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I. INTRODUCTION
The ROCORI School District admits students who have limited English proficiency
regardless of their immigrant status. To be consistent with current educational nomenclature,
this document refers to students whose first language is not English as English Learners
(ELs). This document defines the requirements for providing and designing appropriate
instructional programs for English Learners enrolled in the schools of Local Education
Agency # 750.
The population of English Language Learners is broad and includes the following categories:
Immigrant children from other countries where English is not the primary or official
language; students who, although born in the United States, come from non-English language
background families and whose English proficiency is not sufficient for achievement in the
standard curriculum classroom; and children who have been adopted into English-speaking
homes and have rapidly lost their native languages.
These English Language Learners arrive in public school districts with a wide range of
English proficiency, from a level of no competency to a high level of competency in all the
language domains. There are numerous linguistic, cultural, socio-economic, and family
factors that influence how quickly or slowly students develop proficiency in English while
enrolled in English-speaking schools.
A. Program Description
The English Language Learner (EL) Program is an instructional program for students who
are non-English language background students. The student’s English language proficiency
level determines his/her participation in the program. The goal of the program is to develop
English communication and academic language skills so that they can successfully compete
academically with their same grade peers in the mainstream classroom without EL support.
Methods of instruction in the EL Program are research-based and are taught by Highly
Qualified, certified EL teachers.
LEA 750’s program provides formal EL instruction using the pull-out, push-in, and co-taught
model and appropriate EL instructional materials. A plan is developed for each student and
updated annually. Throughout the school year, student progress is monitored and tracked by
collecting and compiling data which details the specific interventions/programming being
utilized as well as the student’s academic language progress as indicated by the TELL®
progress monitoring assessment. This information will be shared with relevant stakeholders
which may include district administration, core instructors, cultural liaisons, and school
counselors, as well as the EL department team. The pull-out or push-in instruction normally
occurs during the least disruptive time of the day. EL students will participate as much as
possible in the mainstream curriculum while receiving support from the EL Program in their
building. They will also have complete access to all programs in the school and work on the

same skills as all mainstream students. Instruction focuses on developing English
communication and academic language skills through listening, speaking, reading, and
writing for success in school. The EL Curriculum is closely aligned to the mainstream
curriculum and the WIDA language proficiency standards. Along with formal EL instruction,
students receive content-area assistance or instruction as coordinated by the EL teacher with
the general classroom teachers. EL students are integrated in content-area instruction and
other school-based activities. ELs in the high school EL program earn elective credits toward
graduation.
Classroom teachers have primary responsibility for all students, including those with
English language learning needs.
In addition:
•
•

•
•

EL licensed teachers provide direct English language instruction to students in four
domains of instruction: Speaking, Listening, Reading and Writing;
EL licensed teachers provide consultation support to classroom/content area teachers and
student support staff, to succeed academically based on each student’s English language
learning needs;
EL program staff and support staff (cultural liaison, guidance counselors, nurses) provide
culturally responsive resources and services to EL students and their families;
Teacher assistants are used in limited ways to support the direct instruction provided by
the licensed teachers;

EL teachers align their curriculum and program with the district's curricula in English
literacy, WIDA national standards, and Minnesota state content standards. ROCORI Public
Schools offers the following EL program models:
o
o

Pullout Academic English Instruction
Collaborative Co-Teaching Model

B. Definitions
EL—English Learner This is the term most frequently used in reference to the learner,
instructional program, and instructional expertise in Minnesota and the ROCORI Public
Schools.
LEP-N – Limited English Proficient-No is a term used in MARSS to indicate does not
qualify for English Language Services.
LEP-Y – Limited English Proficient-Yes is a term used to indicate in MARSS that the
student is an English Learner and does qualify for EL services.
ESL – English as a Second Language (ESL) is currently the recognized license that a
teacher must hold to offer highly qualified instruction in the four domains of Speaking,
Listening, Reading and Writing.
Title III – This is the federal program that provides parameters and supports for educating
EL students.

C. Funding
A critical element of any instructional program is the revenues and expenditures to
support systemic planning and instruction. Minnesota is one of the few states to dedicate
some state funding for the sole purpose of educating students who speak a language other
than English. Currently, the state of Minnesota pays districts an additional $700 per year
for every LEP-Y student. This funding does have a cap of five years, even if the student
remains in the EL program. An outcome of a funding structure like this is that many of
the secondary EL students generate no state EL funding, yet they continue to need the
educational service. ROCORI Public Schools also receives Title III funding, a dedicated
source of funding from the federal government. Title III revenues are generated at a rate
of roughly $100 per EL student with no cap on the years of service. Roughly half of the
revenue for EL instruction comes from the basic educational formula generated by every
child in the district. This is the same fund that pays for general education costs,
administration, and program coordination.

II. LEGAL RESPONSIBILITIES
A. Federal Mandates
1. Equal Educational Opportunities Act of 1974
“No state shall deny equal educational opportunity to an individual on account of his
or her race, color, sex or national origin”.
The failure of an educational agency to rectify appropriately a limited
English proficient student’s English competencies is a denial of equal
educational opportunity and access.
2. Civil Rights Act of 1964, Title VI
“No person in the United States shall, on the ground of race, color, or national origin,
be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving federal financial assistance.”
Title VI of the Civil Rights Act prohibits discrimination against students on the basis
of race, color, or national origin in programs receiving federal funds. Any institution
or agency receiving federal funds is covered by Title VI. Most educational activities
of a recipient agency or institution are covered, including activities or programs not in
direct receipt of federal funds.
The May 25, 1970 Memorandum, Dept. of HEW, 35 Fed. Reg. 11505
(1970) clarified how Title VI applied to national origin minority students:
“Where inability to speak and understand the English language excludes national

origin-minority group children from effective participation in the educational
program offered by a school district, the district must take affirmative steps to rectify
the language deficiency in order to open its instructional program to these students.”
Further, the memo states:
“Any ability grouping or tracking system employed by the school system to deal with
the special language skill needs of national origin-minority group children must be
designed to meet such language skill needs as soon as possible and must not operate
as educational dead-end or permanent track.”
The memo places equal emphasis on (1) placing students in appropriate programs and
(2) removing students from these programs once their linguistic needs are met.
3. Every Student Succeeds Act (ESSA) -Title III
This is the newly adopted law reauthorizing the Elementary and Secondary Education
Act (ESEA), and replaces No Child Left Behind. It focuses on equity, academic
standards, assessments, innovations, and accountability.
Under Title III, the Minnesota Department of Education (MNDOE) awards sub-grants
to supplemental English language instructional needs and programs for Limited English
Proficient (LEP) and immigrant students. The state provides these funds through
eligible sub-grantees. Sub-grantees may be composed of a single or multiple districts
large enough to qualify for the minimum $10,000 Title III allocation.
Accountability of Funded Title III Programs
Every sub-grantee funded under Title III is subject to federal rules of accountability.
In order to evaluate the performance of funded Title III programs each school year,
Minnesota conducts ACCESS® for ELLs statewide assessment. In a similar way, the
annual required statewide and district-wide academic assessments is used to determine
the levels of proficiency being reached by these students in academic content areas.
Minnesota is currently a member of both the Smarter Balance Assessment Group and
the WIDA Consortium for English Language Proficiency Assessment.
The ROCORI School District LEA 750 is reviewed and assessed periodically by the
Minnesota Department of Education.
4. Dear Colleague Letter: US Dept. of Justice, Dept. of Education Office of Civil Rights
This letter to all state educational agencies reminds them of their responsibilities to
comply with the laws regarding their legal obligations to ELL students.
https://www2.ed.gov/about/offices/list/ocr/letters/colleague-el-201501.pdf

B. State of Minnesota
Local Education Agencies must develop and write Educational Plans for compliance with
the Minimum Standards for Minnesota Public Elementary and Secondary Schools and with
the “Minnesota State Guidance on Programs for English Learners” (see MN Department of
Education website.)
Each district must have written policies, which establish the procedures by which the
school’s educational programs, services, instructional practices, and facilities comply with
all applicable state and federal laws and regulations of the State Board of Education
pertaining to equal education.
C. Local Education Agency #750
The ROCORI School District does not discriminate in its educational programs, activities,
or employment practices on the basis of race, color, national origin, age, sex, or handicap
under the provisions of Title VI of the Civil Right Act of 1964, the Age Discrimination Act
of 1967, Title IX of the Education Amendment of 1972, Section 504 of the Rehabilitation
Act of 1973, and the Education for All Handicapped Children Act of 1975. Any persons
having inquiries concerning ROCORI School District’s compliance with regulations
implementing these laws may contact: Superintendent of Schools, 534 5 th Avenue North,
Cold Spring, MN 56320

III. POLICY DOCUMENT
A. Rationale and Goals
Because LEA #750 has a significant population of English Language Learners, the LEA
has a program which enables the students to learn English and eventually compete on an
educational basis with their peers. This program strives to meet federal and state criteria.
It is the goal of LEA #750 to develop the English language skills of English Language
Learners so that these students can participate in and benefit from the district’s regular
instructional programs on an equal basis with same-age peers in the mainstream.
B. Federal Funding Requirements
If the District receives federal funding for Limited English Proficient (LEP) Programs,
the following will be provided:
Parental notification of their student’s placement in a language program and their options
associated with that placement. Notification will include the reasons for identifying the
child as LEP and the reasons for placing the child in the specific program.

1. Student participation in regular assessments in a manner that will yield accurate
assessment.
2. Certification that teachers in the program are professionally fluent in English
3. Evaluation of the program and the academic success and language achievement of the
students in the program. Parents will be notified of:
a. The reasons for the student’s identification as LEP and for placement in a
language instruction educational program;
b. The student’s level of English proficiency, how assessed, and status of the
student's academic achievement.
c. The method of instruction used in the student’s program;
d. How the program will help the student learn English and meet age appropriate
academic standards for grade promotion and graduation.
e. The specific exit requirements for such program, expected rate of transition, and
expected rate of graduation (if Title III funds are used for children in secondary
school);
f. How such program meets the objectives of the student’s IEP (in the case of a child
with a disability);
g. The rights of the parent(s):
(1) to remove or enroll their child from such program upon their request; and
(2) to decline enrollment in the program or to choose another program, if available,
and
(3) be assisted in selecting from among various programs and methods of instruction
if more than one program or method is offered.
(See Appendix 2—Title III Notification)
C. Coordination
1. EL Program Coordinator
The EL Coordinator has the responsibility for overseeing the district’s EL program
under the direction of the Superintendent. (See Appendix 5: EL Program Coordinator
Job Description)
2. EL Team
Each principal in ISD #750 informs faculty of the procedure to coordinate the
implementation of EL services within each school. Typically, the EL Team process
is used to coordinate the implementation of EL services within the building. The EL
Team may include the EL teacher, principal, guidance counselor, cultural liaison,
mainstream curriculum teachers, and other staff appropriate to the size of the school
and numbers of students needing EL services. The functions of the EL Team may
include the following:
a. To insure the implementation of the identification, proficiency assessment, and
instructional placement procedures adopted by the district;

b. To ensure the coordination of the EL program with standard curriculum
programs;
c. To establish a recordkeeping system for recording assessment results,
instructional placement, reclassification procedures, follow-up monitoring
activities, student progress, and contacts with parents;
d. To establish and distribute grading and promotion criteria and formulae to be used
for EL instruction and standard curriculum courses when ELs are enrolled in
those courses;
e. To review the progress of students receiving EL services;
f. To distribute relevant language, instructional, and cultural information about EL
students to the school community;
g. To facilitate the collaboration between EL and standard curriculum staff;
h. To participate in training activities for EL, standard curriculum, and support
services staff as appropriate and necessary;
i. To mediate conflicts or problems concerning the delivery of EL services;
j. To conduct a program self-evaluation on a regular basis and make changes in
process, content, and/or activities based on the findings;
k. To provide input regarding the functions of the EL program
l. To assist the EL coordinator in revising the plan every three years.
D. Identification
1. Target Student Populations
a. Long-term EL
These students were born in the US or came at an early age. Their parents may
not speak much English. They may have sufficient BICS in English and possibly
in native language. They are often below grade level in reading and writing in
English with few or no literacy skills in native language. They need support with
literacy skills, academic subject matter knowledge, and academic language
proficiency. They usually need 7-10 years to reach parity with native Englishspeaking peers.
b. Long-term EL with educational support at home
These students were born in the US or came at an early age. Their parents usually
have literacy skills in English and are well educated. They may have sufficient
BICS in English and possibly in native language. They are often below grade
level in reading and writing in English with few or no literacy skills in native
language. Their parents support their learning at home and provide ample learning
opportunities. They need support with literacy skills, academic subject matter
knowledge, and academic language proficiency. They usually need 5-8 years to
reach parity with native English-speaking peers.
c. Students with Limited or Interrupted Formal Education (SLIFE)
These students come from a household where the language usually spoken is
other than English or who usually speaks a language other than English, enters
school in the United States after 6th grade, has at least two years less schooling

than the English learner's peers, functions at least 2 years below grade level in
reading and math, and may be pre-literate in the English learner's native language.
They have had limited or interrupted schooling in their native country and
therefore have limited native language literacy skills. They may not have good
oral skills in English. They usually score low in content subjects and standardized
tests. They need support to develop literacy skills, academic subject matter
knowledge, and academic English proficiency. They need to learn U.S. cultural
norms and to develop conversational English skills. They usually need 7-10 years
to reach parity with native English-speaking peers.
Students are initially screened utilizing the home language survey and transcripts
from previous schools and student or parent interviews.
Students native language literacy will be assessed using the Native Language
Literacy Assessment developed by the College of Education and Human
Development at the University of Minnesota.
d. EL with literacy skills in native language
These students were born in their native country or born in the US. They have
well-developed literacy skills in their native language. They quickly catch up
academically but may still score low on standardized tests. They need to develop
conversational English skills and learn cultural norms. They need to transfer
academic language and academic content knowledge from native language to
English. They usually need 4-7 years to reach parity with native English-speaking
peers.
2. Identification Procedures
New students are identified through the student registration procedure which includes
a Home Language Questionnaire (HLQ) and Follow-Up Addendum, when necessary.
These forms are kept in the students’ cumulative folders. (See Appendix 7: Home
Language Survey and Follow-Up Addendum) In addition, all parents registering
kindergarten students as well as new students entering a school are asked to complete
a Home Language Questionnaire. The HLQ also assists in identifying newcomers
through the “Date first enrolled in a US school” section. This information is used for
state immigrant reporting.
When necessary, an interpreter who speaks the language of the parents is brought in
to interpret for registration and identification purposes and/or Language Line is
utilized.
E. Assessment and Evaluation
1. Initial Formal Assessments
When it has been determined that students have a primary language other than
English, their English proficiency is assessed by a MN certified EL teacher. The
WIDA ACCESS® Placement Test (W-APT) or WIDA Screener is utilized within 30
days of student being enrolled in the district at the beginning of the school year, and

within 14 days if enrolled later in the year. The WIDA Screener enables students to be
classified as follows:
a.
b.
c.
d.
e.
f.

Level 1—Entering
Level 2—Emerging
Level 3—Developing
Level 4—Expanding
Level 5—Bridging
Level 6—Reaching

Kindergarten students taking the W-APT are scored as low, mid, high, or exceptional
with scores from 0-30.
Records of the scores of the tests given are kept in the students’ cumulative files and EL
files. The student’s parents or guardians and all relevant staff are apprised of the results
and implications of the English language assessment.
2. Informal Assessments
In addition to the formal assessments, EL teachers may interview classroom teachers
and parents, examine school records, and conduct informal assessments on students,
such as discussions, oral reading, comprehension checks, etc., to determine the needs
and proficiency level of the students.
Students are additionally assessed using the TELL® progress monitoring system.
Students take the beginning and end of year assessments as well as three progress
monitoring probes throughout the year. The results of these assessments are shared
with students and teachers and analyzed by EL teachers at our department data days.
3. Annual Proficiency Assessment
As required by the federal law and the state of Minnesota, the WIDA ACCESS® for
ELs proficiency test is given annually to all EL students at the time specified by the
state of Minnesota to determine yearly progress. Students who have significant
cognitive disabilities that prevent their meaningful participation in the ACCESS® for
ELs assessment may be given the ALT-ACCESS® for ELs.
The state of Minnesota also receives a copy of the scores, and records of the students’
scores are placed in their district cumulative files and ELL files. The students’
parents or guardians and all relevant staff are apprised of the results and the
implications of the English language assessment.
4. Level at which Students Reach Proficiency in English
English Language Learners are considered English proficient when they reach an
overall composite level 4.5 on the WIDA ACCESS® for ELLs proficiency test with a
minimum of 3.5 in all subcategories or a minimum of 3.5 in three of the four
subcategories with supplemental educational material to support reclassification of a
student as LEP-N
5. Instruments Used to Assess Academic Skills in Relation to Grade Level
The district assesses the academic skills of ELs in relation to the grade level using the
following tests:

a. MCA Standardized Tests
b. FAST Testing
c. STAR Testing
6. Qualifications for Individuals Administering Assessments to ELs
Individuals administering the W-APT, Screener, and ACCESS® test to ELs must be
certified EL teachers who have successfully completed ACCESS® training and
earned a certificate demonstrating competency. This certificate must be renewed
every year.
F. Program
1. Instructional Placement Procedures
Using the findings of the HLQ, follow-up interview, other school records, and the WAPT/Screener results, the designated professional, with input from general
curriculum teachers and others as needed, determines the appropriate placement and
program for referred students. Placement decisions consider: (1) the level of EL
instruction needed, (2) the educational placement for each student, and (3) the need, if
any, for ancillary services.
The school’s EL teacher or other designated staff communicates the recommended
placements/services to the parents along with required Title III notifications. If the
parents decide to execute their right to refuse ELL services, the appropriate release
document will be completed and filed. (see Appendix 2) The school’s EL teacher will
also communicate to the EL Coordinator the necessary information regarding the
student for the purpose of the EL District Roster.
The interim between registration and placement into the EL program should be no
longer than 30 days of the student being enrolled in the district at the beginning of the
school year, and within 10 days if enrolled later in the year. During this interim,
English Language Learners are placed in general curriculum classrooms or courses
with their same-age peers unless the EL Team determines that the students’ lack of
native-language schooling and native-language proficiency warrants lower level
placement. Typically, students are not placed more than one year below their sameage English-speaking peers. Students should begin attending general curriculum
classes as soon as other attendance requirements are met.
2. Instructional Program
The program provides formal EL instruction using the pull-out, push-in, or co-taught
model and appropriate EL instructional materials aligned with World Class
Instructional Design and Assessment (WIDA) standards. The instruction emphasizes
the development of all the language domains in a sequenced, multi-level curriculum.
The instructional emphasis is on language skills for academic and social purposes:
reading readiness, developmental listening, speaking, reading, writing, thinking skills,
and study skills. The intensity of EL instruction should match each student’s level of
proficiency in English. In conjunction with formal EL instruction, students receive

content-area intervention as coordinated by the EL teacher with the general classroom
or program teachers. EL students are integrated in content-area instruction and other
school-based activities as defined by their program needs. ELs in the high school EL
program earn credits toward graduation (See section 4.b. below). Programs are set up
as follows:
LEVEL
Elementary
Schools—K-5
Middle School
—6-8
High School—912

PROGRAM
Pull-out, Push-in, or
Co-taught
Scheduled EL Class
and Push-in
Scheduled EL Class
and Co-taught

TEACHERS
Certified in EL
Certified in EL
Certified in EL

EL Plan of Service:
Less proficient English Language Learners will receive more hours of EL instruction than those
who are more proficient in English. EL services may increase or decrease throughout the school
year according to communicated need with documentation justifying any modification stored
within a student’s EL folder. Examples of appropriate justification include TELL® scores,
teacher interviews, or other locally-based assessments.
Grade
Level
K-5

Level 1

Level 2

Level 3

Level 4+

60 min, 5 days/week

60 min, 5 days/week

30 min, 5 days/week

30 min, 5 days/week

ELD Standards: 1—
English as Social and
Instructional Language;
2—English of Language
Arts
3- Language of
Mathematics
4 – Language of Science
5 – Language of Social
Studies

ELD Standards: 1—
English as Social and
Instructional Language;
2—English of Language
Arts
3- Language of
Mathematics
4 – Language of Science
5 – Language of Social
Studies

ELD Standards: 1—
English as Social and
Instructional Language;
2—English of Language
Arts
3- Language of
Mathematics
4 – Language of Science
5 – Language of Social
Studies

ELD Standards: 1—
English as Social and
Instructional Language;
2—English of Language
Arts
3- Language of
Mathematics
4 – Language of Science
5 – Language of Social
Studies

Program Type: Pull-Out,
Push-In, or Co-Taught
EL
Curr/Materials: Gradelevel Wonders materials,
mainstream classroom
activities, sorts,
matching activities.
Instructional Strategies:
SIOP, visual phonics,
use of all four language

Program Type: Pull-Out,
Push-In, or Co-Taught EL
Curr/Materials: Gradelevel Wonders materials,
mainstream classroom
activities, sorts, matching
activities.
Instructional Strategies:
SIOP, visual phonics, use
of all four language
modalities (reading,

Program Type: Pull-Out,
Push-In, or Co-Taught EL
Curr/Materials:
Mainstream materials and
curriculum

Program Type: Pull-Out,
Push-In or Co-Taught
EL
Curr/Materials: Gradelevel Wonders materials,
mainstream classroom
activities, sorts,
matching activities.
Instructional Strategies:
SIOP, visual phonics,
use of all four language

Middle
School
Grades
6-8

modalities (reading,
writing, listening,
speaking) within
instruction and practice,
active participation
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks
Sheltered English Course
and Structured EL
Support
2 School Hours per Day

modalities (reading,
writing, listening,
speaking) within
instruction and practice,
active participation
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks
Sheltered English Course
and Structured EL
Support
2 School Hours per Day

writing, listening,
speaking) within
instruction and practice,
active participation
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

Instructional Strategies:
Mainstream strategies with
EL assistance

One School Hour per Day

One School Hour per Day

ELD Standards:
1- English as Social and
Instructional Language:
2- English of Language
Arts

ELD Standards:
1- English as Social and
Instructional Language:
2- English of Language
Arts

ELD Standards:
1- English as Social and
Instructional Language: 2English of Language Arts

ELD Standards:
1- English as Social and
Instructional Language: 2English of Language Arts

Program Type:
Pull-out EL
Curr/Materials:
National Geographic
curriculum, Level 1
materials, conversation,
writing and phonics
activities

Program Type:
Pull-out EL
Curr/Materials:
National Geographic
curriculum,
conversation, writing and
phonics activities

Program Type:
Pull-out EL
Curr/Materials:
classroom activities such
as History Day

Program Type:
Pull-out EL
Curr/Materials:
mainstream classroom
activities such as History
Day

Instructional Strategies:
teacher-led small groups
for individual leveled
attention; visual
supports; active
participation; and
practice of all domains reading, writing,
speaking and listening

High
School
Grades
9-12

Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks
Sheltered English Course
and Structured EL
Support
2 School Hours per Day
ELD Standards:
1- English as Social and
Instructional Language:
2- English of Language
Arts

Instructional Strategies:
teacher-led small groups
for individual leveled
attention; visual
supports; active
participation; and
practice of all domains reading, writing,
speaking and listening

Instructional Strategies:
interactive vocabulary and
writing development;
grammar, spelling and
usage stemming from their
writing; active
participation and practice
of all domains - reading,
writing, speaking and
listening
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks
Sheltered English Course
and Structured EL
Support
2 School Hours per Day
ELD Standards:
1- English as Social and
Instructional Language:
2- English of Language
Arts

Program Type:
Pull-out EL

Program Type:
Pull-out EL

Curr/Materials:
National Geographic
curriculum,

Curr/Materials:
National Geographic
curriculum,

Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

Instructional Strategies:
interactive vocabulary and
writing development;
grammar, spelling and
usage stemming from their
writing; active
participation and practice
of all domains - reading,
writing, speaking and
listening
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

One School Hour per Day

One School Hour per Day

ELD Standards:
1- English as Social and
Instructional Language: 2English of Language Arts

ELD Standards:
1- English as Social and
Instructional Language: 2English of Language Arts

Program Type:
Pull-out EL

Program Type:
Pull-out EL

Curr/Materials:
National Geographic
curriculum,

Curr/Materials:
National Geographic
curriculum,

conversation, writing and
phonics activities
Instructional Strategies:
teacher-small groups for
individual leveled
attention; visual
supports; active
participation; and
practice of all domains reading, writing,
speaking and listening
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

conversation, writing and
phonics activities
Instructional Strategies:
teacher-led small groups
for individual leveled
attention; visual
supports; active
participation; and
practice of all domains reading, writing,
speaking and listening
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

Instructional Strategies:
interactive vocabulary and
writing development;
grammar, spelling and
usage stemming from their
writing; active
participation and practice
of all domains - reading,
writing, speaking and
listening
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

Instructional Strategies:
interactive vocabulary and
writing development;
grammar, spelling and
usage stemming from their
writing; active
participation and practice
of all domains - reading,
writing, speaking and
listening
Progress Monitoring:
TELL® Tests delivered
every 4-8 weeks

3. Adjunct and Ancillary Services
a. Adjunct and ancillary services are provided in accordance with each student’s
program needs as determined by the Educational and EL Team. These services
may include counseling, content-area tutoring, Title I services, and/or special
education services. If the student has a disability and requires an Individualized
Education Plan (IEP) or a 504 Plan, the language instruction program will be
utilized in coordination with the existing plan. These services are designed to
supplement, not supplant, EL services.
4. Promotion/Grade Assignments and Credit
a. Elementary Level
(1) At the elementary level, English Language Learners are placed and normally
promoted to the next grade level with their English-speaking peers. ELs may
be retained in their present grade if:
(2) The student is so limited in language and learning skills in their first language
that it affects the development of cognitive-academic competencies in
English, and/or
(3) A younger peer group would be more supportive to the social and
developmental needs of the EL student.
b. Secondary Level
At the secondary level, students may take English Language Acquisition
and receive elective credit for the course.

5. Parental Rights
It is a parental right to:
a. decline to enroll a child in the language instruction program
b. remove a child from the language instruction program at any time during the
school year or
c. choose other program options for a child with the assistance of the child’s
school.
Nonetheless, students whose parents have refused services will still be required to
take the annual ACCESS® test until they have reached proficiency. In addition,
these students will be monitored for academic performance.
G. Staff
1. Staff Hiring
a. Teachers
Teachers who are trained and certified in EL are hired. When certified
personnel are not available, persons willing to be trained and become certified
are employed. The EL teachers hired are professionally proficient in English.
c. Interpreters and Translators
When interpreters or translators are employed on a freelance basis, they are
required to read and sign the “Guidelines for Interpreters and Translators.”
The district may also choose to use a phone or video interpretation service.
(See Appendix 8: “Guidelines for Interpreters and Translators.”)
2. Staff Development
EL personnel comply with the LEA #750 Staff Development Master Plan.
Workshops and consultation are offered by ROCORI EL personnel for
administrators, classroom teachers, paraprofessionals, and volunteers working
with EL students. Information packets are provided to classroom teachers and
others working with ELs at the beginning of the school year, or as needed. Other
EL information of interest, including notices of EL training provided outside the
district, is provided to administrators, teachers and others working with ELs
throughout the school year.
Information and professional development activities are:
a. Designed to improve instruction and assessment of ELs;
b. Provided to enhance teachers’ ability to understand and use curricula,
assessment measures, and instructional strategies for ELs;
c. Based on scientifically-based research;

d.

Of sufficient intensity and duration to have a lasting impact on teachers’
performance.

H. Entrance Procedures
1. Entrance Criteria: State and Local
A Home Language Survey (HLS) is given to all families upon registering their
children at ROCORI Public Schools.
Current State Criteria: A student in grades Kindergarten through Grade 12 is
identified as an EL according to Minnesota Statute 124D if:
a. The pupil first spoke a language other than English; the primary language
spoken in the home of the pupil is not English; or the language most often
spoken by the pupil is not English.
b. The pupil is determined by developmentally appropriate measures to lack the
necessary English skills to fully participate in classes taught in English.
2. Program Entrance Screening
a.

b.

c.
d.
e.

WIDA Screener for new students to the Minnesota school system and/or
students who do not have records indicating English proficiency
levels/assessments on file upon entrance to ROCORI Schools. The domains of
Listening, Speaking, Reading and Writing are screened on this assessment or
ACCESS or Screener data in their school records from their previous school
district indicating the need for EL services. The domains of Listening,
Speaking, Reading and Writing are reviewed. (If the student scores a
composite of 4.5 or below, or lower than 3.5 in at least two of the domains,
they will receive services. If the student scores higher than a 4.5 composite
with at least 3.5 in three of the four domains, they will not receive service).
Kindergarten W-APT for new kindergarten students whose HLQ indicates the
need for EL assessment. During the first semester of kindergarten, students
are only assessed on the domains of listening and speaking. They are deemed
proficient if they achieve a score of 28 or higher. For 2nd semester students, a
combined Listening and Speaking score of 28 or higher, AND Reading score
of 11 or higher AND Writing score of 12 or higher, meets the minimum
criteria for English proficiency.
Assessment documents are stored in District EL Accountability binders and
district data warehouses.
Information about students who have interrupted educational experiences and
first language literacy may inform program placement considerations.
Proctors are certified for assessments ACCESS, the WIDA Screener, and
District Assessments through annual online coursework and certification.

4. Annual Proficiency Screening
Annual proficiency screening for all qualifying EL students is required, not
optional. The district’s proficiency screening tools are the ACCESS (domains of
listening, speaking, reading, and writing) or WIDA Screener or Kindergarten WAPT (for new to district students).
The school/district must notify parents/guardians in their primary language that
the student qualifies and will be receiving EL services. Parents/guardians must
submit written correspondence if they choose to refuse EL services for their child.
If a student receives a composite score of 4.5-6.0 on the ACCESS test, refer to
Monitor and Exit Criteria (page 22).
Proctors are certified to administer ACCESS assessments through annual online
coursework and certification.
Note: The original Screener assessment printout will remain in the student’s EL
file as well as their cum file. Copies of these tests are available upon request.
5. Elementary New Student Procedures
a. Building Staff:
(1) Building secretary contacts District Multi-Cultural Liaison to assist in
completing district registration forms.
(2) Building Secretary will notify EL assessment staff and interpreter of the
HLQ results.
(3) Principal and interpreter will tour building with new student/family.
b. EL Classroom Teacher:
Upon the arrival of a new student with a language other than English indicated
on the HLQ.
(1) Arrange WIDA Screener or review previous assessment of the student’s
English Proficiency level within 5 school days.
(2) If a student’s WIDA Screener composite scores are between 1.0-4.5 (or if
previous year’s ACCESS scores are between 1.0-4.5) or if the student has
a score of 3.5 or below in two or more of the language domains, the
student qualifies for EL services.
(3) If EL placement is appropriate, complete the district ADD/DROP
document for EL Services.
(4) Present completed ADD/DROP for EL Services document to building
principal for signature.

(5) Present signed ADD/DROP for EL services document to Building
MARRS Secretary for MARRS and Skyward completion and placement
in the student’s cumulative file.
(6) Add Student to EL Master List
(7) Provide Entrance/Annual Parent Notification Letter to student’s family
within 10 school days.
(8) With the mainstream and EL teachers, determine appropriate classroom
placement.
(9) Provide ACCESS (or WIDA Screener) scores/language proficiency level
to classroom teacher(s).
(10) Determine appropriate classroom placement in conjunction with
classroom teachers and principals.
(11) EL Teacher completes Student Information Sheet (See Appendix 10) and
District’s Accommodations Worksheet (See Appendix 6) on Skyward and
distributes to teachers and communicates any pertinent information with
mainstream teachers, such as family information, interpreters needed, etc.
(12) Create a new EL student file for the EL classroom.
6. Secondary New Student Procedures
a. Building Staff:
(1) Building secretary contacts District Multi-Cultural Liaison to assist in
completing district registration forms.
(2) Building Secretary will notify EL assessment staff and interpreter of the
HLQ results.
(3) Building Secretary contacts previous school for Language Proficiency
Assessment (i.e., ACCESS) and EL records and distributes to EL Teacher.
If no previous documentation is available, building secretary informs EL
teacher that a screener will need to be administered.
(4) Counselor and interpreter will tour building with new student/family when
student files have arrived and student’s schedule has been established.
b. EL Classroom Teacher:
Upon the arrival of a new student with a language other than English indicated
on the HLQ
(1) Arrange WIDA Screener or review previous assessment of the student’s
English Proficiency level.
(2) If a student’s WIDA Screener composite scores, current year or previous
year (if given after the ACCESS window), are between 1.0-4.5 or they
received lower than a 3.5 in more than one domain the student qualifies
for EL services.

(3) If EL placement is appropriate, complete the district ADD/DROP
document for EL Services
(4) Present completed ADD/DROP for EL Services document to building
principal for signature.
(5) Present signed ADD/DROP for EL services document to Building
Secretary for Skyward completion and placement in the student’s
cumulative file.
(6) Provide Entrance/Annual Parent Notification Letter to student’s family
within 10 school days.
(7) Determine appropriate classroom placement in conjunction with the
counselor, student, and parent/guardian.
(8) Create the student’s schedule based on their proficiency level.
(9) Provide ACCESS (or WIDA Screener) scores/language proficiency level
to mainstream teacher(s).
(10) EL Teacher completes Student Information Sheet (See Appendix 10) and
District’s Accommodations Worksheet (See Appendix 6) on Skyward,
distributes to teachers and communicates any pertinent information with
mainstream teachers, such as family information, interpreters needed, etc.
(11) Create a new EL student file for the EL classroom.

I. Transition and Exit Criteria
The goal of the program is to transition EL students out of the program so that
they can successfully compete academically with their same-grade peers in the
mainstream classroom without EL support. Students will qualify for the EL Program until
they meet the State of Minnesota exit criteria in English proficiency on the ACCESS test.
The ACCESS test is a language proficiency assessment that measures listening, speaking,
reading and writing skills of non-English background learners. The ACCESS test assigns
scores based on a 1 – 6 scoring scale. Students need to attain an overall score of 4.5 with
a minimum of 3.5 in three of the four subcategories.
If students have a composite score of 4.5, but one subcategory has a score lower
than 3.5, teachers must establish additional criteria to justify a student’s exit. The
ROCORI school district will utilize the following criteria in each category to justify
exiting/continuing service.
o Speaking: Minnesota Modified Student Oral Language Observation Matrix (MN
SOLOM)
o Reading: Elementary – Fast Testing assessment scores, Secondary – ASPIRE
Testing assessment scores
o Writing: Test of Emerging Academic English (TEAE) Writing Rubric
ELs who reach a level of English proficiency that allows them to fully access the
grade level curriculum are exited from the EL program (transition) and/or reclassified
as LEP-N in MARRS.
Students who are exited from EL services will be reclassified as LEP-N and
placed on Monitor Status for 4 years following their exit. *(See appendix 9) If, at any

point during this 4 years, it is decided by a team which includes, at minimum, a core
teacher, EL teacher, and administrative representation, that the student should again
receive EL services, the district can rescreen a student utilizing the WIDA Screener.
The results of the Screener will be analyzed similarly to a new student and, if the
student is found to be eligible for services based upon those scores, they may receive
EL services again.
J. Program Evaluation and LIEP Plan Review
The district conducts a formal annual evaluation of its program for ELs to determine
its effectiveness. The EL Team is responsible for providing the evaluation data for
decision making at the local level and coordination at the LEA level. The annual
program evaluation includes EL student numbers and achievement data. The attached
checklist may be used to evaluate the EL program. (See Appendix 7: LEA #750 ELL
Program Evaluation.)
K. Equitable Access
The EL Team periodically reviews the services provided to the target population to
ensure that:
a. Direct EL services do not exclude students from comparable educational and
ancillary resources and services. This includes access for ELLs to the full school
curriculum (both required and elective courses, including vocational education.)
b. ELs are integrated in classes such as P.E., music, art, etc.
c. Students are not subjected to unfair practices such as grade/course placement,
automatic retention, and/or automatic special education placement.
d. Students are not isolated from same-age peers and participate in classes; they have
access to extra-curricular activities, events, and assemblies with all the other
students.
e. EL services are not provided in inappropriate learning spaces.
f. Core materials, equipment, and general supplies used to serve ELs are comparable
to those provided to all other students and are purchased through district funds.
g. ELs have opportunities for full participation in special opportunity programs such
as Advanced Classes, Title 1, Special Education programs, etc.
h. Achievements, honors, awards, or other special recognition rates of ELs are
similar to those of their peers.
i. Counseling services provided to ELs are comparable to those available to all other
students.
j. The district supports and promotes parental and community involvement and
participation in programs for ELs.
L. Special Education
The EL Team and the Special Education Team together review special needs

referrals. Students are assessed in compliance with state and district guidelines. The
EL program does not substitute for other educational services for which a student
may qualify. Likewise, special education or Title I cannot substitute for EL services.
If a student is found to qualify for both EL and Special Education services, the teams
will collaborate in all stages of the process and programming.
M. Expected Rate of Graduation
School districts in Minnesota expect all students, including ELLs, to graduate within
4 years of entering the 9th grade. However, federal provisions provide that students
have the right to be in school until they are 21 years of age.
N. Notices to Parents
The district communicates with the parents of students with a home language other
than English using methods that parents can understand. When necessary and
feasible, forms and notices are translated into the parents’ native language, and
confidential interpretive services are provided to communicate with parents who do
not speak English. The district may use face-to-face, phone, or video
interpretation/translation services.
(See Appendix 8: “Guidelines for Interpreters and Translators.”)
Parents of students identified as needing EL services receive information about the
assessment, classification, placement, program, services, and any changes proposed
for their children. (See Appendix 2: Title III Notification) Parents also receive
information of their right to challenge the findings, practices, and/or services offered
by the district’s EL program.
O. Complaints
1. Our Complaint Procedure has the following goals:
a. To deal with complaints fairly, efficiently and effectively;
b. To ensure that all complaints are handled in a consistent manner throughout;
c. To use complaints constructively in the planning and improvement of all
services.
2. Complaint Procedure
Many complaints can be resolved informally. In the first instance, the district
encourages contact with the EL or mainstream teacher to explain the concerns. If
the concerns have not been resolved, parents should contact the building
principal. If the parents are still not satisfied, they may contact the superintendent
at the LEA.

If parents make contact in person or by phone, they should make a note of the
name of the person they spoke to. If a solution is offered at this point, make a note
of this as well. If they are still not satisfied or do not wish an informal solution,
they may pursue a formal complaint with the MN Dept of Education.

Appendix
Appendix 1 - Home Language Survey and Follow-Up Addendum

Minnesota Language Survey
Minnesota is home to speakers of more than 100 different languages. The ability to speak and understand multiple
languages is valued.
The information you provide will be used by the school district to see if your student is multilingual. In Minnesota,
students who are multilingual may qualify for a Multilingual Seal upon high school graduation. Additionally, the
information you provide will determine if your student should take an English proficiency test. Based upon the
results of the test, your student may be entitled to English language development services. Access to services are
required by federal and state law. As a parent or guardian, you have the right to decline English Learner services
at any time.
Every enrolling student must be provided with the Minnesota Language Survey during enrollment. Information
requested on this form is important to us to be able to serve your student. Your assistance in completing the
Minnesota Language Survey is greatly appreciated.
Student Information
Student’s Full Name: (Last, First, Middle)

1. My student first learned:

2. My student speaks:

3. My student understands:

4. My student has
meaningful and consistent
exposure to:

Birthdate or Student ID:

Check the phrase that best describes your
student:
___ language(s) other than English.
___ English and language(s) other than
English.
___ only English.
___ language(s) other than English.
___ English and language(s) other than
English.
___ only English.
___ language(s) other than English.
___ English and language(s) other than
English.
___ only English.
___ language(s) other than English.
___ English and language(s) other than
English.
___ only English.

Check the phrase that best
describes your student:

Language use alone does not identify your student as an English learner. If a language other than English is
indicated, your student will be screened for English language proficiency.
Parent/Guardian Information
Parent/Guardian Name (printed):

Parent/Guardian Signature:

Date:

* All data on this form is private. It will only be shared with district staff who need the information to best
serve your student and for legally required reporting about home language and service eligibility to the
Minnesota Department of Education. At the district and at the Minnesota Department of Education, this
information will not be shared with other individuals or entities, except if they are authorized by state or
federal law to access the information. Compliance with this request for information is voluntary.

English Language Learner Educational History Follow-Up Addendum
ROCORI Area Schools
Student’s Name: ________________________ Grade Enrolling: _______ Date:___________
Name of person conducting interview: ____________________________________________
Name of person being interviewed and their relationship to the student: ____________________
First language: _________________ Language(s) spoken at home: ____________________
1. How old was the student when he/she first attended school? _______________________
2. What grades has the student completed outside the US? PK K 1 2 3 4 5 6 7 8 9 10 11 12
a. What was the language of instruction? __________________________________
3. What grades has the student completed in the US?
PK K 1 2 3 4 5 6 7 8 9 10 11 12
a. What was the language of instruction? __________________________________
4. How many hours a day was the student in school? ______________________________
5. Has your child ever been absent from school for a long period of time? □ Yes □ No
a. Total Time Absent:_________________________________________________
6. In which language(s) does your child read?____________________________________
7. In which language(s) does your child write?____________________________________
8. Has the student ever had any difficulties with learning? □ Yes □ No
9. Has the student ever been in an ESL or bilingual program? □ Yes □ No
a. If so, for how long and what grades? ___________________________________
10. Please comment on any additional information about the student that may be relevant to
educational progress. _____________________________________________________
11. Immigrant Child Status:
a. Was not born in any state in the United States □ Yes □ No
b. Has attended school(s) in the United States for less than 3 full academic years? □
Yes □ No

Appendix 2 - Title III Notification and Program Permission Form
EL PROGRAM PERMISSION FORM

Appendix 3 –Request for Change in English Learner Program

Appendix 4 – EL Program Exit Letter

Appendix 5 -EL Department Job Descriptions
ISD #750
ROCORI School District
Job Description for
Elementary, Middle, or Secondary English Language Learner/EL Teacher
TITLE: Elementary, Middle, or Secondary English Language Learner/EL Teacher
QUALIFICATIONS: Bachelor’s Degree, MN Certification in ESL, and fluency in English
REPORTS TO:
Principal
SUPERVISES: Students as Assigned
JOB GOALS:
As determined in consultation with the Building Principal and EL Coordinator
PERFORMANCE RESPONSIBILITIES:
Curriculum and Instruction:
● Know and observe the curriculum guides of the district and school
● Maintain a plan of daily instruction based on district curriculum guides and provide emergency plans in the
event of illness
● Establish and communicate to students well-defined objectives for each lesson, including related projects and
activities
● Maintain responsibility for an instructional program and the utilization of teaching methods which consider the
individual needs, interests, abilities and maturity levels of the students
● Coordinate professional development for general teachers
● Collaborate with classroom teachers
● Teach EL students using either the pull-out or push-in approaches using one-on-one or small group setting
● Be familiar with the languages and cultures of ELs
● Consult with classroom teachers and, if needed, assist them in:
• Choosing and adapting materials for proficiency and reading levels of ELLs
• Using buddies in the classroom
• Using cooperative learning to provide more interaction
• Providing opportunities for ELs to participate successfully at their proficiency level
• Modifying assignments and assessments
• Learning about ELs’ cultures, traditions and languages
• Communicating with parents
• Recognizing ELs’ knowledge and background
• Appreciating and celebrating the diversity ELLs bring to the classroom
Professional Duties
● Attend meetings involving ELs and EL instructors
● Attend staff meetings and district in-service programs
● Serve on committees as requested
● Maintain responsibility for discharging instructional and non-instructional school related duties as assigned
● Supervise, evaluate, and provide work assignments to assigned instructional assistants/tutors and student
teachers
● Administer language proficiency assessments of new ELs
● Administer the annual required state assessment of ELs and analyze the results
● Assist families of ELLs when possible
● Locate language translators when needed
Student Supervision
● Evaluate individual student progress on a periodic basis and maintain required records
● Develop, record and implement the individual program recommendations for English proficiency for each

student including yearly goals and objectives
● Maintain files on EL students
● Write periodic reports to be sent home to parents and maintained in each student’s cum file
● Justify promotions, retentions and special program recommendations
● Identify and refer unusual student behavior to appropriate specialists
● Report to the nurse any health concern, injury, or illness
● Maintain responsibility for enforcing the building approved discipline plan
● Maintain responsibility for supervision of students being serviced at all times during ELL instruction
● Monitor progress of students exited from the program for 4 years
● Implement accommodations for standardized tests
Administrative Operations
● Know and observe Board policies and regulations
● Account for school, district, and Title III property as required
● Complete periodic reports on the progress of EL students
● Ensure that all district paperwork in EL files and student cum files meets state mandates
● Ensure that all program requirements for documentation with mainstream teachers and EL parents are
met
● Remain in school after dismissal of students, as necessary to complete daily duties, attend meetings, hold
parent conferences, etc.
● Participate in events promoting inclusion of EL and celebrating their cultural diversity
● Report to work daily at times assigned and remain on duty through time prescribed
EVALUATION:

By the Building Principals

ROCORI School District
Job Description for
EL Program Coordinator
TITLE: English as a Learned Language Program Coordinator
QUALIFICATIONS: Master’s Degree, MN Certification in ESL, and fluency in
English
REPORTS TO: Principal, Superintendent, EL/Title III State Director
OVERSEES: EL program
JOB GOALS: As determined in consultation with supervisors
PERFORMANCE RESPONSIBILITIES:
Curriculum and Instruction
• Coordinate district and state-level departmental recommendations for teaching assignments, schedules, and
projection of EL student population
• Coordinate support for new teachers with induction training staff
• Coordinate district-wide EL assessments in collaboration with District Assessment Coordinator
• Coordinate professional development for EL and general teachers though Staff Development Committee
and building principals
• Coordinate ongoing departmental text reviews and selection
• Serve as EL liaison to district curriculum committees
• Address EL issues with EL teachers regarding services, special needs, or other
• Coordinate volunteers for EL students
• Update the district compliance plan and program documentation
Professional Duties:

• Set agendas and run department meetings
• Participate in monthly coordinator networking meetings
• Conduct annual program evaluation
• Prepare for and participate in Title III monitoring visits

Program Supervision
• Maintain database of all EL students
• Organize social events for EL students and their families - e.g., family night
• Ensure that all district paperwork in EL files and student cum files meets state mandates
• Ensure that all EL teachers comply with program requirements for documentation with mainstream
teachers and EL parents
• Ensure that all EL teachers complete periodic reports on student performance
Administrative Operations
• Prepare required reports to Department of Education
• Maintain and update program forms and templates
• Assist Student Support Data Collection administrator with SLIFE, RAEL, and Immigrant reporting
• Coordinate development of district-level EL budget recommendations
• Coordinate inventory and purchase of district-level texts, supplies and materials
• Conduct a presentation to The School Board regarding the EL program if requested
• Coordinate with Director of Business Services and Superintendent in Title III application, reporting and
documentation
EVALUATION: By ______________________________ (Sam to Follow Up On)

Appendix 6 - EL Accommodations/Modifications
EL Accommodations/Modifications
1.

Classroom environment
❏
❏
❏
❏
❏
❏
❏
❏
❏
❏

Allow adequate wait time for oral response
Special seating (front of room, away from distractions, e.g.)
Use leveled or simplified texts
Simplify language (orally and written) but not content
Rephrase or repeat information/directions as needed
Provide graphic organizers, outlines, illustrations when possible
Pre-teach vocabulary, and create word banks
Use closed captioning on videos
Use text-to-speech software when possible/available
Allow a ‘buddy’ to help with notes and/or understanding assignments

2. Assignments/Homework
❏
❏
❏
❏
❏

Extra time for assignments
Abbreviated homework assignments
Provide both oral and written directions
Provide a calendar with due dates for larger assignments
Use downloadable books/texts when possible, so student can listen as well as read

3. Testing
❏
❏
❏
❏
❏

Extra response and processing time
Abbreviated assessments
Allow student to test in a separate, supervised room
Test and directions read aloud
Allow use of word-to-word translation dictionary or app

Appendix 7 - Program Evaluation Form

ROCORI EL Department
ANNUAL EVALUATION
Date: ___________

Yes or
No
1.

a.
b.
c.
d.
e.

f.
g.
h.
i.
j.

2
a.
b.
c.
d.

Programmatic Procedures
There are programmatic procedures for identification, instructional placement,
English language development, monitoring, exiting, and post-direct service
monitoring.
The LEA #750 Student Registration Form is used in the district.
The principal or school’s EL teacher is notified when the first Language Survey
questions are answered in the affirmative.
Language proficiency assessments, including a formal interview and a WAPT/Screener, are completed within 30 days of registration.
Each EL student has a designated EL Team.
The district has a recordkeeping system for recording EL assessment results,
instructional placement, reclassification procedures, follow-up monitoring activities,
student progress, and parental contacts.
The district uses the WIDA ACCESS for EL for proficiency assessment in English
language.
Assessment activities and instruments are designed specifically for students with
limited English proficiency.
Student movement through the instructional and programmatic process is based on the
ACCESS for EL test results.
The EL staff offer EL training to district personnel
The district has established accommodations to be used for EL instruction and for
standard curriculum courses when students with limited English proficiency are
enrolled in those courses.
Services
There is sufficient quality and quantity of EL services to meet the needs of
eligible students.
There is sufficient time provided for formal instruction for English Language
Learners.
Ancillary services, such as content area tutoring, are provided to assist students in
completing assignments or practicing English features or skills.
EL services are continued until the student meets the state’s predetermined exit
criterion.
Trained staff with credentials deliver all instructional services.

e. Trained staff with credentials provide all program process assessments.
f. The EL program is provided stability of staffing through appropriate planning and
funding.
g. EL instruction is based on recent findings and reports from the relevant fields of EL,
Bilingual Education, and Linguistics.
h. Native language assistance is provided to students and parents whenever possible.
Equal Access Issues

3.
a.
b.
c.
d.
e.
f.
g.

h.

4.
a.
b.

c.
d.

Equal access issues are kept in mind as the EL program/service is designed and
implemented.
Students are housed in a setting suitable for EL instruction.
Students are integrated into general school activities. They are not housed separately
from their English language peers.
There is no supplanting of required EL services with special education or other federal
or state mandated special programs.
The EL program and instruction are developmental in nature.
Students are not automatically placed in lower-track coursework because of low
English proficiency.
Students are given sufficient language development time before they are referred for
special education evaluation/services.
Retention in a lower grade is not based on English language proficiency. Rather,
retention is based on specific, multiple criteria, and the onsite ELTeam is a part of the
decision.
Older students are not automatically placed in lower grades as a method for helping
them “catch up” with their English language peers. Rather, they are provided an
accelerated English development program, which is based on their future career and
academic goals.
Ongoing Evaluation
The EL program continuously evaluates the efficacy of its outcomes, objectives,
procedures, and process.
EL and standard curriculum staff confer periodically about a student’s progress, and
plan activities and performance outcomes collaboratively.
There is opportunity for participation and input by non-English language background
parents and community. English language guardians are also encouraged to
participate.
The EL Program has a variety of mechanisms for reporting a student’s progress to
parents and all relevant professionals who deal with the student.
The EL program has a document coordination plan.

e. The EL program has access to, or includes, professionals who can assist in making
decisions about a student’s physical and mental health, motivation, and learning needs.
f. The district has a plan for appropriately advising English Language Learners about
higher education, career, and coursework opportunities.
g. The district has resources for assisting students to adjust to the schooling process and
protocols of school, culture shock situations, and family conflicts, which may occur
when students become more Americanized than their parents.
h. Under the direction of the EL Team, each student who has received direct EL services
is monitored for four full academic years after direct service is terminated.
i. The district’s documented policies, guidelines, and procedures are consistent with
federal and state mandates, decisions of the United States Supreme Court as well as
significant lower court decisions, and memoranda from the United States Department
of Education and the Office of Civil Rights, Washington, D.C.
j. District administrators and school board members are supportive of the EL program at
the local level.
k. A program of self-evaluation is done regularly by members of the EL Team. The
findings of this evaluation are disseminated to the Director of Student Services.

Goals for the next year:

Appendix 8 – Guidelines for Interpreters and Translators

GUIDELINES FOR INTERPRETERS AND TRANSLATORS
Please read the guidelines below and sign in the space provided to acknowledge that you have read and understood
the guidelines. For the purposes of these guidelines, interpreters are those who translate orally, while translators are those
who provide a written translation.
♦Interpreters and translators must be professionally proficient in both English and the language that is being
translated/interpreted.
♦Interpreters and translators must have an understanding of U.S. culture as well as the culture of the second language.
♦Translators must be professionally fluent in written English and the other language. A precise, accurate, and complete
translation should be provided.
♦Interpreters and translators must not insert any opinions or advice during meetings and phone calls or in translations of
documents. Interpreters must remain neutral and impartial during meetings. Explanations during meetings can be allowed
with permission of those professionals conducting the meetings.
♦Strict confidentiality must be adhered to at all times. Interpreters and translators must not disclose or discuss any
information covered in meetings or documents outside of the confines of the setting or context where the information was
obtained.
♦Interpreters must translate all the information provided by the professional(s). Likewise, interpreters must disclose all
information provided by the student or family during a session to the professional(s), and must tell the student or family that
the information is being shared with the professional(s). This also applies to phone calls requested by the school.
♦During a meeting, an interpreter may ask a speaker to pause to allow an accurate translation and to avoid omissions of
important discourse. Every attempt should be made to avoid interrupting the flow of the communication by the speaker.

I, ___________________________________, have read the above guidelines and agree to abide by them.

_________________
Date

__________________________________________
Signature
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ROCORI District Translator/Interpreter Procedural
Guidelines and Flowchart
These guidelines outline key procedures and processes to follow in securing a translator or an interpreter. This process was
developed based on input from district specialists who serve students, families, and community members who speak languages
other than English, as well as district staff who request these services.
Questions regarding these procedural guidelines should be directed to District Multicultural Liaisons.

Spanish Interpretation Services
Any district staff member
Send email

Spanish interpretation
Verbal

Planned meeting

Unplanned meeting

IEP, conference

Student Health, behavioral issue

email:
ayalap@rocori.k12.mn.us

email:
hbocchi@cloverpark.k12.wa.us

1-3 weeks in advance

Allow for 1-2 hour notice

Spanish Translation ServicesAp
Spanish translation
Written

Legal documents, time sensitive
Allow for 5 business day
turnaround

Other written documents newsletters, brochures, building &
classroom events
Allow for 2 week turnaround

Submit Help Desk Ticket
Submit Help Desk Ticket
Provide in Word

Word, Publisher, or Excel

Other Languages
Please use same process above – may be using Language Line for interpretation. Please allow more time for
translation services.
include knowledge of both languages and
respective cultures, the ability to listen, a good
memory, and note-taking ability.

Translation and Interpretation:
What Is the Difference?
Any discussion of translation and interpretation
must be accurate in the meaning and definition of
the terminology used. Sometimes the terms are
used interchangeably; however, they are
different in practical application.
Interpretation refers to the process of orally
communicating from one language into another
language.

Translation is the preparation of a written text from
one language into an equivalent written text in
another language. Both are language-related, but
they are not identical disciplines. Each area requires
expertise, content domain knowledge, training, and
practice. Translation is used when referring to written
texts, and interpretation refers to oral speech.

Translation
Translating educational materials requires
knowledge of basic terminology along with
specialized vocabulary related to curriculum and
local, state, and federal programs and policies. It
requires access to dictionaries and internet
resources so consistency and widespread
understanding of commonly used terms can be
assured.
Typical school and district written materials include:
• School and district newsletters;
• Student/parent forms and communications;
• Report cards/progress reports;
• School-to-home communications;
• School and district policies, rules, and
regulations;
• Medical forms and policies;
• Emergency cards, field-trip approval forms;
• Homework assignments;
• Testing schedules;
• Special education documents; and
• Individualized education programs.

Interpretation
Interpreting has several modes, each requiring a
set of skills that are acquired over time and must
be maintained. The ability to speak two languages
does not ensure that the person can interpret
effectively. Essential skills for interpretation

Consecutive. This mode is characterized by
rendering spoken messages back and forth after
each person has spoken. It is defined as
interpretation of an utterance after it has been
completed; one person speaks at a time. The
consecutive mode works well for dialogues or for
question and answer sessions. It requires notetaking skills and
good memory. This mode is recommended for
working in educational settings, such as in one-onone or small group meetings.
Simultaneous. This mode is characterized by
rendering
a message from a source language into a target
language almost simultaneously and slightly
behind the speaker. It is defined as interpretation
of an utterance while in progress. The speaker does
not stop talking, and the interpreter
must not stop either. This mode requires an
excellent command of both languages and highly
practiced pacing and memory skills. This system is
used in some educational events with audio
equipment for the interpreter and headsets for the
target audience.
Sight translation. This mode involves the verbal
translation of written text on sight. It might be
used for medical records, foreign birth
certificates, foreign school records, or legal
documents required of parents or guardians of
English learners. This mode is challenging since
there is generally no preparation time or materials.
Paraphrasing. This mode is characterized by
simplifying and summarizing what is said. This
mode should not be used because it allows
unintended biases, omissions,
and inaccuracies to affect the final product and
meaning. Interpreters should completely and
accurately interpret everything that is said.
In any venue, professional arena, or public
service activity, interpreters should be
informed of and should agree to uphold a
code of ethics. These ethics include
confidentiality; accuracy and completeness
of interpretation; impartiality; disclosure of conflict
of interest; professional courtesy; and
participation in basic training and ongoing
professional development.
Typical interpreting scenarios include but are not

limited to:
•
•
•
•

Teacher to student;
Teacher to parent;
Classified personnel to student;
Pupil services personnel (e.g., nurses,
counselors) to student or parent; and
• Local or state educational agency board
meetings with parents of English learners who
testify or offer public comment.

Students as interpreters:
Students should not be used as intermediaries
in such situations. The information being
interpreted is often beyond the children’s
comprehension, and it is inappropriate for

• Paraprofessional to parent;
• Administrator to student;
• Administrator to parent;
students to interpret when they, their siblings,
or peers are involved unless the situation is a
clear and immediate emergency.
Some discussions with families involve discipline,
medical or mental issues, or academic performance
and may make the student uncomfortable and
produce biased results. Using the student as
interpreter may lead to absence from class and loss
of instructional time. The information may be
traumatizing and may lead to inaccurate information
and misunderstandings. Adults, including teachers,
are often uncomfortable students as interpreters.

interpreter:

Scheduling an Interpreter
Spanish
• Requests for an interpreter should be made via an
interpreter Interpreting/Translating Work Order.
Please include the time, location, meeting length,
and meeting topic.
• Individuals requesting meetings with an interpreter
should schedule them one to three weeks in
advance to help ensure interpreter availability,
including meetings for Individual Educational Plans
(IEPs) and special education evaluation meetings
should be scheduled.
• Requests will be accepted/declined within one
school day of being received.
• For languages other than Spanish, we contract
with interpreters from outside the district when
possible. This takes extra time. Therefore,
individuals requesting a meeting with an
interpreter in a language other than
Spanish should send the request as soon as the need
for an interpreter is realized.
• Student Services will assist the requestor with
finding an interpreter. If an “in-person” interpreter
cannot be located, the Language Line may be used.

Guidelines for Working
with Interpreters
For more detailed instructions,
please see Appendix B
When working with an “in-person”

• Prior to the meeting, provide general information to
the interpreter regarding the circumstances of the
meeting and pertinent details that will aid the
interpreter.
• Get to know the interpreter
• Allow extra time for the meeting, as information
will be stated twice.
• Introduce all parties and hand over handouts
• During the meeting, speak directly to the client
(the parent or student). For example, ask the
parent, “How can I help you?” instead of asking
the interpreter, “Ask him/her how I can help
him/her?”
• Speak in complete sentences/thoughts. Be
concise.
• Speak clearly and slowly and avoid slang,
educational acronyms, and jargon.
• Let the interpreter control the length of each
segment and arrange beforehand for him/her to
signal you/the client when to stop. The general
rule is two sentences at a time.
• Do not talk with the interpreter and thus exclude the
client.
• Everything that is said during a meeting must be
interpreted.
- Explain clearly when the interpreter seeks
clarification. Avoid long explanations as the client
may feel excluded from the conversation.
(Debriefing of the interpreter should be left for after
the interview.)
• Avoid having side conversations while the
interpreter is talking. This can be distracting for
the interpreter and family members who need
interpretation, leading to a loss of information.
• Some keys to effective communication across
interpretation are checking for comprehension and

encouraging full engagement of participants. Please
be sure to check with families regularly throughout
the meeting to make sure they have a clear
understanding of the material being discussed and
that they have ample opportunity to contribute their

When working with a telephone
interpreter:
• Introduce yourself to the interpreter.
• Brief the interpreter; describe the telephone
equipment you are using (conference telephone,
dual handset, single telephone) and where you
are.
• Introduce everyone present to the client and
describe the purpose of the meeting.
• Limit your communication to sections of
manageable lengths. The general rule is two
sentences at a time.
• Pause often to allow the interpreter to speak and
expect the interpreter to interpret everything that is
said by yourself and your client.
• Keep in mind telephone interpreters rely
entirely on linguistic input. They have no visual
cues (such as body language) to assist in the
interpreting.
• Clearly indicate the end of the session to the
interpreter.

Telephone interpreting may
not be appropriate if:
• The meeting will be lengthy;
• Estimated response times will be provided.
Generally, most Spanish translations can be
completed within one week. Translations for other
languages will take longer as we need time to
contract with out-of-district providers.
• All requests are prioritized by the Student Services
department staff according to the guidelines in this
manual.

General Information
Regarding
Translating/Interpreting
• All parents and community members across the
district should have equal access to translation or
interpretation services to the extent practicable.
• Interpreters and translators provide
communication from one language to another.
They do not offer advice or opinions, nor judge
the effectiveness or accuracy of the
communication.
• All parties involved with translating and

own thoughts, concerns, questions, feedback, etc.
• Generally, the client and interpreter leave at the same
time.
• Visual aids are needed; or
• Documents are needed as references.

Guidelines for Requesting
Written Translation Services
• Submit requests for translation as far in advance as
possible.
• Allow for a five-working-day turn-around for legal
and time sensitive documents.
• Allow for a two-week turn-around for all other
documents.
• Attach documents electronically in Word,
Publisher, PowerPoint, or Excel format. Every
effort is made to keep the formatting of
documents the same, however, this is not
always possible.
• In your work order, please include a specific
subject line that includes the language needed.
• If you request an updated translation of a previously
translated document, please clearly mark exactly
what changes have been made to the English
version. This will allow for a more effective use of
resources and a faster turn- around time for you and
families.
interpreting respect the need to be efficient and
judicious in utilizing the resource. Relevant
information will be translated. People working with
interpreters must limit extraneous conversation
and respect the needs of the interpreter at all
meetings.
• Requests for translation/interpretation will be
responded to in a timely manner. Staff with
emergency or time sensitive needs should expect
direct communication related to expected
turnaround times.
• Face-to-face or in-district resources should be
utilized before going to out-of-district
resources.
• Translators do not make corrections to text. All
submissions for translation should be in final form
and no additional changes to text should be made.
• Users should refer to the Procedural
Flowchart for clarification on
translation/interpretation processes.

Prioritization of

Interpretation/ Translation
Requests
Interpretation and translation requests may exceed
available time. To ensure that the most critical needs
are addressed, the district prioritizes requests as they
are received. All requests are classified as either:
emergency, high priority,
or as time is available. Examples of the types of
documents within each classification are listed below.
Please note that all services may not be available in all
languages. Services will be provided in Spanish
whenever possible.

Vital District Documents:
•
•
•
•

Registration, application and selection processes;
Academic standards and student performance;
Safety, discipline, and conduct expectations;
Special education and related services,
Section 504 information, and McKinney
Vento services;
• School attendance policies and procedures;
• Requests for parent permission in activities or
programs;
• Opportunities for parents to access school
activities, programs and services;
• Student/parent handbook;

-The district’s language access plan and related
services or resources available;
• School closure information; and
• Any other documents notifying parents of their
rights under applicable state laws and/or containing
information or forms related to consent or filing
complaints under federal law, state law, or district
policy.

Student-specific documents:
•
•
•
•

Health;
Safety;
Legal or disciplinary matters; and
Entitlement to public education, eligibility for
special education services, placement in English
Language Learners (ELL), the Academic
Achievement program, accelerated courses such
as Advanced Placement, or any other non-

standard academic program.

Alternatives to Translation
When translation for a document otherwise
required to be translated is unavailable or cannot
be done, such as in an emergency situation, a
school or district office will provide
an attached notice to parents in appropriate
language(s) that free translation and/or interpretation
services are available and how to request a free
translation or interpretation of the document.

Key Definitions
Translation:
Converting written translation of a document from
English
to the target language. All information is available in
original text format (Word) and no changes or
additions are made to the document.
Sight Translation:
On-the-spot oral interpretation of a document written in
English.
Interpretation:
The oral translation of speech as it occurs in
conversation. There are two forms of
interpretation:
Consecutive: Done while listening to
speech, interpretation is provided
during pauses; or
Simultaneous: Done throughout the conversation;
usually done through headphones and a
microphone.
Emergency:
Translation or interpretation provided immediately.
Situations may include: health emergencies,
impending school closures or safety information, or
major disciplinary events.
High Priority:
Situations involving district or school-wide timely
information dissemination, or information needed
within a limited time frame as determined by
ESL/bilingual leadership and district or school
leadership

Appendix 9 –Exited EL Monitoring Form
ROCORI EL PROGRAM

ROCORI School District
Exited EL Monitoring Form
The purpose of this form is to meet the requirement to monitor former English language learners for 4 years
after exit.
Student Name:
Grade in 1st year of monitoring

Academic Year

Name of classroom teacher
(ELA/ Math)
(1st year of monitoring)
Name of classroom teacher
(ELA/ Math)
(2nd year of monitoring)
Name of classroom teacher
(ELA/ Math)
(3rd year of monitoring)
Name of classroom teacher
(ELA/ Math)
(4th year of monitoring)
Name of ESL Monitor
MCA Results if Applicable (Below Proficient, Proficient, Advanced Proficient):
(Science Grades 4 and 8 Only)
Language Arts

Mathematics

Science

st

1 Year of
monitoring
2nd year of
monitoring
3rd year of
monitoring
4th year of
monitoring
1st year of monitoring
Is the student receiving any special services?
(any academic services/programs in addition to the standard academic program)
If yes, describe the services (1st year):

If yes, describe the services (2nd year):

NO

YES

2nd year of
monitoring
Y
NO
E
S

If yes, describe the services (3rd year):

If yes, describe the services (4th year):

Report Card Results:
1st year of monitoring
1st
2nd
3rd

2nd year of monitoring
1st
2nd
3rd

3rd year of monitoring

4th Year of Monitoring

ELA
Math
Writing

1st

2nd

3rd

1st

2nd

3rd

ELA
Math
Writing

Exiting ACCESS for ELs® Results:
Listenin
Composite
Speaking
g

Readin
g

Writing

Literacy

Comprehension

Oral
Language

1st year of monitoring
I received and reviewed this form.
(ESL staff member initials)

1st tri of
school year

2nd tri of
3rd tri of
school year school year

__________

__________

__________

Complete the following items only if the former EL is struggling.
I have collaborated with the classroom teacher to incorporate instructional strategies to respond to the language
needs of the former EL. (if the answer is “Yes”, describe the collaboration in the comments section)
ESL Monitor Comments:
1st

Yes

No

2nd

Yes

No

3rd

Yes

No

ESL Monitor Comments:
ESL Monitor Comments:

NOTE: A student may not be recommended for reclassification if collaboration between the ESL and classroom teacher has not taken
place.

1st tri of school year

2nd tri of school year

3rd tri of school year

I recommend that this student be reclassified as an ELL.
(Check box if applicable)

2nd year of monitoring
I received and reviewed this form.
(ESL staff member initials)

1st tri of
school year

2nd tri of
3rd tri of
school year school year

__________

__________

__________

Complete the following items only if the former EL is struggling.
I have collaborated with the classroom teacher to incorporate instructional strategies to respond to the language
needs of the former EL. (if the answer is “Yes”, describe the collaboration in the comments section)
ESL Monitor Comments:
1st

Yes

No

2nd

Yes

No

3rd

Yes

No

ESL Monitor Comments:
ESL Monitor Comments:

NOTE: A student may not be recommended for reclassification if collaboration between the ESL and classroom teacher has not taken
place.

1st tri of school year

2nd tri of school year

3rd tri of school year

I recommend that this student be reclassified as an ELL.
(Check box if applicable)
If a recommendation is made to reclassify, have the parents been informed of this
recommendation?

YES

NO

ROCORI School District
Exited EL Monitoring Form (MONITOR COMMENTS)

3rd year of monitoring
I received and reviewed this form.
(ESL staff member initials)

1st tri of
school year

2nd tri of
3rd tri of
school year school year

__________

__________

__________

Complete the following items only if the former EL is struggling.
I have collaborated with the classroom teacher to incorporate instructional strategies to respond to the language
needs of the former EL. (if the answer is “Yes”, describe the collaboration in the comments section)
ESL Monitor Comments:
1st

Yes

No

2nd

Yes

No

3rd

Yes

No

ESL Monitor Comments:
ESL Monitor Comments:

NOTE: A student may not be recommended for reclassification if collaboration between the ESL and classroom teacher has not taken
place.

1st tri of school year

2nd tri of school year

3rd tri of school year

I recommend that this student be reclassified as an ELL.
(Check box if applicable)

4th year of monitoring
I received and reviewed this form.
(ESL staff member initials)

1st tri of
school year

2nd tri of
3rd tri of
school year school year

__________

__________

__________

Complete the following items only if the former EL is struggling.
I have collaborated with the classroom teacher to incorporate instructional strategies to respond to the language
needs of the former EL. (if the answer is “Yes”, describe the collaboration in the comments section)
ESL Monitor Comments:
1st

Yes

No

2nd

Yes

No

3rd

Yes

No

ESL Monitor Comments:
ESL Monitor Comments:

NOTE: A student may not be recommended for reclassification if collaboration between the ESL and classroom teacher has not taken
place.

1st tri of school year

2nd tri of school year

3rd tri of school year

I recommend that this student be reclassified as an ELL.
(Check box if applicable)
If a recommendation is made to reclassify, have the parents been informed of this
recommendation?

YES

NO

ROCORI School District
Exited EL Monitoring Form (MONITOR COMMENTS)

Appendix 10 – Student Information Sheet

