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I. PURPOSE OF THE HANDBOOK

This handbook is written with the following purposes in mind:

1.
To provide a written overview of the English Learner Education (ELE) Programs for the various stakeholders of the Somerville School District - school committee members, administrators, teachers, parents, and students - as well as federal and state institutions and other agencies with which the program may interact. 
2.
To provide all school staff with a clear description of the regulations, procedures, and responsibilities (academic and administrative) unique to the implementation and maintenance of ELE Programs.


3.
To help facilitate the effective integration of the ELE Programs into the overall mission and structure of the school district.  

ELE Program information is also contained in the ELE Programs Parent/Guardian Handbook
(in preparation) translated in the high incidence languages of the community (Haitian Creole, 

Portuguese, and Spanish). ELE Program information is also available on the Somerville Public School 
website, www.k12.somerville
.ma.us.

II.
MISSION STATEMENT

The primary goal of the ELE Programs of the Somerville Public Schools is to provide an educational environment that ensures that students whose first language is other than English realize their unique capabilities, achieve academic success, and become active participants in the community. 

Our programs promote English Language Proficiency through rigorous instruction that integrates both content and language and valuing our students’ rich language and cultural backgrounds. The program includes instruction and practice in listening, speaking, reading and writing across all content areas. To meet the needs of students and their families in a diverse community, we acknowledge the partnership that must exist between the schools, parents, and students. The ultimate goal of the program is to progress and transition into the mainstream setting and to that end, we hold high expectations for our students’ current efforts and future successes.
III. DESCRIPTION OF ENGLISH LEARNER EDUCATION PROGRAMS

For students designated as English Learners (ELs) 
In the state of Massachusetts an English Learner is defined as “a child who does not speak English or whose native language is not English, and who is not currently able to perform ordinary classroom work in English”. In order to provide the support that these students need to be successful in school, there are two required components for an academic program for students designated as ELs. These components are (1) meaningful access to the curriculum and (2) English Language Development (ESL/ELD). Students who are dually identified as ELs and as a learner with Special Education needs must receive both types of services.
Figure1. Required Components of English Learner Programs (MA DESE RETELL Initiative 
2013)
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A. Sheltered English Immersion Program 
The Sheltered English Immersion Program (SEIP) is a K-12 program for students who speak other languages than English. The educational program includes English as a Second Language (ESL) and sheltered content instruction (math, science, and social studies) aligned to grade-level standards. Instruction is primarily in English. Teachers use sheltered content instructional techniques (described in Curriculum and Instruction section of the ELE Procedural Handbook) in order to make lessons understandable and meaningful to students as they become proficient in English.

In recognition that EL students will progress in language proficiency during the course of their educational program as they transition to the “mainstream”*, our program includes the following: 

SEI One (1).  
Grades K – 8 Self-Contained SEI Program primarily for students at levels 1 – 3 of English Proficiency. ESL and Sheltered Content Instruction provided by Educators licensed in ELE/ESL and in grade level curriculum.

Grades 9 – 12 ESL and Sheltered Content Instruction. EL students in levels 1 – 3 are enrolled in a double period of ESL and take Sheltered Content Courses with teachers who are dually licensed in ESL and the content area and/or have received training in Sheltered Content Instruction for English Learners. EL students at levels 4 and 5 are enrolled in a single period of ESL and may also enroll in an Academic Literacy ESL class.
SEI Two (2).  
Partial Mainstream in Regular Education primarily for students at levels 4 and 5 of English Proficiency providing the opportunity for partial integration in order to benefit their future full transition into mainstream classes. Partially mainstreamed students may take math, science and/or social studies in regular education classes while s/he continues with ESL instruction. Content area instruction is provided by educators who have received training in Sheltered Content Instruction for English Learners. Placement into a regular education content class will take place at the beginning of the school year or of a marking quarter.  The receiving standard curriculum teacher will grade that student in the content area. Parents are notified of the SEI 2 Partial Mainstream placement. 
SEI Three (3). 
ESL Instructional Support provided to those students who have (a) opted out of or (b) transitioned into mainstream classes because they have reached level 4 or 5 of English Proficiency and the SEIP teacher has determined that they will benefit from a supported transition to the mainstream. ESL Instructional service is provided by a Licensed ESL Teacher on a “push-in”, “pull-out”, or consultation model in accordance with the ESL Student Profile and Service Plan developed by the ESL Instructional Specialist in collaboration with the classroom teacher. The parent/guardian, classroom teacher, and building principle will be notified in writing of the ESL Instructional Service Plan. Sheltered Content Instruction is provided by educators who have received training in Sheltered Content Instruction for ELs.
SEI Program in Special Education Setting for dually identified ELs/Special Education students whose Individualized Educational Plan (IEP) has determined a specialized educational setting. ESL and Sheltered Content Instruction is provided by a team of Educators licensed in ELE/ESL, Special Education, grade level curriculum, and Educators who have received training in English Language Development and Sheltered Content Instruction. In grades 9 – 12 the Resource ESL course is provided for additional support to dually identified ELs/Special Education students.
SEI in an Integrated Classroom Setting primarily for students at levels 3, 4 and 5 of English Proficiency providing the opportunity for ELs to learn alongside native English speakers. Teachers who are dually licensed in ESL/ELE and General Education and/or have received training in Sheltered Content Instruction for ELs provide ESL/ELD and Sheltered Content area instruction. ESL Instructional Specialist teachers provide additional support in SEI Integrated Classrooms.
For a description of placement decision procedures in the programs outlined above, please see 

Section VII. Student Transitions in the SEI Program. 
B. Unidos Two-Way Bilingual Immersion (Spanish)

The Unidos Program is a Two-Way Bilingual Immersion Program. Approximately half of the students in the program are learning English (ESL) and half of the students are learning Spanish (SSL) as their second language. Content instruction is offered in English and Spanish (math, science, social studies) to both groups of students. Teachers use sheltered content instructional techniques (described in section IX) in order to make lessons understandable to native speakers in both languages. 
C. Waiver from SEI/Alternative Language and Content Support
Parents and Guardians have the right to request a waiver from Sheltered English Immersion.

For Elementary Students Requesting a Waiver: The Elementary school principal reviews waiver requests. If more than twenty requests are approved a bilingual program will be instated. 

For High School Students Requesting a Waiver: The High School headmaster reviews waiver requests. Students with approved waivers are enrolled in the Alternative Language and Content Support Program at Somerville High School which includes English as a Second Language (ESL) and content area instruction. With a signed Waiver from SEI, EL students may be assigned to content area classes where teachers who speak Spanish, Portuguese, Haitian Creole and French may provide bilingual support and may use English and native language materials when available.

D. English as a Second Language (ESL) in all Programs
English as a Second Language (ESL) is a central component of all the ELE Programs described above and is provided by Licensed ESL Teachers within the district block schedule according to 
the following guidelines based on the English Proficiency Level of the student*:

Level 1
2.5 hours per day

Level 2
2.5 hours per day

Level 3
1 – 2 hours per day

Level 4
1 period per day

Level 5
1 period per day or if re-designated monitored for 2 years


Level 6
monitored for 2 years after re-designation
*Students who have opted out of SEI Programs receive a minimum of 2.5 hours of ESL per week
           Guidelines for Student Placement and Transition in ELE Programs                                                                               
	SEI Program
	Description of ESL/SEI Delivery
	WIDA Level of Students
	Teacher Qualifications

	SEI 1
	Self-Contained: 
Delivery of ESL/ELD and all Subjects
	 1 - 4
	Dually Licensed Teacher General Curriculum and ESL 

	SEI 2
	Partial Mainstream: 

ESL/ELD in SEI 1 and 
One or more content class in general education setting
	3 - 5 (grades 3 - 12)
	Licensed ESL Teacher in SEI 1 classroom; SEI Endorsed Teacher for content

	SEI 3
	ESL Instructional Support:

Push In and Pull Out in general education setting
	3 – 5 (grades K – 2)

4 – 5 (grades 3 – 12)
	SEI Endorsed Teacher in General Education classroom; ESL Licensed Teacher for ESL Support

	SEI Integrated
	Mixed classroom: 
ELLs and Non-ELLs learn together in ESL/ELD and content
	3 – 5 (grades K – 2)

4 – 5 (grades 3 – 12)
	Dually Licensed Teacher; ESL Licensed Teacher for ESL Support

	SEI Special Education
	SEI:

ESL/ELD Push in and Pull Out and Sheltered Content delivered in Special Ed setting
	All 
	Team Approach: SEI Endorsed Special Educator and ESL Licensed Teacher for ESL Support

	Unidos
	Dual Language Immersion:

ELLs and Non-ELLs learn together in ESL/ELD, SSL/SLD and content
	All (grades K – 8)
	ESL Licensed, TBE, and SEI Endorsed Teachers

	ALCS
	Native Language Support in Content areas
	1 – 4 (grades 9 – 12)
	ESL Licensed, TBE, and SEI Endorsed Teachers


1V. Identification, Placement, Annual Review/Re-designation and Monitoring 
Figure 2. Identification, Placement, Annual Review/Re-designation and Monitoring Chart
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Adapted from Garcia, R. (2012). Bridging the English Learner Achievement Gap: Essential Lessons for School Leaders.
V.
REGISTRATION OF NEWLY ENTERING STUDENTS WITH A PRIMARY HOME LANGUAGE OTHER THAN ENGLISH (PHLOTE)

A. Identification of Need for ELE Services
Student enrollment into the Somerville Public Schools takes place at the Parent Information

Center (PIC) located at 42 Prescott Street 01245, 625-6600 ext. 6960-64.

The following documents are necessary to register:

a.  
Certification of address 

b.  
Birth certificate

c.  
Health/Immunization record

d. Previous school record and/or school transfer

As part of the enrollment process in grades Pre-Kindergarten through Twelve, parents and guardians fill out a Home Language Survey Form (HLSF). If a language other than English is indicated on the HLSF on one out of the four questions on the form, language assessments are administered in order to determine the level of English proficiency and the subsequent need for English Language services. If a language other than English is indicated on the HLSF, but the student has demonstrated English Proficiency, documentation is collected and recorded (i.e. evidence of proficiency score on MCAS, ACCESS or other standardized measure, passing grades in major subjects in general education classes). Language assessments for grades K – 8 are scheduled and take place at the Parent Information Center. Language assessments for grades 9 – 12 are scheduled and take place at Somerville High School.

If a student leaves and returns to the school district during the school year, the student’s previous information about language proficiency and program designation will be used for the return placement.
Assessments used to determine English and Native language proficiency include the following:

                                    English


Native Language



Kindergarten

W-APT


Pre-IPT (Spanish, Portuguese, 








Haitian Creole)








IPT Early Literacy R/W (Spanish)

Grades 1 – 2

W-APT


IPT 1 Oral (Spanish) 








BSM (Portuguese, Haitian Creole)








IPT Early Literacy R/W (Spanish)








Writing Sample
Grades 3 – 8 

W-APT


SABE (Spanish)










Writing Sample

Grades 9 – 12

W-APT


Teacher-Made Reading and Writing 









(Spanish, Portuguese, Haitian Creole 
and French)

Assessment results are reported to the parent/guardian.

Grade Placement K - 8
A review of academic records is conducted. Academic Assessments are initiated if the enrolling student’s academic records do not align with typical age/grade placement in the district. Academic assessments include CTBS Math Computation Sub Test. The grade placement will not put the student more than two academic years behind his/her age peers.
Grade Placement 9 – 12:

The ELE Counselor at Somerville High School reviews student academic records and places students in grade in accordance with Programs of Study credit and graduation requirements. An ESL Placement Test aligned to the ESL Curriculum and Benchmarks is used for placement in ESL Courses (A1; A2; B; C; Resource ESL; Academic Literacy).
B. Student Placement in Programs

Upon completion of language assessment, the tester reviews the assessment results with the parent or guardian. If the student is determined to be an English Learner, ELE Services are recommended and ELE Program options are reviewed and discussed. The parent or guardian indicates the ELE Program Preference (Sheltered English Immersion(SEI 1, 2, or 3), Two-Way Spanish, Opt Out into General Education, or Waiver from SEI/Alternative Bilingual Support) and the parent or guardian signs the Parent/Guardian Notification of Student Placement Form.  Enrollment or Opt Out (Refusal) or Waiver forms are also signed by the parent or guardian in accordance to their preference.

If a referral for Special Education Services is indicated by (1) the enrolling EL Student has a current IEP, (2) screening for Special Education services is recommended as a result of the Language Assessments, (3) relevant notation in student academic records, (4) request of the parent or guardian, or (5) any combination of the above, the Parent/Guardian Notification of Student Placement Form is forwarded by the PIC to the Special Education Department. 

All student data is recorded in the Temporary Record folder.  This folder is then forwarded to the school to which the student is assigned.

C. ELE/SEIP Student Placement Guidelines
1. New English Learner student placement is based on academic background and age. Language 
Assessment and a review of academic records (grades K - 8) are conducted at the PIC. In consultation with the ELE Program Specialist and ELE Director, a student whose academic background does not align with typical age/grade placement, a determination will be made that does not put the student more than two academic years behind his/her age peers. During an orientation phase at the receiving school, and in consultation with the ELE Program Specialist and the ELE Director, the school principal may adjust the new student's grade placement.  Grade and placement decisions for EL students (grades 9 - 12) are made by the SHS Guidance Department based on language assessment and review of academic records.
Note: Students who arrive from a country where the school year is different from that of the U.S (i.e., the school year in Brazil is from February to December) and enroll after the U.S. school year has started, even if the student has proof that he/she has completed a particular grade, placement will be at the grade level he/she has completed.  For example, a Brazilian student comes to the U.S. in January and brings a transcript stating he/she has completed grade 3 as of December.  The student will finish the school year in a grade 3 placement.  An additional example would be the 6th grader who arrives in March – he/she will remain in grade 6 in June and will not be promoted to 7th grade.
2.  Retention/promotion decisions for SEI Program students are based on the district Promotion 
Policy. However, if it is determined that the primary reason that a student is not performing on 
grade level is his/her level of English language proficiency, this student may continue in the SEI Program and should not be retained in grade.
3. A student is transitioned out of the SEI Program based on multiple measures including:

    


ACCESS Score: (Listening, Speaking, Reading, Writing) Level 4, 5, or 6 
    


and/or ELA MCAS: Passing Score

    


Classroom Performance: Meeting grade-level standards.
Although a number of years in the program without reaching transitioning level proficiency may be a   

cause for concern, number of years in the program should not be used as sole program exit criteria.   

Until a transitioning student is reclassified as Formerly Limited English Proficient (FLEP), he/she will 
receive ESL Instruction in SEI 3.
4. In accordance with the Reclassification Policy (see below), when a student has reached 
transitioning level scores in ACCESS, he/she will be re-designated from "Limited English Proficient" (LEP) to "Formerly Limited English Proficient" (FLEP). FLEP students are monitored in regards to their academic performance for two consecutive school years. If it is determined that the student would benefit from continued English language support, services will be reinstated.
5. Whenever possible, classroom placement of students in the SEIP will be consistent with the 
objective of forming instructional groupings relevant to home language and/or English language proficiency level (Entering, Beginning, Expanding, Developing, Bridging, and Reaching).
6. The school principal, in consultation with the ELE Director, has the final word on new 
student placement, grade promotion, grade retention, and mainstreaming decisions.
VI. NEW ENGLISH LEARNER STUDENT WELCOME Protocols
A. Procedures for New ELs Grades K - 8
Each school’s designated ESL Specialist and School Liaison (when possible) is responsible for implementing the following protocol for every new EL student to their school:
1. The ESL Specialist will be contacted by the PIC notifying the school of the new student’s arrival  


date and when the records are sent to the school. The ESL Specialist will review the student’s 
records.
2. The PIC will provide information about the parent’s primary language and whether an interpreter 

is required for the school visit.
3. The ESL Specialist will contact the School-Based Family and Community Liaison and will ensure 

that an appropriate interpreter is available for the scheduled visit. 
4. The ESL Specialist will fill out the Student Placement Intake Form as much as possible prior to 

the meeting.
5. The ESL Specialist will ensure that the student’s teacher(s) and the school nurse are informed 

about the student. 
6. The ESL Specialist and the School-Based Family and Community Liaison will organize a 

Welcome Packet with school information and forms.
7. The ESL Specialist and the School-Based Family and Community Liaison will greet the family 

with the Welcome Packet on their first day of school.
8. The ESL Specialist will complete the Student Placement Intake form with any information that   

was previously missing.
9. The ESL Specialist and/or the School-Based Family and Community Liaison will escort the student and family to class.

B. ELE Welcome Center at SHS

The ELE Welcome Center at SHS was established to welcome, orient, and provide ongoing

support to ELE students and their families. The ELE Welcome Center is housed in the Guidance

Suite and is staffed by the ELE Guidance Counselor and multilingual paraprofessionals. 
VII. STUDENT TRANSITIONS IN THE SEI PROGRAMS
Transitions within the SEI Programs (SEI 1 through SEI 3, SEI Integrated, and SEI in Special Education Settings) proceed in the following manner.

1. Upon Initial placement in SEI 1, SEI 2, SEI 3, SEI Integrated, SEI in Special Education 
Classroom is based on English language proficiency determination after assessment at the Parent Information Center (grades K – 8) or SHS Welcome Center (grades 9 – 12).
2. SEI and ESL Teachers monitor the progress of EL students in developing English proficiency and 
in meeting grade level standards. As students progress in these areas, the SEI and/or ESL Teacher may recommend a transition within the SEI Program (SEI 1 through SEI 3, SEI Integrated, and SEI in Special Education Settings)  
3. The parent/guardian is notified of the SEI transition recommendation (see below) and if the    

 
parent/guardian has a concern, a meeting is scheduled with the recommending teacher. The ELE   

    Program Specialist, ELE Director and/or the School Principal may also be invited to this meeting.
VIII.
PARENTAL NOTICE OF PROGRAM PLACEMENT, PROGRAM CONTINUATION, 
AND PROGRAM EXIT
1. Upon initial selection of a Program (SEIP, Unidos, Waiver from SEIP, Opt Out from SEIP), parents    

and guardians are provided with written notification of enrollment. Parents and guardians have the right to withdraw their child from the SEI program either at the time of the original notification of placement or at the close of any marking period thereafter, by signing the Opt Out from Enrollment in SEI (1 and 2) or the Transfer Prior to Completion of SEI Program Form.
When the parent/guardian has signed the EL student out of the program, the parent/guardian must report to the PIC to submit a Transfer Request for a new school assignment.
2. ELE students’ readiness for full or partial integration into mainstream classes is evaluated on an   

ongoing basis. In the spring of each school year, the ELE teacher prepares recommendations for the   

following year student placement based on formal and informal assessments and classroom

performance.
At the end of the school year and if it is recommended that the student continue in the SEI Program, parents and guardians will be notified in the following ways:
Parent/Guardian Continuation in SEIP Notification Letter 
Student Report Card (elementary)

Student Schedule (HS)
When the student has exited from the program the parent/guardian must report to the PIC to submit a Transfer Request for a new school assignment.
IX. ONGOING ASSESSMENT OF ELE STUDENTS
A. Purpose of Assessment

The primary purposes of assessment in the English Learner Programs are for instructional, diagnostic, and placement purposes. Formative classroom assessment is ongoing and takes many forms including observation, work sampling, projects, quizzes and tests. EL students participate in the Somerville Public Schools Formative and Summative test program (in ELA, Mathematics, and Science) depending upon their level of English proficiency and by the discretion of the school principal in consultation with the ELE Director. EL students participate in mandated standardized tests (ACCESS) following state guidelines and requirements.
B. Schedule of English Learner Assessments

Fall





Avenues Pretest: grades K – 5

(or upon arrival of new students)

Highpoint Diagnostic Test: grades 6 – 12








for placement or reassignment in ESL level



Winter





ACCESS: all ELs

Spring 





Spanish Language Proficiency tests: Students in







the Unidos Program

Spring  




Avenues/Highpoint Posttest: all ELs
X. RECLASSIFICATION/FLEP DESIGNATION AND PARENT NOTIFICATION
Reclassification refers to a change in status of a limited English proficient (LEP) student to not LEP status, i.e. formerly limited English proficient (FLEP).

1. The reclassification process is coordinated by the ELE Director in consultation with the classroom 
    teacher, ESL Instructional staff and with Special Education personnel, when appropriate. 

2. Reclassification occurs in the spring of each school year once relevant data (ACCESS, classroom  

    performance) has been collected and in order to make student placement recommendations for the

    following year.

3. The Reclassification Team includes the ELE Director, ELE Program Specialist, ELE High School 
Counselor, the classroom teacher(s), ESL Instructional Specialist(s), the school principal, and special educators included on the IEP Team who may be familiar with the student’s academic performance.
4. ELE students will be considered for reclassification based on ACCESS and other formative and   

summative test results. Students who have received an Overall Proficiency Level of 5 or above and a Literacy Level of 4 or above on ACCESS or W-APT or have scored a minimum of High Needs Improvement on the MCAS ELA (236 or greater) will be considered for reclassification. General classroom performance and the WIDA Can Do rubric will also be considered to inform program placement decisions. The Reclassification Team reviews additional student data, including assessment data and teacher recommendations, to finalize decisions for reclassification for the following school year.
5. If it is determined that the student will be reclassified from LEP status to NOT LEP status (or   


formerly limited English proficient, FLEP), the student will EXIT from the English language   

 instructional program and a notification of the student’s FLEP status will be sent to the student’s  

 parent/guardian.

6. At the end of each school year all parents/guardians of currently identified LEP students will 
receive a continuation in SEI (1, 2, and 3) or completion of SEI program notification.

7. A reclassification (or formerly limited English proficient student) requires that the student be 
formally monitored for 2 years after his/her reclassification to not LEP/FLEP status. See ELL Monitor Policy below.
XI. MONITORING PROGRESS OF FORMERLY LIMITED ENGLISH PROFICIENT STUDENTS 
Title III of the No Child Left Behind Act (NCLB) requires that the academic progress of formerly LEP students, FLEP students, be monitored for two years following their reclassification out of LEP status.
1. Under the direction of the ELE Director the ELE Program Specialist is responsible for 

maintaining the monitoring process. 

2.  In the fall and in the spring of the two years after reclassification from LEP to FLEP status the 
     following information is collected on FLEP students: 

· Grades

· Assessment Results

· Teacher Comments

· Input from Guidance Counselor

3. When monitoring indicates that a FLEP student is not making progress, the following steps may 
take place:

a. A student can be reclassified from FLEP student status to LEP student status if the educational team familiar with the student meets, reviews data, and determines that lack of progress is due to lack of English proficiency.

b. The FLEP student who is reclassified as an LEP student will be provided with SEI Program   

    and/or ESL services.

c. The parent/guardian of the reclassified student will be notified in writing. 

d. Documentation of the reclassification process will be placed in the student’s record.
XII. REFERRALS OF ENGLISH LEARNERS TO SPECIAL EDUCATION 

Referrals of EL students to special education services follow the same RTI/MTSS procedures as all students. Whenever an EL student is suspected to be in need of special education services, the classroom teacher, ESL Instructional Specialist, and/or the ELE guidance counselor should initiate the appropriate referral.  In each building, there are pre-referral procedures to be followed which include the Child Study/Teacher Assistance Teams and the ESL Instructional Specialist must be invited.  Each referral for special education services should be documented with a copy sent to the ELE Office, and evidence of interventions with data of academic progress placed in the Student Temporary Folder.  The Special Education Department keeps record of all ELs referred for Special Education Services.
All evaluations to determine eligibility for special education services must be given in the student’s primary language, if possible, or with a bilingual and bicultural interpreter. All parents/guardians must be offered a written translation of all Special Education documentation, including evaluation results and the Individualized Educational Program (IEP). Additionally, all IEP meetings and verbal communication with parents/guardians must be given through an interpreter in the parent/guardian’s primary language.
XIII. ELL REQUEST FOR CONSULTATION AND ASSESSMENT
At any time, a school department staff member may request consultation about a student who is not presently identified as an English learner if that staff member believes that student has been misidentified and/or that ESL services may benefit the student. In addition, a staff member may request additional language and academic assessment in English or Native Language for a currently identified EL student to help determine programmatic and instructional needs. The ELE Request for Consultation/Assessment Form should be used and forwarded to the ELE Program Specialist.
XIV. CURRICULUM AND INSTRUCTION 
A. Components of Instructional Program
There are two essential components of English Learner Education. These are English as a Second (or additional) Language (ESL) and Sheltered Content Instruction. Following the district block schedule, at the elementary and middle school level ESL occurs in the ELA Block and continues throughout the day in a content-based ESL approach. Elementary and middle school English Learners are grouped by proficiency level (Beginning, Early Intermediate, Intermediate, and Transitioning) for ESL instruction whenever enrollment numbers and scheduling allows. At the middle school an additional Literacy ESL Level is provided for “long-term” ELs who have reached oral English proficiency, but are in need of focused support in Academic English. 
At Somerville High School, English Learners are scheduled into a double block ESL Class at three levels (A1, A2, and B) and a single block ESL Class at Level C. Additional single-block courses are provided for transitioning students in Academic Literacy and for dually identified Special Education/ELL students in Resource ESL.
Materials used in ESL/ELD classes for students enrolled in SEIP include the Avenues series in grades K – 5 and High Point in grades 6 – 12, adapted novels, fiction and non-fiction texts, literature from a variety of sources, as well as teacher-prepared materials.
ESL Instructional Specialists working with EL students enrolled in regular and special education classrooms use a variety of ESL and content-based materials to ensure continuity of instruction and learning experiences.
Sheltered Content Instruction/SEI in Mathematics, Science, and Social Studies is provided to English Learners as a comprehensive and sequential curriculum of instruction adhering to Somerville’s K – 12 curriculum guidelines. English learners are integrated with other students in art, music, physical education, library, vocational shops, and any other special subjects offered in the Somerville Public Schools.
B. Curriculum Alignment to WIDA

The Somerville Public Schools ESL Curriculum is aligned to the WIDA Standards adopted by the MA DESE in 2012 and focuses on Language Development in the following areas
· Language of Social and Academic Interaction

· Language of English Language Arts

· Language of Mathematics

· Language of Science

· Language of Social Studies

C. Instructional Methods 

In order to implement the ESL and SEI/Content-Based ESL Program, teachers develop clear content objectives aligned to curriculum goals and language objectives related to the demands of the learning activities. An additional focus is maintained on developing academic language and literacy with English Learners at all levels of proficiency in all subject areas.
Lessons are aligned with district topics, state curriculum standards, Common Core, and organized in the WIDA framework to provide support to students at their level of English Proficiency. Teachers ensure engagement of English Language Learners using instructional techniques including:
Planning

· Lesson objectives (Language and Content) are made explicit

· Appropriate materials are used and modification of activities, materials, and assessments are made for students at various levels of English language proficiency

· Methods of building background knowledge are utilized

· Students are provided a variety of ways to demonstrate their learning

Making Input Comprehensible

· Visuals, realia, hands-on activities, manipulatives and graphic organizers are used to increase understanding of concepts

· Clarification and support in native language is given when appropriate

· A variety of presentation and questioning strategies are utilized

· Reference materials (English and native language) are available to students

· Vocabulary development (word study, identifying cognates, word banks, etc.) is related to content

· Learning tasks engage students in thinking creatively and critically

Increasing Interaction

· Students work independently, in pairs, small groups, as well as in whole class activities

· Grouping is flexible and provides opportunities for students to participate productively in challenging activities

· Learning environment is accepting of differences; students show that they feel free to take risks

· Learning atmosphere relays the message that while there are high expectations for student achievement, learning can be fun
Native language is allowed and utilized in all English Learner Programs. This is in recognition of the cognitive, academic, social/emotional and cultural benefits of bilingualism and of the inherent strengths that English learners bring to the educational experience. Teachers use native language for oral clarification and provide native language materials as additional resources as well as for enjoyment.
In the Alternative Language and Content Support Program, students with signed Waivers receive additional native language support in math, science, and social studies from bilingual teachers. Students have access to materials in English and Spanish, Portuguese, Haitian Creole, and French when available.
XV. PARENT/GUARDIAN AND COMMUNITY INVOLVEMENT
A. ELE Welcome Center

The ELE Welcome Center is located at Somerville High School across the hall from the front office of the school. The multi-lingual functions of the Welcome Center are to greet new EL students and their families, provide orientation to the school and school community, provide interpretation to school staff, and to create a space for international students to meet, receive academic tutoring and other supports.
B. Somerville Family Learning Collaborative (SFLC) provides opportunities for parents and guardians to engage in their children’s learning at school and in the home. SFLC programming includes English and Computer Classes, workshops on school-related topics, information about healthy development and nutrition, educational forums, resource and referrals, and community concerts and celebrations. A team of School-Based Family and Community Liaisons are available to welcome and orient families to their school.  
1. Involvement Opportunities for Parents and Guardians

The ELE Program offers English Classes to Parents and Guardians of English Learners free of charge on a flexible schedule including Beginning, Intermediate, Advanced and Literacy Classes on weekday mornings, evenings and Saturdays. Information about English classes is periodically sent home via backpack and interested parents and guardians may call the SFLC Office to enroll. In addition to learning English, the classes provide opportunities for parents to build networks, and to receive and share information about the school community.

2. Parents and guardians of English Learners are encouraged to become involved in School 

Improvement Councils and Parent Teacher Associations based at each school. Family and community input and feedback about how to improve the educational experience of English Learners in the school district is welcomed at these meetings.


D. Volunteers and Visitors
Volunteers and visitors are encouraged in the ELE Programs. Any individual who wishes to do volunteer work must follow all school district policies and guidelines. For volunteer information, please contact the SPS Volunteer Coordinator or the ELE Director. 

E. Multilingual Services: Translation and Interpretation 

The ELE Program is committed to translation and interpretation of information in as many languages as feasible. To that end, we make an effort to produce all written information in (at minimum) the major languages of the community (Spanish, Portuguese, and Haitian Creole), and provide oral interpretation at school meetings. We actively seek the participation of parents and community members to assist in this effort. Volunteer interpreters or translators may contact the SPS Volunteer Coordinator or the ELE Director. For detailed information about how a staff member can access translation and interpretation services please see Appendix 1.
XVI. INVOLVEMENT OF ENGLISH LEARNERS IN EXTRACURRICULUR ACTIVITIES
English Learner students are involved in all extracurricular activities provided by the school district.

The Summer Program for English Language Learners (SPELL) is offered each summer for academic support, exposure to the community through field trips, and enrichment. The program includes SPELL Elementary (grades 1 – 3), SPELL Junior (grades 4 – 7) Newcomer SPELL (grades 1 – 8), Theater SPELL (grades 8 – 12), and English and Conversation Classes for Parents and Guardians.
XVII. PROGRAM EVALUATION
In an effort to maintain and improve the quality of programs and educational outcomes for English Learners, the ELE Department continually collects, tracks, and evaluates student performance data, observational and qualitative information, and input from all stakeholders. In accordance with NCLB regulations, English Learner Annual Measurable Achievement Outcomes (AMAO) are released to the parents/guardians and the community each year in February or March. 
XVIII. DATA COLLECTION AND RECORD KEEPING

A. Data Collection and Maintenance

The ELE Office collects and maintains the following data on a monthly basis:
1. Student Rosters (by program, school, grade, language, country of origin, ELE program status,    

    Special Education eligibility and nature of disability)

2. Class lists

3. ESL Instructional Service Lists

4. Students with first language not English - New Student Enrollment (W-APT test results, ELE    
    program status)

5. ELs referred to Special Education Services

6. Students who have been re-designated LEP to FLEP or FLEP to LEP

7. Transportation Lists
The ELE Office collects and maintains the following data twice/year:

1. Avenues and High Point pre and post tests and diagnostics

2. ACCESS Scores
The ELE Office collects and maintains the following data at the end of each year:

1. Student Rosters including grade retentions, program exits, opt outs, and transfers

2. Student Rosters with adjusted proficiency levels based on standardized testing (ACCESS,        

    MCAS)

3. Projected class lists

4. Transportation lists for notification to eligible families

B. Record Keeping Responsibilities

1. All ELE staff should follow district and building policies/guidelines regarding the maintenance of 
    student records.

2. Student Temporary Records need to be periodically reviewed by the teacher for accuracy and 
completeness of all information.  Missing or inaccurate information must be obtained by the teacher with the assistance of the ELE Program Specialist.

3. Examples of data that need to be accurately maintained include: academic records from the native country or other school districts, change of home phone number, change of parent’s place of employment, and new emergency phone numbers.
XIX. TRANSPORTATION OF ENGLISH LEARNER STUDENTS
Students enrolled in grades K-5 of the ELE program who do not attend their neighborhood school are provided free transportation to and from school. Monitors are assigned to bus stops and to ride the busses to help ensure safety of children.  Sixth, seventh and eighth grade students not attending classes at their neighborhood school receive an MBTA pass.  MBTA passes are distributed to students by the SEIP teacher on a monthly basis.  Bus safety is discussed in all classes periodically and parents are also encouraged to speak to their children about bus safety.  The ELE Office will work closely with the transportation company in the development of bus schedules and routes.  ELE staff members are responsible for reporting any bus incident of which they become aware immediately to the building principal and the ELE Office. A student may be suspended from bus riding privileges for unsafe behavior upon the discretion of the driver, monitor and school principal or ELE Director.
XX. PROFESSIONAL DEVELOPMENT FOR SPS STAFF ON ENGLISH LEARNER    

        EDUCATION 
Each school year an ELE Department Professional Development Plan is created and implemented for the purpose of improving instructional techniques, curriculum alignment and development, and professional advancement. Professional development opportunities aligned to the MA RETELL Initiative are provided in a variety of venues (pull out school day workshops, after school in-service courses, curriculum writing work groups) and are offered to ELE/SEI teachers, general education and special education staff.
\
List of Forms
1. Home Language Survey Form 

2. SEI Preference for Enrollment 

3. SEI Opt Out of Enrollment    

4. Notification of Student Placement After Initial Language Assessment

5. Parent Letter Waiver 

6. Parents Rights Waiver

7. Waiver Request Form
8. Waiver Approval Letter
9. Waiver Disapproval Letter 
10. Completion SEI When Designated Formerly English Proficient (FLEP) 
11. Continuation in SEI 
12. Parent Transition Letter with School Choices

13. Parent Request for Opt Out from SEI
14. Request for Consultation/Assessment EL Students 
15. Reclassification Policy and Parent Notification 

15A. Reclassification Evidence for the Dually Identified Student

16. ESL Student Profile 

16A. ESL/Language Development Student Service 
17. ESL Service Parent Notification 
18. ELE Student Records Review Checklist 
19. SEI Student Transition Form

Appendix 1.
Improving Your Communication with Families

Multilingual Services for Staff

Interpretation


To access oral interpretation the School Principal or Department Head may contact Regina Bertholdo, PIC Director at ext. 6960 and submit an Interpretation/Translation Request Form via email to rbertholdo@k12.somerville.ma.us. Please allow one week notice.

*Please note: for PTA Conferences three interpreters (Haitian Creole, Portuguese, Spanish) will be assigned to the schools. If the School Principal identifies other language needs, please contact Regina two weeks in advance.

Written Translation

To access written translation, please submit the document and Interpretation/Translation Request Form by email to rbertholdo@k12.somerville.ma.us. Please allow two weeks for the translation to be completed. *Please note: Frequently used documents and translations will be stored on the staff intranet. 
Multi-lingual Connect-Ed Messages

We subscribe to the Connect-Ed system in order to maximize our success contacting ALL parents/guardians with important school information. Because so many of our students’ parents/guardians may speak a language other than English at home, it is ideal that Connect Ed phone and email messages be made available in multiple languages. 

You will need to use the Conference Call function on your CISCO phone

Step 1: Please contact Regina Bertholdo at x6962 to ask about the availability of the PIC staff. If they are available:

1. Negotiate a time to call the PIC to record the call. Write down the numbers where the PIC staff will be. 

2. Send the PIC staff the written text of the message you wish to record, and ask them to translate it and return it to you in writing. This will then become the text of the message you type/cut & paste into the Connect-Ed message box.

3. At the negotiated time, log into the Connect-Ed system and start the process of setting up the call. 

· Select “multilingual” as the language (last option in the drop down menu)

· Select “phone” and “email” as your delivery type.

· Click “next”.

· Type or paste the multi-lingual text of your Connect-Ed message into the next window. Add the following sentence at the top: 

“The following important message from the Somerville Public Schools (or Healey School, etc.) will be in English, en espanol, em portuguese, e Haitian Creole.”

4. When you get to the screen where they give you the dial-in number, call the PIC at the number(s) designated. 

· Once you have all the PIC staff on the phone, dial in the Connect-Ed number and following the instructions.

· When you are ready to record, you read the “The following important message will be in…” line. Wait 5 seconds, then read the English version of the message.

· PIC staff will then following with the Spanish, Portuguese and Haitian Creole versions of the message.

· Hit the “done” button when done.  

· You may need to re-record until everyone is happy with their spoken portion of the message. 

· When you are happy with everyone simply hang up the phone to disconnect with everyone on the conference call.

5. When you are done with the voice recording you are then directed to a screen where you can type your companion email message. It will have the text of your recording in the “Microsoft-like window.” Make any changes you need to for the written version. When done, hit “next”

6. You will then be directed to the process of scheduling the call. Proceed as you normally would.

Google Translate in a Pinch

If the PIC staff isn’t available to help with your call, or for some other reason you cannot send a multilingual phone message, you can AT LEAST add a multilingual email to your connect-ed phone message using features on Connect-Ed and Google 


Step 1: When creating the new message, select “multilingual” as your language, and “phone and email” as your delivery type.
Step 2: Prepare the call as you normally would without translation. 

Step 3: Record the telephone portion of your message as you normally would.

Step 4: When you are done with the voice recording you will be directed to the screen where you can type your companion email message. It will have the English version of your message loaded into it.

Step 5: Type the subject line you wish to have appear in the emails. It is suggested you include “From the Somerville Public Schools” or from your school name to try to increase the likelihood the message will be read.

Step 6: Keep your Connect-Ed Internet window open, and open up a new tab. (Click the file menu and select new tab.). Type http://translate.google.com/ into the new Internet tab to be directed to Google translate.

Step 7: Cut and paste the English version of your message into the message box window. 

Step 8: Select the language you want to translate into. 

Step 9: Hit “translate.” A rough (not perfect) translation will show up in the space next to the message box window. It should look like this:


Step 10: Then copy and paste the new language into the Connect Ed email window, like this:

Step 11: Continue with different languages until you are done. Remember, School Committee policy requires us to make messages available in at least the four dominant languages of our customers: English, Spanish, Portuguese and Haitian Creole.  

Step 12: Then wrap up the message completion process in Connect Ed as you normally would.

REMEMBER! Google Translate is no comparison to a professional translation. There are many concepts that don’t translate automatically. For example, Google translate will change the name of the Winter Hill Community School to the equivalent of “the Neighborhood School of the Winter Mountain” in Spanish. 

The simpler your original message the easier the translation. 

If you want to be EXTRA careful you can take an extra step and take your translated version of your English message and translate it BACK into English to see how good the translation is.  Using our original example:
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You can see that the translation from Spanish back into English doesn’t quite reflect the original message. 

Planning ahead and working with our team of professional translators is the best way to ensure your messages – phone, email and print documents – are accessible to those families who are most comfortable communicating in a language other than English. 
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