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 INTRODUCTION 

 

Purpose of the Handbook 

The English to Speakers of Other Languages (ESOL) Handbook will provide a foundation of basic knowledge to 

teachers and administrators so they can better meet the needs of English learners (ELs). This handbook will 

serve as a tool to ensure student success and school improvement. All staff members will have access to this 

handbook, which contains our policies and procedures, through the ESOL office.   Forms used in the process of 

identifying, assessing, placing, serving, and monitoring ELs are also located in the ESOL office.  In addition, all 

staff members will receive staff development and training designed to help them understand the policies, 

procedures, and ESOL methodologies which will serve as tools to effectively serve our ELs.  

 

Students 

A Language Minority Student (LMS) is any student whose primary or home language is a language other than 

English.  A student can be an LMS without being an English Learner.  English learners (ELs) or Limited English 

proficient (LEP) students do not speak English as their first language and do not understand English well enough 

to succeed in classrooms without support when English is the primary means of instruction. 

 

Program 

English to Speakers of other Languages (ESOL), also known as English as a Second Language (ESL), is a program 

of instruction in which English is used as the language of instruction. The program offers English learners an 

opportunity to acquire the basic interpersonal communication skills and the cognitive/academic language 

proficiency they need to succeed in school. Speaking, listening, reading, and writing skills are developed using 

ESOL teaching strategies. 

 

Mission Statement  

The mission of the Bergman School District ESOL Program is to provide support and instruction to English 

learners in English proficiency, cultural awareness, and academic development, which will empower them to 

be successful in the mainstream classroom, school, and community. 

 

Belief Statements 

Bergman School District ESOL program believes than an: 

● Effective education of every EL is the responsibility of all educational personnel. 

● Effective education requires that excellent English Language Development (ELD) and supplemental 

services are rendered to ELs. 

● Effective programs for ELs respect and celebrate all students’ native language in the contexts of both 

school and community.  

 

Program Goals 

● To assess all students who have a primary home language other than English 

● To implement and maintain consistent procedures for the EL identification process 

● To provide each student with high quality instruction with trained teachers supported by ESOL staff to 

meet the student’s specific needs 

● To guide students towards proficiency in all four domains of English language acquisition (reading, 

writing, speaking, and listening) 

● To provide professional development opportunities to all teachers, principals, administrators, and 

school staff in order to to enhance the district’s ability to best serve ELs 

● To work within the district to ensure that ELs have equitable access to all district programs 

● To provide and encourage parental involvement 

● To use state mandated criteria for exiting students from the ESOL program   

● To monitor the progress of all ELs during and after program participation 

● To evaluate the ESOL program in a timely manner and make necessary modifications 

● To maintain accurate and meaningful student records 

● To be in compliance with Title III and district, state, and federal laws 
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District Program Model 

Title VI of the Office of Civil Rights requires that the district implement an alternative language service model 

that is considered research based and recognized by experts to be sound as a second language acquisition 

theory.  The alternative language service model should provide ELs with equal educational opportunities.  

 

The instructional model adopted by the Bergman School District is English as a Second Language (ESL) in which 

the language of instruction in classrooms is English. 

 

All services are designed to enable ELs to work toward the same academic standards as all other students. 

Mainstream teachers and all support staff will follow the English Language Proficiency (ELP) Standards.  The 

ELP Standards can be found on the Arkansas Department of Education website and on the Bergman School 

District website under the ESOL link. 

 

The type of service provided for each EL is determined by the Language Proficiency Assessment Committee 

(LPAC). ELs will be mainstreamed and have access to all programs available to all students. At the elementary 

level, students may be in a pull-out group where English language support will be provided by an ESOL teacher. 

In the secondary schools, students may be placed in an English language development class where they will 

receive direct English instruction and content area support.  ELs with lower levels of English proficiency may be 

assigned to some sheltered learning content area classes on the secondary level. The type of service and 

delivery of instruction depends on the proficiency levels of the students.  ESOL staff will provide assistance to 

classroom teachers and other school personnel with appropriate materials, strategies and training to address 

the individual needs of their English Learners. The ESOL teachers collaborate with mainstream teachers to 

assist teachers in planning instruction for the EL student.   

 

Accountability 

Federal Law holds LEA’s accountable for: 

● Meeting all Annual Measurable Achievement Objectives (AMAOs) 

● Percentage of students making progress annually in English proficiency as measured by the state the 

ELPA21 test. 

● Percentage of students becoming proficient as measured by the state the ELPA21 test. 

● School successfully achieving state accountability goals.  

 
IDENTIFICATION 

 

Title VI of the Office of Civil Rights requires that all students with a primary home language other than English 

be identified in order to determine the need for assessment and possible placement in the ESOL program. 

 

Summary of Order of Identification 

1. Home Language Survey completed by all students entering the district. 

2. If any language other than English is listed, the HLUS is forwarded to the ESOL Coordinator 

3. Parent Interview conducted/filled out (when appropriate) 

4. Triand checked for indicators of ESL. 

5. If HLUS and other checkpoints dictate, administer approved screener to student. 

 

Home Language Usage Survey 

All students enrolling in the Bergman School District will complete a Home Language Usage Survey form (HLUS) 

to identify students whose primary home language is other than English (PHLOTE). For those students whose 

Home Language Usage Survey responses indicate a language other than English, the LEAs will: 
 

1. Code the student as a “Language Minority Student;” 

2. Record the language other than English as the “Student Language” in the State Information 

System (currently eSchool); and, 
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3. Screen the student for English proficiency. 

 

● The HLUS form will be a component of the enrollment packet for all students. It is to be completed 

upon the student’s initial enrollment and does not need to be updated annually.  The HLUS may be 

entirely in English or a bilingual form in the languages indicative of the district.  This is based on what 

is feasible for the district. 

 

● The school counselor/secretary will ensure that an HLUS is completed by every parent/guardian who 

enrolls in the Bergman School District. 

○ The original HLUS shall be placed in the student’s permanent record. 

○ HLUS’s that indicate “All English” should also be filed in the student’s permanent record. 

○ When a parent/guardian answers any of the questions with any language other than English, 

the counselor/secretary will forward a copy of the HLUS, enrollment form, and any ESOL 

records from previous school to the ESOL Coordinator’s Office within 5 school days of a 

student’s enrollment in the district.  The student will then be classified as PHLOTE and will 

qualify for initial program assessment. 

 

● The ESOL Coordinator’s Office will open a file for any student classified as PHLOTE for the purpose of 

maintaining documentation of the HLUS, PHLOTE status, student plan, test scores, and any other 

documentation applicable to the student. 
 

● If appropriate, parent/guardian will complete a Parent/Student Interview Form (see Appendix).   

○ Parent(s) may complete a bilingual version 

○ When available, a bilingual interpreter may assist the parent(s).   

○ Parent(s) may take the interview form home to complete with other assistance if no bilingual 

interpreter is available. 
 

● Students who do not currently have an HLUS in their file should have one administered immediately. 
   

● If parents who are native English speakers decline to complete an HLUS, the counselor/secretary should 

indicate so in writing on the form for documentation that the parent was given the opportunity. 
 

Procedure for Identifying a Student not Identified during the Initial Enrollment Process 

When a staff member is concerned with a student’s performance and suspects that the student may have been 

missed during the initial enrollment process or that other factors should be considered in the determination of 

placement, the staff member shall request that the ESOL Coordinator start a file on the student to collect 

data. The classroom teacher may complete a referral that highlights and provides evidence (classroom work 

samples, etc) of the student’s linguistic needs.  The LPAC will determine if the student will be assessed for 

initial placement.  In these cases, a notation on the HLUS explaining why the student is screened is helpful.   

 
ASSESSMENTS 

 

Title VI of the Office of Civil Rights requires a district to objectively assess the English language proficiency of 

all students identified as a student whose primary home language is other than English.The assessment should 

evaluate all domains: listening, speaking, reading and writing.  Title VI also requires that all staff designated to 

administer the assessment instrument should be formally trained to ensure proper test administration and 

interpretation of test results. 

 

INITIAL ASSESSMENT/SCREENER 

PHLOTEs will be administered the English Language Proficiency Assessment 21 (ELPA21) approved by the 

Arkansas Department of Education (ADE) to identify English Language Learners (ELs) for the purpose of 

appropriate placement and services. 

● At the beginning of each school year, once a newly enrolled student has been identified as a PHLOTE 

through the HLUS form, the ESOL Coordinator has thirty days to notify parents their child has been 

identified as an EL according to Title III of NCLB. (Student will be administered the ELPA21 in a timely 

manner so that parents can be notified within the time frame to determine whether the student is an 
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EL who may need to receive additional help learning English.) Parent Notification of Placement (see 

Appendix) 

● Once school has been in session for approximately one month, schools have only twenty days to 

accomplish this task. 

● The results from the state approved screener will be used as one of the criteria to place students. 

● Parents who request their child not be assessed will need to complete an HLUS that states “all 

English.”  The Office of Civil Rights (OCR) requires that any child who has a primary or home language 

other than English be assessed for English proficiency. 

 

ANNUAL ASSESSMENTS 

● All ELs will be administered annually the ELPA21 adopted by the ADE to measure progress of their 

English proficiency according to NCLB Titles I and III. Federal law requires that every state is to provide 

an annual assessment of English proficiency of all students with Limited English Proficiency.  The 

ELPA21 is the assessment used by the state of Arkansas to measure language proficiency in the four 

domains of listening, speaking, reading and writing. 

○ This test falls under the same security guidelines as other state mandated testing. 

○ The testing window is assigned by the state. Refer to the district testing calendar. 

○ It is required of all ELs regardless of the type of service being provided. 

○ Only students with an IEP/504 will receive accommodations. 

○ All forms and data the LPAC needs will be supplied by the ESOL Coordinator’s Office. 

○ Parents who do not want their child administered the annual ELPA21 must be informed that 

Title I and III require all ELs be assessed annually with the ELPA21.  Parents still refusing test 

administration will then be advised to revise their HLUS form to indicate all English.  The 

student will then be purged from the database and file system.  

● All ELs will participate in the annual statewide assessment program as determined by the Language 

Placement and Assessment Committee (LPAC) who must follow guidelines from the ADE. 

○ Students who are new to U.S. schools may be exempt from taking the literacy portion of the 

CRT and NRT state mandated exams.  If districts decide to administer the  literacy portion, 

they may exclude the scores from the Adequate Yearly Progress (AYP). 

○ Students who are new to U.S. schools must take the Math and Science portions of the statewide 

assessment program, but districts may exclude the scores from AYP. 

○ If accommodations are needed, a PNP will be written by the LPAC and submitted to the 

building test coordinator. 

○ ELs in grades 1-2 and 3-11 may participate in the NRT, but the LPAC may also exempt them. 

■ It is recommended that only students who are identified as Level 1 and 2 be considered 

for this exemption pool.  ELs in levels 3-5 will most likely benefit by taking the NRT. 

■ If a student is exempt from the NRT, the following criteria must be met- 

□ There must be clear documentation of the student’s EL status. 

□ There must be clear documentation that the LPAC made the decision. 

 

OTHER ASSESSMENTS 

● Ongoing assessment in the grade level classrooms will be designed to measure classroom performance 

based on research with ELs. 

○ ELs require ongoing feedback of the progress they are making toward learning  English and 

content.  

○ The only valid method of measuring what an EL truly knows in content areas is through 

authentic methods.  

○ The Arkansas Department of Education English Language Proficiency Frameworks may be used 

as an instrument to monitor ELs’ English proficiency progress. 

● Other optional assessments may provide further academic information and will be utilized at the 

district’s discretion.  Examples: 

○ Basic Math Assessment (grades 2-12) available in multiple languages 

○ Native Language Assessment to determine student’s literacy level in their native language. 
 

The ESOL staff performing the tests will forward tests results to the ESOL Coordinator.  These will be placed in 

the student’s file to be reviewed at LPAC meetings.  The file may include: 
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INITIAL PLACEMENT 

 

Title VI of the Office of Civil Rights requires that the district develop, adopt and implement a program that will 

provide language services for all limited English proficient (EL) students.  Furthermore, the district is to ensure 

appropriate placement of all EL students into the program.  Specifically, the district will establish a language 

proficiency assessment committee (LPAC).  

   

Summary of Initial Placement for New Students 

1. Language Proficiency Screener is administered.  

2. Teacher input collected (initiated by ESOL teacher to be shared with LPAC Committee). 

3. All information on student is placed in a file to be reviewed at the LPAC meeting. 

4. An LPAC meeting is scheduled. 

5. LPAC will determine placement as outlined in the LPAC section of this handbook 

6. If student is placed, LPAC determines EL plan for student. 

7. EL Student Plan is written and shared with appropriate individuals. 

8. ESOL Coordinator notifies parents of placement via letter in compliance with ADE ESOL Guidebook. 

 

Rejection of services - If a parent requests his/her child who has been identified as an EL not be served in the                                           

Bergman ESL program, a conference with the parent will be scheduled to validate understanding of ESL services                                 

to the parents.  If they still reject services, the parent must sign a Waiver of ESL Services (see Appendix).  

 
LANGUAGE PROFICIENCY ASSESSMENT COMMITTEE (LPAC) 

 

The purpose of the LPAC committee is to make appropriate educational decisions for the English Learners. Any                                 

teacher, parent, administrator or LPAC committee member may request the committee to convene on behalf                             

of an English learner at any time.  The  student’s parents are welcome to the LPAC meetings, but not required.   
 

An LPAC committee must be operational at every school in the district.  The committee advocates for the best 

educational placement of ELs.  It is the responsibility of the LPAC to make all decisions based on concrete data 

and what is in the best interest of the student.  A decision cannot be made unless the majority of the members 

are in agreement with the decision.  It is unlawful for only one person to make decisions regarding 

placement, instruction and accommodations.   Each time the LPAC convenes, the recommendations of the 

committee should be documented and placed in the student’s file upon completion. 

 

Documenting Initial Placement Decisions 

Placement decisions are made by a site-based Language Proficiency and Assessment Committee consisting of at 

least three educators, one from each category: 

a. Building administrator (principal, assistant principal) 

b. English for Speakers of Other Languages Teacher (English as a Second Language-endorsed and/or 

trained to work with English Learners) 

c. Certified educator familiar with the student’s data and performance in the classroom. 

 

The Language Proficiency and Assessment Committee will meet within the first 30 days of 

enrollment at the beginning of the school year or within two weeks of enrollment thereafter to review 

assessment results and other available data and determine an initial placement along with any 

recommended classroom and assessment accommodations. 
 

Placement into specific English Learner services remains a local decision. LEAs are expected to offer 

appropriate English Language Development services and access to content area instruction to English 

Learners. 
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Objectives of LPAC Meetings 

A meeting shall be scheduled so that all student plans are written and distributed by the end of the third full                                         

week of school. When appropriate, virtual LPAC meetings may be conducted. 

 

Initial Placement 

The LPAC will determine placement or non-placement of students tested. The Placement Screener along with                             

subjective criteria, will be the basis of determining whether a student will be classified as EL or not.   

● To be classified as EL, the following criteria will be considered by the LPAC: 

○ Home language other than English 

○ Parent interview  

○ ESOL screener indicating EL or below 

○ Informal assessments, teacher observations reflecting that a student is EL. For example, the                         

student  

■ has difficulties communicating needs to teacher and peers 

■ Demonstrates academic performance below average due to language deficits  

■ presents difficulties understanding normal classroom discussions 

■ The student’s vocabulary is limited 

■ The student demonstrates writing that is consistently grammatically incorrect 

■ The student presents attention deficits that appear to be language based 

● If placement is determined, the LPAC will  

○ Write the EL Student Plan (see Appendix) 

○ Determine modifications/accommodations 

○ Determine standardized testing accommodations 

○ Write appropriate documentation (i.e. EL Student Plan, PNP) 

○ Share the plan with the student’s teachers 

○ Prepare and send Notification of Placement (see Appendix) to parents 

● If non-placement is determined the LPAC will: 

○ Prepare and send non-placement notification to parents. 

 

Annual Review 

The annual review is to review the status, scores, and EL Student Plan for students already placed in the 

program.  The LPAC will review monitored students and determine if they are performing successfully without 

ESOL support. The committee will: 

● Complete an Annual Review Form (see Appendix) on previously identified students in the district.  This 

form will be filed in the student’s ESOL file. 

● Write a letter notifying parents of Annual Review. The original will be sent to the ESOL Coordinator to                                   

be mailed to the parent. 

● Review teacher feedback. 

● Review data from ELPA21, standardized testing, local assessments, diagnostic tests, and other 

appropriate assessments. 

● Confirm and/or change the EL Student Plan created by the ESOL Teacher 

● Monitor FEP1 and FEP2 students (students who have exited the program within the previous 2 years) 

● Exit students who have met the criteria (with final approval via ESOL coordinator)  

○ Note: See instructions on Exit Criteria.  

 

Special Meetings 

For the following LPACs, the ESOL coordinator will be in attendance: 

● Consideration for retention 

● Waiver Conference 

● Special Issues as determined by administrators or ESOL Teacher 

 

Summary of Beginning of School Year 

The initial LPAC meeting for the school year will cover returning students and new students, including                               

transfers.   

The committee will: 

● Complete annual reviews on returning students as needed. 

● Complete initial placement meetings. 
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● Share EL Student Plans with classroom teachers.  

● Write PNPs for testing if needed. 

● Make recommendations to exit students who have met criteria.  Send Exit Form (see Appendix) and 

evidence for exiting to ESOL Coordinator for approval.  Once approved, a copy of the Exit Form will be 

provided to permanent file, ESOL File, and teacher.  Parents will be notified of exited status by ESOL 

Coordinator.   

● Update student roster (eschool) with current status, modifications, and accommodations. 

● Print the EL Student Plan and the members of the LPAC will sign the form prior to leaving the LPAC.                                       

The signed copy will be sent to the ESOL Coordinator. 

 

IMPORTANT NOTICE: By law, the assessment will be complete and parents notified of placement within 30                               

days after the start of school and within 14 days of registration thereafter.   

 
PARENTAL RIGHTS  

 

At the opening of the school year, parents and guardians of students who have been identified as an EL and 

placed in the district’s ESOL program must be notified within the first 30 days of school.  After the school year 

begins, the district has two weeks from date of placement to notify the parents. The ESOL Coordinator is 

responsible to send the Parent Notification of Placement or Annual Review forms.  Parents will be notified in a 

language or manner that they can understand.  Notification letters must be dated and signed by district or 

school personnel. 

 

In compliance with Title III, the parent notification will include:  

● Reasons for identification of the student as EL and in need of placement in a language instruction 

educational program; 

● Student’s level of English proficiency and how those levels were assessed; 

● Method of instruction to be used; 

● How the program will help the student learn English and reach age-appropriate academic achievement 

standards for grade promotion and graduation; 

● Specific exit requirements for the program; and 

● Information about parental rights, which includes their right to be notified of their child’s progress in 

acquiring English based on the annual ELPA21 and guidance detailing the parent’s right to waive 

services for his/her child. 

 

PARENT INVOLVEMENT and COMMUNICATION 

All parents of PHLOTEs will be given equal opportunity and encouragement to participate in the education of 

their children by providing, to the extent practicable, information in a language they can understand. 

 

● Documents will be translated when they are key to a student’s education to the extent that his/her 

education will be severely hampered if parents/guardians do not receive the information in a language 

or form they understand. 

● Bergman Schools should make a concerted effort to translate key documents and maintain a file of such 

so as not to duplicate. 

● Having documents translated in the major language family should be a goal of the district as is 

practicable. 

● Staff will be informed of this policy and procedure so that they may take advantage of what is being 

translated. 

● Parents will be encouraged to volunteer at school alongside the non-PHLOTE families.  

● There will be no practices that make parents and family members of any student feel less welcome in 

Bergman Public Schools. 

 

WAIVER OF SERVICES 

If a parent chooses to waive services, an LPAC conference must be held which will include a minimum of the 

ESOL Coordinator, the principal, and the parent.  During the conference, the LPAC will determine if there has 

been a misunderstanding regarding the information sent home.  If the parent still wishes to waive services, a 
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Waiver of ESL Services Form (Appendix) is completed and signed by the parent.  If a parent chooses to waive 

services, by Federal law the student is still considered to be an EL and remains in the program, but they will 

not receive direct services.  In addition, the student is still required to participate in the annual ELPA21 until 

the student is assessed as being fully English proficient and meets all criteria required for exiting the program.   

 
EXITING AND MONITORING 

 

All ELs will have their English proficiency and achievement assessment results analyzed to determine when they 

are able to be exited and reclassified as Fluent English Proficient (FEP).  ELs should make steady progress 

toward becoming proficient in English and grow accordingly in academic achievement.  School districts are held 

accountable for ensuring that this happens over as short a period of time as possible. 

 

Title VI of the Office of Civil Rights requires the district to describe the criteria it will use to determine when an 

EL has obtained sufficient proficiency to exit the program, monitor those students who are exited from the 

program for at least a two year period, and take appropriate steps to remediate academic deficiencies incurred 

by exited students who have fallen behind in core academic subject. 

 

Exit Criteria 

● Scores of 5 (Proficient) in all domains of the ELPA21 

● Grades C or above in core content areas without modifications 

● A minimum score equivalent to proficient on state assessments, or 40th percentile on the IOWA in Total 

Reading without accommodations 

● Recommendation of two current classroom teachers or staff who work with the student 

● Consent of the LPAC following review of spring ELPA21 results 

 

Procedure for Exiting 

● LPAC determines that the student meets the exit criteria 

● LPAC provides evidence of this attached to an Exit Form (see Appendix) 

● Exit form sent to ESOL Coordinator 

● ESOL Coordinator verifies, approves, and updates eSchool to reflect status 

● Student is designated an FEP1, showing they are in the first year of monitoring 

● Copy of approved Exit Form is returned to ESOL Teacher for distribution to teachers of exited student 

● Copy of approved Exit Form is placed in student’s ESOL file and permanent file 

● Letter is sent by the ESOL Coordinator notifying parents that their student has met exit criteria and will 

be monitored for two years. 

 

Monitoring Academic Success of FEP1 and FEP2 Students 

Districts are required to monitor students for two years after exiting.  During this time, a student may be 

reinstated as an EL if there is indication that the student is struggling due to limited English proficiency.  If an 

exited student begins to struggle, the LPAC will meet to determine a plan of action. 

● The ESOL teacher monitors the grades of students at the end of each nine weeks grading period. 

● At the mid-point of each nine weeks, the ESOL Coordinator recommends that the ESOL teacher or 

classroom teacher contact the parents of ELs whose grades are not satisfactory (failing in any subject) 

via phone calls, home visits, or parent visit to school.  

● The LPAC will review student progress during annual review to determine future placement. 
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CURRICULUM AND INSTRUCTION 

 

The instructional approach selected for the Alternative Language Program (ALP) will be English as a Second 

Language (ESL).  The curriculum for the ESL instructional program will follow the most current ADE English 

Language Proficiency Frameworks which are founded on the 2015 TESOL standards and supplemental language 

acquisition material approved by the ADE. 
 

Facilities provided to ELs must be comparable in size and quality to those provided to other students.  Thus, if 

other students are taught in a regular classroom setting, ELs should not be taught in hallways, office, or other 

makeshift classes. 

 

All teachers will have access to the following curriculum framework documents: 

 

● Arkansas English Language Proficiency Standards which are connected to the Arkansas State Standards 

for English Language Arts, Mathematics, Science and Social Studies. 
 

● Arkansas State Standards – These documents should be used by all teachers and with all ELs.  However, 

it will have to be modified to meet the individual needs of ELs.  Bergman Schools’ instructional leaders 

will facilitate that process with the assistance of other districts in the state. 
 

● Supplementary and adapted materials that are appropriate for the grade level of the student that will 

be used. 
 

All instruction will be designed with the 5 Basic Principles for Teaching English Language Learners: 1) increasing 

comprehensibility, 2) increasing interaction, 3) increasing thinking and study skills, 4) increasing academic 

language, 5) increasing making connections. 

 

English Language Proficiency Standards Overview 

The ELP Standards were written to connect to the state standards in recognition that ELs have “same potential 

as native speakers of English to engage in cognitively complex tasks.”  The standards recognize the diversity in 

the progress of English language acquisition and provide a detailed guide for teachers to use in the classroom as 

they meet the needs of English learners.  All teachers will implement the ELP standards as a support to the 

content standards.  The standards show what students can do at the end of each of the five levels of English 

language acquisition, which  provides a great resource for teachers to teach and assess ELs.  Training will be 

provided as needed on how to apply these standards in conjunction with content area standards.  

 

Standards 1 through 7 involve the language necessary for ELs to engage in the central content-specific 

practices associated with ELA & Literacy, mathematics, and science. They begin with a focus on extraction of 

meaning and then progress to engagement in these practices. 

 

Standards 8-10 hone in on some of the more micro-level linguistic features that are  undoubtedly important to 

focus on, but only in the service of the other seven standards. 

 

1. Construct meaning from oral presentations and literary and informational text through 

grade-appropriate listening, reading, and viewing. 

2. Participate in grade-appropriate oral and written exchanges of information, ideas, and analyses, 

responding to peer, audience, or reader comments and questions. 

3. Speak and write about grade-appropriate complex literary and informational texts and topics. 

4. Construct grade-appropriate oral and written claims and support them with reasoning and 

evidence. 

5. Conduct research and evaluate and communicate findings to answer questions or solve problems. 

6. Analyze and critique the arguments of others orally and in writing. 

7. Adapt language choices to purpose, task, and audience when speaking and writing. 

8. Determine the meaning of words and phrases in oral presentations and literary and informational 

text. 

9. Create clear and coherent grade-appropriate speech and text. 

10. Make accurate use of standard English to communicate in grade-appropriate speech and writing.  
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Language Proficiency Levels 

 

Proficiency 

Level 

Description  Student Expectations 

Level 1  Preproduction 

 

The student is either a non-English speaker or can speak a little 

English, but cannot read or write in English 

The student responds to simple communication tasks 

The student may say a few isolated words or phrases 

Level 2  Beginning 

Production 

The student understands and speaks conversational and academic 

English with hesitancy and difficulty 

The student speaks English, but his/her reading and/or writing abilities 

in English are limited 

Level 3  Intermediate  The student understands and speaks conversational and academic 

English with decreasing hesitancy and difficulty but lacks the academic 

language necessary for success in the classroom 

The student speaks English, but needs support in developing his/her 

reading/writing abilities in English 

Level 4  Advanced 

Intermediate 

The student speaks, reads, writes and comprehends in English, but has 

not reached the level of Fluent English Proficient.  The student 

requires support as needed until full fluency is reached 

Level 5  Fluent  The student understands and speaks conversational and academic 

English fluently 

 

Types of Services 

Elementary K-4 

● Mainstream Classroom- primary instruction for all ELs.  Teacher must modify instruction and 

accommodate until the student can demonstrate that language is no longer a barrier to their learning. 

Teachers must also document and be able to prove they are providing appropriate modifications as 

noted on the EL Student Plan.  Teachers must also be able to demonstrate that they are using ESOL 

classroom strategies to ensure students are able to comprehend what is being taught.   

● ESOL Pull-Out Services- designed for ELs who need explicit language acquisition instruction to help 

them function in the mainstream classroom more effectively.  This support is provided by an ESOL 

teacher and may be provided by an ESOL paraprofessional under the supervision of an ESOL teacher.   
 

Middle School 5-8 

● Mainstream Classroom- primary instruction for all ELs.  Teacher must modify instruction and 

accommodate until the student can demonstrate that language is no longer a barrier to their learning. 

Teachers must also document and be able to prove they are providing appropriate modifications as 

noted on the EL Student Plan.  Teachers must also be able to demonstrate that they are using ESOL 

classroom strategies to ensure students are able to comprehend what is being taught.   

● ESOL Class- this service, which is provided by the ESOL teacher, is designed to meet differentiated 

needs of ELs.  Services are provided for newcomers who have recently arrived in the United States or 

who have not exceeded a level 2 proficiency.  In this type of class, services are also provided for 

intermediate and advanced ELs who require extra support for academic success.  

● ESOL Pull-Out Services- when an ESOL teacher or para is available, this service is offered to ELs who 

need explicit language acquisition instruction to help them function in the mainstream classroom more 

effectively.   
 

High School 9-12 

● Mainstream Classroom- primary instruction for all ELs.  Teacher must modify instruction and 

accommodate until the student can demonstrate that language is no longer a barrier to their learning. 

Teachers must also document and be able to prove they are providing appropriate modifications as 

noted on the EL Student Plan.  Teachers must also be able to demonstrate that they are using ESOL 

classroom strategies to ensure students are able to comprehend what is being taught.   

● ESOL Class- this service, which is provided by the ESOL teacher, is designed to meet differentiated 

needs of ELs.  Services are provided for newcomers who have recently arrived in the United States or 
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who have not exceeded a level 2 proficiency.  In this type of class, services are also provided for 

intermediate and advanced ELs who require extra support for academic success.  

● ESOL Pull-Out Services- when an ESOL teacher or para is available, this service is offered to ELs who 

need explicit language acquisition instruction to help them function in the mainstream classroom more 

effectively.   
 

Classroom Modifications and Accommodations 

The mainstream teacher has the primary responsibility for the instruction of the EL.  Any teacher who services 

an EL must be trained in ESOL strategies. The teacher is responsible for implementing strategies and 

modifications designed to help the EL understand the content.  It is unlawful to assign a failing grade to a 

student who does not understand the language.  Appropriate modifications must be used to overcome the 

language barrier.   
 

Teachers will receive an EL Student Plan (Appendix X) for each English learner assigned to the class which will 

provide information about the proficiency level of the student in each of the domains (reading, writing, 

speaking, listening).  The plan will suggest types of modifications to use and reflect testing accommodations to 

be used.  Classroom instruction should be delivered using modifications/accommodations that are meaningful 

to the English learner.   

 

Teachers are encouraged to communicate with the building ESOL teacher or the ESOL Coordinator when there 

are successes to celebrate or issues to resolve.  Teacher input is an important part of forming the student plan. 

 

Guidelines for Grading and Retention 

When a student is in the process of learning English, grades indicating failure cannot be assigned if language 

proficiency prevents the student from doing the work.  At the same time, it is not appropriate to assign grades 

to indicate that the student is at grade level or doing satisfactory work if the student is not doing what he or 

she can do based on the level of language proficiency.   
 

If a student is assigned a failing grade on an assignment or progress report, the teacher will need to show 

evidence of modifications and accommodations provided.  If there is an issue with attendance, behavior, and 

poor time management, this needs to be discussed with the ESOL teacher in the building.  Disciplinary action 

and/or an LPAC meeting may be required to address the problem.   
 

When the grade average falls below a “C” in a classroom or any time a teacher has concern about a child’s 

performance, the classroom teacher is to notify the building ESOL teacher and/or ESOL Coordinator so that 

action can be taken to provide appropriate supports for the student.  

 

Students cannot be retained due to lack of English language proficiency. The ESOL coordinator will be involved 

in any decisions regarding retention of an EL.  An LPAC is required to initiate this process. 

 

Testing Accommodations 

Accommodations are available on state assessments and will be based on the student’s level of language 

proficiency. Accommodations that are used for state assessments must be used by the classroom teacher 

throughout the school year. If the student has not been receiving the accommodation throughout the year, the 

accommodations will not be allowed during testing.  
 

In the classroom it is essential that teachers vary the methods of assessment used.  For Level 1 and 2 students, 

verbal assessment, pointing, matching graphics with words, open book/notes, question options, word banks, 

etc. can be used.  For level 3 students, more should be expected while at the same time the teacher 

recognized that reading comprehension may be much lower than the EL’s peers.  Simplified instructions and 

simplified English on the test must be used.  By level 4, the student will be able to function much closer to his 

or her peers with minimal supports which will be determined by the LPAC.   
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STAFF 

 

All staff assigned to teach ESL classes will be certified and ESL-endorsed or ESL-certified.  Teachers will be 

certified for the grade levels they teach. 

● ESL endorsement in Arkansas requires 12 hours of courses which are:  3 hours of ESL methods, 3 hours 

of second language acquisition, 3 hours of assessment for ELs, and 3 hours of culture studies. 

● ESL endorsement can currently be obtained in Arkansas through the ESL Academies held during June or 

colleges offering the required courses. 
 

In the event an ESL endorsed teacher is not available, a certified teacher who is otherwise credentialed may be 

hired on the basis that the teacher receive training toward an endorsement within the year hired. 

Endorsement will be obtained by the following school year. 

● In addition to taking classes or attending the ESL Academies, a teacher must also take and pass the ESL 

Praxis Teaching to add the ESL Endorsement to their teaching certificate. 

● In the event all 4 courses required for ESL endorsement are not offered in one school year at the 

attending college or university, the teacher will be allowed additional time to attain ESL Endorsement. 
 

All Bergman Schools certified and classified instructional staff will receive ESL training based on needs. 

Trainings may include the following: 

● Policies and procedures 

● Integrating language acquisition and content instruction which includes sheltering English through 

teacher scaffolding 

● Authentic assessment for English language learners 

● Cultural sensitivity training for all staff 

● Methods for improving classroom instruction 

   

SPECIAL PROGRAMS and EQUAL ACCESS 

 

English learners in the Bergman School District will have access to their grade-level curricula in order to meet 

promotion and graduation requirements.  It is the intent of the Bergman School District to comply with all 

guidelines set forth in state and federal law.   These guidelines ensure that EL students are appropriately 

placed and served.  All assessment administered to ELs will be in a form or language that will yield the most 

valid results. The district will attempt to find resources to appropriately identify students for special programs. 

Forms and communication will be provided for parents in a language or form that they understand when 

practical. 

 

● All students with suspected disabilities, including ELs, must be identified and considered for evaluation 

under the Individuals with Disabilities Education Act (IDEA) in a timely manner. 

○ All ELs who qualify for special education services and ESL services may receive both according 

to the IEP and LPAC decisions. 

○ Students identified as EL and other PHLOTEs may be screened for special education regardless 

of their English proficiency level and/or the number of years enrolled in U.S. schools. 

○ Bergman Public Schools will not have any procedures or practices which encourage staff to 

consider language level or time in district as a deterrent to identifying students who may need 

special education services. 

● All ELs will have equal access to Gifted and Talented and Advanced Placement programs. 

○ Instruments used to identify students for these programs will not prohibit ELs from being 

identified due to language. 

○ Teachers of AP classes will use sheltered English strategies that will allow all ELs to participate 

when language is the only barrier. 

● All ELs will have equal opportunity to participate in extracurricular and nonacademic activities. 

○ Language issues will not prohibit ELs from participating in athletics and other nonacademic 

activities. 

○ Effort will be made to make these activities as accessible as possible to all students regardless 

of their language, ethnicity, or financial capabilities. 
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MAINTAINING RECORDS 

 

All records on PHLOTEs will be maintained in two locations.  The original testing protocol for English 

proficiency will be kept in the ESOL Coordinator’s office and copies of appropriate records will be maintained 

in each student’s permanent file at the respective schools. 

 

● Each EL will have an ESOL folder that houses all documentation of their participation in the ESOL 

program.  The folder contains all of the compliance documents recommended by the ADE Guidebook 

and the Office of Civil Rights.  The files will be stored in the district ESOL office and maintained by the 

ESOL Coordinator.  It is the responsibility of the person registering the student to forward all relevant 

paperwork to the district coordinator for the ESOL folder. 

● Other documents that may be kept in the ESOL office file are copies of CRT and NRT tests results. 

● The HLUS form is the only original paperwork pertaining to ELs/PHLOTEs that should be maintained in 

the permanent file.  This form must be in all students’ permanent files. 

● EL and PHLOTE students who drop from the Bergman Schools will have their ESOL files maintained in a 

drop file.  If they return, the testing process may not have to be repeated.  All staff and offices should 

inform the ESOL office when a student drops or is reactivated. 

● EL Rosters for each building will be created and updated by the ESOL Coordinator or ESOL teacher. 

 

ESCHOOL/eSchoolPlus 

The ESOL Coordinator will contact the Bergman School eSchool designee to update the eSchool EL 

demographics to reflect the status of each student. 
 

If the parents and/or student do not speak English, a note will be made in the personal notes to notify teachers                                         

and administrators of the situation.   

 

● Students who are initially assessed for English proficiency should have the following information                         

entered into eSchool: 

○ ESL box checked on Personal screen 

○ ELL/LEP Entry Date - The date the student entered a U.S. school for the first time, regardless                                 

if the entry was in Arkansas or another state.  MM/DD/YYYY 

○ Check the box to the right of the ELL/LEP Entry Date 

○ If student meets exit criteria upon initial assessment, 

■ Enter the assessment date as the ELL/LEP Exit Date - The date the student met                             

criteria for Fluent English Proficient status and was exited from the ESL/LEP program;                         

no longer receives services; is a regular education student.  MM/DD/YYYY 

■ Uncheck the box to the right of the ELL/LEP Entry Date 

● If a parent/guardian signs the documentation requesting that ESOL services be waived for their child,                             

then the following must be entered into eSchool: 

○ ESL Waived Services Date: The date a LEP/ELL student’s parent signed the form waiving ESOL                             

services for the student.  MM/DD/YYYY 

○ If at any time, the parent requests services, then remove the ESL Waived Services Date. 

● Once an EL student is exited from the ESOL program, the district must update eSchool with the                                 

following information: 

○ ELL/LEP Exit Date - The date the student met criteria for Fluent English Proficient status and                               

was exited from the ESL/LEP program; no longer receives services; is a regular education                           

student.  MM/DD/YYYY 

○ Uncheck the box to the right of the ELL/LEP Entry Date 

● Students who are exited from ESOL services must have the following data updated in eSchool for the                                 

first two years after they are exited: 

○ Former ELL/LEP Monitored - A student who was exited from ESL services and whose academic                             

progress is being monitored for two years in the regular education classroom as required by                             

Federal Law. 

■ M1 - Monitored Year 1 (first year after exit date) 

■ M2 - Monitored Year 2 (second year after exit date) 
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● Districts should enter the preferred language of communication as the “guardian language” in eschool.                           

This field is also what school districts should use when providing data to outside programs designed to                                 

either call parents or generate letters based on the preferred language of the parent. (NOTE: Using                               

the “student language” field is not appropriate for this purpose. 

 
EVALUATION OF PROGRAM 

 

The ESL program will be evaluated annually to determine the effectiveness.  Adjustments will be made to the 

program as needed. 

 

A. The following data will be used to evaluate the ESL Program effectiveness. 

a. The most current the ELPA21 results 

b. Parent and teacher surveys 

c. Achievement data – both CRT and NRT 

d. Classroom performance 
 

B. When data indicates improvement of the ESL program is needed, Bergman Schools will form a 

committee to write a plan for improvement. 
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