ESOL CHECKLIST

Title III / State ESOL Programs
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YEAR BEGINNING

· Parents / students complete Home Language Survey

· Those that identify another language spoken in home must be kept on file; this survey provides a “ticket” to test students for English language proficiency

· If this is part of regular enrollment form, be certain to get information from school secretaries/counselors

· Maintain “English only” surveys at least during the year

· Determine level of English Language Proficiency using:
· Previous year’s KELPA results for returning students

· IPT / LAS  / KELPA-P for new student placement

· Note: For students scoring proficient on KELPA, you may wish to test with IPT or LAS to verify

· Testing must be completed by September 20 for funding.  

· For students identified as NEP or LEP, notify administrators, counselors, and necessary teachers of student proficiency level and what that level means

· Notify secretaries and teachers if parents request communication in their home language

· Determine Individual Outcome Plan for each LEP / NEP student

· Enlist input of classroom teachers as much as possible

· Send out parent notification letters of student identification and services

· For students enrolled at beginning of school year, letters must be sent within 30 days of beginning of school year

· For students that enroll during year, letters must be sent within 2 weeks of identification and placement in program

· Parent notification letters must include:

· Reason for placement in ESOL program

· Level of English proficiency, what that means, method of assessment, and state of child’s academic achievement

· Method of instruction and services (include alternate services if available)

· Exit requirements

· Description of individual education program
· Coordination with special education, if applicable
· Parent right to decline services or transfer to alternate program if available

· Develop list of ESOL endorsed teachers or teachers on a plan of endorsement
· Be certain that ESOL teachers who have not completed the plan of study or taken the Praxis have a waiver or provisional license if they are teaching an ESOL class.
· Calculate contact minutes for each student under instruction of ESOL endorsed teachers, teachers on a plan of endorsement, or paraprofessionals under direct supervision of an ESOL endorsed teacher

THROUGHOUT YEAR

· Encourage ESOL Professional Development (a required expenditure under Title III)
· Check that yearly progress is made for teachers on a plan of study, and that they have taken the Praxis and gotten the ESOL endorsement on their license
· Maintain ESOL student roster and communication with necessary faculty

· Be certain that communication about students’ educational program and process is sent to parents in a language they can understand

· Document phone contact

· Must be done to the extent possible

YEAR END

· Determine for each student if overall goals of Individual Outcome Plan were met or not met

· This must be “yes” or “no” overall for each student

· Evaluate local ESOL program including language proficiency and academic progress of students

· Collect and turn in program data to individual responsible for submitting the Local Consolidated Plan Annual Report

· NOTE: We strongly recommend that ESOL program director gets Title III and state ESOL pages, along with student demographic pages, from the LCP, and that THEY complete these pages to ensure accuracy of program progress!

