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I. Introduction 

The ESOL program of Richland School District One has developed this manual to serve two primary 

purposes. The first purpose of this manual is to provide employees who serve the growing English learner 

(EL) population in our district with necessary information to serve their students within federal and state 

guidelines. Teaching English learners can be a difficult but rewarding experience. This manual addresses 

the duties and responsibilities of any employee who will work with ELs. It outlines procedures and their 

purposes in order to be a valuable resource for anyone who needs guidance and clarification or simply 

quick access to answers and forms. Additionally, this manual includes a ‘Principles of Excellence’ link 

which teachers and administrators can consult for classroom strategies proven to increase EL 

engagement and boost academic achievement for all students as learners of academic English. 

The second purpose of this manual is to consolidate all of the features of ESOL as a complicated federal 

program into one document that is readily available to any administrator or official attempting to 

evaluate how the program meets federal guidelines for service and accountability.  
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II. Legal Reference 

In a jointly issued letter on January 7, 2015, the U.S Department of Education and the U.S. Department 

of Justice outlined the legal precedents that provide for federal education programs that serve English 

learners and their families. That letter- now commonly referred to as “the Dear Colleague Letter”- is a 

reference point for understanding the nature and purpose of the ESOL program and its services in 

Richland One.  

In part the letter states- 

“Forty years ago, the Supreme Court of the United States determined that in order for public schools to 

comply with their legal obligations under Title VI of the Civil Rights Act of 1964 (Title VI), they must take 

affirmative steps to ensure that students with limited English proficiency (LEP) can meaningfully 

participate in their educational programs and services.1 That same year, Congress enacted the Equal 

Educational Opportunities Act (EEOA), which  confirmed that public schools and State educational 

agencies (SEAs) must act to overcome  language barriers that impede equal participation by students in 

their instructional programs.2  

Ensuring that SEAs and school districts are equipped with the tools and resources to meet their 

responsibilities to LEP students, who are now more commonly referred to as English Learner (EL) 

students or English Language Learner students, is as important today as it was then. EL students are now 

enrolled in nearly three out of every four public schools in the nation, they constitute nine percent of all 

public school students, and their numbers are steadily increasing.3 It is crucial to the future of our nation 

that these students, and all students, have equal access to a high- quality education and the opportunity 

to achieve their full academic potential. We applaud those working to ensure equal educational 

opportunities for EL students, as well as the many schools and communities creating programs that 

recognize the heritage languages of EL students as valuable assets to preserve.” 

The full text of the “Dear Colleague Letter” can be found at the U.S. Department of Education website. 

 

 

 

 

 

 

1 Lau v. Nichols, 414 U.S. 563 (1974); 42 U.S.C. § 2000d to d-7 (prohibiting race, color, and national origin discrimination in any 
program or activity receiving Federal financial assistance).  

2Pub. L. No. 93380, § 204(f), 88 Stat. 484, 515 (1974) (codified at 20 U.S.C. §1703(f)). 
3U.S. Department of Education, National Center for Education Statistics, NCES 2013-312, Characteristics of Public and Private 

Elementary and Secondary Schools in the United States: Results From the 2011-12 Schools and Staffing Survey, at 9 (Table 2) 
(Aug. 2013); U.S. Department of Education, National Center for Education Statistics, NCES 2014-083, The Condition of 
Education 2014, at 52 (Indicator 12) (May 2014).  

  

https://www2.ed.gov/about/offices/list/ocr/letters/colleague-el-201501.pdf
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II. Glossary of Related Terms and Abbreviations 

ESOL English to Speakers of Other Languages 

ESL English as a Second Language 

EFL  English as a Foreign Language 

EL English Learner 

ELL English Language Learner 

LEP  Limited English Proficiency 

Never EL native English speaker. Only English marked in their HLS. 

WIDA  
(Not an acronym) The national organization that provides resources to states and school 
districts for serving ELs 

ACCESS  Proficiency Language Test for ELLs -  

IMAP Individualized Modifications-Accommodations Plan 

ESOL 
Instruction 

English language instruction with ESOL teacher 

HLS Home Language Survey 

Pull-Out 
LEP students are pulled-out from their mainstream classes(es) (preferably ELA and Social 
Studies) for English instruction with ESOL teacher 

Push-In  
ESOL teachers assist LEP Students within the mainstream class(es). Collaborative planning 
require between ESOL and Mainstream teacher. 

Sheltered Academies subjects are taught using simplified English as the medium of instruction. 

WAIVED Parents have signed a Waiver Form declining ESOL instruction (ESOL Codes A,B,C,D)  

Monitored 
Students 

Waived students and /or students that are coded ESOL P1, P2, P3, P4 who no longer receive 
ESOL instruction; however, these students are monitored until they reach code 8. 

Exited 
Students exit when they score 4.4 composite and 4.0 or higher in the 4 domains on WIDA 
ACCESS. ESOL codes P1,P2, P3 or P4 

Fully exited  Students are fully exited  after they have been monitored for four full year: ESOL code 8 

FEP Fluent English Proficient (ESOL code P1 and up) 

IWC International Welcome Center. 
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IV. Program Overview 

The number of limited-English speaking families in Richland County School District One has increased 
steadily in recent years. These families include immigrants, migratory workers, and others whose children 
may have limited English proficiency. These children are in Richland One schools and are working to learn 
core content taught in English. Their ability to learn this content is possible through appropriate 
accommodations in the classrooms. Students with limited English proficiency may experience difficulty 
with the dual load of learning a language and learning academics taught in that language at the same 
time. In Richland One, we are aware that these students are at a higher risk of dropping out of school and 
may consequently have reduced opportunities for employment.  Therefore, we are committed to using 
all strategies and tools available to meet the unique needs of our limited English proficient students and 
provide all students equal opportunity to benefit from educational programs and services.  

Further, Richland One is committed to supporting scientifically research-based and effective programs, 
practices, training, and accountability so that all students can become proficient in English and can achieve 
the state’s academic content.  

 

A. The South Carolina Department of Education 

The SCDOE interprets federal and state law- the overriding and current of which is the Every Student 
Succeeds Act of 2015 (ESSA) which renews the ESEA and was previously known as No Child Left Behind 
(NCLB). The SCDOE website is an excellent resource for guidance and policy regarding services, instruction 
and data collection/reporting of ELs in South Carolina.  

https://ed.sc.gov/ 

https://ed.sc.gov/policy/federal-education-programs/esea-title-iii/ 

**Routine Audits** 

The SCDOE routinely audits all South Carolina school districts, including Richland One, to evaluate 
compliance with state and federal program law. State audits of Richland One happen on three year 
intervals with 2015-2016 being the most recent and 2018-2019 being the next scheduled audit. The SCDOE 
has provided all districts with two monitoring instruments which outline areas addressed within the audit 
(‘LEA Title III On-Site Monitoring Report’ and ‘ESOL Monitoring Instrument’; appendix A). Richland One 
uses these documents to conduct annual internal audits and provide training in areas of need for its 
employees. 

B. ESSA and State-Designed Accountability 

The shift from the No Child Left Behind legislation to ESSA is marked by language that provides for states 
to design their own accountability standards rather than focus on teacher evaluation systems based on 
student test scores and Annual Yearly Progress (AYP).  

https://ed.sc.gov/
https://ed.sc.gov/policy/federal-education-programs/esea-title-iii/
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ESSA 2015 requires that schools, districts and states continue to disaggregate data by student subgroups 
and use this data for state-designed accountability systems. 

The state of South Carolina submitted its ESSA Plan on May 2, 2018 (appendix B). In this plan, the SCDE  
has outlined accountability goals which include- 

 student performance on standardized Math and ELA tests,  

 graduation rate, and 

 students graduating college, career, and citizenship ready.  

Additionally, the state has created a separate accountability goal for its ELs based on-  

 progress/growth and proficiency. 

Goals for ELs are tied the growth chart, below, which the state has developed to define expectations for 
English language growth from year to year.  

 English Proficiency Level Progress 

Initial 
English 

Proficiency 
Score 

End of 
Service-
Year 1 

End of 
Service-
Year 2 

End of 
Service-
Year 3 

End of 
Service-
Year 4 

End of 
Service-
Year 5 

1 1.9 2.9 3.8 4.1 
4.4 

(exit) 

2 2.6 3.2 3.8 4.1 
4.4 

(exit) 

3 3.3 3.6 3.8 4.1 
4.4 

(exit) 

4 4.1 4.2 4.3 
4.4 

(exit) 

 

 
SCDE  - ESSA Consolidated Sate Plan, 5/2/2018 

 Districts and schools which have EL subgroups of 20 or more ELs are then accountable to this chart which 
indicates two categories- proficiency and progress. Schools with EL subgroups are assigned 10 
Performance Points to be divided by the two categories of accountability for ELs: 

ELs must achieve proficiency in English - 5 points. All ELs have 5 years or less to exit ESOL services. At the 
end of a student’s 5 years, they become a part of a school’s “on-time proficiency” total. The number of 
students who actually meet on-time proficiency is then divided by this total to determine the percentage 
of students meeting on-time proficiency. That percentage is multiplied by 5 points which makes half of a 
school’s 10 Performance Points if the school has an EL subgroup.  
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All ELs must make progress learning English - 5 points. Annually each EL must meet his/her growth target 
based on their initial English proficiency score and first year in a U.S. school. After calculating the 
percentage of ELs who meet their individual growth target, the percentage is applied to the 5 remaining 
points reserved for the EL subgroup.  

The proficiency points and progress points are then added to the school’s annual performance points for 
state accountability reporting.  

Students who do not meet on-time proficiency and/or their individual growth target will count against a 
school. Additionally, these students can count against the school in multiple years.  It is therefore, critical 
that all schools dedicate appropriate resources and attention to serving their EL populations- as outlined 
in this manual.  

The chart below indicates the distribution of School Performance Points for schools with EL subgroups.  

School Performance Points 
with an EL subgroup 

Indicator Elementary Middle High 

Achievement ELA  and Mathematics 35 points 35 points 25 points 

Growth 
(50% All Students/ 50% Bottom Quintile) 

35 points 35 points NA 

English Language Proficiency 
100% Progress  ALL 

10 points 10 points 10 points 

Graduation Rate NA NA 25 points 

 

Preparing for Success 
(Science and Social Studies) 

10 points 10 points 5 points 

College & Career Ready 
(Lexile & Quantile on track) 

NA NA 25 points 

Positive & Effective Learning Environment 10 points 10 points 5 points 

Total 100 points 100 points 100 points 

 
SCDE  - ESSA Consolidated Sate Plan, 5/2/2018 

  
Under the South Carolina ESSA Plan (May 2, 2018) EL subgroup data are additionally disaggregated for the 
other categories (Achievement, Growth, Graduation Rate, Preparing for Success, College and Career 
Readiness, and Positive & Effective Learning Environment). 
 

C. WIDA 

To guide its policy and services of ELs, the SCDOE provides support to Richland School District One through 
an organization known as WIDA. WIDA is a national organization dedicated to “[advancing] academic 
language development and academic achievement for children and youth who are culturally and 
linguistically diverse through high quality standards, assessments, research, and professional learning for 
educators.” (Reference - WIDA website) 

https://www.wida.us/index.aspx
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As members of WIDA since 2015, the state of South Carolina and Richland School District One, have 
adopted the WIDA Standards Framework as their model for providing services to English learners. The 
WIDA Standards Framework is supported by “multiple theories and approaches [that] form a theoretical 
foundation” which can be summed up in this way- 

 

 

The WIDA standards framework is structured around five components: 

 Can Do Philosophy  

 Guiding Principles of Language Development  

 Age-appropriate Academic Language in Sociocultural Contexts  

 Performance Definitions  

 Strands of Model Performance Indicators 

Through the standards framework, WIDA provides its members with specific English Language 

Development (ELD) Standards which bridge the instruction of academic English with the mainstream 

school setting and the four core subject areas of English Language Arts, Math, Science and Social 

Studies. Richland One is committed to implementing the ELD Standards in all classrooms, at each grade 

level and in each content area. ELD Standards are as follows: 

Standard Abbreviation 
English Language 
Development 

 Standard 1  

English language learners communicate for Social and 
Instructional purposes within the school setting  

Social and 
Instructional 
language  

English Language 
Development 

 Standard 2  

English language learners communicate information, ideas 
and concepts necessary for academic success in the content 
area of Language Arts  

The language of 
Language Arts  

English Language 
Development  

Standard 3  

English language learners communicate information, ideas 
and concepts necessary for academic success in the content 
area of Mathematics  

The language of 
Mathematics  

English Language 
Development 

 Standard 4  

English language learners communicate information, ideas 
and concepts necessary for academic success in the content 
area of Science  

The language of 
Science  

English Language 
Development 

 Standard 5  

English language learners communicate information, ideas 
and concepts necessary for academic success in the content 
area of Social Studies  

The language of 
Social Studies  

(Reference 2012 Amplification of the English Language Development Standards, Page 4) 

The language needs of English learners are served best in mainstream classrooms 
by core content teachers who are both language teachers and content teachers. 

https://www.wida.us/aboutus/AcademicLanguage/
https://www.wida.us/aboutus/AcademicLanguage/
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Additionally Richland One strives to provide every employee with substantive and meaningful 

professional development that both incorporates and strengthens the use of the WIDA standards 

framework in all of its schools and services. 

For further information regarding the WIDA standards framework, employees are encouraged to refer 

to the WIDA website as well as The WIDA Standards Framework and its Theoretical Foundations and 

2012 Amplification of the English Language Development Standards (appendix C). 

 

WIDA Assessments 

In addition to the standards framework and ELD standards, WIDA provides its member states with 

assessments for meeting federal and state requirements for identifying and monitoring the proficiency 

and progress of English language learners.  

 The Kindergarten WIDA-ACCESS Placement Test (K W-APT) is an English language proficiency 

"screener" test given to incoming Kindergarteners who may be designated as English language 

learners. 

 The WIDA Screener is an English language proficiency assessment given to incoming students in 

Grades 1–12 to assist educators with the identification of students as English language learners 

(ELLs). 

 ACCESS for ELLs 2.0 is a secure large-scale English language proficiency assessment administered 

to Kindergarten through 12th grade students who have been identified as English language 

learners (ELLs). 

 Alternate ACCESS for ELLs is a secure large–scale English language proficiency (ELP) assessment 

administered to students in grades 1–12 identified as English learners (ELLs) with the most 

significant cognitive disabilities who are unable to meaningful participate in ACCESS for ELLs 2.0. 

(Reference WIDA Website) 

In addition to providing Richland One with a means to meet federal mandates to identify, monitor and 

report the English progress of ELs, these assessments provide a variety of other uses within the school 

district and Richland One schools and classrooms. These uses include, but are not limited to- 

 Helping students and families understand students’ current level of English language proficiency 
along the developmental continuum. 

 Serving as one of multiple measures used to determine whether students are prepared to exit 
English language support programs. 

 Generating information that assists in determining whether ELLs have attained the language 
proficiency needed to participate meaningfully in content area classrooms without program 
support.  

 Providing teachers with information they can subsequently use to enhance instruction and 
learning in programs for their English language learners. 

 Providing districts with information that will help them evaluate the effectiveness of their 
ESL/bilingual programs. 

(Reference WIDA Website) 

https://www.wida.us/index.aspx
https://www.wida.us/get.aspx?id=731
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D. The Center School Model 

Richland School District One has implemented a district-wide model of service for ELs that utilizes the 

practice of centralizing ESOL services at 12 ESOL center schools. Where otherwise, small populations of 

ELs being served by the ESOL program would be served within their zoned school by itinerant teachers, 

the ESOL Center School Model daily buses served ELs from their zoned school to an ESOL center school 

(and back) for services in both mainstream classrooms and larger, more productive ESOL classes.  

By centralizing EL populations, Richland One creates EL population centers that are more readily 

monitored and served by non-itinerant ESOL teachers (often working in teams of 2 or more) as well as 

mainstream teachers and school staff who receive regular, targeted training in working with ELs.  

The 15 ESOL center schools in Richland One are- 

Elementary 
Schools 

Middle 
Schools 

High 
Schools 

Arden  Alcorn A.C. Flora 

A.C. Moore Crayton Columbia 

Brennen Hand  

Annie Burnside St. Andrews  

Forest Heights   

Sandel   

The following schools of choice also house ESOL programs: 

Brockman Elementary (Montessori) W.G. Sanders Middle Carver-Lyon Elementary 

To determine which ESOL center school serves students zoned for any particular non-ESOL school refer 

to the ’ESOL Center Schools by Cluster’ chart available on the World Languages and ESOL Program 

website (appendix D). 

 

E. The International Welcome Center 

The International Welcome Center (IWC) centrally houses Richland One’s district-level World Languages 

and ESOL Program personnel. From this location, ESOL staff offer a variety of services that include- 

 Coordination of World Languages and ESOL academic programs, 

 Support of school-level faculty and staff, 

 Intake/enrollment of new English learner families, 

 Assistance for parents in languages other than English, 

 Facilitation of district and school translation and interpretation needs, 

 Connection between families and community support organizations, and 

 Referrals for LEP parents to Richland One Adult Education English Programs. 

For location, hours of operation and contact information as well as a full list of services offered at the 

IWC refer to the World Languages and ESOL Program website.  

 

https://www.richlandone.org/Page/3671
https://www.richlandone.org/Page/642


 
 

12 
 
 

F. Professional Development 

The World Languages and ESOL Program is dedicated to providing Richland One teachers and staff 

access to quality professional development opportunities that- 

 target district initiatives,  

 allow them to maintain up-to-date knowledge of federal and state laws/policy that 

affect ELs, and  

 provide access to research-based instructional practices designed to meet the demands 

of working with ELs in ESOL and mainstream classrooms.  

For more information regarding these opportunities, employees of Richland One are invited to browse 

the course offerings on TrueNorth, and search for opportunities offered by World Languages and ESOL. 

These courses are updated regularly. 

All certified employees are required to participate in 2 video-based PD courses annually. These courses 

use videos developed by Richland One to cover the following topics- 

 Understanding the ESOL Program in Richland One, and  

 The WIDA Framework and Guiding Principles. 

These courses require participants to view a video and take a short quiz. The quiz results are monitored 

by school-level and program administrators in order to track mastery of this material that directly 

relates to federal accountability procedures. Additional courses in the model are- 

 Developing Model Performance Indicators for Classroom Teachers, and 

 Strategies for Ensuring EL Success in the ESOL and Mainstream Classroom.  

ESOL teachers at each ESOL center-school are required to develop and deliver a customized professional 

development training for certified personnel at their school. Topics covered by these trainings include- 

 Federal and State Guidelines, 

 WIDA – Terminology, Standards and Assessments, 

 Richland One Policy and Instructional Models, 

 Site-level Statistics, 

 Understanding Culturally Diverse Learners, 

 The Language Acquisition Process, and  

 Best Practices for Teachers of ELs, (among others). 

Additionally, the World Languages and ESOL Program routinely sends teams of teachers to participate in 

regional TESOL conferences and WIDA workshops. Any interested employees should contact the 

International Welcome Center. 

 

  

https://richlandone.truenorthlogic.com/U/P/Channel/-/Guest/Login
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V. Roles and Responsibilities 

Each and every employee of Richland School District One plays and important role in serving our English 

learner population. Below is specific guidance as to the roles of specific district personnel. 

 

District Level Personnel 

ESOL program administration falls under Richland One’s Director of Federal Programs and is housed 

within the World Languages and ESOL Program. 

 

Coordinator of World Languages and ESOL – International Welcome Center & Waverley Admin. Bldg. 

The ESOL Coordinator is responsible for making sure all Richland One schools are meeting legal 

requirements in regards to ESOL and are providing appropriate services to identified ESOL students. He 

communicates with the State Department of Education on a regular basis to receive updated 

information about Title III and ESOL requirements. He works directly with ESOL teachers, principals and 

district administration at all levels to ensure that the ESOL program remains in compliance with all 

federal, state and local policy. He conducts routine observations of ESOL faculty and provides feedback 

to teachers and administrators. He also manages the federal, state and district money available to assist 

schools in setting up and maintaining ESOL programs. Finally he is oversees the design and 

implementation of the various instructional models used to provide ESOL services to the district’s EL 

population. 

 

ESOL Consultant – International Welcome Center 

The ESOL Consultant supports district faculty, staff and administration by communicating new 

procedures and policies issued by the SC State Department of Education and/or the US Department of 

Education. He identifies professional development needs and seeks opportunities for school based 

faculty and staff serving the EL population. He conducts routine observations of ESOL faculty and 

provides coaching and general feeedback to teachers and administrators. Additional duties include 

generating reports and correspondence regarding ESOL services and populations in response to district 

and community requests and needs, coordinating internal ESOL program audits and supervising the 

development and implementation of ESOL instructional models.  

 

Assessment Specialist and School-Family Liaison – International Welcome Center 

The Assessment Specialist and School Liaison supervises and supports the identification, enrollment, and 

placement of new ELs directly at the IWC and through correspondence with all Richland One school sites 

as well as families seeking assistance at the IWC. She manages a comprehensive database for all K-12 

ESOL students, maintains records of active and inactive ESOL students, assists in preparing for 
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Professional Development activities and participates in the district’s annual internal ESOL audit in all 

district schools. 

Additionally, her role is supported by Title III funds designated for engaging parents and families in 

school communities. As a school-family liaison, she assists all Richland One schools in communicating 

and working with families of ESOL students. She coordinates the annual Richland One Global Community 

Event in which ESOL families come together for socialization and to receive information from district- 

and community-based services. She is responsible for developing multiple parent events throughout the 

school year and continuously works to develop services for families out of the IWC.  

 

Bilingual Administrative Assistant – International Welcome Center 

The Bilingual Administrative Assistant updates and sends memos and forms to school and district staff to 

inform them of policies and procedures. She coordinates official interpretation and translation services 

for district personnel, procures interpreters for official meetings and translation of official documents, 

assist in welcoming language-minority parents and provides them with basic information about services 

available to meet their students’ needs. Additionally she supervises the procurement of services, 

materials and equipment as requested or needed by IWC staff and World Languages and ESOL teachers 

and keeps departmental inventories for materials, equipment and routine documentation. 

 

ESOL Lead Teacher  

The ESOL Lead Teacher is an ESOL teacher in Richland One who completes all duties and responsibilities 

thereof as well as additional duties which include supervising routine program-wide responsibilities of 

the other ESOL teachers in the district. She plans monthly meetings of the Richland One ESOL 

Professional Learning Community (PLC), writes and distributes a monthly ESOL teacher newsletter and 

acts as a liaison between ESOL staff at various school sites and those working from the IWC. 

Additionally, she collects and redistributes files for transferring ELs as they move within Richland One or 

as teachers transition out of the district. She is a valuable resource for new ESOL teachers as they 

become familiar with district and program policies and procedures. 

 

School Level Personnel 

Principals/Directors of School Sites 

At all Richland One schools, the principal will ensure that- 
a. ALL students are enrolled following federal, state and district policy- to include- 

● prompt requests for transfers of records (within 10 days of enrollment; 30 in August),  
● if necessary, completion of the Home Language Survey, and 
● administration of any placement tests (K W-APT or WIDA Screener), 

b. parents and families of non-English speaking backgrounds have access to any necessary and 
appropriate translation/interpretation services as described by district policy and that they feel 
welcomed and supported, 



 
 

15 
 
 

c. ELs have access to an equal education and are treated with respect, 
d. ELS are carefully scheduled to receive mainstream academic as well as appropriate ESOL 

services as described by district instructional models, 
e. mainstream and ESOL teachers plan appropriate lessons based on state and district instructional 

models- 
● WIDA standards framework,  
● ELD standards,  
● and model performance indicators (MPIs), 

f. mainstream and ESOL teachers document and follow appropriate modifications and 
accommodations for ELs, 

g. all faculty and staff are well informed of the laws concerning ELs- especially with regards to- 
● translations/communicating with parents,  
● accommodations and modifications, and  
● state, federal, and district instructional models and accountability measures, 

h. all faculty and staff receive routine professional development necessary to retain an up-to-date 
understanding of- 

● all laws and policy that affect ELs, and 
● classroom practices that meet the requirements of state and district instructional 

models,  
i. ESOL teachers or ESOL contact persons complete routine updates of ESOL records (Blue 

Folders)- including distribution of parent notifications and annual waivers (if applicable)- within 
the timeframes outlined by state and district policy, and 

j. the duties and responsibilities pertaining to the service and support of ELs are followed by each 
of the school-based personnel (outlined below). 

 

Database Specialists and Registrars 

At all Richland One schools, the database specialists and registrars will ensure that- 

a. ALL students are enrolled following federal, state and district policy- to include- 

 prompt requests for transfers of records (within 10 days of enrollment; 30 in August),  

 if necessary, completion of the Home Language Survey, and 

 administration of any placement tests (K W-APT or WIDA Screener), 
b. parents and families of non-English speaking backgrounds have access to any necessary and 

appropriate translation/interpretation services with regards to the enrollment process or 
maintenance of school records as described by district policy and that they feel welcomed and 
supported, 

c. ELs have access to an equal education and are treated with respect, 
d. ELS are carefully scheduled to receive mainstream academic as well as appropriate ESOL 

services as described by district instructional models,  
e. they are well informed of the laws concerning ELs- especially with regards to- 

 translations/communicating with parents, and  

 district instructional models and accountability measures, 
f. they participate in routine professional development necessary to retain an up-to-date 

understanding of all laws and policy that affect ELs, 
g. ESOL teachers or ESOL contact persons receive timely notification of the enrollment or 

withdrawal of ELs as well as any appropriate paperwork necessary for them to maintain  
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h. digital and hard-copy records of ALL students are accurate and reflect up-to-date federal, state 
and district policy- including but not limited to- 

 state guidelines pertaining to the non-duplication of documents,  

 the Home Language Survey,  

 PowerSchool coding,  

 ELL service models, and  

 the requirements of the ESOL Blue Folders. 
 

Guidance Counselors 

At all Richland One schools, guidance counselors and curriculum resource teachers (CRTs) will ensure 

that- 

a. ALL students are enrolled following federal, state and district policy- to include- 

 prompt requests for transfers of records (within 10 days of enrollment; 30 in August),  

 if necessary, completion of the Home Language Survey, and 

 administration of any placement tests (K W-APT or WIDA Screener), 
b. parents and families of non-English speaking backgrounds have access to any necessary and 

appropriate translation/interpretation services as described by district policy and that they feel 
welcomed and supported, 

c. ELs have access to an equal education and services and are treated with respect, 
d. ELS are carefully scheduled to receive mainstream academic as well as appropriate ESOL 

services as described by district instructional models- including placement in courses 
considering- 

 properly evaluated foreign transcripts, 

 educational and cultural background,  

 native language,  

 English language proficiency level, and 

 the input of the ESOL teacher, 
e. they are well informed of the laws concerning ELs- especially with regards to- 

 translations/communicating with parents,  

 accommodations and modifications, and  

 state, federal, and district instructional models and accountability measures, and 
f. the referral process and documentation for ELs being considered for special education services 

or Response to Intervention (RTI) includes ESOL personnel and takes into consideration-  
● the unique needs of ELs as related to academic achievement and school success, and 
● the district’s instructional model for ELs 

g. they participate in routine professional development necessary to retain an up-to-date 
understanding of all laws and policy that affect ELs. 
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Testing Coordinators 

At all Richland One schools, school testing coordinators will ensure that- 

a. ELs receive appropriate and required accommodations on all state and district assessments if so 

determined by teachers, administration and parents and documented on ESOL Individual 

Modification and Accommodation Plans (IMAPs),  

b. ELs are included in all appropriate and necessary state and district testing, and  

c. the annual WIDA ACCESS for ELs 2.0 is scheduled and completed within the appropriate 

timeframes for all ELs who have not exited ESOL service based on state criteria. 

 

ESOL Teachers 

At all Richland One ESOL center schools, ESOL teachers will ensure that- 

a. ELs are enrolled following federal, state and district policy- to include- 

 prompt requests for transfers of records (within 10 days of enrollment; 30 in August),  

 if necessary, completion of the Home Language Survey,  

 and administration of any placement tests (K W-APT or WIDA Screener), 
b. parents and families of non-English speaking backgrounds have access to any necessary and 

appropriate translation/interpretation services as described by district policy and that they feel 
welcomed and supported, 

c. they are an advocate for the equal, fair and respectful treatment of all ELs and their families 
within the educational setting and community at-large, 

d. ELS are carefully scheduled to receive mainstream academic as well as appropriate ESOL 
services as described by district instructional models, 

e. they work in partnership with mainstream teachers- including regular communication to 
document classroom modification and accommodation, grades, attendance and other academic 
or personal needs of ELs, 

f. mainstream classroom teachers are supported and have access to resources, best-practices, 
strategies and student data necessary to meet the needs of ELs in their classroom, 

g. they develop, submit to administration and begin following an instructional schedule based on 
the needs of their served EL population and requirements of the district instructional model 
within the appropriate timeframe annually,  

h. ESOL Instructional Assistants are provided with- 

 a schedule of duties and responsibilities within the appropriate timeframe annually, and 

 supervision and guidance during shared planning periods and throughout each school 
day, 

i. ESOL lessons are planned and delivered based on state and district instructional models- 
including- 

 WIDA standards framework, 

  ELD standards, and  

 model performance indicators (MPIs), 
j. appropriate modifications and accommodations for ELs are- 

 determined by teachers, parents and administration within necessary timeframes,   

 documented for each EL on their individual IMAP, and  
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 implemented routinely in all classroom and testing environments, 
k. they conduct and document, annually, one school-based professional development for faculty 

and staff and two (by semester) cluster-based parent orientation meetings,  
l. all faculty and staff are well informed of the laws concerning ELs- especially with regards to- 

 translations/communicating with parents,  

 accommodations and modifications, and  

 state, federal, and district instructional models and accountability measures, 
m. they participate in routine professional development necessary to retain an up-to-date 

understanding of- 

 all laws and policy that affect ELs, as well as  

 classroom practices that meet the requirements of state and district instructional 
models, 

n. ELs receive appropriate and documented accommodations on all state and district assessments 
based on their individual IMAPs, 

o. ELs are included in all appropriate and necessary state and district testing, 
p. the annual WIDA ACCESS for ELs 2.0 is scheduled and completed within the appropriate 

timeframes for all ELs who have not exited ESOL service based on state criteria, 

q. the mainstream academic performance and progress of served and waived ELs is routinely 

monitored- including completion of district monitoring documentation,  

r. the mainstream academic performance and progress of exited students is monitored for four 

years after meeting state criteria to exit on ACCESS for ELs 2.0- including completion of district 

monitoring documentation, 

s. the referral process and documentation for ELs being considered for special education services 

or Response to Intervention (RTI) includes ESOL personnel and takes into consideration-  

● the unique needs of ELs as related to academic achievement and school success, and  
● the district’s instructional model for ELs, 

t. they complete routine updates of ESOL Blue Folders within the appropriate timeframes- 

including- 

 distribution of parent notifications and annual waivers (if applicable), and 

 updates of placement and monitoring forms, and 
u. digital and hard-copy records of ELs are accurate and reflect up-to-date federal, state and 

district policy- including but not limited to- 

 state guidelines pertaining to the non-duplication of documents,  

 the Home Language Survey,  

 PowerSchool coding,  

 ELL service models and  

 the requirements of the ESOL Blue Folders. 
 

ESOL Contacts (non-ESOL-center schools) 

At all Richland One non-ESOL schools, school principals will assign a certified employee in their building 

as the school’s designated ESOL contact. These ESOL contacts will ensure that- 

 
a. ELs are enrolled following federal, state and district policy- to include- 
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 prompt requests for transfers of records (within 10 days of enrollment; 30 in August),  

  if necessary, completion of the Home Language Survey, and  

 administration of any placement tests (K W-APT or WIDA Screener), 
b. parents and families of non-English speaking backgrounds have access to any necessary and 

appropriate translation/interpretation services as described by district policy and that they feel 
welcomed and supported, 

c. ELs have access to an equal education and are treated with respect, 
d. parents or guardians of ELs who qualify for but elect to waive ESOL services complete the 

necessary waiver form within the appropriate timeframe,  
e. ELS who qualify for ESOL services are referred to the appropriate ESOL center school,  
f. ELs who qualify for but elect to waive ESOL services are carefully scheduled to receive 

mainstream academic services as described by district instructional models, 
g. they work in partnership with mainstream teachers- including routine communication to 

document classroom modification and accommodation, grades, attendance, and other 
academic or personal needs of ELs, 

h. communication channels are in place with district ESOL personnel to provide mainstream 
classroom teachers support and access to resources, best-practices, strategies and student data 
necessary to meet the needs of ELs in their classrooms, 

i. appropriate modifications and accommodations for ELs are- 

 determined by teachers, parents and administration within necessary timeframes,   

 documented for each EL on their individual IMAP, and  

 implemented routinely in all classroom and testing environments, 
j. communication channels are in place with district ESOL personnel to provide all faculty and staff 

with information regarding the laws concerning ELs- especially with regards to 
translations/communicating with parents, accommodations and modifications, and state, 
federal, and district instructional models and accountability measures, 

k. they participate in routine professional development necessary to retain an up-to-date 
understanding of all laws and policy that affect ELs, 

l. ELs receive appropriate and documented accommodations on all state and district assessments 
based on their individual IMAPs, 

m. ELs are included in all appropriate and necessary state and district testing, 
n. the annual WIDA ACCESS for ELs 2.0 is scheduled and completed within the appropriate 

timeframes for all ELs who have not exited ESOL service based on state criteria, 

o. the mainstream academic performance and progress of waived ELs is routinely monitored- 

including completion of district monitoring documentation,  

p. the mainstream performance and progress of exited students is monitored for four years after 

meeting state criteria to exit on ACCESS for ELs 2.0- including completion of district monitoring 

documentation, 

q. the referral process and documentation for ELs being considered for special education services 

or Response to Intervention (RTI) includes ESOL personnel and takes into consideration-  

● the unique needs of ELs as related to academic achievement and school success, and  
● the district’s instructional model for ELs, 

r. they complete routine updates of ESOL Blue Folders within the appropriate timeframes- 
including distribution of parent notifications and annual waivers (if applicable), updates of 
placement and monitoring forms,  and 
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s. digital and hard-copy records of ELs are accurate and reflect up-to-date federal, state and 
district policy- including but not limited to state guidelines pertaining to the non-duplication of 
documents, the Home Language Survey, PowerSchool coding, ELL service models and the 
requirements of the ESOL Blue Folders. 

 

Non-ESOL Mainstream Classroom Teachers 

At all Richland One schools, mainstream teachers will ensure that- 

a. parents and families of non-English speaking backgrounds have access to any necessary and 
appropriate translation/interpretation services as described by district policy and that they feel 
welcomed and supported, 

b. ELs have access to an equal education and are treated with respect, 
c. ELS are carefully scheduled to receive mainstream academic as well as appropriate ESOL 

services as described by district instructional models, 
d. they work in partnership with ESOL teachers or ESOL contacts- including regular communication 

to document classroom modification and accommodation, grades, attendance and other 
academic or personal needs of ELs, 

e. they have the support and access to resources, best-practices, strategies and student data 
necessary to meet the needs of ELs in their classroom, 

f. lessons are planned and delivered based on state and district instructional models- including 
WIDA standards framework, ELD standards, model performance indicators (MPIs), and 
individual IMAPs for ESOL students, 

g. appropriate modifications and accommodations for ELs are determined by teachers, parents 
and administration within necessary timeframes, documented for each EL on their individual 
IMAP and implemented routinely in all classroom and testing environments, 

h. they are well informed of the laws concerning ELs- especially with regards to 
translations/communicating with parents, accommodations and modifications, and state, 
federal, and district instructional models and accountability measures, 

i. they participate in routine professional development necessary to retain an up-to-date 
understanding of all laws and policy that affect ELs- as well as classroom practices that meet the 
requirements of state and district instructional models, 

j. ELs receive appropriate and documented accommodations on all state and district assessments 
based on their individual IMAPs, 

k. ELs are included in all appropriate and necessary state and district testing,  
l. the mainstream academic performance and progress of served and waived ELs is routinely 

monitored- including completion of district monitoring documentation, and 

m. the academic performance and progress of exited students is monitored for four years after 

meeting state criteria to exit on ACCESS for ELs 2.0- including completion of district monitoring 

documentation. 
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Special Education Teachers 

At all Richland One schools, special education teachers will ensure that- 

a. parents and families of non-English speaking backgrounds have access to any necessary and 
appropriate translation/interpretation services as described by district policy and that they feel 
welcomed and supported, 

b. ELs have access to an equal education and are treated with respect,  
c. ELS are carefully scheduled to receive mainstream academic as well as appropriate ESOL 

services as described by district instructional models, 
d. they work in partnership with ESOL teachers or ESOL contacts- including regular communication 

to document classroom modification and accommodation, grades, attendance and other 
academic or personal needs of ELs, 

e. they have the support and access to resources, best-practices, strategies and student data 
necessary to meet the needs of ELs in their classroom, 

f. lessons are planned and delivered based on state and district instructional models- including 
WIDA standards framework, ELD standards, model performance indicators (MPIs), and 
individual IMAPs for ESOL students, and 

g. the referral process and documentation for ELs being considered for special education services 
or Response to Intervention (RTI) includes ESOL personnel and takes into consideration-  

● the unique needs of ELs as related to academic achievement and school success, and  
● the district’s instructional model for ELs. 

 

ESOL Instructional Assistants (IAs) 

At certain Richland One ESOL center schools, ESOL instructional assistants support the duties and 

responsibilities of the ESOL teachers (outlined above). ESOL teachers are responsible for providing their 

IAs with a schedule of duties and responsibilities to be performed annually. It is recommended that this 

schedule be cooperatively developed between the teacher and assistant. IAs may routinely be asked to 

perform the following duties under the supervision of the certified ESOL teacher: 

a. assist the ESOL teacher in an ESOL class/pull-out session, 
b. push-in to mainstream classrooms to assist mainstream teachers serving ELs, 
c. lead small groups or on-on-one intervention sessions, 
d. assist ELs with homework, classwork or generally in the school, 
e. create instructional materials, 
f. generate original correspondence to be sent home, 
g. create files or spreadsheets for ESOL classroom/school data, 
h. grade assignments, 
i. enter grades, 
j. monitor grades, 
k. plan short lessons or interventions, 
l. contact parents, 
m. decorate (bulletin boards, hall space, etc.), 
n. clean/organize the classroom, 
o. organize class libraries, 
p. make copies, 
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q. complete, file and deliver routine ESOL forms, 
r. consult with mainstream teachers about students’ performances or grades, 
s. escort students within the school, 
t. read aloud to students, and 
u. substitute for the ESOL teacher (with school approval) in a scheduled absence. 

 
ESOL instructional assistants are valuable personnel in serving ELs as student schedules become too 

complicated for one ESOL teacher or large groups of ELs concentrated in a mainstream class necessitate 

assistance for core area teachers. Often, they are central to providing assistance for ELs in most need of 

support. It is important that IAs receive routine training and professional development and that their 

positions are valued by everyone in the school. At times, IAs may serve other functions for school 

administration, but it is recommended that these duties are not allowed to become a distraction from 

serving ELs.  

Richland One requires ESOL instructional assistants to share planning time with the ESOL teacher in 

order to meet state guidelines to ensure that they are appropriately supervised by certified and trained 

faculty. 

 

Nurses, School Secretaries, Receptionists, Custodians, Cafeteria Staff and any other employees  

At all Richland One schools, staff- including nurses, secretaries, receptionists, custodians, cafeteria 

workers- and any other employee will ensure that- 

a. that parents and families of non-English speaking backgrounds have access to any necessary and 
appropriate translation/interpretation services as described by district policy and that they feel 
welcomed and supported, 

b. that ELs have access to an equal education and are treated with respect, and 
c. that the atmosphere of the school is inviting and does not discourage families from registering 

their children, or cause them to feel unwelcomed as members of our community. 
 

  



 
 

23 
 
 

VI. Identification of ELs 

** Under ESSA 2015, English learners must be identified within 30 days of enrolling in school at the 

beginning of a school year and within 10 days if enrolling during the year. ** 

The procedures for identifying ELs eligible for ESOL services begin with the enrollment processes at the 

school level where database specialists and registrars conduct routine intake of students throughout the 

school year and summer period. The following personnel will possibly participate in the process at some 

point and are responsible for ensuring that state and federal guidelines are followed: 

 School Database Specialists and Registrars 

 Staff at the International Welcome Center 

 School ESOL Teachers or Contact Persons 

 School Guidance Counselors 

Any parent or guardian wishing to enroll their child in a Richland One school is first invited to start this 

process at their zoned school where intake personnel will determine the registration needs of the 

family. Intake personnel will first determine- 

Is the child being enrolled in Richland One for the first time in U.S. 

schools or transferring from another U.S. school district? 

(Appendix E - In-take Procedures for ESOL Centers and Non-ESOL schools summarizes the 

processes below for school staff) 

A. Documents Necessary for Enrollment 

As outlined in the Information on the Rights of All Children to Enroll in School- released jointly by the U.S. 

Departments of Justice and Education (appendix F), Richland School District One has adopted policies that 

“ensure that [we] do not bar or discourage students’ enrollment in… school based on their or their 

parents’ perceived immigration status.” As a result the following documents are required for enrollment 

in a Richland One school: 

 The Department of Health and Environmental Control Immunization Form  

 A birth certificate, or other proof of name and age- including a passport, 

national ID card or other official document, and 

 Written proof of residency. 

School intake personnel provide 30 days for students to submit required immunization documentation, 

and they issue student ID numbers when Social Security numbers are not provided. 

B. Referral to the International Welcome Center 

Staff at the International Welcome Center are available to assist with enrollment in the following 

scenarios- 

 if communication is difficult due to a guardian’s limited English,  

 if a family is enrolling at a non-ESOL school and the child meets requirements to need 

English proficiency testing (see below) or 
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 if a family plans to enroll children in multiple Richland One ESOL center schools for the 

first time in a U.S. school (coming from another country). 

After referring these families to the IWC, school staff should notify the welcome center that the family 

has been referred. 

In the event of significant language barriers that prevent the school from referring families to the IWC, 

school personnel should contact the IWC by phone for assistance with interpreting the reason for 

referral and directions to the IWC. 

Students who enroll at the IWC will be referred to the appropriate ESOL center school if they qualify to 

receive ESOL services. (see appendix D – ‘ESOL Center Schools by Cluster’ Chart) 

 

C. K-12 Students Transferring into Richland One from other U.S. School Districts 

Any family attempting to transfer from another U.S. school district should be assisted with the following 

enrollment procedures at the zoned school- 

 InfoSnap Enrollment 

 Request for Transfer of Files 

In order to avoid the duplication of documents, it is important that school personnel make every 

attempt to procure these documents from the previous school: 

 the Home Language Survey (HLS) 

 any ESOL placement assessment/English proficiency screener 

 if applicable, a letter indicating English proficiency/exit from ESOL services 
(see below for descriptions of these documents) 

These documents are federally required procedures across the United States. Students who previously 

enrolled in a U.S. school should have these documents on file at their previous school. Any school 

requesting a transfer of files from previous U.S. school should wait 10 days (30 at the beginning of the 

school year) before generating new versions of these documents. Within those 10 (30) days, school 

personnel should attempt to confirm the contents of the HLS and the existence of any English 

proficiency assessment results in any of the following ways- 

 by successful transfer of documents, 

 by documented phone or email conversations with staff at the previous school, 

 by documented interviews with the parent or guardian indicating past ESOL services, 

and/or 

 by evaluation of any records provided by the parent or guardian (to include report cards 

or class schedules which indicate ESOL services). 

If any of these processes or records indicate that the child was previously served by an ESOL program or 

qualifies as an English learner and has not exited - 
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 Non-ESOL Schools will refer the family to the ESOL center school which serves their school 

(see section below on Waiving ESOL Services if families indicate this need). 

 ESOL center schools will complete registration and carefully schedule the child in ESOL 

classes as outlined by the district’s instructional model and in cooperation with the ESOL 

teacher. 

Non-ESOL schools should determine whether a child will likely qualify for ESOL services before 

scheduling the child for classes unless the family indicates that they would waive services if future 

transfer documents arrive identifying the child as an EL. In cases where the family would choose to 

attend an ESOL center, staff at the non-ESOL school should contact the international welcome center 

immediately and refer the family to the appropriate ESOL center school.  

If the child was previously served by an ESOL program, but has documented evidence of having exited 

services, non-ESOL schools will not refer the family to the ESOL center school. At all schools, previously 

exited students will complete registration and be scheduled for appropriate classes- taking into 

consideration their previous EL status but not including ESOL services.  

Staff at the International Welcome Center are available to assist with contacting schools or school 

districts to procure these documents within the 10-day period. 

 

D. K-12 Students Enrolling in U.S. Schools for the First Time 

ALL families attempting to enroll their child or children in Richland One as their first time in any U.S. 

public school should be assisted with the following enrollment procedures at the zoned school- 

 InfoSnap Enrollment, and 

 completion of the Home Language Survey 

At ESOL center schools, students are then registered and scheduled for appropriate classes. The ESOL 

teacher should schedule the student to be tested for English language proficiency within ten days of 

enrollment if the student meets the criteria detailed below.  

English proficiency testing will be conducted by staff at the International Welcome Center if families 

were referred there originally under the criteria outlined below. In this event, staff at the IWC will 

forward all appropriate documentation (including the Blue Folder) and refer the student to the 

appropriate school. 

Following English proficiency testing for students referred to the IWC, students are then registered and 

scheduled for appropriate classes at either their zoned school or an ESOL center school if they have 

qualified for ESOL services based on the criteria below. 

Refer to the descriptions of the Home Language Survey and the English Proficiency Screener for specific 

criteria for referring families to the IWC and students to ESOL services.  
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The Home Language Survey (HLS) 

 

The HLS is a required document for ALL students and is crucial in complying with federal, state, and Office 
of Civil Rights mandates. This document must be completed prior to enrollment for all students new to 
U.S. schools, including kindergarten and pre-kindergarten students enrolling in school for the first time. 
In South Carolina, the HLS is a state standardized paper document (appendix G). In Richland One, school-
based in-take personnel and IWC staff use the paper version of this form ONLY. There are no electronic 
records of this document entered by the parents during infosnap registration.  

The HLS is completed by the parent and asks- 

 what language the child first learned,  

 what language the child uses now, and  

 what language is used in the child’s home.   

If any language other than English is provided as part or all of an answer for any of the three primary 
questions on the HLS, the HLS then indicates a need for placement testing. The student will either 
qualify as- an English learner (EL), or a non-EL/bilingual student based on the results of the English 
language proficiency screener. As an EL, the student will possibly qualify to receive ESOL services.  

In the event that a parent submits an HLS that indicates a need for placement testing, the school’s ESOL 
teacher or ESOL contact person should be notified. Non-ESOL schools will refer the family to the 
International Welcome Center for placement testing. Families should bring a copy of the HLS with them 
to the IWC. Schools should contact the IWC and inform them of the family’s status. ESOL teachers will 
complete testing at the ESOL school.  

Do not make decisions about a student’s English Language Proficiency or EL status based on a 

student’s or parent’s oral proficiency, last name, or appearance.  

Do not make decisions about a student’s English Language Proficiency or EL status based on the 

request of the parent based on their wish to avoid ESOL services or their insistence that the child is 

proficient; refer immediately to the IWC. 

The HLS should not be included in any re-registration/transfer processes in order to avoid the duplication 
of this document. The first (and only) HLS should be used to make decisions for the child. 

The HLS must be placed in every students’ permanent record. For ELs, the HLS will be placed in the 
students’ Blue Folder which designates EL status within the permanent record. A copy should be 

For students- 

 New to U.S. schools, 

 Enrolling in Kindergarten or Early Childhood Pre-K programs 
Not for students transferring from another U.S. school 
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provided to the ESOL teacher (or ESOL contact at non-ESOL schools if the parent chooses to waive ESOL 
services- see below). 

If the student's parents indicate English as the only language, the process is finished after the survey is 

verified as completed and placed in the permanent record.  

During state audits of ESOL programs and district procedures, the Home Language Survey is of primary 

importance and must be on record for 100% of Richland One’s students in order to maintain compliance 

with state and federal guidelines. 

 

Preferred Language for Parental Communication – HLS: Question 4 

The HLS consists of a fourth question which is not used to determine a student’s EL eligibility but which 

is critical to serving all families in Richland One. The fourth question asks the parent or guardian to 

identify in which language they wish to receive communication from the school.  

This question directly relates to the duties and responsibilities of all Richland One employees in that it 

sets the expectations for providing parents and families of non-English speaking backgrounds with 

access to any necessary and appropriate translation/interpretation services.  

 

At times, the HLS can be confusing or unclear based on parent responses. In this case, follow-up and 
clarification with parents is crucial followed by documentation of decisions made at that time.   

Richland One provides the HLS in several additional languages in order to prevent confusion for families 

and to ensure that this critical process is completed accurately. Copies in English and a growing number 

of languages can be found on the World Languages and ESOL Programs website. 

 

Starting an ESOL Blue Folder 

The A-B-C Process 

All ESOL forms, as of the 2018-2019 school year, have been assigned form letters for quick identification 

purposes. (For a description of the individual forms referenced by the new form ID letters, see the 

section below X. A. Monitoring ALL ELs – Maintenance of Blue Folders) 

Every EL blue folder begins with Forms A and B. The school will provide any families who answer other 

than English on the HLS (Form A) with a copy of the Notification of Enrollment Procedures and Services 

for ELs Form (Form B). This document has been translated into the district’s top 5 languages. Parents 

should be given an opportunity to read and understand the form. Schools will procure a signature and 

place this form and the HLS in a new ESOL Blue Folder for the student. The Blue Folder becomes a part 

of the student’s permanent record and will house all ESOL related documents. Schools will also scan or 

fax a copy of this form and the HLS to the International Welcome Center at (803) 252-2951 as soon as 

possible.  

https://www.richlandone.org/Page/638
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The HLS and Notification of Enrollment Procedures and Services Form B are the only documents that 

require parent signatures. It is recommended that schools procure these signatures at the time of initial 

enrollment unless they are waiting for transfer documents. 

Following Forms A and B, families will be provided with further notification that the child either qualifies 

for ESOL services or not. These are forms C and E. In order to ensure correct and orderly communication 

with parents this sequence of forms is observed by all district in-take personnel.  

**The waiver form (Form W) should not be administered without first adhering to the A-B-C sequence.** 

English Proficiency Screener/ Placement Test/ Initial Screener 

The placement testing instruments currently used in South Carolina are-  

 the Kindergarten WIDA-ACCESS Placement Test (K W-APT) and  

 the WIDA screener.  

These tests are administered to students following parents or guardians submitting an HLS that indicates 
a language other than English as part or all of an answer for any of the three primary questions.  

The English proficiency screener should not be included in any re-registration/transfer processes in 
order to avoid the duplication of this process and document. A student should only ever take an initial 
placement screener once in their lifetime. 

It is important to note, that while parents can waive their students out of ESOL services, they cannot waive 
them out of ESOL testing, and do not need to be notified that their child was tested.   

Only a certified teacher, preferably ESOL certified, can administer the English proficiency screeners. 

All new ESOL students must be tested within the first 30 days of school at the beginning of the school 
year and within ten days should a student enter any other time throughout the school year. 

Results of this test are reported to the parent and filed in the student’s Blue Folder. 

 

E. Qualifying Results 

If the results of the K W-APT or WIDA Screener indicate that a student is an EL and qualifies for ESOL 

services- 

For students with an identified language other than English and- 

 New to U.S. schools, or 

 Enrolling in Kindergarten, or 

 In need of a WIDA-based English proficiency code 
Not for students transferring from another U.S. school with WIDA documentation 
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 Non-ESOL Schools will refer the family to the ESOL center school which serves their 

school. (see section below on Waiving ESOL Services if families indicate this need). 

 ESOL center schools will complete registration and carefully schedule the child in ESOL 

classes as outlined by the district’s instructional model and in cooperation with the ESOL 

teacher. 

Parents must be notified of the results of any English proficiency testing within the 10 (30) day window 
of identification for ELs. Form C2: Notification of Placement in ESOL Services for Transferring Students or 
Form E2: Notification of Proficiency for Transferring Students must also be filed in student’s blue ESOL 
folder along with copies of the test material (appendix H). 

Results on the initial screener that qualify a student for ESOL services must be entered in PowerSchool 
on the student’s ‘Initial Screener’ section under the ‘ESOL’ tab (see PowerSchool: ‘ESOL Svc’ and ‘LEP 
Initial Screener’ Coding below). 

For more information on which results qualify a student to be identified as an EL, see the section below 
VII. Assessment of ELs (page 27). 

F. Identification Through Transfer Records 

Transfer students will qualify for ESOL services without having to take a new English proficiency 

assessment. The following transfer documents can be used to identify a transfer student as an English 

learner: 

 Previous identification as an EL in Richland One 

 A previously administered English proficiency test documentation- including score reports 

 Transcripts or report cards that indicate EL status or ESOL services 

 Electronic database records or print outs 

 Notifications or correspondence from a previous school/ district- including letters sent to 

parents 

 Written detailed evidence of contact with personnel at a previous school/ district 

Parents must be notified of the findings in these documents within the 10 (30) day window of 

identification for ELs. Form C2: Notification of Placement in ESOL Services and Screener Score Report or 

Form E2: Notification of Proficiency and Screener Score Report must also be filed in student’s blue ESOL 

folder along with copies of the test material (appendix H). 

If a student is transferring from a non-WIDA state or no WIDA scores/ documents are provided by the 

previous school, the screener will be administered within the appropriate 10 or 30 day window in order 

to provide an English proficiency code and initial screener information in PowerSchool. 

Upon identification as either an EL who qualifies for ESOL services or a Never EL who is ineligible for 

ESOL, schools will provide the parent with ESOL forms C (1 or 2) or E (1 or 2). This completes the A-B-C 

process and provides the basis for all EL blue folders. 
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G. Waiving ESOL Services (Refusing or Opting Out) 

Annual mandatory reporting of ESOL status through Forms C: Notification of Placement in ESOL Services 

or Form D: Notification of Continued Placement in ESOL indicate that parents have the right to waive 

ESOL services for their children.  

If parents or guardians do not want their child to receive ESOL services, they will need to complete and 

sign the ‘Waiver Form’(Form W) located on the World Languages and ESOL Program website. Signed 

waivers will be filed in the student’s Blue Folder. 

Parents also have the right, at any time, to reverse this decision.  

Students whose parents waive services are still eligible to receive classroom and testing 

accommodations and modifications if so determined by administration, teachers and parents. ESOL 

teachers and contacts must develop Individual Modification and Accommodation Plans (IMAPs) for 

these students. 

A new waiver form should be completed every year for as long as the student qualifies for ESOL services 

and the parent or guardian wishes to waive those services. 

Schools should never recommend parents sign a waiver in order to meet graduation requirements, solve 

scheduling difficulties, make room for other ELs in the program, or prevent having to send a student to 

an ESOL center school. 

Students whose parents waive services will participate in the annual ACCESS for ELs assessment each 

year until they meet state defined exit criteria. 

Students whose parents waive services will attend their zoned school regardless of the status of the 

school as an ESOL center school or not. Each school has assigned an ESOL contact person to 

communicate with parents, monitor the students and administer the ACCESS annually. 

All non-ESOL schools must process waivers for any non-exited ELs who elect to attend the school; 

otherwise, the families must be referred to the ESOL center school which serves the zoned school. 

Waived students are coded W regardless of their English proficiency score. 

  

H. Pre-K and New Kindergarteners 

The Richland One ESOL program does not serve pre-kindergarten students. 

When families enroll a student in the pre-K program, they will complete a Home Language Survey for 

their child, however, pre-K students are not administered the K W-APT until the end of their preschool 

year. If any language other than English is provided as part or all of an answer for any of the three 

primary questions on the HLS, pre-K students are coded as ELs in PowerSchool (English Proficiency 1.0).  

EL coding of pre-kindergarteners is then used by staff at the International Welcome Center to identify 

families of students who will need K W-APT testing before their kindergarten year. The IWC invites these 

families to bring their children in to be tested beginning in May and continuing through the summer, 

https://www.richlandone.org/cms/lib/SC02209149/Centricity/domain/124/flip%20folder/esol%20folder/forms/Waiver%20%20Form-2016.pdf
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prior to the next school year, in order to alleviate large groups needing testing at ESOL center-schools in 

August.  

 

I. PowerSchool: ‘English Proficiency’ and ‘ELLI’ Service Coding 

The English Proficiency (EngProf) code in PowerSchool reflects each EL’s score on the WIDA English 

proficiency tests (from 1.0 to 6.0) or to reflect that a student’s parents have waived ESOL services (W). In 

Richland One schools, database specialists and registrars are responsible for entering EngProf codes for 

students in PowerSchool based on state PowerSchool coding guidelines (see appendix I) within the 30 

(10) day identification window.  

Students who enroll in Richland One as their first time in a US school will be coded based on their WIDA 

Screener or K W-APT score. If the student arrives at the end of a school year but after ACCESS 

administration, their placement test score will be used for coding the following school year. 

Students transferring into Richland One without a WIDA score will be administered the WIDA screener 

in order to have a valid English proficiency code. These are typically students transferring into Richland 

One from non-WIDA states or students whose transfer records cannot be received within the 30(10) day 

windows. This administration of the WIDA Screener cannot be used to identify a student as a Never EL 

or to exit them from services. These students will still participate in the annual ACCESS administration.  

Additionally database specialist enter the following ELLI service codes for all ELs coded 1-6, W, or P1-4- 

Code Description 

Available 
for 
students 
Served by 
ESOL 

Available 
for students 
Exited/ 
Monitored 
by ESOL 

Available 
for 
students 
who 
Waive 
services 

Unavailable 
in Richland 
One 

ELLI01  ESL Pull-Out Class  X    

ELLI02  ESL Class Period  X    

ELLI03  ESL Push-In  X    

ELLI04 ESL Newcomer Position     X 

ELLI05 ESL Sheltered Content Based 
Program*  

   X 

ELLI06 ESL Structured Immersion     X 

ELLI07  ESL Mainstream with 
Accommodations 

X X X  

ELLI08  ESL Mainstream without 
Accommodations  

 X X  

ELLI09  ESL Monitored  X   
Richland One is working towards developing capacity to provide a Sheltered Content Based Program. 

Database specialists and registrars should work closely with their school’s ESOL teacher or ESOL contact 
person as well as IWC staff to ensure that students are coded correctly. Often ESOL personnel will have 

https://www.richlandone.org/cms/lib/SC02209149/Centricity/Domain/124/2017%20EL%20Coding.pdf
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the information needed (i.e. English proficiency test results, individual student schedules) to correct 
these codes. 

** Non-ESOL schools are limited to PowerSchool codes W, P1, P2, P3 and P4 (as well as 8 and 9). Codes 
1-6 are reserved for schools that provide ESOL services to students- students who receive direct ESOL 
services. ** 

EngProf Code 8 – Drop-down Box 

As of November 2018, when a student is coded EngProf 8 in PowerSchool, the database specialist must 
also enter whether that student is a Former EL, Never EL or Foreign Exchange student.  

 Former ELs are those students who were initially identified as ELs needing ESOL services but 
who exited by meeting criteria on the state mandated English proficiency exam (ELDA- prior to 
2015 and ACCESS after 2015). These students completed either the two or four year monitoring 
periods before being coded 8.  

 Never ELs are those students who initially met exit criteria on the state mandated English 
proficiency screener exam and never received ESOL services. These students never completed 
monitoring periods unless they were tested during the first semester of kindergarten. Students 
who were monitored for four years due to an exiting score on the first semester kW-APT will be 
coded 8 – Never EL even though they were monitored for 4 years.  

 Foreign Exchange students come to Richland One schools having met English proficiency criteria 
through the Foreign Exchange organization which sponsors them. These students do not take 
the state mandated English proficiency tests, nor do they receive support from the ESOL 
program. They are the only type of 8 who do not have an EL blue folder.  

Database specialists should work with ESOL teachers and contacts or IWC staff to determine the 
appropriate classification for each 8.  

 

J. PowerSchool: ‘ESOL Svc’ and ‘LEP Initial Screener’ Coding 

PowerSchool is also used to track the number of years ELs both receive ESOL service and attend school 
in the United States. These correspond to two separate instances where coding is necessary.  

Historically, database specialists have routinely entered ESOL Svc codes in the ‘Special Services’ section 
of PowerSchool. These codes are entered every year in which an EL has an English proficiency code of 1-
6. They begin during the 4k year of pre-school (being that these students are coded 1.0 that year) or 
whenever a student enters U.S. schools for the first time. The initial ESOL Svc code is ‘<1 Year’. Every 
year this code is updated within the 30(10) day window. It is determined annually by adding ‘1’ to the 
years and follows this pattern: 
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ESOL Svc Codes 

ESOL Svc <1 Year 

ESOL Svc >1 but <2 Years 

ESOL Svc >2 but <3 Years 

ESOL Svc >3 but <4 Years 

ESOL Svc >4 but <5 Years 

ESOL Svc >5 but <6 Years 

ESOL Svc >6 but <7 Years 

ESOL Svc >7 but <8 Years 

ESOL Svc >8 but <9 Years 

ESOL Svc >9 but <10 Years 

ESOL Svc >10 but <11 Years 

ESOL Svc >11 but <12 Years 

ESOL Svc >12 but <13 Years 

ESOL Svc >13 Years 

New requirements in ESSA 2015 necessitate the need for school districts to additionally identify, 
monitor, and report data for ELs by the number of years in which they are served by an ESOL program in 
South Carolina schools. Due to this new regulation, PowerSchool, as of June 2018, includes fields in 
which database personnel enter- 

 LEP Initial Screener Date – either the date an EL first enrolls in an SC school or is given the initial 
screener 

 LEP Initial Screener Score – corresponding to a score of 1-5 which identifies a student as eligible 
for ESOL services 

 LEP Initial Screener Test Type – one of four possible tests: W-APT, ACCESS (first time 
administered), WIDA Screener or WIDA Model (not used by Richland One).  

Completion of these fields allows the state and district to track ELs’ English progress and proficiency in 
relation to the growth tables provided for accountability under the SC ESSA Plan.  

This is an additional reason why transferring files from previous schools is important with regards to 
identifying ELs especially within South Carolina. When a student transfers to Richland One from another 
SC district, in-take personnel must request the initial screener info in order to accurately transfer the 
information in these fields.  
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VII. Assessment of ELs 

English learners participate in all mandatory state assessments. In addition, ESSA 2015 regulations 

require that Richland One monitor and assess the language proficiency of all eligible ELs every year in 

order to report progress and proficiency with the English language. The following personnel will possibly 

participate in the various, required testing processes at some point and are responsible for ensuring that 

state and federal guidelines are followed: 

 Staff at the IWC 

 ESOL Teachers 

 ESOL Contacts 

 School and district testing coordinators 

In addition to the English proficiency placement tests-  

 Kindergarten WIDA-ACCESS Placement Test (K W-APT) and  

 the WIDA Screener- 

Richland One routinely administers the following annual English proficiency tests- 

 ACCESS for ELLs 2.0, and  

 Alternate ACCESS for ELLs.  

These tests are all available to Richland One and all SC school districts through WIDA. For primary 
information regarding the development and structure of these tests- including information about the 
types of questions and individual subtests or grade levels- consult the WIDA website. 

The WIDA Screener, ACCESS and Alt-ACCESS require test administrators to be trained and certified 

before administering the tests. Training materials can be found online at the WIDA website and require 

a district provided login and password. Required personnel should contact the district testing 

coordinator for their WIDA login information. 

 

The Kindergarten WIDA-ACCESS Placement Test (K W-APT) 

The K W-APT is specifically designed for children whose age places them between the second semester of 
4-year-old pre-k and the first semester of the first grade at the time of test administration.  

It is organized as a single, individually-administered test with a combined Speaking/Listening component. 
The Reading and Writing tests make up a separate test which is optional, and only for students with some 
literacy skills. It is scored based on the following criteria- 

Grade Subtests/ 
Domains 

EL (EngProf = 1.0 only 
score) 

Non EL (see below for EngProf) 

Kindergarten Grade K Combined score  Combined score 27 or higher 

https://www.wida.us/
https://www.wida.us/index.aspx
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1st Semester Speaking/ 
Listening 
subtests 

less than 27  
EngProf = P1 (monitor for 4 years) 

Kindergarten 
2nd Semester 
and Grade 1  
1st Semester 

All four 
Grade K 
subtests 

Combined Listening & 
Speaking less than 27 or 
Reading less than 14 or 
Writing less than 17 

Combined Listening & Speaking 27 or 
higher and Reading 14 or higher and 
Writing 17 or higher 
 
EngProf = 8 (no monitoring) 

Details to assist in scoring can be found in the W-APT Test Administration Manual and on the scoring 
sheets themselves. 

It is important to note that children whose ages place them before the second semester of kindergarten 
(that is children new to K-12 schooling) will only be assessed on their listening and speaking skills AND 
cannot qualify for bilingual/non-EL status without 4 years of monitoring as exited ELs. 

 

WIDA Screener 

The WIDA Screener is administered to students whose ages place them between the second semester 
first grade and the final semester of high school at the time of administration. 

Test forms are divided into five grade-level clusters:  

 Grades 1-2 (for students in the second semester of 1st through first semester of 3rd grade)  

 Grades 3-5 (for students in the second semester of 3rd through first semester of 6th grade)  

 Grades 6-8 (for students in the second semester of 6th through first semester of 9th grade)  

 Grades 9-12 (for students in the second semester of 9th through 12th grade)  

This test is divided into 4 subtests based on the four language domains- speaking, listening, reading, and 
writing. It exists in two forms- online and paper-based. Richland One has adopted the paper-based 
version of the WIDA Screener for logistical reasons. The paper-based WIDA screener can be 
administered in one-on-one or group settings depending on the subtest.   

Test administrators score the test using rubrics- provided in the test manual- and an online calculator. 
These materials can be found online at the WIDA website and require a district provided login and 
password.  

  

https://www.wida.us/index.aspx
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Scores are interpreted and students identified as follows- 

Grade Subtests/ 
Domains 

EL (EngProf = 1.0-6.0) Non EL (EngProf = 8) 

Grade 1  
2nd Semester 

All four  
Grade 1  
subtests 

Composite less than 4.4 or Any 
domain less than 4.0 

Composite 4.4 or higher and 
No domain less than 4.0 

Grades 2–12  
1st and 2nd 
semester 

All four grade 
appropriate 
subtests 

Composite less than 4.4 or Any 
domain less than 4.0 

Composite 4.4 or higher and 
No domain less than 4.0 

 

ACCESS for ELLs 2.0 and Alternate ACCESS 

Both of these assessments are administered to eligible students across the state of South Carolina 

during a testing window that generally runs from the beginning of February until the middle of March.  

Scores for these tests are generally reported to the district and ESOL teachers/contacts in May. 

All non-exited ELs (EngProf codes 1 through 6, W and X) in all grades, K-12, participate in the ACCESS 

assessment. Special education students whose IEPs necessitate SCDE ALT assessments will take the 

Alternate ACCESS in place of ACCESS 2.0.  

ACCESS 2.0 is available as both an adaptive online version and a tiered paper version. The SCDE has 

allowed different school districts in the state to use both versions of the test. Richland One in recent 

years has used only the paper version. 

Special Education students with testing accommodations documented on their IEPs may receive those 

accommodations on the ACCESS. However, certain accommodations interfere with the language 

assessment purpose of the ACCESS and are not allowed. For students who are served by both the special 

education and ESOL program, test administrators should consult the testing manual to determine which, 

if any, special ed. accommodations apply to the different domain tests of ACCESS. 

PowerSchool EngProf codes generally reflect each EL’s score on the previous year’s ACCESS (from 1.0 to 

6.0). Once ACCESS scores are received each summer, the ESOL teacher or contact person is 

responsible in the fall for providing composite score numbers to their school’s database specialist or 

registrar for input into the “SC_Engl_Prof” field. The EngProf code must always reflect the most recent 

ACCESS score unless student’s parents have chosen to waive ESOL services.  

 

Exit Criteria – English Proficiency 

A student will exit the ESOL program’s services when they meet the SCDE’s criteria for English 

proficiency which are- 

 an ACCESS composite score of 4.4 or higher and  

 all four domain scores of 4.0 or higher (speaking, listening, reading and writing).  
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Currently per SC guidelines, a proficient/exited student will be assigned an EngProf code of “P1,” and the 

student will be considered “Exited, Year 1.”  

Schools should send home the ACCESS award letter to notify and congratulate the family!   

Exited students no longer participate in ACCESS, but their state wide testing scores will still be counted 

for four years as part of the school’s EL subgroup for reporting purposes.  

 

During the 4 years of monitoring these students can receive accommodations if so determined by 

teachers, administrators and parents. ESOL teachers/contacts will develop IMAPs for these 

exited/monitored students and complete routine monitoring forms which demonstrate that the ESOL 

program maintains an awareness of these students’ grades, attendance and general performance in 

school. 

For 4 years following exit of services, students EngProf codes increase from P1 through to P4. After the 

fourth year of monitoring, students will be coded “8”- proficient/non-EL/bilingual for each year 

thereafter. 

  

State-Wide Standardized Testing  

ELs in all grades participate annually in state and district standardized testing just as all Richland One 

students who do not meet state guidelines for exemption.  EL status is not an exception. These students 

participate annually in- 

 SC Ready and SC Pass, 

 Reading and Math Inventory, 

 the F&P Benchmark Assessment System (BAS) 

 ACT,  

 End of Course testing 

 WorkKeys, and  

 any number of other tests including district benchmarks.  

Off-grade-level testing is not permitted, but certain accommodations, including oral administration and 

the use of bilingual dictionaries, (among others) are allowed in accordance with test regulations.  

It is very important for ESOL teachers and School Testing Coordinators to work together to ensure 

all ELs are receiving the accommodations laid out in the IMAP document.  Careful checks must be made 

to ensure various accommodations are allowed or advised for each specific test and the Test 

Administrator Manual (TAM) is the best place to confirm all accommodations.  It is the responsibility of 

the school testing coordinator to make the final call on all issues related to standardized testing. ESOL 

teachers or contact persons at each school are responsible for providing school testing coordinators 

with a list of students and accommodations that reflect decisions made in the IMAP and that pertain to 

state testing accommodations.   
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VIII. Service of ELs 

The mainstream academic classroom is the primary vehicle for service of English learners in Richland 

One schools as we recognize every student’s right to an equal education. These mainstream services are 

supplemented by the ESOL program which operates using a variety of instructional models taking into 

consideration each student’s and each school’s unique situations. The following personnel will possibly 

participate in the mainstream and/or supplemental academic services of ELs. They are, therefore, 

responsible for ensuring that state and federal guidelines are followed: 

 mainstream academic/classroom teachers across all subjects and disciplines, 

 ESOL teachers, 

 special education teachers, 

 ESOL and other instructional assistants, 

 curriculum resource teachers (CRTs), 

 literacy and technology coaches, and  

 administration at all levels. 

 

 

A. Foundational Models 

Mainstream academic services for ELs must meet the federal and state requirements outlined for all 

South Carolina students at each grade level.  

Scheduling of services is a primary responsibility of the ESOL teacher in every ESOL center school. It is 

critical that any school staff responsible for scheduling students’ academic experiences work closely with 

the ESOL teachers in their school. ESOL teachers provide administrators, counselors, database 

specialists, CRTs and mainstream teachers with critical data that must be considered when providing any 

services to ELs. These data include- 

 native language, 

 cultural background 

 English proficiency, 

 academic background, and  

 history within the ESOL program,  

 as well as various other personal details that come with the ESOL teacher’s 

position as an advocate for ELs and their families.  

All ESOL students at the elementary and middle school level must be placed age appropriately and on 

track to graduate. ESOL students cannot be retained due to language barriers or English proficiency.  

All scheduling of supplemental ESOL services is based off of the state service models or ELLI codes. 

These include the following options- 

 ESOL Pullout (code ELLI01), 

 ESOL Class Period (ELLI02), and/or 

 Push-Inclusion/ Co-Teaching (ELLI03) 
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Additional services under this model provide for accommodations within the mainstream classroom 

(ELLI07) and monitoring of exited ELs (ELLI09) 

Beyond the ELLI service model, Richland One uses the following guidelines based on ACCESS scores and 

English proficiency to begin developing appropriate schedules for each ESOL student- 

English Proficiency Frequency of ESOL Services 
Mainstream Classroom 
Accommodations and 

Modifications 

1.0 – 1.9 
Entering 

Daily, multiple periods if possible Extensive 

2.0 – 2.9 
Emerging 

Daily Extensive 

3.0 – 3.9 
Developing 

Daily or customized based on other data 
points 

Moderate 

4.0 – 4.4 
Expanding 

Customized based on other data points Minimal 

4.4-6.0 
Bridging 

Not served on a regular basis, consultative 
services between mainstream teachers and 
ESOL 

As needed based on 
ESOL teacher and 
mainstream teacher 
recommendation. 

P1 - First year exited 

Monitored Only 
P2  - Second year exited 

P3  - Third year exited 

P4  - Fourth year exited 

ELs learn both English and academic content best in the least restrictive (non-segregated) environment 

with direct, structured and unstructured interaction with English fluent peers and teachers (in addition to 

the ESOL teacher).  As ELs progress in their English language development, less direct services should be 

required.  Students should move from receiving daily services to less frequent services, and eventually 

consultative services.  

 

B. ESOL Instructional Model 

Principals, guidance counselors, and other administrators at ESOL center schools must carefully consider 

the needs of their ESOL program when developing the master schedule and assigning duties to teachers. 

ELs should be placed with mainstream teachers trained to provide modifications and accommodations as 

outlined in the Individualized Modification and Accomodation Plan (IMAP) document. Schools should 

prioritize placing ELs with teachers who have experience working with them if possible. 

Content teachers working with ELs should understand their roles in meeting state accountability 

growth/proficiency measures. They should understand on which domains (listening, reading, writing, 

speaking) instruction should focus in order for each student to exit services.   
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Serving Elementary Students 

ESOL and Elementary/ Early Childhood Certification 

 Dually certified ESOL teachers can serve students in ESOL core area blocks. Teachers in this 

capacity should plan lessons using state standards for that content, assign grades and participate 

in district benchmarks and training; however, ELs will benefit from a greater focus on ESOL 

strategies. ELs should be in de-segregated classrooms (with non-ELs) for at least 50% of their 

school day. Higher level ELs should very rarely be in segregated groups- if ever.  

 ESOL certification is K-12; ESOL teachers without Early Childhood or Elementary certification will 

only be able to serve students outside of core content classes. The following guidelines cover ESOL 

scheduling at the elementary level.  

Elementary School Programs 

 ELs should be given scheduling priority in certain cases. This is a disaggregated subgroup which 

directly affects the school’s performance indicators. 

 The maximum recommended student to teacher ratio for an elementary pull-out session is 14 

students to 1 teacher.  

 ESOL groups may be scheduled with same-grade/ multiple-English-levels or multiple-grades/ 

similar-English-levels- depending on the master schedule for the school.  

 For multi-grade groups, schools should develop master schedules where the students being pulled 

are coming from the same content block or intervention time. Multi-grade groups should group 

grade levels sequentially- similar to WIDA ACCESS levels- First/Second or Third/Fourth/Fifth.  

 Schools with multiple ESOL teachers may assign each teacher to specific grades or specific English 

proficiency levels across multiple/all grades.  

 Elementary or Early Childhood certified ESOL teachers may teach newcomer ELs at multiple grade 

levels for English Language Arts (ELA) or another content if the master schedule allows. 

 Consider scheduling mainstream classes with specially-trained mainstream teachers in which up 

to 50% of the students scheduled will be ELs. These courses will not count as ESOL service minutes 

unless the teacher is additionally certified in ESOL. These courses will implement strategies that 

benefit all students in the area of language and literacy development.  

ESOL Teachers within the School 

 It is vital that the ESOL teacher and all school faculty work together at all phases of service- 

planning, lesson delivery, small group pull-out or push-in, assessment modifications, classroom 

accommodations, implementation of intervention, etc. 

 ESOL teachers must be made aware of any scheduling changes such as those caused by field trips, 

rehearsals, student meetings, etc. well enough in advance to continue to provide services around 

these events. Communication must be a priority. 

 Push-in sessions should be closely planned with both the ESOL teacher and core area teacher 

working together as much as possible. Co-teaching is the goal. 
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Service Models 

 For students at the lowest proficiency levels, the ideal services include a combination of push-in 

and pull-out instruction multiple times daily.  

 Pull-out sessions should be a minimum of 30 minutes; 45 minutes is recommended.  

 If students are pulled from content time, the ESOL lesson should overlap the content from which 

the students have been pulled and should be planned in collaboration with the content teacher.  

 If a student is pulled during an intervention block and the student qualifies for math and/or 

reading intervention in addition to ESOL services, the ESOL teacher should devote attention and 

resources to the appropriate interventions or make arrangements for the student to rotate back 

into mainstream interventions from day to day. ESOL teachers should consider serving students 

who qualify for interventions on rotating schedules or in content pull-outs.  

 ESOL pull-out is not a standard reading intervention. 

 Push-in sessions should also include periods of small group instruction led by an ESOL teacher or 

instructional assistant whenever possible. 

 No ESOL students should be pulled during related arts, recess, or lunch.  

 Schools may consider a model where ESOL pull-out happens as part of the related arts cycle but 

not in a way that routinely interferes with any one related arts subject.  

Non-native Spanish speakers at low English proficiency levels can be pulled 

from the Spanish related arts period for ESOL services. 

Overlapping Services 

 ESOL students must be appropriately identified for Gifted and Talented and Special Education. 

ESOL students must not be excluded from programs due to language levels. 

 ESOL instruction should be scheduled in conjunction with special education services and content 

interventions. Neither of these services should supplant the other. Individualized Education 

Programs (IEPs) for English learners should take into consideration ESOL service timing and IMAPs 

when they are written.  

ESOL Instructional Assistants 

 Instructional assistants (IAs) being supervised by an ESOL or core content teacher may serve ESOL 

students for minutes that count towards ESOL services. These should be included on the ESOL 

teacher’s schedule and accompanied by a plan of objectives and tasks written by the ESOL 

teacher. 

 As the ESOL IA minutes count towards a student’s service minutes, it is important to minimize 

disruptions to the IA’s schedule that may be caused by temporary administrative duties, assisting 

with school programs or covering for absences.  

 

Students should be served on the first day of classes in some capacity in order to establish the presence 

and support of the ESOL program as soon as possible. 
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Serving Middle School Students 

ESOL and Content Certification 

 Dually certified ESOL teachers can serve students in ESOL core area blocks. Teachers in this 

capacity should plan lessons using state standards for that content, assign grades and participate 

in district benchmarks and training; however, ELs will benefit from a greater focus on ESOL 

strategies. 

 ESOL certification is K-12; most ESOL teachers will only be able to serve students outside of core 

content classes. The following guidelines cover ESOL scheduling at the middle school level. 

Middle School Programs 

 Principals and counselors should work closely with the ESOL teacher to identify specific scheduling 

needs of the ESOL program and individual students. 

 ESOL students should receive scheduling priority similar to honors students. This is a 

disaggregated subgroup which directly affects the school’s performance indicators. 

 Utilize the PowerSchool scheduling function that allows for scheduling students in clusters. This 

allows for more efficient instructional support. 

 Scheduling students based on proficiency level will allow for an ESOL teacher to target specific 

skills and provide maximum support to various groups of students.  

 Students at beginning levels of proficiency may be served in multiple ESOL classes to support the 

demands of academic standards. 

 ESOL teachers need collaborative planning time to work with core area teachers whom the school 

has designated as “trained” to serve ELs either in collaborative or concentrated classes. 

 It is vital that the ESOL teacher and all school faculty work together at all phases of service- 

planning, lesson delivery, small group pull-out or push-in, assessment modifications, classroom 

accommodations, implementation of intervention, etc. 

Elective ESOL Courses 

 The Richland One Middle School Course Catalog provides for 6 “Special Areas” ESOL elective 

courses for each of the three grade levels (page 12). ESOL students may be enrolled in one or 

more of these courses to fulfill ESOL service requirements.  

 Within these secondary ESOL elective course offerings, ESOL teachers will reinforce content-

based, core content instruction particularly in language intensive subject areas like ELA and Social 

Studies. 

The following options are available for elective courses: 

 

1. At each grade level, elective courses can be divided between two distinct groups of ELs (ex. 

High/low proficiency) corresponding to the two elective periods,  

or 

2. Most ELs in the grade can be served in one elective; this will allow for an ESOL teacher to 

push-in to a different grade level content class during the second elective period. 

 During push-ins, the teacher of record will be the content teacher. 

https://www.richlandone.org/cms/lib/SC02209149/Centricity/Domain/117/2017-2018%20Middle%20School%20Course%20Catalog%20021918.pdf
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 During push-in, ESOL teachers may serve low proficiency, newcomer or Students with 

Limited or Interrupted Education (SLIFE) (see attachment – ESOL Special Situations) 

students as additional minutes.  

or 

3. ESOL teachers may serve higher proficiency or Long-Terms English Learners (LTELs) 

(attachment – ESOL Special Situations) for their primary service minutes. 

 Push-ins may happen on alternating schedules determined by the ESOL and mainstream teachers 

and based on student schedules/need. 

 Schedule high proficiency ELs (>4.0) only into push-in classes for ESOL service. These students 

could also benefit from periodic consultation with the ESOL teacher- homeroom or school-specific 

remediation times. Communication between core area teacher and ESOL is essential. 

Core Content/ESOL Courses 

 ESOL teachers certified in English Language Arts (or other core content areas) may serve ESOL 

students as the teacher of a scheduled content class rather than an ESOL elective. 

 ESOL teachers may be scheduled to push-in or collaborate with core content teachers who have 

significant populations of ELs scheduled into specific periods. In these instances, the teacher of 

record will be the content teacher. The ESOL teacher may have empty (on the master schedule) 

spaces in his/her schedule.  

 Consider scheduling content courses with specially-trained mainstream teachers in which up to 

50% of the students scheduled will be ELs. These courses will not count as ESOL service minutes 

unless the teacher is additionally certified in ESOL. These courses will implement strategies that 

benefit all students in the area of language and literacy development. 

Overlapping Services 

 ESOL students must be appropriately identified for Gifted and Talented and Special Education. 

ESOL students must not be excluded from programs due to language levels. 

 ESOL instruction should be scheduled in conjunction with special education services and content 

interventions. Neither of these services should supplant the other. Individualized Education 

Programs (IEPs) for English learners should take into consideration ESOL service timing and IMAPs 

when they are written. 

 Newcomer ELs should receive careful consideration during the Response to Intervention (RTI) 

process due to the fact that the process has only applied to them since their recent arrival to U.S. 

schools. 

ESOL Instructional Assistants 

 Instructional assistants (IAs) being supervised by an ESOL or core content teacher may serve ESOL 

students for minutes that count towards ESOL services. Specific objectives and tasks should be 

included on a lesson plan written by the ESOL teacher. 

 As the ESOL IA minutes count towards a student’s service minutes, it is important to minimize 

disruptions to the IA’s schedule that may be caused by temporary administrative duties, assisting 

with school programs or covering for absences.  
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Serving High School Students 

ESOL and Content Certification 

 Dually certified ESOL teachers can serve students in ESOL core area blocks. Teachers in this 

capacity should plan lessons using state standards for that content, assign grades and participate 

in district benchmarks and training; however, ELs will benefit from a greater focus on ESOL 

strategies. 

 ESOL certification is K-12; most ESOL teachers will only be able to serve students outside of core 

content classes. The following guidelines cover ESOL scheduling at the high school level. 

High School Programs 

 Principals and counselors should work closely with the ESOL teacher to identify specific scheduling 

needs of the ESOL program and individual students. 

 ESOL students should receive scheduling priority similar to honors students. This is a 

disaggregated subgroup which directly affects the school’s performance indicators. 

 Utilize the PowerSchool scheduling function that allows for scheduling students in clusters. This 

allows for more efficient instructional support. 

 ESOL teachers need collaborative planning time to work with core area teachers whom the school 

has designated as “trained” to serve ELs either in collaborative or concentrated classes (Sheltered 

Instruction Observation Protocol [SIOP] Certified). 

 It is vital that the ESOL teacher and all school faculty work together at all phases of service- 

planning, lesson delivery, small group pull-out or push-in, assessment modifications, classroom 

accommodations, implementation of intervention, etc. 

 Scheduling students based on proficiency level will allow for an ESOL teacher to target specific 

skills and provide maximum support to various groups of students.  

 Students at beginning levels of proficiency may be served in multiple ESOL classes to support the 

demands of high school curriculum and academic standards. 

 Placement of courses into specific blocks for ELs should consider their proficiency levels and the 

workload each day requires. ELs with multiple ESOL courses (lower proficiency) will need ESOL 

every day (A and B) at the very least- preferably in the same block.  

Elective ESOL Courses 

 The Richland One High School Course Catalog provides for 8 “Special Areas” ESOL elective credit 

courses (page 77). ESOL students may be enrolled in one or more of these courses to fulfill ESOL 

service requirements.  

 Within these ESOL elective course offerings, ESOL teachers will reinforce content-based, core 

content instruction particularly in language intensive subject areas like ELA, social studies and 

sciences. 

 ESOL electives can be created to be grade-specific or proficiency-level-specific.  

 Grade-specific ESOL courses will have mixed proficiency levels in ESOL 1-4, but low proficiency 

only in ESOL Literacy courses. 

 Proficiency-level specific courses will have ELs from multiple grades scheduled in the same class 

period receiving instruction in general content areas.  

https://www.richlandone.org/cms/lib/SC02209149/Centricity/Domain/117/2017-2018%20High%20School%20Master%20Course%20Catalog%209-13-2017.pdf
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 Separate ESOL Literacy courses may be designed for ELs who are at or beyond their target exit 

year and need advanced support in one or two specific domains, but schools should carefully 

consider the preferences of the students when scheduling ELs with advanced English into ESOL 

electives in that this limits their opportunity to take mainstream electives. 

Core Content/ESOL Courses 

 ESOL teachers certified in English Language Arts (or other core content areas) may serve ESOL 

students as the teacher of a scheduled content class (for graduation credit) rather than an ESOL 

elective. 

 Schools can create ‘collaborative’ core courses (such as English Language Arts or U.S. History) to 

be taught with both a certified content teacher and an ESOL teacher. With such classes, schedule 

high proficiency ELs (>4.0) for their only ESOL service. Schedule lower proficiency ELs here as a 3rd 

ESOL course and middle proficiency (3.0-4.0) as a second ESOL course. Stay below a 50/50 ratio 

of students- ESOL to non-ESOL.  

 Eliminating the collaborative option may mean creating separate elective offerings for ELs near or 

passed their target exit year AND including some higher proficiency ELs into ESOL courses.  

 Consider scheduling additional content courses with specially trained teachers in which up to 50% 

of the students scheduled will be ELs. These courses will not count as ESOL service minutes unless 

the teacher is additionally certified in ESOL. These courses will implement strategies that benefit 

all students in the area of language and literacy development. 

ESOL Graduation Plans 

 ESOL students must meet the same graduation credit requirements as any other South Carolina 

student.  

 High school guidance counselors should work closely with the ESOL teacher to develop four-year 

graduation plans for each English learner within their first year of enrollment- preferably before 

creating the student’s first course schedule. (See High School ESOL Student Graduation Plan Base, 

appendix J) 

 For students in special situations (see below Special Situations) counselors should consider 

developing graduation plans which reflect the students’ need to develop English skills and/or 

fundamental academics before attempting more rigorous content courses. The high school course 

catalogue offers a variety of course options to target these needs as students begin building 

capacity to succeed. 

 Graduation Plans for lower-level ELs can require EOC courses- particularly science and social 

studies, to be taken in an alternative sequence. These courses are language heavy and can be 

difficult for students with low English proficiency.  

 Newcomers should be encouraged to participate in Career and Technical Education (CATE) 

programs as early as possible. 

Overlapping Services 

 ESOL students must be appropriately identified for Gifted and Talented and Special Education. 

ESOL students must not be excluded from programs due to language levels. 
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 ESOL instruction should be scheduled in conjunction with special education services and content 

interventions. Neither of these services should supplant the other. Individualized Education 

Programs (IEPs) for English learners should take into consideration ESOL service timing and IMAPs 

when they are written. 

 Newcomer ELs should receive careful consideration during the Response to Intervention (RTI) 

process due to the fact that the process has only applied to them since their recent arrival to U.S. 

schools. 

ESOL Instructional Assistants 

 Instructional assistants (IAs) being supervised by an ESOL or core content teacher may serve ESOL 

students for minutes that count towards ESOL services. Specific objectives and tasks should be 

included on a lesson plan written by the ESOL teacher. 

 As the ESOL IA minutes count towards a student’s service minutes, it is important to minimize 

disruptions to the IA’s schedule that may be caused by temporary administrative duties, assisting 

with school programs or covering for absences. 

 

C. Accommodations and Modifications Through IMAPS 

Richland One’s standard IMAP form (Form Y) is completed annually for every EL. A blank copy can be 

found on the World Languages and ESOL Program’s website. 

Every EL student with an English Proficiency of a 1-6 or W (whether served or waived), needs to have an 

Individualized Modification and Accommodation Plan (IMAP). The plan will address what 

accommodations and modifications the student will receive in the regular education class to help make 

him/her successful. The IMAP will be signed off on by the ESOL teacher as well as teachers who are 

academically vested in the child’s education.  

The IMAP is a legally binding document similar in importance to an IEP or 504 Plan.  Supreme Court case 

Lau v. Nichols (1974) and subsequent legislation from the Equal Education Opportunity Act (1974) 

provide for English Language Learners to receive a meaningful and equal education.  Richland One uses 

IMAPs to clarify and document how schools will provide for this equal education. 

Curriculum should be both accommodated and modified to give students work on a level they can 

comprehend.   

 Accommodations are minor changes in presentation of assessment like reading aloud, allowing 

more time, allowing the use of a dictionary, etc.  Accommodations traditionally do not alter the 

actual assignment or assessment.   

 Modifications on the other hand are more advanced and involved methods of scaffolding work 

for students.  Modifications can include using lower level reading texts, cutting out non-essential 

objectives and assignments, shortening tests or providing for altogether different assessments.  

Work almost always will need to be modified for core academic classes unless the student is at 

the advanced level or above.   

https://www.richlandone.org/cms/lib/SC02209149/Centricity/Domain/124/Individualized%20Modifications-Accommodations%20Plan%202017.pdf


 
 

47 
 
 

The need to modify curriculum in electives, related arts, or co-curricular will vary depending on how 

work and grades are assigned in those classes. 

Accommodations used in standardized testing should be used regularly in the classroom.  Modifications 

should also be provided for, but they will NOT apply to standardized tests. 

 

Some students have both IEPs and IMAPs.  In this case, the ESOL teacher and the student’s IEP manager 

should discuss accommodations together to determine what is in the student’s best interest. Each 

program ultimately decides the accommodations allowable, and some accommodations available to one 

program may not be available to the other, and vice versa.  In this case, students should receive all 

accommodations for each program. The accommodations from each program compliment and 

supplement each other and are additive in nature.   

 

D. Special Situations  

Some ELs come from challenging environments or with special needs and may require additional 

services and additional time in order to improve their English abilities.  Newcomers, students with 

limited or interrupted formal schooling (SLIFE), Long Term ELs (LTELs) and students with IEPs or 504s all 

require special consideration.  Each of these special situations are discussed below.  

Newcomer ELs 

Newcomers are ELs who arrive into our schools (from Kindergarten up to high school) with basically zero 

functionality and background in the English language.  These students may have come from homes, 

schools and cultures where literacy and academics were strong, or from environments where they were 

not.  Depending on their academic background, aptitude, motivation, support structures and other 

factors, each student may develop the English language at a variable rate.  

Students with Limited or Interrupted Formal Education (SLIFE) 

SLIFE are ELs who are age-appropriately placed in their grade but who have a gap of more than half a 

year of missed instruction in an academically rigorous setting.  This could be caused by coming from a 

country where basic education was not provided, where education was interrupted (sporadically or 

systematically) in a significant way or where schooling was missed due to illness or other 

factors.  Students who are SLIFE need special assistance in catching up to the regular education students 

with them in classes.  They may also be classified as Newcomers.  

SLIFE are identified at enrollment based on research and interviews with the student and parents.  A gap 

in records or absence of records also identifies a SLIFE.   

Long Term English Learners (LTELs) 

LTELs are ELs have been enrolled in US schools (and therefore an ESOL program) for five or more years 

(may include PK) who have not reached beyond the WIDA level 4.4 of proficiency.  Starting at the fifth 

year of study, these students can be identified and may require special assistance and a program of 

study to help them overcome barriers in attaining academic proficiency.  LTELs may also be classified as 

SLIFE students.   
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Under the state’s ESSA plan, LTELs will count against a school’s Progress in Achieving ELP Indicator until 

they exit ESOL services. It is therefore important to begin considering these students for additional 

programs, services and interventions as soon as possible. LTELs can be identified as early as the fourth 

grade based on their third and fourth grade testing results. 

Programs, Services and Interventions for Newcomers, SLIFE and LTELs 

Depending on the school level, student need and other factors, students may receive one or more of the 

following programs to help grow their level of social and academic language.  In all of our programs and 

interventions, we seek to scaffold, differentiate and target the special needs of these ELs.  Many of the 

interventions are beneficial for the regular EL learner as well as these special categories. Interventions 

include- 

 Quality ESOL and regular education instruction, 

 Additional resources and instruction focused on building skills, content and vocabulary 

especially in reading and writing,  

 Access to Response to Intervention services,   

 After school ESOL tutoring programs,  

 Targeted professional development for ESOL and content teachers who work with these 

students,  

 Summer reading programs and interventions,  

 Parent seminars, special programs and assistance in developing literacy in the home  

 Assignments targeted to individual student needs based on assessment data, and  

 Support from online programs 

 

E. Multi-Tiered Support Services (MTSS)  

As per SCDE guidance, the ESOL program is a Tier 1 core EL program. Decisions to place English learners 

in certain Tier II interventions should be made respective to an EL’s current English language proficiency 

level and the progress that is currently occurring within Tier I, which includes participation in the ESOL 

program. Schools should identify EL students at risk of academic failure by comparing the EL’s 

performance to other ELs from a similar background and language proficiency. 

ELs must go through the same Response to Intervention (RTI) processes as their English-only peers. The 

ESOL teacher must be included in year-long monitoring, discussions and interventions. The data and 

knowledge that the ESOL teacher brings to this process is integral to ensuring that interventions are 

implemented with consideration for an ELs English proficiency and that interventions will not cause a 

student to lose out on valuable language development opportunities- i.e. ESOL services. When an EL is 

considered by the RTI Team the ESOL teacher will provide the RTI Team with the following data- 

 ESOL Status – served, exited, waived, newcomer, SLIFE, LTEL 

 Levels of ESOL service 

 Years in ESOL (and  specific on-time proficiency expectations) 

 WIDA Screener and ACCESS scores 

RTI discussions should initially focus on an EL’s Individual Modification and Accommodation Plan (IMAP). 

It is possible that these modifications and accommodations, when properly implemented, will eliminate 
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the need for further intervention. Evidence of these modifications and accommodations should 

accompany any reference for an EL to RTI. At the very least, these documents will assist the RTI team in 

developing more meaningful interventions. An RTI Team may also update an IMAP prior to starting more 

rigorous progress monitoring through RTI.  

RTI teams should particularly be concerned with previous diagnoses or considerations for learning 

disability in an EL’s home country.  Newcomer ELs may be coming from situations in which references to 

exceptionalities have been underreported to the school or lost due to language or cultural barriers. 

If RTI paperwork is started, it is imperative that the ESOL teacher participate in several weeks of 

progress monitoring to provide hard data in aiding in the decision-making process.  

ELs should not have to wait any longer than their English-only peers to be considered for Tier 2 

interventions or SPED evaluation. All ELs should have the opportunity to be carefully evaluated by an RTI 

team before their fourth year in U.S. schools. 

ELs not meeting on-time proficiency (>5 years in ESOL services) may need additional support in the form 

of interventions or, at the very least, consideration and counseling through the RTI team.  

As a part of the ESOL Program Evaluation Process, the ESOL program routinely collects data on EL 

participation in RTI across Richland One. 

 

F. Special Education 

Students properly identified must receive both ESOL and special education services. A teacher who 

suspects that an EL has other educational needs unrelated to his or her English language proficiency 

should bring this to the attention of the school’s Response to Intervention Team.  

It is important for RTI teams (especially at the middle and high school levels) to approach consideration 

for ELs with an understanding that newcomer ELs often haven not had the benefit of RTI or 

consideration for SPED testing before. Even in upper grades, newcomer ELs may never have had the 

opportunity to be formally evaluated or provided with interventions. 

Testing for learning or other disabilities must be done in the language most likely to yield accurate 

results. Communication with parents regarding referrals for testing, testing results, and placement 

results must be done in a language that parents can understand.  

Under the IDEA, a student may not be determined to be a student with disability if the determinant 

factor is the student’s limited English proficiency (English Learner status now), and if the student does 

not otherwise meet the IDEA’s definition of a “child with a disability” (20 U.S.C. 1414(b)(4) and (5); 34 

C.F.R) 

A child cannot be determined eligible for SPED Services if the determinant factor for such determination 

is- 
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 Lack of appropriate instruction in reading, 

 Lack of appropriate instruction in mathematics, or 

 Limited English proficiency. 

If students need both special education and ESOL services, they are entitled to receive them. If the ESOL 

teacher has a student who receives special education services then that ESOL teacher should be in 

attendance at the IEP meeting regarding that child given that the ESOL teacher is an active participant in 

the child’s educational services.  

Depending on the extent of the student's disability, it is appropriate for the general education teacher, 

ESOL teacher, and the special education teacher to work collaboratively in order to meet the needs of 

the student.  

The fact that an EL has a disability does not replace the need for language assistance. It is important to 

ensure that ELs are dually served through both programs. This process is more difficult when Special 

Education requirements place a student are a school that is not an ESOL school. District level personnel 

(in ESOL and SPED) should collaborate and consider all variables when placing students at particular 

school sites based on special needs.  

As a part of the ESOL Program Evaluation Process, the ESOL program routinely collects data on EL 

participation in Special Education services across Richland One. 

For further guidelines see appendix K - SCDOE letter from John Payne. 

 

G. Retention 

Schools are required to collect and provide documents to demonstrate that English learners who are 

retained have been provided classroom instruction that is accessible at their level (even for students at a 

beginning level of English proficiency).  

Schools are responsible for assessing students in such a way that does not discriminate against them on 

the basis of their language proficiency and must follow the plan laid out for each EL on the Individual 

Modification and Accommodation Plan (IMAP).  

A school may retain an EL student for other reasons if these reasons have been well documented.  

However- 

It is generally not recommended that English Learners be retained. 

If there is strong evidence of providing solid instruction at the EL’s level and the school is thinking about 

retaining, the student must be brought before a retention committee.  This committee needs to meet 

initially in January and should continue to meet throughout the remainder of the year, as needed.  By 

the end of the year, the committee will assist the principal in making the final decision concerning the 

retention of an EL. If retention is decided, the principal must complete the “ESOL Retention Declaration 
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for English Learners” form and keep copies of all committee forms and supplemental documents on file 

in the permanent record. Additionally submit copies to district ESOL leadership. 

As a part of the ESOL Program Evaluation Process, the ESOL program annually collects data on EL 

retention in all Richland One schools. 

 

H. Advanced Academic Programs (AAP), Gifted and Talented, and Honors 

Richland One’s Gifted Education Program is available to all students identified for placement in 
accordance with regulations established by the SCDE regardless of their race, ethnicity, sex, national 
origin or primary language. The District's Advanced Placement courses are also available to all students 
regardless of their race, ethnicity, sex, national origin or primary language. Placement in gifted 
education, AP courses or any other magnet program does not disqualify a student from receiving ESOL 
services, nor does placement in ESOL exclude a student from participation in any gifted program. 

The AAP Office tracks EL participation in gifted and honors programs and reports to the World 
Languages and ESOL Program annually. Additionally ESOL teachers and contacts at individual school 
locations monitor and advocate for ELs in these programs routinely. 

 

I. Foreign Transcripts 

Per state department memo (appendix L), foreign transcripts for high school students should be 
analyzed to decide how credits should be awarded from foreign countries.  South Carolina seat time 
requirements do not apply.  Courses developing the native language reading and writing skills should be 
considered English ELA courses, and courses in English (or another world language) should be counted 
as world language elective credits.  District ESOL leaders and high school counselor leaders have access 
to this memo and other helpful resources in making decisions to award credit based on foreign 
transcripts.  
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IX. Principles of Excellence – Best Practices in Serving ELs 

This document is a web-based resource (currently under development) which bridges the ESOL 

curriculum at all grade levels to a database of best practices for ELs in both ESOL and mainstream 

classrooms.  
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X. Monitoring ELs 

ESOL program data exists within a continuous channel that flows between individual schools and the 

district administration. This ‘school-to-district data channel’ is a central component of meeting state and 

federal accountability guidelines. The following personnel will possibly participate in monitoring the 

academic performance and progress of ELs, and collecting and disseminating data between the schools 

and district stakeholders: 

 The Coordinator of World Languages and ESOL 

 ESOL Consultant 

 Assessment Specialist and School-Family Liaison 

 School Principals 

 ESOL and Mainstream Teachers 

 Database specialists and Registrars. 

The term ‘monitored’ can often have multiple meanings with regards to English learners and the ESOL 

program.  

1. In general Richland One actively monitors the academic performance and progress of all of its 

ELs whether they receive, waive or have exited services.  

2. In terms of state accountability, however, the term “monitored” is used to refer specifically to 

the group of ELs who have exited services yet remain within the 4 year “monitoring period” 

before being considered ‘Former ELs.’ 

Richland One routinely monitors the following types of data in order to ensure success of its ELs: 

 Assessment information (standardized tests taken, scores, and dates) 

 Academic information (courses taken, grades, attendance) and 

promotion/retention 

 Entry date into U.S. schools 

 Entry date into local district 

 Years of schooling in home language 

 Educational history (Interrupted education) 

 Testing for vision and hearing 

 Physical conditions that may affect learning 

 Classroom observations by teachers 

 Enrollment history and criteria used for placement in special services (e.g. 

ESOL, EIP, speech therapy, special education, gifted, etc.). 

 

A. Monitoring ALL ELs 

The following procedures are in place to monitor ALL ELs- served, waived and exited: 

ESOL Teacher and ESOL Contact Duties and Responsibilities 
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At each of Richland One’s school sites, one or more ESOL teachers or contact persons are responsible for 

actively monitoring the data of all students who qualify as either served, waived or exited. These 

individuals or teams maintain regular contact with mainstream teachers who serve ELs in their building. 

This contact comes in the form of routine written correspondence, participation in PLC and RTI meetings 

and other face-to-face meetings. In addition, these people maintain contact with the students and their 

families, check report cards/interim reports, and develop or update ESOL program paperwork or 

reports. 

IMAP Consultations 

By the end of the first month for new and returning students, IMAP consultations take place for those 

students who have an English Proficiency of 1-6, X or W (whether served or waived students).  The 

purpose of this consultation is to make recommendations for accommodations and modifications 

classroom teachers will make in order for EL students to be successful. 

This process is open to “exited” P1-P4 students if so determined by IMAP consulting personnel and 

parents. 

The following individuals generally make up an IMAP consultation- 

 ESOL teacher (initiator of IMAP) 

 Classroom teacher(s) 

 Any resource teachers (as needed) 

 School counselor or administrator (when possible) 

 School Testing Coordinators (STC) 

 Parents of the child (when possible) 

For IMAP consultations, the ESOL teacher: 

 Communicates the child's language proficiency results and educational needs 

(incorporating Can Do descriptors and/or other helpful resources like an EL Profile), 

 Explains the classroom and standardized testing accommodations and modifications 

which will be made, 

 Addresses suggestions, questions or concerns of content-area teachers and other 

participants, 

 Provides classroom teachers with lists of the necessary classroom accommodations and 

modifications (on the form itself), 

 Has all participants sign off on the IMAP,  

 Provides a copy to the School Testing Coordinator for their records, and 

 Places the original document into the student’s ESOL Blue Folder. 

 

 

 

 



 
 

55 
 
 

Changes in Monitoring from 2017-2018 to 2018-2019 

Discontinued Use of ‘Placement, Monitoring and Exit’ Forms 

Previously in Richland One, when any new EL enrolled in a Richland One school, once they were 

identified and placed in the appropriate ESOL center or a waiver had been processed, the ESOL teacher 

or contact person created a Placement, Monitoring and Exit Form (“placement form” for short) for that 

student. This form was kept as both a digital record and filed as a hard copy in the student Blue Folder.  

The placement form recorded various student data necessary for tracking an EL as they progress from 

placement, through EL services and ultimately into proficiency.  

This form has been outdated multiple times due to changes in policy and procedure. As of the 2018-

2019 school year, all of the placement form data also exists online in either the PowerSchool or Enrich 

databases. ESOL Teachers and Contacts no longer create or update placement forms, however for 

students previously enrolled in Richland One, placement forms remain on file in the blue folders.  

 

Quarterly Tracking of Grades and Attendance 

Staff at the International Welcome Center uses PowerSchool grade and attendance reporting data to 

generate records for all ELs on a quarterly basis. They then develop spreadsheets for each school 

outlining areas of concern by highlighting failing grades, near-failing grades and excessive absences.  

The spreadsheet grade/attendance reports are distributed to each principal and ESOL teacher/contact 

person to inform conversations at the school level regarding further need for accommodations and 

modifications, parent conferences and/or RTI.  
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Maintenance of ESOL Blue Folders 

Every EL, Former EL and Never EL in Richland One has a subsection of their permanent record delineated 

by a blue folder designated for ESOL program records. Within an individual student’s blue folder, ESOL 

teachers and contact persons at each school site file all routine paperwork associated with that student. 

The table below lists the forms maintained in student blue folders:  

Form Name 
ESOL 

Form ID 
Notes 

Primary Home Language Survey  A all files; one time; signed 

Notification of Enrollment Procedures and Services B all files; one time; signed 

Notification of Placement in ESOL Services and Screener Score Report C1 one time; if applicable 

Notification of Placement in ESOL Services for Transferring Students C2 one time; if applicable 

Notification of Proficiency and Screener Score Report E1 one time; if applicable 

Notification of Proficiency for Transferring Students E2 one time; if applicable 

Notification of Continued Placement in ESOL  and ACCESS Score Report D annual 

Notification of Exiting the ESOL Program  and ACCESS Score Report E3 one time 

Waiver of ESOL Services  W annual 

Individual Modification and Accommodation Plan (IMAP)  Y annual 

Waived Monitoring Form V annual; if applicable 

Exited Monitoring Form  P four times 

ESOL Forms - appendix H 

 

Blue folders are started by in-take and ESOL personnel when they document the A-B-C process (outlined 

above). Each blue folder therefore will have the students HLS (Form A), Form B and either a Form C or a 

Form E.  

Most blue folders originate at the IWC where staff processes placement test results or file transfers, 

copies records for district record keeping purposes and then sends the folders to appropriate schools. 

All ESOL Center schools should additionally be equipped to create blue folders.  

The IWC routinely offers training in maintaining the blue folders for new contact persons and assistance 

with documents. Additionally the IWC audits schools’ blue folders annually.  

Annually ESOL teachers and contacts update the contents of each blue folder with the appropriate 

annual parent notification and monitoring forms (Forms D, Y, W, V and P) and ACCESS score reports. 

Once an EL is designated an 8, their blue folder ends with an exit letter (Form E) and four years of exited 

monitoring forms (Form P; if applicable; see below).  

The blue folder documents above are all considered permanent and should never be purged from a 

student’s file.  
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When a student leaves Richland One, and their permanent record (PR) is purged for final storage. Any 

score reports are removed from the blue folder and placed in the PR folder. The remaining documents in 

the blue folder and the folder itself are sent to the International Welcome Center for long term storage. 

 

Maintenance of District Databases 

ESOL staff at the IWC are trained to interact with district databases- PowerSchool, Enrich and InfoSnap. 

They regularly run reports and interact with student records within these databases in order to verify 

accuracy and track various EL groups. These databases give the IWC access to current and historical 

state testing data, grades, attendance and enrollment information. From these data and reports, IWC 

staff develop their own spreadsheets and databases specifically for ELs.  

 

Maintenance of IWC Databases and Files 

Back-up, hard-copies of all ESOL blue folders (contain only initial information- Forms A, B, C or E and 

initial screener i/transfer documents) are maintained at the International Welcome Center. When one of 

these files does not begin at the IWC, the ESOL center school is responsible for sending copies of the 

documents to the IWC.  

ESOL staff routinely process data generated by district databases and school level personnel in order to 

track the progress of the program as a whole and maintain up-to-date records on every EL in Richland 

One schools.  

The IWC maintains logs of any testing, interpretation/translation services, Title III expenses and 

purchases, professional development and training offered to teachers and administrators, parent/ 

community outreach programs, and various other departmental processes.  

School level data is generated in the form of reports submitted by teachers and surveys.  

These data additionally inform annual program evaluation.  

 

B. Monitoring “Exited” ELs 

As per federal guidance, students who meet proficiency criteria must be “monitored” by the district for 

four years prior to being considered proficient/bilingual. Being that the federal guidelines use this term 

“monitored”, the terms “exited” and “monitored” are often used as synonyms when referring to P1, P2, 

P3 and P4 students.  

In addition to the routine district level monitoring of interim report cards and attendance, Richland One 

ESOL teachers and contact persons use an annual Exited Monitoring Form (Form P; appendix H) to 

record and track- 

 quarterly grades and attendance, 

 communication with mainstream teachers, 
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 standardized test scores and, 

 conferences with students and parents. 

This form allows teachers to document academic progress as well as intervene if further language 

oriented issues develop. This form is maintained as an electronic file until the final quarter of the school 

year. It is then printed on pink paper and filed in the EL’s blue folder. 

At the end of 4 years, exited/monitored students are permanently coded 8 ‘Former EL’ in PowerSchool 

and are no longer tracked by the ESOL program, unless, for some documented reason they return to 

services.  

If a school’s RTI team determines that language is not a reason for a student struggling with academic 

content, an ESOL teacher may re-administer the WIDA Screener to determine whether an EL may be re-

admitted into the ESOL program. The following actions must occur prior to re-administration of the 

WIDA Screener- Mainstream teachers will: 

 develop and document the implementation of an IMAP, 

 conduct at least one six-week cycle of interventions and documentation through RTI, and 

 notify the parent in a conference and in writing that re-testing will happen (with their 

permission). 

The district ESOL staff are available to advise the RTI process for any exited/monitored students who 

need instructional accommodations in content courses.  
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XI. Program Evaluation 

With careful and continuous evaluation, the ESOL program in Richland One will continue to ensure that 

it meets not only the needs of its EL population but all requirements for state and federal accountability. 

The program evaluation process is a significant undertaking that utilizes input from the following 

personnel- 

 The Coordinator of World Languages and ESOL 

 ESOL Consultant 

 Assessment Specialist and School Liaison 

 School Principals 

 ESOL and Mainstream Teachers, and 

 Database maintenance personnel. 

The program is evaluated using three main processes-  

 an annual internal audit,  

 routine communication and monitoring by IWC staff, and  

 completion of the district’s Program Evaluation form by district ESOL staff.  

 

A. Internal Audit 

In order to be fully prepared for the state audit of the ESOL program which happens in three year cycles, 

the staff at the International Welcome Center conduct yearly internal audits of the district’s files and 

interview preparedness of faculty at every Richland One school.  

The ESOL program uses the SCDE Title III and ESOL Audit Instruments (appendix A) to develop 

procedures for its internal audit. 

Internal audits typically occur in October and involve a team of certified personnel working out of IWC 

and traveling to schools to assist with completion of ESOL blue folders and to conduct interviews and 

observations.  

The process begins in September as the year begins. The school liaison develops a master schedule, 

rosters of files, and checklists to cross reference with blue folders.  

The program coordinator drafts a memo to principals to be sent through the superintendent’s office. 

The memo outlines the steps of the audit and the reasoning behind its implementation. Once approved, 

the memo is distributed to principals along with documents to help the schools prepare- 

 the master calendar (dates of audit), 

 rosters of students, 

 checklists for content of Blue Folders, and  

 possible interview questions and answers. 
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The IWC sends one or more certified employees to school site to pull blue folders and check that they 

contain the appropriate documents. The ESOL Coordinator, consultant and school liaison conduct 

random informal interviews of faculty and staff and classroom observations at each site. 

Interview responses, and any finding from the review of documents are developed into a report by the 

school liaison and distributed to principals for review and corrections if needed. Observations are used 

to inform ongoing professional development and program evaluation. 

In the year prior to the state audit, the liaison, ESOL consultant and ESOL coordinator develop a district 

report with data to report percentages of files out of compliance and areas of concern. 

During state audit years, the internal audit process can be disrupted depending on the state audit 

schedule. 

B. Routine Monitoring 

Following the internal audit, staff at the IWC begin cyclical period of monitoring IWC files, district 

databases and individual schools. Through this monitoring, the ESOL consultant is able to communicate 

relevant data, draft reports and develop PD opportunities.  

The assessment specialist coordinates with schools to ensure that all digital databases are accurate and 

responds to database personnel if concerns or questions arise. As the school liaison, she monitors EL 

grades and attendance and develops reports for principals to address excessive absences and 

academically at-risk students. 

The ESOL coordinator and ESOL consultant conduct classroom observations of ESOL and mainstream 

teachers. The method of recording these observations is currently being updated. ESOL Program staff 

work directly with school-based faculty to ensure that the program is maintaining accountability 

standards.  

ESOL teachers report additional school-level data to the IWC- including- 

 class/service rosters, 

 teacher and assistant schedules, 

 agendas for school-based trainings and parent meetings, 

 documentation of extraordinary circumstances- i.e. retention and return to 

service documents, and 

 news of ELs who are succeeding in school and achieving at high levels. 

Staff at the IWC also routinely request data from other Richland One offices in order to coordinate and 

track EL service with regards to- 

 early childhood, 

 Title I, 

 high school graduation, 

 special education, 

 special schools (Montessori and Language Immersion),  

 career and technology, and 
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 any number of other programs that serve ELs. 

Additionally, IWC staff routinely communicate with school principals regarding implementation of 

program procedures and participation in professional development opportunities.  

These processes and correspondence allow ESOL staff to maintain an up-to-date awareness of the status 

of the program across the district as a whole. 

C. Summative Annual Program Evaluation 

As the school year comes to a close every May, the IWC coordinates with the district’s ESOL teachers to 

hold a formal evaluation meeting at the IWC across 2 days. During this meeting, teachers and staff 

collaborate to complete the district’s Program Evaluation form (appendix M)  

Prior to this meeting, staff at the IWC and ESOL teachers will have complied various documents, data 

sets and reports for review. These include but are not limited to- 

 grades and attendance of ELs, 

 Parent meeting agenda and sign-in sheets, 

 faculty presentation agenda and sign-in sheets, 

 proficiency testing rosters and score reports (if possible), 

 state standardized tests 

 graduation and drop-out lists, 

 student and teacher surveys, 

 co-participation rosters (special ed., gifted, honors, extra-curricular, etc), 

 professional development surveys, sign-in sheets, certificates, 

 budgets and expense reports, and 

 receipts. 

As per guidance in the “Dear Colleague letter”, these documents will be used as artifacts that prove- 

 implementation of an EL program, 

 effectiveness of the program in meeting its goals with regards to English language 

development and the ability to participate meaningfully in the educational program, 

 and appropriate input from knowledgeable persons and stakeholders. 

ESOL teachers and staff will use this review procedure to draft a report on the overall effectiveness of 

the ESOL program. If any deficiency is noted as a part of this review, the report will also contain 

actionable goals for modifying or improving the program.  

When areas of need are targeted, the ESOL coordinator and consultant will develop a series of tasks or 
responsibilities over the summer in preparation for the second day of program evaluation which will 
occur during the pre-planning sessions of the next school year. During the second day, ESOL teachers 
and staff break into groups and develop action plans and/or artifacts that will assist with program 
changes in the new school year. The coordinator and consultant will use these resources throughout the 
school year to implement and evaluate changes.  
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XII. Parent Engagement and Reporting 

The Every Student Succeeds Act is very explicit in highlighting the importance and value of engaging 
parents and families in the educational process. Often this is a challenge for families who come to our 
school with limited backgrounds in English. Parents of ELs may be uncomfortable in the school setting or 
in communicating with teachers and administrators. Important school information should be provided 
to the parents in a language and/or manner that can be understood, to the extent practical. This 
provision greatly improves the quality and outcome of the school to home working relationship. 

Working with families is a responsibility for ALL Richland One personnel. 

The SCDE requires school systems to:  

 evaluate their educational programs annually to identify and eliminate barriers to meaningful 
involvement and understanding of parents who may be non-English or limited English speaking;  

 provide an interpreter to assist in the enrollment of a LEP student; provide an interpreter for 
parent/teacher conferences;  

 and to ensure, to the extent possible, that information related to school and parent programs, 
meetings, and other activities is provided in the parents’ language, and provide meaningful 
opportunities for parents of students in the ESOL Program to participate in the education of 
their children. 

A. Communication with English Learners and their Families 

When interacting with any of English Learners (ELs) or their families, keep in mind that some parents 

and students might not be able to fully communicate with you, but they understand more than we give 

them credit for. These two tips might be helpful when talking to any of our EL community members. 

 Smiles are understood by all. Care and compassion have no language. A warm and friendly 

demeanor will express much more than words. When parents sense you are genuinely 

concerned about their son or daughter, they will connect with you and it will improve their 

child’s school experience. 

 Standard English. EL Parents and student will be able to understand the gist of the message if 

you speak slowly and avoid slang, idioms, and analogies. Ask for their “two-cents” and they may 

hand you some change instead of giving you their input. Likewise, an analogy may help a native 

English speaker more clearly understand a teaching strategy or approach, but to a non-English 

speaker, it may be completely confusing.  

Translator and Interpreter Requests and Procedures 

Authorized personnel at all schools are to contact translators/interpreters according to district 

procedures and arrange times for meetings requiring interpretation services or for written translations. 

All interpretation and translation services to afford parents meaningful communication about their 

students must be provided by certified interpreters/translators.   In accordance with these guidelines, 

the following procedures will be followed: 
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1. All SpEd translations/interpretations should be forwarded to the corresponding department. 

2. For academic matters concerning ESOL students or families:   

- Interpreters/translators may be arranged by the International Welcome Center to assist 

staff in conveying messages to non-English proficient parents or guardians on matters 

dealing with academic performance of ESOL students. Visit 

https://www.richlandone.org/Page/4882 to request this service. 

- Requests for interpreters/translators must be made two weeks in advance to allow for 

the requisition process as required by the district purchasing procedures.  

- The services of a certified interpreter/translator must be used for official meetings or 

written communications.  

- Please refrain from asking your ESOL or FL teachers to interpret or translate documents 

for parents.  

- The interpreter company requires at least a 48-hour cancellation notice. If not, a two-

hour minimum will be charged at school expense. 

3. For emergency situations concerning ESOL students or families: 

- LanguageLine Solutions is used for interpretation services in cases of emergency. 

- The list of languages for interpretation is listed in Appendix N.  

- Contact Alicia Arias or Xenia Nation at the International Welcome Center 

(803.212.1475) to arrange a 3 way call among the school, our office, and the 

interpreter.  

- See the LanguageLine Quick Reference Guide (Appendix N) for more information and 

procedures about this service.  

4. If your school needs translators/interpreters concerning other matters:  

- The Department of Foreign Languages and International Programs has used Certified 

Translation Services, (803) 781-7017, in the past and would recommend them as they 

provide quality service and a relatively quick turnaround at a reasonable cost.  

- If you choose to use a different company, please be sure their interpreters/translators 

are certified and the company is insured and bonded. 

Frequently Asked Questions: 

Why are translation services required? 

A memorandum from the Office of Civil Rights (1970) was published requiring school   

districts to "adequately notify language-minority parents of school activities that are called 

to the attention of other parents. In order to be considered adequate, such notice may have 

to be provided in a language other than English." 

What is required? 

School districts must have a plan in place to handle any communication issue that may 

arise. This includes a list of qualified and trained translators/interpreters. There must be a 

procedure in place to provide communication in ANY language requested. The use of 

Google Translate or other apps are not permitted. The district is also required to have a 

database of Limited English Proficient parents who request documents (written or oral) in 

https://www.richlandone.org/Page/4882
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another language.  The LEA needs to have a process in place to keep track of who has 

requested these services as well as when the services were requested and provided. 

What does "Educationally Meaningful”    mean in the memorandum from the Office of Civil Rights 

(1970)? 

This refers to any documents that are important to a student's success in school; that are 

necessary for parents to attend school functions, meetings, etc. and communicate the rights of 

Limited English Proficient parents that is substantive and will help ensure the success of their 

child in the classroom. These documents may include, but not limited to: 

• Information about language assistance programs 

• Special education and related services 

• Individualized Education Program (IEP} meetings 

• Grievance procedures 

• Notices of nondiscrimination 

• Student discipline policies and procedures 

• Registration and enrollment 

• Report cards 

• Requests for parent permission for student participation in district or school activities 

• Parent-teacher  conferences 

• Parent handbooks 

• Gifted and talented programs 

• Magnet and charter schools 

These documents or meetings must translated by certified interpreters/translators. 

 

What is not considered "Educationally Meaningful" in the memorandum from the Office of Civil 

Rights (1970)? 

• Calls home to remind parents of an upcoming meeting or conference 

• Calls to let parents know that their child is ill  and needs to go home 

At this time, these documents/activities will not be done by certified interpreters/translator s. 

When do I need translation services and when do I need interpretation services? 

Translators work on written documents, such as handbooks, transcripts, and IEPs. Interpreters, on 

the other hand, are involved in projects that require live translation; for example, conferences and 

meetings. We are required to provide meaningful communication that is written or spoken. At 

times, it may make more sense to provide this information orally rather than in writing. For 

instance, if a parent attends an IEP meeting with an interpreter present and the IEP is reviewed and 

the team confirms that the parent fully understood what was discussed. The IEP document does 

not have to be translated. It is also important to confirm that a parent can read the targeted 

language. At times, a telephone e call or meeting to inform a parent about an upcoming event may 

be more appropriate. 
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B. ESOL Reporting to Families 

The ESOL Program routinely reports information to the parents of ESOL students- often in languages 
other than English which they have requested and understand. The primary purpose of most of Richland 
One’s ESOL documentation is to inform families. Each form’s purpose is outlined below: 

 The Home Language Survey both asks families for important information regarding the 
languages other than English used in the home AND informs parents of the resulting actions 
taken by the district if any language other than English is indicated on the form. For this reason 
it is important that both parents and school personnel sign the document indicating that its 
purpose has been communicated.  

Translated into: Spanish, Arabic, Swahili, Karen, Mandarin 

 The Notification of Enrollment Procedures and Services (Form B) explains to parents the 
processes that happen after they indicate a language other than English on the HLS. It describes 
the ESOL program and monitoring as well as listing the services offered by the IWC.  

Translated into: Spanish, Arabic, Swahili 

 The Notification of Placement in ESOL Services and Screener Score Report (Form C1) notifies 
parents of the results of their child participating in initial screener testing. It explains that the 
child qualifies for ESOL services and outlines those services as well as which ESOL center they 
child should attend.  

Translated into: Spanish, Arabic 

 The Notification of Placement in ESOL Services for Transferring Students (Form C2) notifies 
parents that in-take personnel used transfer documents and/or correspondence with the 
previous school to identify the child as an English learner who qualifies for ESOL services. It also 
identifies which ESOL school they should attend. 

Translated into: Spanish, Arabic 

 The Notification of Proficiency and Screener Score Report (Form E1) notifies parents of the 
results of their child participating in initial screener testing. It explains that those results mean 
that the child does not need ESOL services. 

Translated into: Spanish, Arabic 

 The Notification of Proficiency for Transferring Students (Form E2) notifies parents that in-take 
personnel used transfer documents and/or correspondence with the previous school to identify 
the child as an exited English learner who does not qualify for ESOL services. 

Translated into: Spanish 
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 The Notification of Continued Placement in ESOL and ACCESS Score Report (Form D) notifies 
parents that the child participated in ACCESS administration and that he/she qualifies to 
continue in ESOL services the next year. It also identifies which ESOL school they should attend. 

Translated into: Spanish, Arabic, Swahili 

 The Notification of Exiting the ESOL Program and ACCESS Score Report (Form E3) notifies 
parents that the child participated in ACCESS administration and that he/she will not need ESOL 
services the next school year. It explains the ‘Exited-Monitored’ status as well. 

Translated into: Spanish, Arabic, Swahili 

 The Waiver of ESOL Services (Form W) notifies parents of the exact consequences of waiving 
ESOL. It explains the program services being waived, notifies which ESOL the child should attend 
and informs the parent that ACCESS testing is not part of the waiver.  

Translated into: Spanish, Arabic 

It is important for school personnel to use the correct form, complete all fields in these forms when 
sending to parents, send the form home during the appropriate time frames annually or upon initial 
enrollment, and procure signatures on all documents which require them.  

C. ESOL Parent Engagement and Title III Events  

Parent Orientation 

ESOL Teachers in Richland One’s ESOL center schools recognize that they are significant connectors 
between the district and the families of their ESOL students. ESOL teachers routinely offer additional 
guidance and services to ESOL families. 

One example of these additional services, are routine presentations for ESOL families before or during 
school parent functions. ESOL teachers are encouraged to offer parent orientations early and often 
every school year. These orientations act as supplemental informational meetings for ESOL families who 
may need additional time and support navigating district and school process like- 

 transportation 

 truancy/ excused and unexcused absences 

 extra-curricular activities,  after-school programs and summer school 

 standardized testing 

 retention, Response to Intervention, Special Education 

 student electronic devices 

 disciplinary procedures 

 communicating with teachers 

 registration, etc. 
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Title III Family Event 

 

ESOL Advocacy on Behalf of Parents 

All Richland One ESOL teachers embrace their roles as advocates for the families of their students. 

Richland One encourages its ESOL professionals to work closely with school personnel whenever ESOL 

families are involved.   

These efforts are coordinated by the ESOL Assessment Specialist and School-Family Liaison who works 

closely with ESOL and mainstream teachers and school administrators to ensure that our ESOL families 

are being served in equitable and fair ways, that they have access to the same information as fluent 

English-speaking families, and that they have a voice within their children’s schools. These efforts 

include a number of initiatives which include (but are not limited to- 

 training for district staff in cultural sensitivity, 

 utilizing surveys and focus groups to gauge parents needs and interests, 

 interpretation services for language minority families through outside vendors, 

 routine phone calls to Spanish-speaking families,  

 attending district events, and  

 working with other district-level departments and programs towards more inclusive activities 

and services. 

In all Richland One ESOL Schools, ESOL teachers are routinely involved in the daily lives of their ESOL 

students beyond their own classrooms.  Our teachers are the first line of communication and outreach 

for families with especially limited English or other specific needs. Regardless of which second or third 

languages our ESOL teachers speak, ESOL teachers act to assist the families of their students in 

navigating complicated, confusing, and foreign school processes and procedures. They understand that 

language barriers often surface in small and subtle ways. They work with their co-workers to overcome 

such barriers and misunderstanding that might arise.  
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XIV. Appendices  

Appendix Document 
A LEA Title III On-Site Monitoring Report and ESOL Monitoring Instrument 

B South Carolina ESSA Plan 

C 
The WIDA Standards Framework and its Theoretical Foundations and 2012 
Amplification of the English Language Development Standards  

D ‘ESOL Center Schools by Cluster’ Chart  

E In-take Procedures for ESOL Centers and Non-ESOL schools 

F Information on the Rights of All Children to Enroll in School 

G South Carolina Standardized Home Language Survey 

H ESOL Forms – B, C1, C2, E1, E2, E3, D, W, V, Y, and P 

I PowerSchool Coding Guidelines 

J High School ESOL Student Graduation Plan Base 

K SCDE letter from John Payne re: ELs with Disabilities 

L SCDE letter from Catharine Neff re: Evaluation of Foreign Transcripts 

M Program Evaluation Form 

N LanguageLine Quick Reference Guide and List of Languages 

O Teacher Schedule Template 

 


