Growth on ELPA21 

 

 

CONTENT ESL  

Goal Proficiency in English 
Preparation to meet academic achievement standards 

Description (K-5) Students may receive grade level specific Language Arts 
Content ESL instruction for 60 minutes a day.  Instruction uses 
the content as a medium for building language skills.  Although 

 



using content as a means, instruction is still focused primarily on 
learning English. 
*this is not content remediation 
 
(6-12) Students may have a dedicated ESL English class and 
receive English credit for the course.  The class will be 
designated strictly for EL students.  This class may be mixed 
grade levels or grade level specific. 

Criteria to receive the 
service 

ELs Level 1 and Level 2, with a focus on those who scored “not 
ready” on Aspire ELA  

Criteria to provide the 
service 

A certified teacher with an ESL endorsement 
*the teacher should be certified in the content area.  
(may be the ESOL teacher) 

Curriculum Pearson Language Central Curriculum (K-10) 
Clear Grammar 
Arkansas C.C.S.S. 
ELP Standards 
Inside Literacy 
Perspectives 

Evaluating the effectiveness Quarterly progress monitoring from the Language Central 
curriculum 
Clear Grammar Assessments 
Growth on ELPA21 
ACT Aspire formative and summative assessments 

 

 

NEWCOMER  

Goal Preparation to participate in regular ALP offerings 
Build foundational skills 

Description (K-5) Students may receive instruction in a pull-out setting to 
learn English, acclimate to American school setting and prepare 
them to participate in mainstream classrooms.  Class setting 
could consist of varying grade levels. 
 
(6-12) Students may have a dedicated Newcomer class in their 
school day and receive a local credit for the course.  Class setting 
could consist of varying grade levels. Instruction is focused on 
learning English, acclimating to American school setting and 
preparing students to participate in mainstream classrooms 

 



Criteria to receive the 
service 

ELs who are recent immigrants and often have limited formal 
education in their native language.  
 
ELs Level 1  

Criteria to provide the 
service 

A certified teacher with an ESL endorsement 
ESOL Teacher 
ESOL Paraprofessional under the direct supervision of the ESOL 
teacher 

Curriculum Pearson Newcomer Program 

Evaluating the effectiveness Pearson Newcomer assessments 
Growth on ELPA21 

 

 

SHELTERED INSTRUCTION  

Goal Proficiency in English 
Preparation to meet academic achievement standards 

Description The general education teacher provides instruction that 
simultaneously introduces both language and content, using 
specialized techniques to accommodate ELs linguistic needs.  
 
ALL SI teachers must have on-going training in: 
*the process of language acquisition 
*knowledge of the linguistic abilities and needs of the students 
*deep understanding of the ELP Standards and how to align 
them to their lesson planning 
 
*The teacher should know the EL students’ proficiency levels 
and lessons should be designed to help the students grow in 
each modality to reach full English proficiency. 

Criteria to receive the 
service 

(K-12) ALL ELs will receive sheltered instruction through their 
general education classrooms 

Criteria to provide the 
service 

Mainstream classroom teacher  
Ideal is an ESL endorsed teacher.  Required are teachers that 
are appropriately trained. 

Curriculum Arkansas Academic Standards 
ELP Standards 

Evaluating the effectiveness Evidence of specialized instruction for ELs (lesson plans, 

 



classroom performance, etc) 
40th percentile or better in literacy and math on 
norm-referenced assessments. 
Proficient or better in literacy and math on criterion-referenced 
assessments. 
Growth on ELPA21 
*This model is appropriate and sufficient for Level 2 and 3 
students if they are performing at or above grade level.  If the 
EL is below grade level the mainstream teacher should 
request an LPAC meeting to discuss additional services.  

 

E. Classroom Modifications  

The mainstream teacher has primary responsibility for the instruction of the EL.  Any 
teacher who services an EL student must be trained in language acquisition and ESOL 
strategies.  The student spends a significant part of the day in the mainstream classroom. 
Because of this, the mainstream teacher is responsible for implementing classroom 
strategies and modifications designed to help the EL understand the content.  Appropriate 
modifications must be used to ensure comprehensible input.  As the proficiency level of the 
student increases the need for modifications may decrease.  The ultimate goal is for the 
student to reach full English proficiency and attain parity of participation in the standard 
instructional program, comparable to their never EL- peers, within a reasonable amount of 
time, which is outlined in the Dept. of.  

Classroom teachers will receive a Modifications Form for each EL student.  The form will 
suggest types of modifications to use depending on the student’s proficiency level. 
Classroom instruction should be delivered using comprehensible input or instruction that is 
meaningful to the English Language Learner.  It is the district’s responsibility to provide 
classroom teachers with ongoing, meaningful, and relevant professional development 
relevant to the instruction of English learners.   Teachers are strongly encouraged to attend 
the ESL Academy in the summer and obtain their ESL endorsement.  The training is 
invaluable and our growing population of EL students indicates the need for more trained 
teachers.  Additional training is available through Dawson Co-Op, ARKTESOL (Arkansas 
Teachers of English to Speakers of Other Languages), etc.  

F. Testing Accommodations 

Accommodations are available on CRT and NRT tests in the spring.  The LPAC decides which 
students receive accommodations and will record them on the Accommodations Form. 
The classroom teacher must regularly use the accommodation throughout the school year 
in order for it to be a valid accommodation in the spring.  If the student has not been 
receiving the accommodation throughout the year, he/she will not be allowed to use the 
accommodation on the test in the spring. 

 



G. Guidelines for Grading 

When students are in the process of learning English, it is not appropriate to assign grades 
that indicate failure or needs improvement if it is due to their limited English proficiency. 
At the same time, it is not appropriate to assign grades that indicate grade level or 
satisfactory work if they are not meeting grade level standards.  This sends mixed signals to 
parents and other staff making assessment and placement decisions.  In addition, every 
effort must be made to teach the EL students at grade level standards using appropriate 
modifications and sheltered English instruction.  Below are the guidelines that should be 
used when assigning grades to ELs.  

● Lessons should follow appropriate Arkansas content standards for their grade level 
● Lessons should be modified according to the ELP Standards and their proficiency 

level 
● Grades should reflect the modified lesson 
● Teachers should note on the assignment and in eschool that the grade is based on 

the modified assignment 

When students receive a passing grade on modified assignments/tests, the teacher  
must indicate somewhere on the paper that it is modified.  This lets the parents know that 
their child is receiving satisfactory grades on grade level standards, but with the use of 
modifications.  In addition, when the teacher completes the teacher feedback form in the 
spring he/she must indicate the child received passing grades on modified work.  This helps 
alleviate confusion when the LPAC reviews previous year’s classroom grades.  

If the student receives a failing grade, and proof of modification was provided (or proof that 
language was not the issue), then that grade is justifiable.  Some examples might be: 
excessive absences, unruly behavior, poor time management, etc.  
  

H. Retention 

Retention of an EL student should not be based on English language proficiency.  Lack of 
English skills should not be mistaken for poor achievement.  The Office of Civil Rights (OCR) 
asserts, “it is their policy to find a violation of the Regulation Implementing Title VI of the 
Civil Rights Act of 1964 if LEP students are retained in grade for failure to demonstrate 
basic skills in English” (Lau v. Nichols, 1970).  English must be taught to LEP students to 
provide them equal access to educational opportunities and instructional delivery must 
ensure comprehensible input. 

A retention decision should be made by the LPAC committee and the following things 
should be discussed at the meeting: 

● Years of schooling in a U.S. school as wEL as their native country.  Was their 
education continuous or interrupted (war, migrant work, refugee)? Has the student 
been enrolled in the district for more than one full academic year? 

● Student’s progress on the language proficiency assessment (ELPA21).  Did the 
student improve in at least one domain out of the four (Reading, Writing, Listening 
and Speaking)? 

 



● Student’s stage of language development: Emerging (1), Progressing (2), or 
Proficient (3). 

● Cultural Factors - foreign languages can have a different alphabet, sounds, reading 
and writing systems.  

● Development Stage - Be careful that immaturity is not due to cultural factors.  What 
is considered to be immature behavior in the U.S. may be considered socially 
acceptable behavior in another country. 

● Evidence of differentiated instruction aligned with the ELP Standards. 
● Evidence of meaningful participation - are classroom modifications being made in 

the areas of: lesson delivery, assignments, homework and assessments? 
● Interventions - What interventions have taken place? 
● Evidence of collaboration with the ESOL Designee to discuss student progress and 

learn strategies to help an at-risk student. 
● Parental Involvement - How often have parents been consulted regarding their 

child’s progress or lack of progress? Are they aware of their legal rights? Do they 
understand how our educational system works?  What suggestions and support 
have been given to parents on how to help their child at home? 

 When making retention decisions the LPAC should consider the following: 

● Retention is NOT a strategy to “catch up” academically 
● Retention will not facilitate English language acquisition 
● Retention should not be based on one specific piece of data alone or any sole 

criterion 
● Retention may be considered if the student has excessive absences 
● Retention may be considered if the committee has evaluated all the Retention 

Guidelines and the student still is not successful. 

VI ACCESS TO ALL DISTRICT PROGRAMS 

 



 

 

A. Special Education 

It is important to realize that learning impaired by limited proficiency in the English 
language is NOT the same thing as learning disabled.  A student’s intELigence is not 
reflected by their language level.  It is also important to realize that a student may truly have 
a learning disability, regardless of their language proficiency. Proper documentation must 
be made to prove that the student is being placed in the special education program based on 
a learning disability and not because of their language level.  If an EL student qualifies for 
special education they are eligible for dual services.  One program does not trump the other. 
Full collaboration and communication must be maintained between the two programs so as 
to best serve the needs of the EL. 

The guidelines for referring and serving ELs in Special Education are: 

● If a teacher suspects a learning disability he/she must request an LPAC 
meeting.  The LPAC meeting must include the ESOL Designee and the Special 
Education teacher when involved in decisions related to special education 
referrals and placement. 

● The district should adhere to the Arkansas State Guidelines on 
Non-Discriminatory Assessment and Addressing Educational Needs of ELs with 
Disabilities which can be found on the A.D.E. website. 

● After an EL is placed in Special Education, the ESOL Designee should be 
included in the IEP and annual review of the student 

 



● There is no waiting period required before referring an EL student for a special 
education evaluation. 

● ELs in need of special education services, as wEL as ESOL, may receive both 
services concurrently.  They are eligible for dual services. 

 

B. Gifted and Talented 

Title VI requires that ELs have equal access to all programs.  This includes Gifted and 
Talented, Pre-AP and AP courses at all levels throughout the district.  In addition, the district 
is required to provide parents of EL students the same information (in a language they can 
understand, when possible) about opportunities, requirements, selection criteria, and 
general information regarding the G/T or Pre AP/AP courses that is provided to the parents 
of native English speakers. 

C. Extracurricular Programs 

Title VI specifies that EL students are provided the same opportunities to participate in all 
special programs and activities as native English speakers.  In addition, the district is 
required to provide the parents of EL students with the same information (in a language 
they can understand, when possible) about special programs and activities.  

 

VII ANNUAL ASSESSMENTS 

 

A. Criterion Referenced Assessment 

Criterion Referenced tests and assessments are designed to measure student performance 
against a fixed set of predetermined criteria or learning standards - i.e., concise, written 
descriptions of what students are expected to know and be able to do at a specific stage of 
their education. 

 



This form of assessment is required by Federal law and is given annually.  Examples of 
Criterion Referenced Assessments are: 

● ACT Aspire 

The LPAC will determine which accommodations (if any) the EL student may require.  

● All students must take the ACT/Aspire or other required standardized tests 
● Students must be identified as EL (LEP) to receive accommodations. 
● Results are used to measure Annual Measurable Objectives (AMO).  

● Students who have attended U.S. schools for less than one year may have their 
scores excluded from counting towards AMO. 

● M1 and M2 students may be included in the LEP sub-population in making AMO 
determinations. 

 

B. Norm Referenced Assessment 

Norm Referenced assessments report whether test takers performed better or worse than a 
hypothetical average student, which is determined by comparing scores against the 
performance results of a statistically selected group of test takers, typically of the same age 
or grade level, who have already taken the exam. 

This form of assessment is also required by Federal law and is given annually.  Examples of 
Norm Referenced Assessments are: 

● NWEA 

 

The LPAC will determine which accommodations (if any) the EL student may require.  

● Students may not be exempt from testing.  All students must test, regardless of 
language level.  The first year of testing will establish a baseline.  The second 
year will record growth only.  The third year’s growth and achievement scores 
will be included in school ESSA index. 

 

C. English Language Proficiency Assessment (ELPA21)- The English Language Proficiency 
Assessment for the 21st-Century (ELPA21) measures a student's growth in English 
language proficiency based on the English Language Proficiency (ELP) Standards. It 
provides valuable information that informs instruction and facilitates academic proficiency 
in English to help make sure all ELs leave high school prepared for college and career 
success. 

 

http://www.elpa21.org/sites/default/files/Final%204_30%20ELPA21%20Standards_1.pdf


This form of assessment is also required by Federal Law and is given annually. 

● Required of all EL students regardless of ESOL service 

● Administered with accommodations ONLY to students with an IEP 

● Used to measure the language development progress of EL students  
● Used to help determine Annual Measurable Achievement Objectives (AMAOs) 

for the district 

● This is an ACTAAP assessment which falls under the same security guidelines 
as other state mandated testing. 

● This test measures the four domains of language development: listening, 
speaking, reading and writing. 

● The ELPA21 score is used to determine the proficiency level of the English 
language for each EL 

 

VIII ANNUAL REVIEWS  

 

A. LPAC 

Annual reviews are conducted by the LPAC to analyze the progress of EL students.  

● Annual Reviews should be held in the SPRING – because scores and data from 
the most current ELPA21 will be available, and valuable, timely input from 
teachers who know the students will be available. 

● Classroom teachers will complete a Progress Monitoring Form for each of 
their EL students during the Fall and Spring in ELevation.  These forms will be 
available for the Annual Review.  The feedback from the teacher will help the 
LPAC make decisions about modifications, accommodations and more.  

● The LPAC will examine the student’s previous year’s grades, academic 
achievement scores, ELPA21 scores, and teacher feedback. 

● The committee will put more emphasis on language development for ESOL 
services than academic achievement scores when making decisions.  The 
committee will refer to academic achievement scores when making 
intervention decisions for at-risk students. 

● During this time changes may be made to the EL Student Plan. 
● All information gathered during the LPAC meeting will be recorded on the 

student’s Annual Review Form. 

 



● All updated forms will be kept in the student’s green ESOL folder. 

 

B. Parent Notification 

By law, parents must receive notification of their child’s progress in acquiring the English 
language through the ESOL program.  A Parent Notification of Annual Review will be sent 
home following the LPAC meeting.  In addition, the form should be sent home in a language 
the parent can understand.  If the parent has any questions or concerns about the progress 
of their child, or the services they are receiving, they may request a meeting with the LPAC.  

 

IX STAFFING AND PROFESSIONAL DEVELOPMENT 

 

 

A. District Responsibilities 

The responsibilities of the district include: 

● Ensure that all staff working with ELs are trained in how to provide 
appropriate instruction for ELs. 

● Ensure that all staff working with ELs are knowledgeable of the language 
acquisition process. 

● Designate an ESOL Coordinator or Co-Coordinators. 
● ESOL teachers must be ESL endorsed by the state of Arkansas. 
● If there is an insufficient number of ESL endorsed teachers available to staff the 

program, the district will provide training to teachers. 
●  Administrative staff assigned to evaluate the performance of ESOL teachers 

will be trained in ESL methodologies.  

 



● Stay in compliance with state and federal law. 

 

B. ESOL Co-Coordinator/Teacher Job Description 
● ESOL Program 

○ Develop and maintain a comprehensive EL student roster 
○ Collaborate during monthly ESOL meetings 
○ Annually update the ESOL Handbook and Forms 
○ Annually evaluate the ESOL program and make changes as needed 
○ Attend ARKTESOL and other training related to the ESOL program 
○ Develop and oversee an educational program for EL students that is designed to 

show growth in language acquisition as wEL as academic achievement 
○ Develop and coordinate curriculum which improves reading, writing, listening 

and speaking skills 
○ Purchase materials that support the ESOL program  
○ Ensure the website is updated 

● District Reports 
○ Use results of ELPA21 to provide statements for ACSIP 
○ Update district ESL endorsed personnel list 
○ Monitor district eschool data reports for accuracy 

● ESOL Designee  
○ Chair LPAC meetings 
○ Send home notification of Placement, Annual Reviews, Exiting, etc. to parents 
○ Collaborate with mainstream teacher in planning instruction for ELs 
○ Provide mainstream teacher with relevant information of ELs, including: EL 

Student Plan, Modifications, and Testing Accommodations 
○ Provide ongoing training, support and staff development for staff members 
○ Serve as the ‘go-to’ person for any question/concern related to ELs and/or the 

ESOL program 
○ Oversees and implements the ESOL program  
○ Observe classroom practices, collect student work samples and monitor student 

achievement to ensure teachers are effectively implementing modifications and 
accommodations - step in and assist when a teacher needs help 

○ Collaborate with academic facilitators 
○ Collaborate with Special Education, G.T. and other special programs 
○ Attend Special Ed. annual reviews for ELs with an I.E.P. 
○ Distribute and collect Teacher Feedback forms 

● ESOL Assessor 
○ Collect Home Language Surveys  
○ Conduct parent interview to determine dominant language 
○ Assess newly identified students with the preLAS or LAS Links 
○ Annually assess all ELs with the ELPA21 

 



○ Send home Parent Notifications and Parental Rights 
● ESOL Record Keeper 

○ Develop and maintain a grade level EL student roster 
○ Collect, analyze, maintain and record data (eSchool) for all ELs 
○ Collect, analyze, maintain and record data (ACTAAP) for all ELs 
○ Maintain green ESOL folder for each EL student with copies of all ESOL 

documentation 
○ Collect, record and distribute data to parents, teachers and relevant staff 

● ESOL Instructional Facilitator 
○ Use results of ELPA21, preLAS, LAS Links and ACTAAP to drive instruction for 

ELs 
○ Provide specialized language acquisition instruction to ELs  
○ Use the English Language Proficiency Standards to guide instruction 
○ Counsel ELs and act on their behalf 
○ Provide ELs with a safe place in which they feel valued and welcome 
○ Advocate for ELs and ensure that services are equitable 
○ Monitor academic progress of ELs 
○ Work with mainstream teachers to ensure the integration of language 

development within content areas 
○ Collaborate with staff members to develop a shared accountability, or 

ownership, for the teaching and learning of ELs 
○ Train and supervise ESOL paraprofessionals 

● ELPA21 Testing Administrator 
○ Evaluate and record ELPA21 data 
○ Organize ELPA21 webinar 
○ Verify ADE list of ELs for ELPA21  
○ Oversee the coordination and implementation of district ELPA21 testing 
○ Collect and repack ELPA21 materials for return shipment 

● District Testing 
○ Update roster of all EL students for District Test Coordinator 
○ Ensure that appropriate accommodations are documented for ELs 
○ Provide counselors with copies of LPAC forms that include testing 

accommodations 
● Community Liaison 

○ Provide interpreters and translators for parents 
○ Ensure that district forms are sent home in a language the parents can 

understand  
○ Provide ESOL Family Nights 
○ Serve as a link between the community and the school 
○ Provide support to parents and families of ELs 

 

 



C. ESOL Building Facilitator Job Description 
● Standing member of LPAC committee 

● Helps provide staff development/training to staff members 

● Helps administer ELPA21  
● Serves as the building level go-to person if the ESOL Designee is not available 

 

D. ESOL Designee Timeline – Changes in activities and dates may occur at any time due to 
federal, state or local mandates. 

 

JULY 
● Data Collection and Analysis 
● Collaborate with counselors to ensure EL students are appropriately scheduled 

AUGUST 
● Provide staff development to staff members 
● Attend Open Houses 
● Collect Home Language Surveys 
● Interview families to determine dominant language 
● Obtain homeroom rosters and/or student schedules 
● Obtain teacher schedules, pull-out schedules, etc.  
● Begin assessing newly enrolled students with preLAS or LAS Links 
● First Day of School - Be available first thing in the morning to assist non-English speaking 

students - Provide specialized language acquisition instruction to non-English speaking 
students beginning on Day 1. 

● First Week of School - Kindergarten Screening 

SEPTEMBER 
● Continue assessing newly enrolled students with preLAS or LAS Links 
● Continue LPAC for Annual Reviews 
● Send home parent notification of Annual Reviews 
● Chair LPAC to monitor M1 and M2 students 
● Chair LPAC for Initial Placements 
● Send home Parent Notification of Placement and Parental Rights (must be done within 30 

days of enrollment) 
● Chair LPAC for Waiver conference *if requested 
● Meet individually with mainstream teachers and go over EL Student Plans, Modifications 

and Accommodations  (2 days per building) 
● Revise and update eSchool spreadsheet  
● deadline for eSchool entry is October 1st  
● Provide counselors with copies of LPAC forms and Testing Accommodation forms 
● Enter all ESL/ESOL information into eSchool 
● Provide registrars with a copy of the eSchool spreadsheet 
● Prepare District Reports  

 



● Create and/or update a green ESOL folder for each EL student 
● Recurring Duties 

○ Provide specialized language acquisition instruction for L1s and L2s 
○ Communicate with administrators about daily location and responsibilities 
○ Supervise and collaborate with ESOL paraprofessionals and facilitators 
○ Monthly ESOL meeting  
○ Monthly meetings with mainstream teachers (training, provide staff development, 

model strategies, etc) 
○ On-going collaboration with staff members regarding instruction for ELs 
○ Serve as a resource for mainstream teachers (Push-in, assist with lesson planning, 

model strategies, etc.) 
○ Monitor student grades and advocate for ELs 
○ ACSIP 
○ Monitor and maintain the EL database, rosters and files 

OCTOBER 
● Attend ARKTESOL 
● Arrange for interpreters for Parent/Teacher conferences 
● Attend Parent/Teacher conferences 
● Recurring Duties 

NOVEMBER 
● ESOL Family Night 
● Recurring Duties 

DECEMBER 
● Recurring Duties 
● Mid-Year check on all EL students 

JANUARY 
● Chair LPAC - monitor student progress and make changes to EL Student Plan if necessary 
● Collaborate with counselors to ensure EL students are appropriately scheduled 
● Obtain student schedules 
● Meet individually with mainstream teachers and go over EL Student Plans, Modifications 

and Accommodations - for teachers affected by semester courses 
● Recurring Duties 

FEBRUARY 
● Arrange for interpreters for Parent/Teacher conferences 
● Attend Parent/Teacher conferences 
● ELPA21 Webinar 
● Prepare for ELPA21 testing 
● Recurring Duties 

MARCH 
● Arrange for interpreters for Parent/Teacher conferences 
● Attend Parent/Teacher conferences 
● ELPA21 Testing 

 



● Recurring Duties 

APRIL 
● ACTAAP Testing 
● Continue ELPA21 Testing 
● ESOL Family Night 
● Recurring Duties 

MAY 
● Distribute and collect Teacher Feedback Forms  
● End of the year Program Evaluation 
● Recurring Duties 

JUNE 
● Revise the ESOL Handbook and Forms 
● Update student folders 
● Request translation services for new forms 
● Order materials that support the ESOL program 

 

 

X COMMUNICATION WITH PARENTS 

 

A. Legal Requirements  

All parents will be given equal opportunity and encouragement to participate in the 
education of their children by providing information in a language they can understand. 

 

B. Oral (Interpret) and Written (Translate) Communication 

If a teacher, administrator or building representative believes a form needs to be translated 
or an interpreter is needed the following steps needs to be followed… 

Step 1 – Contact the district interpreter or the ESOL coordinator and make a request 

 



Step 2 – The ESOL coordinator will follow protocol to ensure the request is met 

Step 3 – Be aware of the amount of time required for the service 

Things to Consider: 

● Please do not give the ESOL designee a form in the morning and expect it back by 
that afternoon.  Be aware and considerate of the amount of time it takes to translate 
forms, and or locate an interpreter. 

● If the form is one paragraph or less please allow 1-2 days 

● If the form is two paragraphs or more please allow 2-3 days 

● If the form is a complete document please allow 1-2 weeks 

● Always send as an electronic copy when possible 

● Interpreters and translators are hired through the administration office.  They are 
paid an hourly rate for their services.  If you know of any parents that are bilingual 
please send their name to the ESOL Designee. 

● At this point Spanish is the majority language among EL families.  Priority is given to 
Spanish translation first.  Translation into Romanian is possible, but on a 
case-by-case situation. 

 

C. Parental Involvement 

Every fall and spring the ESOL staff will hold an ESOL Family Night.  Students are provided 
with fun activities, families are provided with refreshments and all family members are 
encouraged to attend.  Parents are provided with information about the program, 
cooperative group activities are planned, and time is spent sharing and planning ways to 
better meet the needs of our students and families.  Please encourage your EL families to 
attend the ESOL Family Night.  The ESOL staff encourages you to attend as wEL. 

 

XI EXITING THE ESOL PROGRAM 

 



 

A. Preparing to Exit 

The academic progress of EL students is monitored yearly by the LPAC at each building. 
The progress is recorded on the Annual Review Form.  When a student has met the 
required criteria then he/she may qualify to exit the ESOL program.  

B. Criteria to Exit 

In order for an EL to be exited from the ESOL program and be reclassified as Monitored 
(M1) student, the student must meet the following criteria: 

● Scores of Level 4 or above in all domains of the ELPA21 

● Grades C or above in core content areas without modifications 

● A score of proficient or better in Literacy and Math on the ACT Aspire or 40th 
percentile on the IOWA in Total Reading and Total Math without 
accommodations. 

● Recommendation of two classroom teachers 

● Consent of the LPAC committee  

  

C. Procedures for Exiting 
● LPAC determines that the student meets the exit criteria 

● LPAC exits the student and completes the Exit Form 

● LPAC designates the student as M1 (monitored year 1) 

● Parents will receive Parent Notification of EXIT 

● eSchool personnel is notified and the student is coded as M1 

 



● Classroom teachers are notified  

 

D. Monitoring Academic Success of Exited Students 
● During Annual Reviews the LPAC will monitor the progress of exited students 

for a period of four years.  
● The LPAC will review the following factors: student has continued to maintain 

C or better in core content classes, student has continued to maintain Proficient 
in Literacy and Math on ACT Aspire, student has continued to score 40th 
percentile or better in Total Reading and Total Math on ITBS. 

● If a student meets the above factors, the student is considered M2 and will be 
monitored for an additional year. 

● If a student does not meet the above factors, the LPAC will gather information 
from the student’s teachers using the Teacher Feedback Form.  If the LPAC 
determines that a monitored student should be reclassified as an EL, they will 
be re-entered into the ESOL program and the parent will be notified. 

 

XII  MAINTENANCE OF RECORDS 

 

A. ESOL Green Folders 

Each EL student will have a green ESOL folder that houses all documentation of their 
participation in the ESOL program.  This folder contains all the compliance documents 
recommended by the Office of Civil Rights.  It must be diligently and consistently 
maintained throughout the year.  This folder holds copies of all testing and records 
pertaining to a student being identified, assessed, placed, evaluated, exited, etc. The green 
ESOL folders will be housed with the building ESOL designee.  A green form indicating 
placement into the program will be put in the student’s permanent record.  

B. Online Database 

Master copies of all district ESOL forms, as wEL as building level spreadsheets will be stored 
on an online database. 

 



C. ESOL Staff 

The ESOL designee per building keeps copies of all relevant material for each EL student. 
They are also responsible for maintaining the student’s green folders and maintaining files 
at the building level. 

 

XIII PROGRAM EVALUATION AND ACCOUNTABILITY 

 

 

A. Policy 

It is the policy of the Lake Hamilton School District to annually evaluate the ESOL program 
and determine its effectiveness.  Adjustments will be made to the program as needed. 

 

B. Procedure for Conducting an Evaluation 
● A committee will be established to evaluate each area of the ESOL program. 

Committee members will include the Federal Programs Director and ESOL 
District Co-Coordinators as chairs.  Other representatives may include: ESOL 
Building Facilitators, classroom teachers, curriculum specialists, counselors, 
and administrators. 

● Modifications will be made based on the areas which are identified. 

 

C. Procedure for Evaluating the Program 

The committee will review the following parts of the ESOL program. 

1. Identification of students 
● Are students being identified when they enroll? 
● Are schools using the HLS form? 
● Are buildings notifying ESOL designees of new enrollees? 

2. Assessment of students 
● Are students assessed annually with the ELPA21 test? 
● Are schools using the ELPA21 assessment data? 
● Are students being assessed appropriately with the NRT and CRT? 

3. Placement of Students 
● Are LPACs functioning according to guidelines? 

 



4. Curriculum and Instruction 
● Are schools informed of ESOL Frameworks and where they are located? 
● Are teachers being provided with relevant student information and suggested 

modifications? 
● Are students making growth in acquiring the English language and academic 

achievement? 
5. Staffing and Staff Development 

● Are teachers pursuing an ESL endorsement? 
● Are teachers being provided with training related to ESOL methodology? 
● Are schools recruiting ESL endorsed teachers? 
● Are schools utilizing teachers who have their ESL endorsement? 
● Is the ESOL designee supported by the staff and administration? 
● Is the ESOL designee given time and opportunities to train the staff? 
● Is the ESOL designee given time to work on compliance issues? 

6. Materials and Resources 
● Are teachers being provided appropriate and adequate materials and resources 

to support their classrooms? 
● Are facilities equitable for ESOL classrooms and/or ESOL instruction? 

7. Exiting Students. 
● Are students being exited appropriately? 
● Are students reaching proficiency level in Literacy testing? 
● Are students being monitored effectively after exiting the ESOL program? 

8. Parental Involvement. 
● Are parents receiving information in a language they can understand, when 

possible? 
● Are parents being communicated with throughout the school year allowing 

them to participate in their child’s education? 
● Are interpreters and translators available for parents/families? 

9. Access to all District Programs  
● Are students being referred and assessed for Special Education in an 

efficient/appropriate manner and tested in their dominant language when 
necessary? 

● Are students who qualify for Special Education receiving dual services? 
● Are students provided equal access to G/T, Pre-AP and AP classes? 

10. Maintaining Records. 
● Are records of student data kept in the green ESOL folder? 
● Has a database been developed and is it being maintained? 

 

 

 

 

 

 



APPENDIX 

 

ESOL Acronyms 

Acronym Meaning 
AMAO Annual Measurable Achievement Objectives 
AMO Annual Measurable Objectives 
BICS Basic Interpersonal Cognitive Skills 
CALP Cognitive Academic Language Proficiency 
CRT Criterion Referenced Test 
ELDA English Language Development Assessment 
EL English Language Learner 
EOC End of Course 
ESL English as a Second Language  
ESOL English to Speakers of Other Languages  
FEP Fluent English proficient 
HLS Home Language Survey 
L1/L2 L1=primary or first language L2=second language 
LEP Limited English proficient 
LMS Language Minority Student 
LPAC Language Proficiency and Assessment Committee 
NRT Norm Referenced Test 
OCR Office of Civil Rights 
TESOL Teaching English to Speakers of Other Languages  
 

 

 


