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OBJECTIVES

* You will receive an abundance of information
about which documents you need to have for your
ELLs

* You will take notes as needed for memory, and
follow-up in the Q & A session afterward with your
guestions

* You will mentally plan a list of your next steps, to
ensure you will have your system in place for your
ELL paperwork this school year



RATE YOURSELFEF...PRETEST

* On a scale of 1-3 rate yourself in your knowledge of ELL files
and the required documentation for compliance.

1= You’ve got little or no knowledge of what’s required, when
to complete it, or who should sign it. This training is all new
learning.

2= This isn’t your first rodeo, but you still need some clarification
about what is required, when to get it, and where to keep it.
You know which learning gaps you’re looking to fill with
today’s training.

3= You’re nearly a pro! You’ve possibly been through
monitoring already and have your compliance paperwork
systems in place. Today’s training Is about tying up loose ends
or confirming what you are already doing is correct



WHERE TO START? WHAT TO KEEP?

 Initial Enrollment form for ALL

students

« 3 language questions are identical to PHLOTE
form

* Primary Home Language Other than
English Survey (PHLOTE) for ALL students
(Home Language Survey)

* Only do once



SAMPLE ENROLLMENT AND PHLOTE
FORM

State of Arizona
Department of Education
Office of English Language Acquisition Services

Far office use only ) For office use anly
Honey Bee High
Entry date ID. &
Entry code I\ Counselor
HIR school Enrollment Form tate ID#
# absences |EP Teacher
GRADELEVEL 9 10 11 12
STUDENT INFORMATION
Last Name First Name M.L Suffix
Gender:D MaIeD Female Birthdate: Month | Day [Year Current Age
Home Address Apt#
City State Tip Home Phone | )
Birth Place Hospital Preference Siblings

CUSTODY INFORMATION:
If parents/guardians are separated or divorced, who has court-appeinted CUSTODY of this student? The custodial parent/guardian is

respansible for providing all legol documents at the time of registration. Custody will not be entered without legal documentation.

I/ We have D Jpint Custody ElSaLe Custody

| have provided the school a copy of court appointed custodial documentation (imitials)

PRIMARY HOME LANGUAGE (PHLOTE Home Language Survey)

What is the primary language used in the home regardless of the language spoken by the student?

What is the language most often spoken by the student?

What is the language that the student first acquired?

These questions are in compliance with Arizona Acministrative Code R7-2-306(B) (1).[21(a-c]

Primary Home Language Other Than English (PHLOTE)
Home Language Survey

(Effective April 4, 2011)
These questions are in compliance with Arizona Admmistrative Code, B7-2-306(B)(1). {2Wa—<).

Pesponses to these statements will be used to determine whether the student will be assessed for
English Language Proficiency.

1. What is the primary language used in the home regardless of the language spoken

by the student?

2. What is the language most often spoken by the student?

3. What is the language that the student first acquired?

Student Name Stadent ID
Date of Birth SAIS ID
Parent/Guardian Signature Date

Dhstrict or Charter

School

Plaazs provide 2 copy of the Home Langnage Survey to the ELL Coordinator/Miain Contact on site.

In SATS, please indicate the student’s home or primary languages.

1535 West Jefferson Street, Phoenix, Arizona 85007 - §02-342-0753 - www.azed. gov/oelas



TEST HISTORY

* AZELLA test history

» [Initial AZELLA Assessment & Reassessment
Reports

« SDELL70 Report when AZELLA Report not
available



SAMPLE AZELLA REPORT

AZELLA

S t u d e nt Arizona English Language Learner Assessment
Placement
Re po rt Diane Douglas
Superintendent of Public Instruction Reporting Date: 99/99/9839 (Cycle 07)

How did FIRSTNA perform on the English Language Learner Assessment?

OVERALL PROFICIENCY LEVEL

J Proficient students consistently understand social and
~ academic English and can generate sentences, using a

Student: LASTNAME, FIRSTNA

variety of grammatical structures. They read, SAIS ID# 12345678
comprehend, and summarize information in Birth Date:  99/99/9999
grade-level text. These students write three- to Test Date:  99/99/999%
five-sentence paragraphs, using grade-level )
vocabulary and a variety of sentence structures. Grade: 99
Student is not eligible for ELL services. Dist-Seh #: 9959999 - 999999
. School Mame:  Sample Elementary School
J Intermediate students have a moderate understanding District Mame:  Sample Unified Schoal

of social and academic English and can respond using
a variety of simple sentences. They comprehend key

details and main ideas of text read aloud to them. They Score Report

have limited ability to decode and comprehend text

. N *A determination of Proficient on AZELLA requires a Proficient Score on the Reading and Writing
read independently. They use basic vocabulary to

- . Domiain Scores as well as a Proficient Score on the Total Combined Score.
write simple sentences.
Student is eligible for ELL services. Scale [Pre-Emergent /
Score Emergent Basic Intermediate Proficient
v | Basic students have a limited understanding of social *Total Combined 2313
and academic English and can respond using isolated
words and simple phrases. They inconsistently Scale( Pre-Emergent/
comprehend key details and main ideas of text red Score [ Emergent/ Basic Intermediate Proficient
aloud. These students have minimal ability to & |*Reading 218
ndependently decode and comprehend text. they have § “Writing 200
minimal ability to write words, phrases, or simple - . .
sentences. E Listening 252
Student is eligible for ELL services. & | speaking 208
Pre-Emergent/ Emergent students have an Ty :&T,',E:,fig,fs,\fmhuw 214
extremely limited and inconsistent understanding of 25| oral 295
social and academic English. With instructional/ §é§ (Listening/Speaking)
environmental support, these students can formulate Comprehension 290
simple phrases and sentences orally and in writing. {ReadingfL istening)

Student is eligible for ELL services.

o s R O




SAMPLE SDELL70 REPORT

SDELLTO Arizona Department of Education Page: 1 of 1

FY 2016 (SchoolYear 2015 - 2016) SDELLT0 - AZELLA Student Test History Report Print Date: 06/30,/ 2016 03:47
Requesting District CTD5: Requesting School CTDS:

Requesting District Entity ID: 79275 uesting School Entity 1D:

Requesting District Name: Ariz [

If the student had any AZELLA testing history, it
Student Demographics would be in the Assessment History and Most

sais 10 Last Name Recent Assessment Detalls fields below neuaee Gender

\_

Assessment History

Assessment Date Assessment Total Scale Score overall Proficiency Grade ELL Classification District Mame School Name School CTDS School
Name Level Entity ID

Muost Recent Assessment Details

Assessment Date Assessment Srale Score Proficiency Level Grade Stage District Name School Name school CTDS School
Type Entity ID

Muost Recent ELL Program History

Date Type Description




WHAT ELSE TO KEEP?

« Annual Parent Notification forms
» Sighed within 30 days or 2 weeks

« Parent Withdrawal form (if applicable)



PARENT NOTIFICATIONS OR
PARENT WITHDRAWALS

« Annual Parent Notification forms
 Signed within 30 days or 2 weeks

« Parent Withdrawal form (if applicable)

e of Arizona
Department of Education
Office of English Languags Acquisition Sarvicas

20 -20 Parental Notification and Consent Form
for Student Placement in an English Language Learner (ELL) Program

To the perent or guardian of

TonFom: Fom Tame i TED

&E=TD ey T

Yoursmdsnt's Exg 2t baen messured wing rhe Arizona)
sasults of thi it your srudentis 2t the Tiwirsd
languz instruction stwcaions progam

Engis programs adjust
b ‘Belp sach smuderr leem English andem

‘Tha status af yous srudents scademi clons) belowgradelevel  stgradelevel  sbove gradelevel

Your child has 'I:Aan)ﬂ('aim ore afthe followinz
agish kmersion Progr®

Lesmer on Individusl Lansuags Leames Blan - LLF)
E||1|L’n4 Education Pro; a’d[i.ﬁh la:[mfa‘l waiver®

4 LE A prozam description 3 defiosd by ARS § 15751 haough £ 15753
Descriprion includes methodokogy, conrem, insmuction, soal: : how the
pragam will meet the educational sirengihs dmn%i.amku Sient s he i o ronstion o2t st cosstmas

‘the following criteria in osder to achieve English lan;
2 proficient scase in the readi

A student st o
Total Combined.

roficiency and exit fi2 program 2 proficient
omain, a4 2 profictent score inthe vritngdomain. ARS.§ 15-756.05

‘Parents have the right to decline their student’s enrollment in or to have their student immediately removed from sn ELL
program

If you would like mors information about the prozrams of instmction, or assistancs in selectinz a program, plazs contact your
hild’s schasl

Siznaturs of classto0m teacher lanzass arts taacher Dat=

ture oF parent of legal ardizn. Dats

‘Parental Noti
‘2aks ofz

e senrhome
chodl year. 20

‘This form should be placed in the student’s cumulative folder.

Rericd. Tty 2003)

ot Taffarana Sreas, Dhnasiz, Acipsos 1007 - 802

Gtate of Acizoza
armment of Education
Office of English Language Acquistion Services

Farent Request for Student Withdrawal from an English Language Learner Program

Student Name SAISID
Las Name Ferst Name MI
Student ID Cusrent Schwodd Grade
Asth the 2b 1 night to request that

my gudm( bee removed from his her designated English Langaage Lﬂmrrplnplm (Strucnared
Fnﬁfh Immersion o Bilingual Education) Thave diseussed any altemative educational aphions
wath ey stdent's teacher andor prncpal and | am requestmg that the student be placedma
mainstream non- Englith Language Leamer claszroom. [tis my belief thar this course ofmemaction
is better suited for my student’s needs and therefore, T consent to 2 mainstream classroom
y'l.lcauem_ ‘Jﬂu.l.e have withdrann my .hﬂdﬁnm-ﬂdﬂhlﬂmﬂv un1cu Ilmdrrn}.rsdlhak

ghah L
ianvjnsnnﬂwmr AZELLA) il e sh scores proficient

Date,

FOROFFICE USE ONLY

Curmens Arizana Engliah Language Laamer dssarrmens Brofieiensy Levels

Reading Writing Total Combined
By signing | acknovwdedge that T have discussed the abemative sducational eptions with the
parent legal paardian and [ agee to place the student according to the parent legal guardian’s
wishes

Prncpal's Siguatue Date

As providedby the No Child Left Behmd Act [P.L. 107110, Tithe L1 Sec. 3302, (8}{A) f and n)}.




WHAT ELSE TO KEEP?

 Parent Notice of Reclassification

 FEP Monitor form

» For 2 academic years following
reclassification



RECLASSIFICATION &
2 YEAR MONITORING FORMS

After AZELLA
data comes-
send to
parents

Dear Parent'Guardian:

(Student Name) —
was reassessed with the Arizona English Language Leamer Assessment (AZELLA)
on (Date).

He'She has obtained an “Owverall Proficient Level” on the AZELLA This means that he'she no
his'her academic progress will be monitored for the next two years.
youtave any questions o concers, e conact FEP1 begins
- . a_ academic
District School Representative Phone

' year
.\ FOLLOWING
e - proficient
Copy: Student's cumulative file pensatary L Yarl Yaar2 score




WHAT ELSE TO KEEP?

* AZELLA Placement Teacher Referral
form

* |If teacher feels student needs to be tested

* WICP form
« Any intercession class documentation



Used to
document

compensatory
instruction for
ELLs or FEPs

ELL Compensatory Instruction for English Language Development
Written Individualized Compensatory Plan (WICP)

Swdam Name [Lasi Firsl):
Schoat: Schodl Yaar

Graos SAIS Numbar: Primary Homa Languags:

Swdants avaral AZELLA praficiancy bavel upan aniry Imo compansaiory Instuclon program: (circia ang)
PraSmargan Emargant Sazkc Imarmadiaiz Pracian

Taachar(z) providing compansaixry Instructon

Typas of Companssiory  Instruclion o be provided o Tis ELL orracam FEP studam and reiFiad dalest
Exianded day ciassas Da2 starad Dae andad:

Summar sonoal __ Dae st Daz andad:

__ Dak stred Dalz anded:
Indvidusl Instruclon  _ Dae staned Datz anded:
Smal group Instruction D stanad: Datz anded:
Omar pragrams __ Dae st Daz andad:

Mazsurabiz anmual gaals):
Instructonal objactives targsad %0 mprova English profclancy:
1,
2,
E)

AzzeEamams usad N COMPENEANYY INSNUCHIN (YOJrAM 10 Mmassrs prograss

Nt A WICP form s requirad for aach studen parboipaing In 3 Compansakery Instucion Program. This
10rM MuUst B2 K3 N 02 SWOSTTS CUMUETYE Ma. (R7-2-305(F)(d)




ORGANIZATION OF PAPERWORK

* Your LEA should have a system of keeping the
required documents organized in or near the student
cumulative files

* Not only do monitors look for required ELL
documentation, but they also need to access
cumulative files

 ILLP Attachment A and B copies should be in the
classroom(s) with the teacher(s)



WHERE DOES ELL DOCUMENTATION GO?

« Many Local Educational Agencies (LEAS), In
order to ensure compliance, choose to
keep a colored file folder within the ELL’s
cumulative file for ease in locating the file
guickly and in organizing each ELL’s
required documentation. [ ELLFile )

> within

cumulative

\_ folder )




RETENTION SCHEDULES

* For questions on retention schedules,
please refer to the Arizona State
Library, Archives & Public Records
website at:

http://apps.azlibrary.gov/records/general.aspx



http://apps.azlibrary.gov/records/general.aspx

= . About Us | ContactUs | Follow Us | Secretary of State
A Arllzona State .lerar}-', A} azgov
&‘f‘ Archives & Public Records

Dhgital AZ Library Visit the Museum = Research Centers Who We Are

General Retention Schedules

Research at the Archives

View general schedules by public body. « Legislator's Papers

[Education K-12 v|

* Manuscript Collections

-OR- * State and Local Government Records

Search schedule number, schedule date and title.
Records Center Services

S h
| — | Retention Schedules, Standards, Forms
() Any of the words '® Phrase, or part of word and Guidance
Results for Education K-12 Retention Schedules
Schedule Schedule Title * General Schedules
Date Number
o [12/29/2015 |GS 1018 Administrative and Management = State Agency Schedules
o gency
w O07/03/2012 |000-12-64 Audit Records Guidelines, Standards and Statutes
[ POF |
v |04/24/2012 |000-12-42  |Bond Records Forms and Approvals
[ POF |
« 1272972015 |GS 1033 T Accessing Arizona Public Records
| FOF |
Conservation, Disaster Preparedness and
w(12/25/2015 G5 1016 Clerks Emergency Recovery
[ POF |
v |03/04/2016 |GS 1036 Constables Programs, Training, and Presentations
[ POF |
» (05/01/2012 |000-12-40  |Copy Center and Mail Room Records e e
[For | Policies
v |09/26/2014 |GS 1004 Criminal History Record Information Contact the State Archives and Records
| POF | Records

Management Center



Make a mental list of your 3 next steps-
to ensure your LEA will have all the
required ELL paperwork for next school
year. Each step should have 5 or fewer
words and start with a verb!

1)




Tell 1 person at your table in 15
words or less all 3 steps!

1) 5 words or less
2) 5 words or less

3) 5 words or less




RATE YOURSELEF...POSTTEST

* On a scale of 1-3 rate yourself in your knowledge of ELL files
and the required documentation for compliance.

1= You’ve got little or no knowledge of what’s required, when
to complete it, or who should sign it. You may need to revisit
your notes from today’s training.

2= You’ve learned a lot in a short amount of time, but you still
need some clarification about what is required, when to have
it, and where to keep it. Congratulations and remember our
email address for later questions.

3= You’re a pro! You’ve found answers you were looking for
and have a plan for any refinements to your current ELL
paperwork system. Congratulations and thank you for your
attention!



QUESTIONS?
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THANK YOU!

* Please keep in mind that our goal is to provide you
with the support you need.

OELASInbox@azed.gov and 602-542-0753 will let you
reach the first available person in OELAS.



mailto:OELASInbox@azed.gov
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