ELLSEP Folder Documentation
SECTION A 
Part 1 - General Information: 
· Home Language Survey Date *(REFDTE) is the date a parent completes the registration form. This date is entered on TERMS on the A03 panel (date automatically defaults to the A23 panel). 
· Date of Entry into U.S. School *(DEUSS) is the date that is necessary to calculate whether a student has attended a U.S. school for 3 full academic years.  Note: remember that immigrant students may or may not be classified as ELLs.

Part 2 – Initial ELLSEP Folder: 
·  Complete the folder, sign and date, and ask the parent for their signature. 
·  If this is a replacement folder, complete and check off replacement ELLSEP Complete the remaining sections of the folder with the information available on TERMS.  Print the panels from TERMS and file in the folder.

Part 3 - Initial Placement Information:
· Initial Placement Information is completed based on initial testing results.  
· ESOL Program Entry Date *(ENTRY) should reflect the date the student begins receiving ESOL instructional services.
· Language Classification: *(CLASS) Initial Language Classification is a district language proficiency indicator that the student receives upon initial assessment. This information is entered on TERMS on the A03 panel and will automatically default to the A23 panel.
· Assessment (IPT) must be updated and documented at least once each year. 
· Update PLAN date to indicate most current language assessment.
Part 4 - Instructional Program Recommendations:

This section must be completed at the beginning of the school year.

· Identify the Instructional Program Model (see options 1, 2, 3 & 4)* for all active ELLs (LYs).

· Document the Instructional Program Model appropriate for the student for each school year. This needs to be updated if the Instructional Program Model changes during the school year. (e.g. If the student is changed from a sheltered class to a mainstream class).
· Print each student’s schedule and file in the ELLSEP folder. The schedule requires a signature and a date (mm/dd/year).
· Update the PLAN date to indicate most current student schedule.
SECTION B 
Part 5 – ELL Programmatic Assessment and Academic Placement Review:
· This information must be completed during registration.  All information is acquired from test(s), parent/guardian interview and previous records.

Part 6 - Categorical Programs:
· ELLs are eligible to participate in any programs offered to non-ELLs. Therefore, complete this section accordingly. 
Part 7 – Annual Reviews: 

Recommendations for Continued Placement for years 2 and 3 in the ESOL program
· Recommendations for continued placement must be completed within 30 days prior to the anniversary date. This is completed based on initial DEUSS or ENTRY Date (i.e., anniversary date) to the ESOL program. For years 2  and 3, an ELL Committee Meeting is not required.

· Update the PLAN date on the A23 panel.
· Send home the original Parent Notification of Continuation in the ESOL and place a copy of the form in the ELLSEP folder.
**** Note: DEUSS date takes priority over ENTRY date (i.e., anniversary date)  
SECTION C 
Part 8 - Reevaluation: (REEVAL): 
Recommendations for Extension of Services for years 4, 5, 6 and beyond in the ESOL program
· To continue receiving services in the ESOL Program for years 4, 5 , 6 or beyond, an ELL Committee meeting must be convened within 30 days prior to the DEUSS or ENTRY date (i.e., anniversary date). A minimum of 4 committee members must be present. Parents must be invited and a copy of the ELL Committee Meeting Invitation Letter must be included in the ELLSEP. Members in attendance must be documented by their signature.

· A current IPT assessment in all 4 domains (Listening/Speaking/Reading/Writing) must be administered within 30 days prior to the DEUSS or ENTRY date (i.e., anniversary date). Update PLAN date and REEVAL date on TERMS and send home the original Parent Notification of Continuation in the ESOL Program. Place a copy of the form in the ELLSEP folder. Note: Spring CELLA and FCAT scores may be used in lieu of IPT L/S/R/W prior to October 1st. 

· Two of the state approved criteria must be documented in the ELLSEP folder for all ELL Committee meetings:
a) extent and nature of prior educational and social experiences; and student interview; 

b) written recommendations and observations by current and previous instructional and supportive services staff;  

c) level of mastery of basic competencies or skills in English and/or home language according to appropriate local, state, and national criterion-referenced standards;  

d) grades from the current or previous years;  

e) test results other than those from the district assessments of listening/speaking/ reading/writing.

Part 9 – Additional ELL Committee Meetings: 
An ELL Committee meeting may be convened:
· for students in grades K-12 with inconsistent test data to meet the entry or exit criteria. 

· during the two-year period following the ESOL Program exit date, while the student’s progress is being monitored, if there is any consistent pattern of under-performance on appropriate tests and/or grades.
· before an ELL is retained (except in third grade).
· when an ELL is being considered for continued placement in the ESOL program for years 4, 5 or 6 and beyond.
· Any other time when there is a need to re-evaluate the ELL’s educational plan or at the request of anyone involved in the ELL’s education.
· Two of the state approved criteria (see section C Part 8 or ESOL Handbook Section 8) must be used to make placement decisions for ELLs.

SECTION D
Part 10 - ESOL Program Exit Information 
· Document test information when student meets exit criteria. 

· For grades K-12, Option 2 requires convening an ELL Committee. Supporting documentation must be completed with signatures required in the ELL Committee. Follow procedures for an ELL Committee as stated in the ESOL Handbook.

· Change ELL status from LY to LF and update the PLAN date. PLAN date and EXIT date must match. This is the last time the PLAN date is updated. 

Part 11 - Post Exit Monitoring Information: 
· LF students are monitored for two years to ensure academic progress for mainstreamed students.

Part 12 - Post-Reclassification Information:
· This section must be completed for any students that are being re-classified as active ELL after exiting.  An ELL Committee Meeting MUST be convened to make this recommendation. 

· Follow procedures for an ELL Committee as stated in the ESOL Handbook.

Part 13 – Additional ELL Committee: 
An ELL Committee Meeting may be convened:
· for students in grades K-12 with inconsistent test data to meet the entry or exit criteria. 

· during the two-year period following the ESOL Program exit date, while the student’s progress is being monitored, if there is any consistent pattern of under-performance on appropriate tests and/or grades.
· before an ELL is retained (except in third grade).
· when an ELL is being considered for continued placement in the ESOL program for years 4, 5 or 6 and beyond.

· Any other time when there is a need to re-evaluate the ELLs’ educational plan or at the request of anyone involved in the ELLs’ education.
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