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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 and

translated in the high incidence languages of the community (Haitian Creole, Portuguese, and Spanish).
ELE Program information is available on the Somerville Public Schools website: www.k12.somerville.ma.us. Additional resources for teachers of English Learners are available on the SPS ELE Department website: ellsomerville@weebly.com
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 while 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 for students 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 with clarification in a student’s first language when necessary and feasible. 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. Language demands of the curriculum are considered in content area instruction with the development and display of Language Objectives that are aligned to and integrated with learning goals. Students who are in the process of acquiring academic English engage in the same cognitively challenging material with critical thinking tasks to prepare them for college and career.
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 3 - 5 of English Proficiency and the ELE Team 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 principal 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 - 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. EL students in lower grades who are placed in SEI Integrated Classrooms, but are still at lower levels of English Proficiency due to the developmental progression of literacy skills across languages, receive an additional “dose” of ESL Instruction and are classified as receiving SEI Integrated PLUS.
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 dedicated to educating bilingual, bi-literate thinking individuals with a profound respect for their culture and the culture of others. Students in the program are learning English (ESL) or 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 with district curriculum aligned to standards. Teachers use sheltered content instructional techniques (described in section IX) in order to make lessons understandable to native speakers in both languages. 

C. Multiple Pathways English Learner Education Program at Somerville High School 
All ELL Pathways include ESL, Academic Literacy, sheltered content classes, and electives that are leveled to meet student needs as they gain proficiency in English.
Alternative Language and Content Support (ALCS) 

Newcomer students receive content instruction (math and social studies) in their primary language (Spanish and Portuguese). 
SAFE (Students Accessing Formal Education) for students entering with limited or interrupted formal education (SIFE/SLIFE) offered through a cluster of courses including first language literacy (Spanish), ESL/ELD, basic skills development in math, an introduction to world geography and U.S. History, and Sheltered Content instruction in science. In addition, SAFE students attend a daily seminar with curriculum content addressing life in U. S. Schools, social skills and emotional well-being, as well as additional language and academic skills.
* Students who are classified as SAFE/SIFE in elementary and middle school grades receive a specialized program and supports in small group settings and a SAFE for SIFE class is offered to students at the Middle School SEI Program. This class includes instruction in the students’ primary language (Spanish and Portuguese), literacy, and social and emotional supports.
ELL Intensive modified day program for students who are working 30 or more hours per week and are close to graduation.
GOAL (co-located at Somerville High School and SCALE Adult Education Program) to prepare over-age and under-credited EL students for Adult Education learning environment. In their first year of study, GOAL students attend GOAL Seminar with curriculum content addressing life in U.S. Schools, social and work-place skills, emotional well-being, as well as additional language and academic skills. GOAL students complete High School graduation requirements with an Adult Diploma (ADP).
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. The time periods are based on recommended periods of ESL instruction for ELs determined by ACCESS for ELLs 2.0 results (full-day Kindergarten through grade 12) indicating the English Proficiency Level of the student (MA DESE, October 2017).
	ACCESS for ELs 2.0 Overall (Composite) Score 
	Recommended Periods of ESL Instruction 



	Foundational 
WIDA Level 1, Level 2 and Level 3* 
(ACCESS 2.0 Overall Scores 1.0-2.4)
	At least two to three periods (a period is not less than 45 minutes) per day of direct ESL instruction, delivered by a licensed ESL teacher

	Transitional 
WIDA Level 3*, Level 4, Level 5 & Level 6 
(ACCESS 2.0 Overall Scores 2.5 and higher) 
	At least one period (a period is not less than 45 minutes) per day of direct ESL instruction, delivered by a licensed ESL teacher 

	*Districts may determine whether to group WIDA Level 3 (Overall ACCESS 2.0 overall scores 2.5-3.4) students at either the Foundational or Transitional levels depending on student needs.


In abbreviated form, ESL Instruction is provided based on English Language Proficiency:
            Level 1            2 – 3 periods per day

Level 2
2 – 3 periods per day

Level 3
1 - 2 periods per day

Level 4
1 period per day
Level 4.2 - 6
Designated as Formerly EL and monitored for 4 years (some students continue to receive 1 period per day)
 
Students who have opted out of SEI Programs receive a minimum of 3 - 5 periods of ESL per week
Guidelines for Student Placement and Transition in ELE Programs
ELE Teams use the following guide for initial student placement and transitions as EL students gain English Proficiency.                                                                               
	SEI Program
	Description of ESL/SEI Delivery
	WIDA Level of Students
	Teacher Qualifications

	SEI 1
	Self-Contained: 
Delivery of ESL/ELD and all Subjects (including SAFE Program)
	 1 - 3
	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)
(With exceptions for students with advanced subject area knowledge)
	Licensed ESL Teacher in SEI 1 classroom; SEI Endorsed Teacher for content

	SEI 3
	ESL Instructional Support:

Push In, Pull Out, and Consultation 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
	1 – 5 (grades K – 2) *
3 – 5 (grades 3 – 12)
* lower grade students at WIDA Levels 1 – 2 receive additional period of ESL Support (SEI Integrated PLUS)   
	Dually Licensed Teacher; ESL Licensed Teacher for ESL Support

	SEI Special Education
	SEI: Special Education
ESL/ELD Push In, Pull Out, Consultation, and Sheltered Content delivered in Special Ed setting
	All Levels
	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 Levels

(grades K – 8)
	ESL Licensed, TBE, and SEI Endorsed Teachers

	Monitoring
	Progress Monitoring and Consultation in General and Special Education Settings
	4.2 - 6
	ESL Licensed Program Specialist


1V. Identification, Placement, Annual Review/Re-designation and Monitoring 
Figure 2.
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Adapted from Garcia, R. (2012). Bridging the English Learner Achievement Gap: Essential Lessons for School Leaders.
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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



Pre-Kindergarten
Pre-IPT                                   Pre-IPT (Spanish, Portuguese, Haitian Creole)
Kindergarten

W-APT

            IPT Early Literacy R/W (Spanish)
Grades 1 – 12
            WIDA Screener
            English 
Assessment results are reported to and discussed with the parent/guardian. Program placement recommendations are explained and discussed (see section B Student Placement in Programs below).
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 and Academic assessments (e.g. 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, along with Native Language Proficiency.  Assessment, is used for placement in ESL Courses (A1; A2; B; C; Literacy Support, Resource ESL; Academic Literacy).

SAFE/SIFE Guidelines

An English Learner Student is considered as a Student Accessing Formal Education/Student with Interrupted Formal Education (SAFE/SIFE) when all of the following criteria are met*:
1. The student is an English language learner as determined by English Language Proficiency Assessment

2. Is aged 8 – 21 years

3. Entered a United States school after grade 2

or

Exited the United States for six months or more

4. Prior exposure to formal schooling is characterized by

a. no formal schooling

or

b. interruptions in formal schooling, defined as at least two or fewer years of schooling than their typical peers,

or

c. consistent, but limited formal schooling.

5. Functions two or more years below expected grade level in native language literacy relative to typical peers.

6. Functions two or more years below expected grade level in numeracy relative to typical peers.

At the time of registration and enrollment the above criteria is used to designate a student as SAFE/SIFE, parents/guardians are informed of the SAFE/SIFE designation and supports are provided. If the record review determination is that the student is designated SIFE, the parent/guardian is notified and program supports are discussed.
*adapted from Massachusetts Students with Limited or Interrupted Formal Education (SLIFE) Definition and Guidance (MA DESE, 2015)
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 (by lottery), SAFE/SIFE, Opt Out into General Education, and the parent or guardian signs the Parent/Guardian Notification of Student Placement Form. 
An additional review is conducted for student who are older than typical high school age and a recommendation is made for placement in an EL Pathway if appropriate. The High School Headmaster approves placement in SAFE for SIFE, ELL Intensive, or GOAL Year One at Somerville High School.
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: for 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, a grade determination will be made based on an evaluation of the following:

· Date of arrival

· Student’s age

· Academic achievement level

· Proof of grade completion

· Parent preference will be taken under consideration
So as not to disadvantage the student by placing him or her below grade level of age peers, the preferred district practice is to assign the student to the grade appropriate to his or her age. The parent/guardian is informed that there will be a review of the student’s academic progress at the end of the school year and the subsequent grade will be determined at that time.

The initial grade placement determination will be made by the ELE Program and Assessment Specialist in consultation with the ELE Director.
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 due to 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: An overall Score of 4.2; and composite Literacy Score of level 3.9

 
· ELA MCAS: Proficient or Advanced 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 (or student disability) should not be used as sole program exit criteria.   

   Until a transitioning student is reclassified as Formerly English Language Learner (F-ELL), 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 English Learner" (FEL). FEL 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 SEI Program 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 Team, 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.

10. The ESL Specialist will complete Forms (11 and 17) and forward copies to the student folder and the ELL Office. 

B. ELE Welcome Center at SHS

The ELE Welcome Center at SHS was established to provide initial assessment, welcoming to the school community and orientation to school. Welcome Center staff members provide ongoing support to ELE students and their families. The ELE Welcome Center is located in the Guidance Suite and is staffed by the ELE Guidance Counselor, the Welcome Center Liaison, 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, SAFE/SIFE, 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 and Integrated). 
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.  Annual notification forms to parents/guardians are provided in the primary/home language as well as in English.
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 (Standardized)

Fall





Reach Pretest: grades K – 5

(or upon arrival of new students)

Inside 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
 




Reach/Inside Posttest: all ELs
C. ELL Common Assessments (Formative)
	Baseline
	Quarter One
	Quarter Two
	Quarter Three
	Quarter Four

	Previous year ACCESS Level

End of Year Can Do’s

New Student and Kindergarten W-APT Level
	September Can Do’s
	Common Writing Assessment

(grades 1 – 12)
	January Can Do’s
	Common Writing Assessment (grades K – 12)


Both standardized tests and ongoing formative assessments are used for ELE student progress monitoring. Standardized and Formative Assessment data, as well as individualized student learning goals are entered into the ELL Data system (ELLevation). Teachers use the data to inform classroom instruction and targeted interventions. Parents/Guardians are notified of ELE student progress towards gaining English proficiency on at the end of each marking quarter. The ELE Parent Progress Report is aligned to WIDA Performance Definitions.
Teacher teams (organized by grade level in the elementary school) meet on a regular basis to review student performance data in order to determine instructional moves, supports, and interventions. At Somerville High School, Newcomer ELL Support Team (NEST) meets weekly to review student attendance, engagement, and academic progress.
X. RECLASSIFICATION/F-ELL DESIGNATION AND PARENT NOTIFICATION
Reclassification refers to a change in status of an English Learner (EL) student to not EL status, i.e. formerly English Learner (FEL).

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. EL 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 4.2 or above and a Literacy Level of 3.9 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 EL status to NOT EL status (or   


formerly English Learner, F-EL), the student will EXIT from the English language   

 instructional program and a notification of the student’s F-EL status will be sent to the   student’s parent/guardian.

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

7.   A reclassification (or formerly EL) requires that the student be formally monitored for 4 years after his/her reclassification to not EL/F-EL status. See F-EL Monitor Policy below.
XI. MONITORING PROGRESS OF FORMERLY ENGLISH LEARNER STUDENTS 
Title III of the Every Student Succeeds Act (ESSA) requires that the academic progress of formerly EL students, F-EL students, be monitored for four years following their reclassification out of EL 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 four years after reclassification from EL to F-EL status   

       the following information is collected on F-EL students: 

· Grades

· Assessment Results

· Teacher Comments

· Input from Guidance Counselor

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

a. A student can be reclassified from F-EL student status to EL 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 F-EL student who is reclassified as an ELstudent 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.
FEL Monitoring is conducted using the ELLevation Data Collection Platform. 
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
Expertise on language development and ELE student interventions is available to all school staff on a consultation basis provided by the ELE Program and Assessment Specialist. 
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 and Assessment Specialist. 
XIV. CURRICULUM AND INSTRUCTION 
A. Components of Instructional Program
There are two essential components of English Learner Education: English as a Second (or additional) Language (ESL) and Sheltered Content Instruction. Somerville ELE Programs, including SEI, , and the Unidos Two-Way Bilingual Program are designed to meet state and federal requirements in that they are educationally sound, ensure that EL students acquire English language proficiency and are provided meaningful access to the educational program, and EL students are provided ESL instruction with its own dedicated time and curriculum.
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. SAFE/SIFE students are enrolled in native language literacy classes and receive math supports and intervention in order to make grade-level content accessible and meaningful for them.
Materials used in ESL/ELD classes for students enrolled in SEIP include the Reach series in grades K – 5 and Inside/Edge 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 integrated, general, 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 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 SAFE and Alternative Language and Content Support Programs, students receive additional native language instruction and 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. To meet the requirements of the LOOK Bill, English Learner Parent Advisory Councils will be established in September 2018.

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. 
The ELL Task Force with members representing administration, teachers, parents, and community members meets periodically to review ELE Program Data and to suggest innovations and improvements.

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 in the ELLevation data system:
1. Reach, Inside and Edge pre and post tests and diagnostics

2. ACCESS Scores
3. Can Do descriptors 3 times/year

4. Common Assessment in Writing with Leveled Supports

5. Progress towards learning goals designed for individual ELL students
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.
4. Maintain and use ELLevations for monitoring student progress in Can Do descriptors, Common Assessment of Writing and individual ELL Student Goals.
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. 
The ELE Teacher Leader PLC meets regularly to review student performance data in order to identify areas of improvement in practice. As a team, the PLC researches best practices and plans and delivers professional development for teachers of Language Learners.

Professional Development opportunities for teachers of English Learners include Professional Learning Communities for the study of best practices for Dually Identified English Learner / Special Education Students, the English Learner Task Force, and EL Teacher Leadership groups for curriculum alignment and development of common assessments. In addition, the ELE Department actively seeks and maintains partnerships with colleges and universities for ESL License Pathways for pre-service and in-service educators.
Appendix 1: 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. Completion SEI When Designated Formerly English Language Learner (F-ELL) 
6. Continuation in SEI 
7. Parent Transition Letter with School Choices

8. Parent Request for Opt Out from SEI
9. Request for Consultation/Assessment EL Students 
10. Reclassification Policy and Parent Notification 

15A. Reclassification Evidence for the Dually Identified Student

11. ESL Student Profile 

16A. ESL/Language Development Student Service 
12. ESL Service Parent Notification 
13. ELE Student Records Review Checklist 
14. SEI Student Transition Form

15. ELL Parent Progress Report
Appendix 2.
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:

[image: image4.jpg]200 Mot Wate Mokt Thoeiey S, s

Google translate

O Spwan v) B 0 Engien

‘Estamos tratando de mosirar como la gente mezci raductor Googie y Comect £
para incremeriar el acceso a os mensajes ingUstcos impotantes de las Escuelas
Piblcas de Somervie.

Tansiate |

oy new bowser i ot vnsistion




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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Guidelines for the ESL Specialist 

These guidelines are designed to support ESL Specialists in meeting requirements to ensure that EL’s are provided with appropriate programming and services. To meet these expectations, the guidelines will contain updates and amendments to district procedures and will serve as a guide to ESL Specialists in the Somerville Public Schools.

The purpose of these guidelines is to:

1. Provide all school staff with a clear description of the procedures and responsibilities of the ESL Specialist to ensure that the English Learner Education (ELE) Program complies with federal and state mandates, to include ensuring equity of educational opportunity for all students.

2. Provide a clear focus on the required competencies and skills that ESL Specialists must have in order to teach the discipline of English as a Second Language with the provision that students will attain English language proficiency in listening, speaking, reading and writing, as well as to achieve State Common Core academic standards that all children are required to achieve. 

3. Provide resources that address the linguistic, sociocultural and academic needs of English Learners 

Description of the Role

The role of the ESL Specialist is to support students in developing English language skills and language learning strategies such that and until the student has sufficient proficiency to experience success with prescribed curriculum and continue building language skills in the regular classroom. The ESL Specialist is a member of the support team for the student and will work closely with other members of the school team, including parents, classroom teachers, administration and/or guidance counselor, in reaching outcomes and developing goals for the student. The ESL teacher will use a variety of strategies, depending on the student’s needs, and will report on student progress at regular reporting times.

An ESL Specialist is able to demonstrate through practice the following skills and attributes:

· In the area of language, the ESL Specialist demonstrates a deep understanding of the English language’s structures, functions, forms, and the patterns and conventions of written and spoken language.

· In ESL instruction, the ESL Specialist demonstrates proficiency in the

implementation of research-based methodologies to teach English as a second language, as well as the design of effective differentiated instruction which align to the WIDA English Language Development Standards. 

· In collaboration with content teachers, the ESL Specialist implements

Instructional programs that exhibit the characteristics of Quality Teaching for English Learners: sustain academic rigor, hold high expectations, engage in quality interactions, sustain a language focus and develop quality curricula. (Walqui, 2009)

· In assessment implementation, the ESL Specialist demonstrates competence

in the implementation of state-mandated English language proficiency assessments (ACCESS for ELLs), as well as knowledge in the use of data to inform instruction.

· In literacy development, the ESL Specialist applies effective instructional

practices needed to provide a rich, comprehensible language environment with supported opportunities for the development of literacy in English. 

·  In the area of program implementation, the ESL Specialist demonstrates knowledge of the legal underpinnings of (M.G.L. c. 71A, 603 CMR 14.00) and applies this knowledge to plan, implement, and advocate for effective ESL programs.

· In the development of an effective, culturally responsive learning environment, the ESL

Program Specialist collaborates with other educators addressing the affective, linguistic, and cognitive needs of English language learners at varying levels of English proficiency.

· The ESL Specialist is competent in the use of resources that facilitate effective

communication with parents from diverse cultural and linguistic backgrounds.

Planning, Implementing, and Managing Instruction

ESL Specialists:

· Collaborate with and provide guidance to content teachers of ELLs related to using the WIDA English language proficiency standards, appropriate supports, and adaptations which provide students access to content instruction, tasks and assessments at their English language proficiency level.

· Design standards-aligned instruction in English utilizing the Massachusetts Academic Standards, the WIDA English Language Proficiency Standards, and Can-Do descriptors in relation to the continuum of proficiency levels.

· Plan effective lessons in all domains (Reading, Writing, Speaking, and Listening) using a variety of materials, texts, activities, strategies and assessments appropriately based on consideration of learners' differing English language proficiency, L1 literacy and prior knowledge, age and developmental stages, grade levels, learning styles and socio- cultural needs.

· Recognize, plan and implement key elements of ESL lesson design, which include: 

· Content and language objectives;

· Scaffolding, supports;

· Activating and building on prior knowledge;

· Formative and authentic assessments; and

· Academic and social interaction at the English Language Proficiency Level of the student, specifically in the domains of listening, speaking, reading and writing.

· Differentiate instruction based on formative assessment of student progress, re-teaching as necessary for students who need additional time and alternative approaches to meet learning outcomes.

· Develop and implement communicative activities in K-12 classrooms that promote authentic interactions for social and academic purposes and that integrate all language skills, i.e., reading, writing, speaking, and listening.

· Plan and provide evidence-based reading and writing instruction that includes various cueing systems (i.e. graphic, syntactic, and semantic cues) appropriate for ELLs.

· Explain and model explicit comprehension and learning strategies that assist students with learning tasks in all subject areas.

· Plan ESL instruction and assessment specific to the reading and writing needs of students with limited formal schooling or interrupted formal education (SIFE).

      Progress Monitoring and Assessment

      ESL Specialists:

· Identify and use multiple assessment measures (WIDA ACCESS for ELLs performance rubrics, native language evaluation, District Common Writing Assessments, MA Academic Achievement Standards, and others) to make informed decisions concerning an ELL's progression through a language instructional program (identification, placement, progress, achievement, exit, and monitoring) observing all applicable national and state requirements.

· Recognize, apply and share state-allowed testing accommodations for ELLs at varying proficiency levels.

· Implement a variety of assessment tools as part of classroom instruction (observation checklists, reading logs, self- and peer-assessment, among others), to record progress towards English language proficiency and academic achievement.

· Participate and Assist classroom and content area teachers with reporting elements for meaningful communication with parents and guardians and record keeping. 

· Identify and use a variety of resources and research, including native-language assessment and accommodated assessments, to determine giftedness, possible learning disabilities, or other qualities of ELLs which would entitle them to participation in school programs.

· Understand and share multiple measures of assessment data, collected over time, to document ELL growth and progress before considering a referral to a special education or other remedial program.

· Inform parents/families, using their preferred mode(s) of communication, of federal and state-mandated testing, and the implications of such testing, for ELLs in a language instructional program.

· Provide real-time ELL data to inform programmatic and instructional adjustments.

· As part of an instructional planning team, analyze data from various ELL groups (disaggregated, where appropriate, by language proficiency level, grade level, instructional site, etc.) to evaluate the effectiveness of an ESL program or language teaching methodology.

· Apply appropriate testing practices for English language learners including:

1. Determination of the validity and reliability of tests to make assessment related decisions for ELLs;

2. Knowledge and application of alternate and multiple assessment measures to ascertain what ELLs’ know and can do;

3. Assessment of ELLs’ test-taking challenges and creation of strategies and scaffolding techniques to address these challenges.

Communication and Collaboration

ESL Specialist demonstrate the ability to:

· Develop effective techniques for communication between home and school by recognizing the preferred communication methods of the parent/guardian and utilizing interpretation and translation resources appropriately.

· Collaborate with general and specialist school staff (e.g., multidisciplinary faculty teams) for the purpose of establishing instruction that is appropriate for ELLs at a variety of English proficiency levels.

· Recognize the need to advocate for ELLs and their families providing full access to school resources and assisting parents and community members in building strong home-school partnerships.

· Develop classroom activities that could involve families and provide ELLs and their families with information, support, and assistance (e.g., advocate for the students and their families, help families participate in the school/community, or engage with community members with respect to issues affecting ELLs).

Record Keeping and Maintenance: Student Temporary Record

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.

       Temporary Record Contents

For Students who completed a Home Language Survey, were administered a Language Assessment and scored English Proficient. 

· Home Language Survey

· Language Assessment

For Students who completed a Home Language Survey and were administered a Language Assessment and were eligible for ESL Services

· Home Language Survey
· Language Assessment (Initial and annually thereafter)
· Continuation in Sheltered English Immersion Program (Initial and annually thereafter)
· Parent Notification of ESL Language Development Service (annually and updated with any change of services)
· Documentation of LAT Committee or ELE Team Meeting process
For Reclassified Students who are Former English Learners (FEL)

· Home Language Survey
· Language Assessment (Initial and annually thereafter)
· Continuation in Sheltered English Immersion Program (Initial and annually thereafter)
· Parent Notification of ESL Language Development Service (annually and updated with any change of services)
· Documentation of LAT Committee or ELE Team Meeting process
· Reclassification Policy
· Completion of SEI Notification
· Form 15A for Dually Identified Students (if applicable)
ESL Specialists will receive and review incoming student records to ensure that parents have been provided with the required program notification forms and that copies are placed in the student records folder.  The following forms must be included in the student record folder as evidence of compliance with parental notification and program placement determinations

ELL Form #1

Home Language Survey

ELL Form #2 

PARENT PREFERENCE FOR ENROLLMENT IN SHELTERED ENGLISH IMMERSION PROGRAM (SEIP) (SEI 1, 2 or 3, Integrated SEI and Special Education SEI)

ELL Form #4 

PARENT/GUARDIAN NOTIFICATION OF STUDENT PLACEMENT (K-12) AFTER INITIAL LANGUAGE ASSESSMENT OR CONTINUING EL EDUCATION

ELL English 01A (if applicable)

Pre IPT REPORT TO PARENT/GUARDIAN

Administered Assessment Records

WIDA Screener, WAPT, Pre-IPT, WIDA Model, Assessments from other districts

OPT-Out/ Refusals

ELL English #3 OPT OUT OF ENROLLMENT IN THE SHELTERED ENGLISH IMMERSION PROGRAM (SEIP). Parents and guardians have the right to opt-out of an SEI Program at the time of the original notification of placement by signing an Opt Out from Enrollment in SEI (1, 2, and Integrated)

 ELL English #12

 PARENTAL REQUEST FOR OPT OUT/WITHDRAWL FROM SHELTERED ENGLISH 

 IMMERSION PROGRAM (SEIP). Parents and guardians also have the right to withdraw  

 from the SEI program at the close of any marking period by signing a Refusal form.

ESL Specialist ensure that any student who is Opt-out, or has withdrawn from an SEI Program has the required form on file.

Beginning Year Forms

The Parent Notification of ESL Language Development Service (Form 17) is sent to parents annually to provide information regarding the scheduled service hours of English Language Development support. Any changes or updates to the quantity and or type of services provided to students should be reflected on the most recent service form which is kept in the student temporary record, a copy of the service form is provided to parents and the ELE Office.
Delivery of Services for ELL Students

ESL Specialists primarily provide instructional support to students who are in SEI-3, SEI-Integrated, and SEI-Special Education. The following service delivery models are provided: 
Push-in ESL Instruction

This program model brings the ESL Specialist into classrooms for collaborative teaching and small group instruction.  During push-in instruction, the ESL teacher comes into the general education classroom to support ELs during content-area lessons. The ESL teacher instructs side by side with the general classroom teacher, at times leading, at times interjecting with specific language concepts, or at times modeling language strategies for all learners. The ESL teacher may also work with ELs in a small group in the classroom.

Pull-out ESL Instruction

Pull-out ESL instruction means that the ESL teacher pulls students out of the general education classroom to work in a small group setting in another room. The goal is to develop their English levels to a point at which they feel secure and are able to function in their regular classrooms with minimum assistance. During pull-out instruction, ESL Specialists support ELL students by providing explicit instruction for language development.

ESL Specialists are encouraged to collaborate with teachers and seek opportunities for co-planning. This can be done by email, short conversations, using google.doc, via text, or sharing a common planning time.

ESL Consultation

ESL Specialists consult with the students, teachers, and other stakeholders to monitor student progress, share ideas on how to support the students’ learning, and provide support as needed. 

The decision to place a student on “consultation” is made on a case-by-case basis.  

End of Year Forms 

Notify parents whether their student will continue receiving services or will be reclassified as FEL, provides school choice data for students who are transitioning and are not at their neighborhood school, and documents all district decisions regarding placement of ELL students.
End of Year Forms Chart

	
	Form 11
Continuation of SEIP
	Form 5

PIC     Notification
	Form 10
Completion of SEIP
	Form 15
Student 
Re-classification
	Form 15A

Student 
Re-classification

	Who gets it?
	ALL Students who will continue in the program next year
	 Students transitioning from SEI1 and SEI-INT to SEI 3 and are not at the neighboring school
	Students who are reclassified based on Access (4.2 Overall) and Review of Performance
	Students who receive a Completion Form (Form 10)
	Dually Identified Students who receive a Completion Form (Form 10)

	Where do I send it? 
	Parent/Guardian

Student Folder

ELL Office
	Parent/Guardian

Student Folder

ELL Office

(Attached to Form 11)

 At the bottom of Form #11 please write “see attached” for next year school.
	Parent/Guardian

Student Folder

ELL Office
	ELL Office

Student Folder
	ELL Office

Student Folder

	Additional Info
	Must be in the Native language of the parent and in English (Back –to- Back)
	Must be in the Native language of the parent and in English (Back –to- Back
	Must be in the Native language of the parent and in English (Back –to- Back)
	Internal Form
	Internal Form


	AUGUST
	SEPTEMBER
	OCTOBER

	· Staff Professional Development


	· Know/Claim Students on Ellevation

· Print and send home Service Form (17). Keep a copy in the Student Records folder. Copy sent to the ELE Office

· FEL Determinations 

· Review program placement/transition of continuing/transferred ELL students.

· Annual Opt-Out Letters


	· Update grouping configurations and service schedules based on student data

· Progress Monitoring 

· Beginning Year Forms Tracking

· Common Writing Assessment/Can DO Monitoring



	NOVEMBER
	DECEMBER
	JANUARY

	· Progress Reports to Parents

· Goal Setting and Interventions

· Test Prep for ACCESS 

· LAT Meetings for ACCESS Accommodations
	· ACCESS Planning

· Update grouping configurations and service schedules based on student data

· ACCESS Notification to Parents copies in STUDENT FOLDER
	· ACCESS Testing

· Monitor incoming students for  ACCESS participation

	FEBRUARY
	MARCH
	APRIL

	· Progress Reports to Parents

· Goal Setting and Intervention 

· Update grouping configurations and service schedules based on student data

· Early Projections
	· Common Writing Assessment/Can DO Monitoring

· Schedule/Hold LAT Meetings

· Early Projections Continued
	· Progress Reports to Parents 

· Goal Setting and Interventions

· Update grouping configurations and service schedules based on student data

· Projections Continued

	MAY
	JUNE
	END OF YEAR

	· Review ACCESS/MCAS

· Complete Projections Document

· Send home Continuation, Completion, Transition notification to Parent/Guardian. Copies to ELE Office and Student Record Folder
	· Progress Reports to Parents 

· Schedule/Hold LAT Meetings for FEL Determinations

· Parent Access Reports

· End of Year Forms Tracking
	· Complete, Sign and Submit End of Year Specialist Check List

· Inventory and materials request


The Year at a Glance

HOW TO GENERATE A LIST OF ELLs USING ELLEVATION


1. Log in via employee portal. 

2. Hover

3. Select “Student List (NEW)."
4. Search using filters.
E.g. "Grade Level," "ESOL Status" and/or "ESOL
Level"
5. 
Select your school.
(Not required If you do not have access to multiple schools.)
NOTE: To exclude ESE/ESOL students, select the filter "ESE Primary" and select the option "is blank."
To list ESE/ESOL students only, select the filter ESE Primary. Then, select option "is any of" and enter exceptionalities "F," "G," or "L".


6. After the list has generated, click on
the "Reports" button at the top.
HOW TO GENERATE A LIST OF ELLs AND SAVE AS FILTER USING THE QUERY FEATURE IN ASPEN


7. Log in via employee portal. 

8. Hover

9. Select “Student List (NEW)."
10. Search using filters.
E.g. "Grade Level," "ESOL Status" and/or "ESOL
Level"
11. 
Select your school.
(Not required If you do not have access to multiple schools.)
NOTE
How to Configure Student Groups in Ellevation


“HOW TO CLAIM YOUR STUDENTS” ON ELLEVATION
Note: Follow These Steps Before Entering Service Hours 

Manually Assign ELL Teachers to Individual Students
1. Navigate to the Student Profile of the student for whom you would like to assign an ELL teacher.

2. Select the Teacher drop-down menu on the Demographics Tab.
3. Begin typing the name of the teacher you would like to assign to the student; select the name from the list when it appears. 
*Note: If you would like to assign the student to yourself, click Me to the right of the Teacher drop-down.

4. Click Save.
Manually Assign ELL Teachers to Multiple Students
1. Navigate to the Students tab and select Student List.

2. Use the student filters to narrow down the list to the students for whom you would like to assign an ELL teacher. 
3. Select the students for whom you would like to assign a specific ELL Teacher by   checking the box next to their names. Click Edit and select Edit Student Data.

4. Click the down arrow and select ESL Teacher from the drop down menu.

5. Begin typing the ELL teacher's name and select the name from the list when it appears. 

*Note: If you would like to set a student's ESL Teacher to blank, check set ESL Teacher to blank.

6. Click Save. 

7. Click Apply Changes.

*Note: This process cannot be undone, so ensure that you are assigning the correct teacher to the correct students.

Once you have assigned ELL teachers to your students in Ellevation, you will be able to filter for a specific      ELL teacher's students in the Student List and when generating Reports, Parent Letters, or Listings.

Once you successfully claim your students, It’s easy to find them!  
· Use the Teacher filter to filter for your name

· Once the filter loads, you can click on the students from the lis
Adding ESL Services in Ellevation
Assign Services to a Single Student
1. Navigate to the Students tab and select Student List.

2. Select the student for whom you would like to assign services by checking the box next to their name.

3. Click Edit and select ELL Service

4. Ensure the correct Year & Semester for which you are assigning services. 

5. Click +Add New Service and select the type of service the student will receive

6. Enter the name of the teacher or service provider.

7. Schedule the service by entering a Simple Schedule and Detailed Schedule

8. Click the Assign ELL Service Button

Assign Services to Multiple Students
1. Navigate to the Student List.

2. Use the filters to identify the students to whom you wish to assign the same Services.

3. Either use the "select all" checkbox above the list of students to select all students, or select the checkboxes next to each student’s name. 

4. Navigate to the Edit menu at the top of the list and select Assign Services.

5. On the window that appears, you have two options:

Option 1: Assigning new Services to students:

1. Designate the Year and Semester for which you are assigning Services.
2. Choose Select New Service(s).

If you would like to overwrite any ESL Services these students may have been assigned already for the selected Year/Semester, also select Replace existing ESL services.
3. Click Next to select the appropriate Service, Teacher, and Schedule that will be  assigned to all selected students. 
Once you have set up the service(s) you would like to assign to these students, click Assign Services. *Note: This batch action cannot be undone. You may need to wait for the batch operation to complete. 
Option 2: Copying existing Services from one year to another:

1. Designate the Year and Semester for which you are assigning ESL Services.

2. Select Copy Existing ESL Services.

3. Click Next to select which Year/Semester you are copying ESL Services from.
4. Select Next to acknowledge that this action will overwrite any services the students may have been assigned already for the Year/Semester you are copying to and that this cannot be undone. You may need to wait for the batch operation to complete. Please be patient while the process is underway.

5. Ellevation recommends viewing and saving a copy of the report that is generated for your records.

*Note: If you would like to add a Service to a student in Ellevation but do not see the service listed, reach out to your district's Ellevation program administrator. S/he has the ability to configure ESL Services for your district. 

Assigning Goals and Interventions
Copy goals from a previous year/semester, assign a new goal from a goal bank, or add your own custom goal. 

1. Click on the student's name to open his or her student's profile.

2. Navigate to the Goals tab.

3. Click +Assign Goal.

4. Select the appropriate Year/Semester from the drop-down menu

5. Choose to either Copy Goals from a Previous Year/Semester or Add Goal from Goalbank.

Copy Goals from a Previous Year/Semester:
*Note: This option is only available if the student already has been assigned goals:

1. Click Copy Goals.

2. Choose the Year/Semester from which you would like to copy the goals.

*Note: Verify that you are using the appropriate Year/Semester for each set of goals you assign. 

3. Check the box next to the goals you would like to copy. Use the Select All Goals checkbox to select all goals.

4. Choose whether you would like to copy the student's corresponding goal progress history as well.

*Note: The Copy Student's Goal Progress History checkbox is checked by default. If this box is unchecked, the Goal Progress will be marked as No Status.

5. Click Copy Goals to assign the selected goal(s) to the student.
Add a Goal from a Goal Bank:
1. Click Add Goal from Goal bank.

2. Choose which goal bank to use by filtering by Owner Type. 
3. To access the Ellevation Goal bank, select Owner Type = Ellevation. 

· To access your district Goal bank, select Owner Type = District.

· To access goals, you've created, select Owner Type = Teacher.

4. Use the filters to help you determine the most appropriate goal for your student. You are able to filter based on proficiency level, domains, grade level, ELP standards, and Common Core standards.

5. Once you have located the appropriate goals, you can check the box next to each goal to select the ones you would like to assign.

6. Specify the student's current progress towards the goal.

*Note: If you have not assessed a student's progress towards this goal yet, you can choose No Evidence for Initial Progress.

· Click Assign Goals to assign the goal to the student.

Write Your Own Goal:
1. Click Add Goal from Goal bank.

2. Click Create New Goal in the top right corner of the pop-up box.

3. Include a title and goal description.

4. You can also add different filters that can help you categorize and search for this goal later.

· *Note: Once you have saved this goal, it will be stored under the My Goalbank tab to use in the future for any student.

5. Choose a Progress Status. 

· *Note: If you have not assessed a student's progress towards this goal yet, you can choose No Evidence for Initial Progress.

6. Click Create and Assign Goals.
Assign Goals to Multiple Students:

If you wish to assign the same goals to multiple students at a time, you can use the Assign Student Goals function in the Student List. 

1. Navigate to the Student List.

2. Use filters to capture the students to whom you wish to assign the same goals. 

3. Select the checkbox above the list of student names to select all students on the page (or choose Select all students that meet this search across pages) or use the checkboxes next to each student’s name to select a subset. 

4. Navigate to the Edit menu and select Assign Student Goals.

5. Specify the Year and Semester for the goal. Click Next.

*Note: Verify that you are using the appropriate Year/Semester for each set of goals you assign. When generating reports, many report options require you to specify the Year/Semester of the goals you would like to include in the report. The report will not include goals for students assigned for a time period that is different from the Year/Semester selected in the report options.

6. Use the filters on the left to narrow your list of goals. You can view goals from a specific Goalbank by using the Owner Type filter.

7. Select one or more language goal to assign to your group of students.

8. Specify the students' current progress towards each selected goal.

*Note: If you have not assessed progress towards this goal for these students yet, you can choose No Evidence for Initial Progress.

9. Click Assign Goals to assign the goal(s) to the selected students.

*Note: Verify your goal settings before you click Assign Goals, as this action cannot be reversed.

10. Repeat these steps to assign additional goals to your students.

Track and Monitor Student Goals
To track goal progress for your students, goals must first be assigned. Once you have set goals for your students, you can begin tracking these goals.

1. Find the student for whom you would like to track goals. 

2. Navigate to the Goals tab.

3. Note the Year/Semester that is displayed. Verify that the appropriate Year/Semester for which you are tracking goals is displayed from the drop-down menu.

4. Scroll through your student's list of goals to identify the one you would like to update.

5. The far right column indicates the current progress for the goal. To update a student's progress on a particular goal, click the arrow next to the progress status to show the drop-down menu. Select the indicator that best fits the student's current level of progress on the selected goal.

*Note: Once you change the student's goal progress status, it is automatically saved and recorded in the student's goal history.

6. Click History to view the student's progress timeline as well as the name of the user who updated the progress.

                   ESL SPECIALIST END OF YEAR CHECKLIST

	TASK 
	    COMPLETED ?

	Update Schedules in Ellevation (Simple and Detailed) and complete service form 17 if applicable. (Including recent arrivals)
	✔

	Conduct On-going Records Review ( One or Two files a week)
	✔

	Collaborate with teachers to ensure fidelity of interventions and  Goal tracking for first quarter (On Track/Off Track) and Third quarter (Met/Not Met) on Ellevation.
	✔

	Conduct FEL Determination Meetings for ELL and ELL/SPED and complete required documentation.
	✔

	Collaborate with teachers in forecasting and completing Projections
	✔

	Forward copies of the End of Year forms (Back to Back in English and the Parent Native Language) packet for each student to the ELL Office.
	✔

	If applicable forward the original Form 5 to PIC. Copies to the ELL Office and the student folders. (Please include it with the End of Year forms packet to the ELL Office)
	✔

	Complete the ELL Progress Monitoring Reports. Originals are sent to the parents, copies placed in the Student folders
	✔

	Ensure that the ACCESS reports are sent with cover sheet to parents         ( copies placed in the student folder)
	✔


Resources

· Center for Applied Linguistics
· Ethnologue Languages of the World
· Teaching Tolerance
· World-class Instructional Design and Assessment (WIDA) Consortium
· National Association for Bilingual Education (NABE)
· Teachers of English to Speakers of Other Languages
· Provision of Equal Educational Opportunity to LEP Students
· CAN DO Descriptors
· PEW Research Center
· Massachusetts Comprehensive Assessment System
· Colorin Colorado
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English Only





Home Language Survey





No ELE Services








Other Language





English Language       Proficiency Assessment and/or Review of Student Records





English Proficient





No ELE Services








Inquiry                                                            In addition to the language proficiency assessment data, what other academic information is available about the English Learner? Review student records again for placement purposes.











Not Proficient





English Learner Classification:                        Placed in Program/Services 





 Monitoring	     Re-designation                  Transition 	               Initial                                   Identification


	


				                      Within SEIP                   Placement





Inquiry                                                                         Is the placement of the 


English Learner ensuring 


equal access to core curriculum?





  English Proficient








Annual Review:      


ELP Score                     Content Test Score                   Other Criteria





Inquiry                                                            Is the English Learner making annual progress in both English Language proficiency & mastery of content standards?





Not Proficient





Exit ELE Programs to General Education








FEL – 4 Year Monitoring








If not successful in mainstream








3-Student comes from native country or another state and a language other than English has been identified on HLS:





4-Student previously attended school in Somerville, moved to another district in MA, another state or native country, and returns to Somerville:





Home Language Survey states English language in all questions:





Parent signs consent for records release.


Records from previous district are requested. 


Student is placed in the most appropriate setting, based on data. (See ELL Handbook)








No language proficiency assessment is needed.





Student is fluent in English. No ESL services provided.





Figure 3. ESL Identification for Services





Student’s classification from previous district


carries over to Somerville.








1- Student comes from native country or another state and has never been enrolled in Somerville:








2- Student comes from another school district in MA:





Administer Language Assessment. If student scores proficient in all subtests. No ELL services provided. Evidence of proficiency scores are recorded and filed in student’s cumulative folder





When student comes from another district in MA, look for a yearly re-evaluation. If re- evaluation was not completed, administer the Language Assessment. If student scores proficient in all subtests, hold a Language Acquisition Team (LAT) meeting.


Discuss, based on data, whether or not student meets criteria for exit. If student meets exit criteria, classify student as FEL and follow monitoring procedures. If student does not meet exit criteria, student continues classified as ELL and ESL services will continue.





If student scores below proficient on any of the sub-tests, student is classified as ELL and ESL services begin. Teacher documents and implements ESL strategies.





Once information is received, it is entered in ASPEN and filed in the student record accordingly.





Student is re-evaluated yearly, with statewide assessment until he/she meets exit criteria.





Student is re-evaluated yearly, with statewide assessment until he/she meets exit criteria.





Student’s classification from previous district in MA:





ELL- continue providing ESL services


FEL- continue monitoring procedures





Student is re-evaluated yearly, with statewide assessment until he/she meets exit criteria.





If you don’t know how to use the Conference Call function of your


phone please log into the Intranet, click on 


“Cisco Phones” and download the guide.





Log in via the Ellevation Portal https://login.ellevationeducation.com





Hover over the “Students” Tab





Select “Student List”





     Search using filters.


E.g. "Grade Level"     


  "Program Status" and/or "EL”








Select your school If have access to multiple schools.








     After the list has generated, click on the "Reports" button at the top.





From the "Reports," you may:


Click on "Listings" and select "Students" from the side menu. Then, click on "Generate Listing." (Your report will open on a separate tab in PDF format. Print or download as needed.)


Click on "Export as CSV" to download the file that matches your current view.








Note: You can Save your List as a “View” for future use by clicking “Save As” and follow the directions





Log in via the ASPEN Portal https://studentdata.k12.somerville.ma.us/x2sis/logon.do





Use the � icon to generate and view your saved query 





Select “Student” in the menu bar.





To view Query without saving click “Search”.








Go to the Options tab and select Query (A New Query Window will appear)





Fields Box= Limited Proficiency Code 


(Tip: Hit the L key repeatedly)


Operator = Exactly Matches


Value = Limited


Note: you can enter additional criteria such as “Grade Level” by browsing more fields


Select “Add” to enter Search criteria


Search based on “All Active Students”

















 To Save Query:


Click “Save As”, Enter a Name, and Select “Save as Filter”











� 


To Export the List hit the print icon and select CSV. 





Log in via the Ellevation Portal https://login.ellevationeducation.com








 Hover over the “Students” tab and select "Student List”








Select specific students to be included in the group, or select all students by clicking on the box, on the top left corner of the list, next to “Student.”








If a blue banner that states "Select all students that meet this search across pages." is displayed, click on it.








Click on the "Name your group" field to give the


group a name.








Click on the "Add to Group” button and Click on                  "Create New."











          Click on "Save."








You will find your groups by following one of the options below:


From "Student List, select "Group" from the filter options on the left. Then, select the desired group from the list.


Hovering over the “Students” tab, and selecting “Student Groups” from the dropdown menu. Go to the "Select Group" dropdown menu, and click on the desired group's name.








Search Using Filters









