
June

August

July

Aug. /Sept.

Notification/Documentation
Upload OELPA results to SIS
Send translated results to parents
Notify parents of students exiting EL
program
Determine PD needs for next year
Finalize all Title III documentation
Finzlize hiring needed staff

Enrollment
Review new enrollment LUS forms
Enter new student  information in
SIS (translation needs, home/native
languages, immigrant status
Enter student in TIDE for OELPS
Update custom forms/parent notices
for next year
Purchase materials with Title III
money
Build & facilitate BOY PD for staff

Coding/Programming
Adjust exited student program
code, L/S/Y status, and exit date in
SIS
Adjust all L/S/Y codes as needed in
SIS
Conduct required Biannual EL
program evaluation
Verify vendor contracts are current,
and board approved (lang. assist,
EdTech programs, etc.)
Plan PD for next year

Coding/Notifications
Adjust new student program
codes, L/S/Y status, and enter
OELPS/A scores in SIS as needed
Notify parents of EL status: Did not
qualify or EL program placement &
services 
Continue processing new
enrollment LUS forms, entering
info into SIS, & screening new
studens all year

Items may vary by district. Tasks and months are suggestions to aide
with state and federal compliance.

EL PROGRAM TIMELINE

Sept./Oct.

Nov./Jan.

Communication
Facilitate PD
Communicate and review
compliance protocols for EL staff
Meet with Special Ed. -review ELP
testing accommdations, domain
exemptions, and IEP
documentation Sped/ELs 
Connect with contacts for
outplaced students
Determine and reserve OST
interpreters needed Test Prep

Set up ELP testing for outplaced
students
Verify IEPs have been updated for
ELP testing
Enter & verify all ELs in TIDE for
ELP testing with accommodations
& domain exemptions
Review ELP testing locations &
testing security protocols w/staff

Feb./Mar.

Apr./May

Data/Planning
Oversee ELP testing and trouble
shooting, track untested students
and reasons
Use historical trend data to plan
staff ing for next year
Spend excess federal funds
Oversee 2ndary scheduling of ELs
Audit Title III documentation
required to be collected by staff
Prepare budget & PD/family
engagement needs for next yearComplete & Review Testing

Assist with OST needs for ELs
(interpreters/test accommodations)
Review any program changes
needed/communicated for next
year
Collab with building admin
regarding possible EL retentions
Review ELP district test results
Create English Proficiency awards 
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June

August

July

Aug. /Sept.

Notification/Documentation
Upload OELPA results to SIS
Send translated results to parents
Notify parents of students exiting EL program
Determine PD needs for next year
Finalize all Title III documentation
Complete hiring EL staff

Enrollment/Planning
Review new enrollment LUS forms
Enter new student information in SIS (translation
needs, home/native languages, immigrant status)
Enter new students in TIDE for OELPS
Update custom forms/parent notices for next year
Purchase materials with Title III money
Build & facilitate PD for staff

Coding/Programming
Adjust exited student program code, L/S/Y status,
and exit date in SIS
Adjust all L/S/Y codes as needed in SIS
Conduct required Biannual EL program
evaluation
Verify vendor contracts are current, and board
approved (lang. assist, EdTech programs, etc.)
Plan PD for next year

Coding/Notifications
Adjust new student program codes, L/S/Y status,
and enter OELPS/A scores in SIS as needed
Notify parents of EL status: Did not qualify or EL
program placement & services 
Continue processing new enrollment LUS forms,
entering info into SIS, & screening new students
all year

Program Administrators & Coordinators
Items may vary by district. Tasks and months are suggestions to aide with state and

federal compliance.

EL PROGRAM TIMELINE

Sept./Oct.

Nov./Jan.

Communication
Facilitate PD
Review and communicate compliance protocols for
EL staff
Meet with Special Ed. -review ELP testing
accommdations, domain exemptions, and IEP
documentation for Sped/ELs 
Connect with contacts for outplaced students
Determine and reserve OST interpreters needed Test Prep

Set up ELP testing for outplaced students
Verify IEPs have been updated for ELP testing
Enter & verify all ELs in TIDE for ELP testing with
accommodations & domain exemptions
Review ELP testing locations & testing security
protocols w/staff
Inventory/order word to word dictionaries
Progress monitor exited students and refusals

Feb./Mar.

Apr./May

Data/Planning
Oversee ELP testing and trouble shooting, track
untested students and reasons
Use historical trend data to plan staff ing for next
year
Spend excess federal funds
Oversee secondary scheduling of ELs
Audit Title III documentation required to be
collected by staff
Prepare budget & PD/family engagement needs
for next year

Complete & Review Testing
Assist with OST needs for ELs (interpreters/test
accommodations)
Review any program changes
needed/communicate for next year
Collaborate with building administrators regarding
possible EL retentions, determine exemptions
Review ELP district test results
Create English Proficiency awards 
Progress monitor exited students and refusals
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