


Appendix B – Tools and Templates
Note:  The tools and templates can be customized to meet the needs of the school district.
Section 003 – Identification of Students with Limited English Proficiency
· Sample Home Language Survey
· Flow Chart for Identifying Students New to the District
Section 004 – Language Instruction Educational Programs
· Indicators of Quality Language Instruction Educational Programs 
Section 005 –Staffing
· Professional Development Topics
Section 006 – Assessment and Accommodations for LEP Students
· None
Section 007 – Exit Requirements
· Sample Process for Considering Exiting Students with Verified Disabilities from the Language Instruction Educational Program
Section 008 – LEP Program Review
· Process for Monitoring Former ELL students
· Sample Limited English Proficiency (LEP) Program Review 

Section 003 – Sample Home Language Survey


Student Name:   ________________________________ Birth Date:  _____________________
Parent/Guardian Name:  _________________________________________________________
School:  _____________________________   Grade:  _________ Gender: ___Male ___ Female
 


1) What language did the student first learn to speak? 

2) What language is spoken most often by the student? 

3) What language does the student most frequently use at home? 




_____________________________________			______________________
 Parent/Guardian Signature			  	 Date




 (
Testing indicates that the student is limited English proficient.
) (
Written notification of program eligibility and placement forms are sent to parent/guardians.
) (
Student enrolls in the district.
) (
Student is referred to appropriate personnel for English-language proficiency testing. HLS is placed in the student’s cumulative file.
) (
Home language survey indicates a language other than English is spoken in the home. 
) (
Testing indicates that the student is proficient in English.
) (
Student participates in standard educational program. HLS is placed in student’s cumulative file. 
) (
Home language survey (HLS) indicates English is the only language spoken in the home.
) (
Student is placed in appropriate ELL services based on individual needs.
)Section 003 - Flow Chart for Identifying Students New to the District



Section 004 - Indicators of Quality Language Instruction Educational Programs
Quality School
· Administration provides leadership and supports the program
· Clear goals are established
· School personnel work well with limited-English proficient students
· Staff set high expectations and support the academic and language needs of the students
· LEP students are well-known by the staff
· Staff understand the educational, linguistic, and cultural backgrounds of the students
· Parent and community involvement is promoted
Quality Curricula
· English is promoted and developed for social interaction and academic use
· Teachers implement both language and academic objectives into lessons
· Curriculum incorporates the teaching of American culture and provides the students with the needed background knowledge
· Curriculum makes use of students’ cultures to promote learning
· LEP students participate in a comprehensive curriculum that benefits from current educational innovations
· Materials are of high quality 
· Native languages are appreciated, accepted, and when possible, used to promote literacy and content-area learning
· Assessments have a purpose of improved teaching and learning
Quality Instruction
· Special strategies are used when teaching LEP students in the content classroom and when teaching students with interrupted formal education
· Lessons include language and content objectives
· Students play an active role in learning
· Optimal strategies are used for grouping students
· Instruction is engaging, challenging, and supportive
· Resources are varied
Copyright 1998, adapted from Bilingual Education:  From Compensatory to Quality Schooling (ISBN 9780805847734) by Maria Estela Brisk/Lawrence Erlbaum Associates, Publishers

Section 005 –Professional Development Topics
The following topics could be considered when planning professional development for staff that are responsible for the English-language instruction of LEP students:
· Selecting a model for the language instruction educational program
· Levels of language acquisition
· Strategies for language acquisition through content-area instruction
· Instructional strategies to support English-language learners (ELL)
· Classroom Instruction that Works with English Language Learners
· Structured Instruction Observation Protocol (SIOP)
· Literacy development for ELL students
· Vocabulary development
· Strategies for developing speaking and listening skills
· Increasing comprehensibility
· Integration of speaking, listening, reading, and writing in the content areas
· Testing accommodations
· Cross-cultural communication
· Use of native language in English-language acquisition
· Making connections with community and regional resources
· Communicating with parents of ELL students
· Effective use of interpreters and translators

· 


Section 007 – Sample Process for Considering Exiting Students with Verified Disabilities from the Language Instruction Educational Program
Note:  The exit criteria under Rule 15, (Sections 007.01A, 007.01B, 007.01C), apply to the vast majority of LEP students who receive special education services.  In rare cases, LEP students with disabilities may be permitted to exit the language instructional educational program when the student’s educational needs are not affected by his or her degree of proficiency in English as permitted under Section 007.01D.  
1.  Schedule a meeting to discuss the student’s:
· language needs
· educational needs 
· current program placement
Date of meeting ____________
· Names of committee members/positions (include education and assessment personnel, one of which is an IEP team member)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.  Review Evidence 
· Describe the student’s disability according to the student’s IEP and why it would be difficult for the student to exit the language instruction educational program under the Rule 15 criteria.



· What evidence is documented to indicate that the student no longer appears to benefit from second language acquisition support to address linguistic needs?





· Review historical formal and informal assessment data.   Examples include:

· ELDA test results for current and previous years


· NeSA-Reading test results for current and previous years

· Other formal/informal assessment data




· Discuss teacher input.  Examples include:

· Insight into student’s classroom performance and needs


·  Response to Intervention


· Anecdotal notes or other evidence from classroom-based observations and activities



3.  Prepare and Attach Documentation
· Ensure that all proper steps have taken place and attach documentation supporting the recommendation to exit the student from the language instruction educational program (LIEP)
· Documentation supports that the student’s educational needs are not affected by his or her degree of proficiency in the English language
· In keeping with best practice, notify parents or guardians of any changes in the services a the student receives

Section 008 –Process for Monitoring Former ELL Students
Students who have exited the ELL program will be monitored for a period of two years from the date of exit. The ELL coordinator will lead the process to monitor exited (redesignated) students.
To ensure the student has meaningful access to the district’s general education program and is being successful in that program, a formal review of the following indicators will be conducted at least once each semester:
· Courses in which the student is enrolled
· Current grades
· Performance on district assessments
· Participation in extra-curricular activities 
· Awards and honors 
· Attendance

If it is determined that the student is having difficulty based on the above indicators, the ELL coordinator, or designee, will request feedback from teachers, counselors and/or administrators. In addition, staff will:
· Contact parents/guardians and student to gather additional information.
· Work with school personnel to formulate a plan to address the lack of success. 
· Inform parents by phone and/or letter in a language they understand, as practicable.

The plan to help the student succeed may:
· Provide academic support services (e.g.,  re-teaching, intervention, tutoring)
· Provide additional services to develop English-language skills (e.g.,  additional scaffolding and vocabulary development as part of the content area classroom)





Appendix B --Tools and Templates


SAMPLE TEMPLATE
Limited English Proficiency (LEP) Program Review
District_____________________
School Year_________________
Review Team
The team may include teachers implementing the Language Instruction Educational Program, administrators, data analysts, professional developers, board members, school counselors, and others with expertise in the areas covered in the Review. The team members may decide to divide the tasks and report back to the main group during the review process.
	Name
	Title
	Role/Responsibility on the Team

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Before beginning:
Rule 15 Quality Indicator states that, “The LEP program review process focuses on improving student learning.”  Consider the goals of the program, and list them here:

Process and Time Line:
While some data may not be available until the end of the school year, some data and evidence may be more easily collected in an ongoing process throughout the year. Establish a time line and process for team meetings and data collection.
	Meeting Dates
	Discussion Topics/Agenda
	Team Member Responsible for Data Collection

	
	
	


	
	
	


	
	
	


	
	
	







	Examination of LEP Program Implementation Practices

	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Process in Place and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the review.)

	Identification of LEP Students
	Home Language Survey
· Part of admissions process for all Kindergarten and all new students
· Contains the 3 required questions
	
	

	
	Reliable English Language Proficiency Assessment
· Valid and reliable
· Assesses  reading, writing, speaking and listening
· Yields composite scores which indicate proficiency OR
· Identified as LEP in another Nebraska district
	
	

	
	Notification of Parents/Guardians if Students Qualify for Services
· Must be timely and may be subject to other Federal requirements
	
	




	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Process/Program in Place and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the review.)

	Language Instruction Educational Program  (LIEP)
	District has Implemented Language Instruction Educational Program(s) (LIEP)
	
	

	
	LIEP is systematic approach to teaching the English language
	
	

	
	LIEP is a research-based approach recognized by experts in the field of language acquisition
	
	

	
	LIEP is designed to develop English proficiency so that students may meet academic standards using the English language
	
	

	
	District provides adequate resources to effectively implement the LIEP
	
	

	
	LIEP curriculum is aligned to the Nebraska K–12 Guidelines for English Language Proficiency
	
	

	
	District provides professional development to teachers implementing the LIEP
	
	




	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Process in Place and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the review.)

	Staffing
	Teachers of the LIEP (typically ESL teachers) must hold a valid Nebraska teaching certificate AND one of the following:
· Hold English as a Second Language (ESL) endorsement 
· Participate in annual professional development in the LIEP model
	
	

	
	Core curriculum teachers (typically in districts with no ESL teacher) who have the responsibility for the English-language instruction of LEP students must:
· Hold a valid Nebraska teaching certificate
· Participate annually in professional development to meet language and academic needs of LEP students
	
	

	
	Teacher aides are assigned duties in connection with LEP students that are non-teaching in nature; a teacher aide shall not teach
	
	

	
	District has defined the roles of teachers and aides as it applies to implementing the LIEP and has provided necessary training
	
	




	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Process in Place and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the review.)

	Assessments and Accommodations
	District ensures all LEP students participate in state content assessments
	
	

	
	Districts ensure LEP students are provided with approved accommodations on state content assessments
	
	

	
	Districts ensure accommodations on content tests are assigned and implemented appropriately based on state guidance
	
	

	
	Districts ensure all LEP students participate in the annual state English-language proficiency assessment
	
	

	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Process in Place and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the Review.)

	Exit Criteria
	Students are exited from LIEP program based on the following criteria:
· Students in grades K–2 score proficient (composite) on the annual state English-language proficiency assessment AND have a teacher recommendation
· Students in grades 3–12 score proficient (composite) on the annual state English-language proficiency assessment OR scores meets or exceeds the standard on the annual state reading content test
	
	

	
	Students with verified disabilities may be exited from the LIEP if  a committee of assessment and educational personnel determine that the educational needs of a student are not affected by his/her degree of proficiency in the English language
· Committee members must be knowledgeable about the language and educational needs of the student and include at least one member of the  IEP team
· Documentation must be maintained that the student’s educational needs are not affected by his/her degree of proficiency in the English language
	
	

	
	Districts should identify a procedure and timeline for reviewing results of state assessments for determining exit status, including identifying key personnel who will be involved in determining an appropriate exit recommendation
	
	




	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Process in Place and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the review.)

	Data Analysis (cont. on next page)
	Districts ensure that LEP students are correctly identified as LEP Eligible on NSSRS  
	
	

	
	Districts ensure that former LEP students (students meeting the state’s exit criteria) are correctly identified as Redesignated English Fluent on NSSRS
	
	

	
	District analyzes LEP data including performance on:
· State annual English-language proficiency test
· State content assessments
	
	

	
	District monitors the academic progress of former LEP students for at least 2 years to compare their academic performance to non-LEP students
	
	




	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Process in Place and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the review.)

	Data Analysis (continued)
	Possible areas  to consider when reviewing LEP student and former LEP student data:
· Dates of entrance/exit to the LIEP 
· Performance on assessments—state, district, college entrance
· Classroom performance—assessments, grades
· Graduation, drop out, promotion, retention, college attendance rates at the same rates as non-LEP students
· Inclusion in gifted and talented programs at the same rate as non-LEP students
· Inclusion in special education at the same rate as non-LEP students
· Participation in extra-curricular activities  and other programs at the same rate as non-LEP students
· Attendance, disciplinary actions, and suspensions at the same rate as non-LEP students
· School climate survey results
· Parent attendance and involvement in school functions and activities
	
	




	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe the Successful Practices and Any Necessary Modifications
	Evidence/Notes
(Refer to charts or documents to be attached to the Review.)

	Modifications of LIEP
	Based on the program review, indicate practices in place that have been successful in assisting LEP students in overcoming the language barrier and should be continued by the district
	
	

	
	Based on the review of program implementation practices and data, indicate if modifications are necessary to the LIEP to order to assist students in overcoming language barriers in order to participate meaningfully in the core curriculum
	
	




	Required Element
	Indicators
(Stated in Rule 15 or Best Practices)
	Describe Review Process and Determine Format of the Report
	Evidence/Notes
(Refer to charts or documents to be attached to the review.)

	Written Report
	Submit annual written report to district’s superintendent  
	
	

	
	The report may include:
· District goals for LEP program
· Summary of review process
· How the district implemented the required elements of Rule 15
· Evidence to support required elements have been implemented
· Strengths of the LIEP
· Suggested modifications to the LIEP to ensure LEP student success
· How successful district has been in meeting LEP program goals
	
	

	
	Report is to be kept on file and available to the public upon request, with personally identifiable student information redacted, and retained pursuant to the district’s records and retention schedule
	
	




