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    Lancaster City Schools 

 Plan for English Language Learners 
 
Mission Statement: 
The goal of Lancaster City Schools is to provide high-quality instruction in the English 
language as well as appropriate modifications and accommodations in the mainstream 
classroom so that English Language Learners may develop the English language 
proficiency necessary to successfully achieve academically and socially in the United 
States. 
 
Legal Basis: 
The Equal Educational Opportunity Act 1974; Lau v. Nichols1974; Title VI, Civil Rights Act 
1964; Title III, No Child Left Behind Act 2001 (modified 2004). 
 
Educational Theory and Goals: 
Direct instruction in ESL (English as a Second Language) is provided by certified teachers 
who follow State Standards and use sound theory and practice in conjunction with 
district approved materials.  ESL instruction is implemented as either a pull-out or 
inclusion program depending on the needs of the student.  Modifications and 
accommodations in the classroom are based upon recommendations from the State of 
Ohio and best practices as defined by experts in the field.  Progress of English Language 
Learners (ELL’s) is monitored through Progress Book and conferences with classroom 
teachers.  A pass/fail system for those ELL’s who have attended U.S. schools for less 
than three years is an option if the student is not of an appropriate proficiency level to 
be assigned a letter grade.  The pass/fail system emphasizes individual effort, 
participation, and progress and is employed in place of letter grades. 
 
Definition of Limited English Proficient:  
A child who is Limited English Proficient (LEP):  

 is between the ages of 3 and 21; 

 is enrolled in a pre-school, elementary or secondary school;  

 has a native/home language other than English, whether born in the U.S. or 
another country;  

 has such difficulty speaking, reading, writing or understanding English that the 
student may be unable to perform well enough in class or on state tests to meet 
expected state standards for achievement (Source: ODE Proficiency Rules). 
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Program of Services:                                                                                                              
Lancaster City Schools follows state and federal guidelines in screening, classifying,  

servicing, testing, monitoring and exiting students whose primary or home language is a 
language other than English. 

1 - Screening / Testing Students: 

The parent/guardian of any enrolling student must complete a Home Language Survey 
(HLS) form adapted from the form provided on the Ohio Department of Education's Lau 
Center website. The form is available in both English and Spanish. This form becomes a 
part of the student's cumulative record. It is provided to the parents/guardians of every 
student when filling out enrollment information.  Upon completion, these forms are 
sent to the Curriculum and Instruction Department. 

If a language other than English is indicated on the HLS, the Curriculum and Instruction 
Department forwards a copy of the HLS form to the District ESL teacher, who, in turn 
arranges for an initial screening of the student's English proficiency. If reliable records 
are received from the previous district in a timely manner, the student may be classified 
as LEP or non-LEP in accordance with those records. If such records are not available in a 
timely manner, the student will be given the appropriate MAC II/LAS assessment in 
Listening, Speaking, Reading, Comprehension, and Writing to determine his or her levels 
of proficiency in those language domains.  The District ESL teacher administers the MAC 
II/LAS tests within 14 days of student's enrollment. The ESL teacher will enter the data 
on the Master ESL Database spreadsheet (template in Appendix G) and send the 
spreadsheet to the director of Instructional Services and to the Curriculum Coordinators 
who will forward it to the EMIS Coordinator and any other appropriate personnel. (See 
flowchart – Appendix F). This spreadsheet contains information on the LEP student’s 
native country and language, time in U.S. schools, English language proficiency levels, 
date of birth, ESL instructor, and so forth. Criteria for classification as LEP are based on 
those issued by the State of Ohio in compliance with the No Child Left Behind Act. A 
student must score at the Proficient level in all five domains in order to be considered 
Non-LEP. 
 

2 - Classifying Students / Parent Notification: 

If a student is classified as Non-LEP, the ESL teacher notifies the parent/guardian of test 
results using the letter in Appendix H, and no further action is taken by the Curriculum 
and Instruction Department. If the student is classified as LEP, the ESL teacher will send 
the parent/guardian the test results, a description of the ESL program being offered, and 
the time recommended for ESL instruction each week. The teacher will use the 
letter/form in Appendix C for this communication. The form is available in both English 
and Spanish. The parent/guardian must sign and return a portion of this form, either 
giving or denying permission for their child to receive ESL services. This information (test 

http://www.wintonwoods.org/departments/teaching-and-learning/esl-resources/resolveuid/9c3d294a7e43efed335e73609a6c6283
http://www.wintonwoods.org/departments/teaching-and-learning/esl-resources/resolveuid/9bf16f123a7e0b972b7123d5ba582bad
http://www.wintonwoods.org/departments/teaching-and-learning/esl-resources/resolveuid/5f9c0f768f7a4974b05e84feb2b9cfc6
http://www.wintonwoods.org/departments/teaching-and-learning/esl-resources/resolveuid/5f9c0f768f7a4974b05e84feb2b9cfc6
http://www.wintonwoods.org/departments/teaching-and-learning/esl-resources/resolveuid/774b857e09e2464d5f3cbaea7dc6787f
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results and permission) is kept in the student's cumulative file. 

If permission is denied, the ESL teacher will give the LEP student's classroom teacher/s 
an ESL Plan of suggested modifications and accommodations based on that student's 
levels of proficiency and time in the US. The ESL teacher may monitor the student’s 
progress, and the student will take part in the annual spring assessment of English 
proficiency given to all LEP students (except those on Trial Mainstream). 

3 - Servicing / Monitoring Students: 

If permission is given, the LEP student's classroom teachers are given an ESL Student 
Plan (Appendix E), and the student is scheduled for ESL instruction such as pull-out, 
inclusion or individual tutoring. The primary focus of ELL instruction is to advance the 
student’s English language skills. Students are, to the extent practicable, grouped by 
ability level and scheduled for a greater or lesser amount of ESL instruction based upon 
their levels of proficiency. For example, a new or recent immigrant who is at the Pre-
functional or Beginning level in all language domains may be scheduled for instruction 
based upon need, for 35 to 45 minutes per session. A student who has been in the U.S. 
for five or more years, who is proficient or advanced in, say, Listening, Speaking, and 
Reading, but who is Intermediate in Writing, and who has demonstrated consistent 
academic success might be seen for the equivalent of only one or two periods a week. 

All classroom teachers of ELL’s, in addition to receiving the ESL Student Plan, are given 
materials to help them modify both instruction and assessment of these students. 
Training is provided throughout the year for classroom teachers to help them better 
modify instruction and assessment for LEP students. 

Progress Book is monitored regularly to permit timely intervention if an LEP student is 
failing one or more classes. If necessary, the ESL teacher will meet with teachers to 
determine whether the reason for the failing grade is the result of a language barrier (in 
which case greater modification and accommodation may be necessary) or the result of 
student negligence (e.g., failure to turn in assigned work or follow other reasonable 
requests that take into account the student's level of proficiency in English). It is not 
necessarily the role of the ESL teacher to address student negligence such as failure to 
turn in assigned work. 

4 - Exiting Students: 

All LEP students are given an annual assessment of English language proficiency. 
Currently, in the State of Ohio, LEP students in grades K-12 are given the Ohio Test of 
English Language Acquisition (OTELA). The student is exited from the LEP program when 
he/she meets the following requirements: 

 Obtains a composite score of 5 on the OTELA or  

 Obtains a composite score of 4 on the OTELA and subsequently 
completes a trial period of mainstream instruction and obtains a 

http://www.wintonwoods.org/departments/teaching-and-learning/esl-resources/resolveuid/6d49f09d9bfa8aa7662923ee4b755783
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composite score of 4 or above on the OTELA during the trial period of 
mainstream instruction.  

Special Conditions: 

 Students will not be exited from the LEP program before Grade 3. 

 Students who obtain a composite score of 4 or 5 on the OTELA in grade 2 
and obtain a composite score of 4 or above on the OTELA during the 
completion of a trial period of mainstream instruction in grade 3 shall be 
exited from the program. 

 Students who obtain a composite score of 4 or 5 on the OTELA during 
the completion of a trial period of mainstream instruction in Grade 3 
shall be exited from the program.  

Trial Period of Mainstream Instruction 

While in a trial period of mainstream instruction, the LEP student is still classified as 
Limited English Proficient even though the student no longer receives ESL instruction. 
The ESL teacher monitors student progress in the mainstream through conferring with 
the appropriate classroom teachers.  
 
ESL teacher will monitor the student monthly using Appendix I.  Appendix I will be 
placed in the student’s file.   Appendix H will be sent to the parent.  If the student is 
experiencing academic difficulty, an academic team will be formed that will include the 
ESL teacher and classroom teacher(s) and additional academic team members such as 
the principal, guidance counselor, dean, parents, Teacher-Based Team or Building 
Problem Solving Team. The academic team will determine if the student’s problem(s) 
stem from limited English proficiency, lack of knowledge or skills in the subject matter, 
or lack of effort. If the determination is made that limited English proficiency is the 
cause, then additional English language support will be provided. The student’s 
academic team (see above) will complete the Trial Mainstream Review form (Appendix 
D), and this form will be placed in the student’s cumulative file. The ESL teacher will 
report the results of this meeting to the Department of Curriculum and Instruction. 
 
5 - Communication: 
 
The ESL flow chart in Appendix F gives an overview of communication regarding the ESL 
student. 
 
The ESL teacher communicates with the classroom teacher(s), Instructional Services and 
any other appropriate building personnel regarding student progress and advancement 
in English language skills.  Examples of this communication are the student’s ESL plan, 
goal sheets for students, scheduling information, test results and examples of student 
work to show progress. 
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The ESL teacher will identify ESL students who need accommodations and special 
versions of state tests and communicate this information to Instructional Services as 
needed throughout the year. 
 
ESL Education Plan (EEP): 
A student who is LEP receives an individualized ESL Education Plan that is made by the 
ESL teacher with additional input by the ELL’s classroom teacher(s) and building 
administrator(s) and/or other appropriate personnel.  This plan identifies the student’s 
current proficiency levels in the areas of listening, speaking, reading, writing and 
comprehension.  The plan identifies modifications and accommodations that are 
recommended for the student based on his/her level of proficiency.  Specific areas are 
targeted for instruction throughout the school year.  This plan is reviewed yearly. 
 
ESL Staffing: 
A licensed teacher, with either TESOL endorsements or comparable training and 
experience per state guidelines, provides direct instruction in ESL. 
 
Staff training and development is provided through in-services and workshops during 
the year, as well as off-site conferences and workshops for ESL staff. 
 
ELL Student’s File: 
In each ELL student’s cumulative file (permanent record) there is an ELL file that 
contains the following items:  Home Language Survey; Initial Placement Test (copy of 
cover page indicating the student’s proficiency level); parent notification letter; current 
Language Education Plan (updated yearly); trial mainstream form (if applicable); and 
OTELA scores.  This file is to be maintained and updated by the building secretary and 
the ESL teacher. 
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Appendix  A 
 
Guidelines in working with Preschool and Foreign Exchange Students who are Limited 
English Proficient (LEP) 
 
Preschool English Language Learners: 
 
Guidelines: 
According to Ohio Department of Education “Guidelines for Addressing the Needs of 
Preschool English Language Learners”, it states “Ohio school districts serving preschool 
LEP/ELL students are required to identify LEP/ELL students properly, assess their English 
language proficiency and provide appropriate language development support.”  
 
Identification and Assessment: 
The Home Language Survey should be given to pre-school students, just like K-12, 
followed up with appropriate testing to determine the level of English language 
proficiency. Students identified as LEP/ELL in preschool should be reported as such in 
Ohio’s Education Management Information System (EMIS) and, therefore, do not need 
to be given an initial screening assessment for LEP/ELL identification in Kindergarten. All 
kindergarten LEP/ELL students, however, are required to take OTELA/ESLP 21 test. 
 
Foreign-exchange Student: 
 
Guidelines: 
There is an assumption that students selected to participate in foreign-exchange 
programs in the U.S. schools have sufficient English skills to participate effectively in U.S. 
mainstream classes. Districts are not required to assess and serve foreign-exchange 
students as limited English proficient (LEP).  
 
However, a district may choose to give an initial English language assessment to a 
foreign-exchange student, especially if the student is struggling in classes due to limited 
English proficiency.  
 
If results indicate that the student does have limited English proficiency to the extent in 
which the student is not able to participate effectively in mainstream classes, then the 
district can identify the student as LEP and then provide appropriate English language 
support.  
 
Decision to assess and identify foreign exchange students as LEP should be made for the 
best interest of the student, and not based merely on accountability consequences.  
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Also, foreign exchange students identified as LEP are required to take the OTELA/ ESLP 
21 test.  
 
If a district chooses NOT to assess or serve foreign-exchange students as LEP, it is 
important to note that the foreign-exchange student is NOT allowed any 
accommodation (dictionary, extended time, use of a foreign-language CD or English 
audio CD, or a translator using a translation language script of a test administrator 
reading the test aloud) while taking state tests. 
 
Services provided for both Preschool and Foreign-exchange Students: 
Services for Preschool and Foreign-exchange students that are English Language 
Learners may include the following: 
 

1. Provide professional development to all staff on research-based strategies for 
interacting with and teaching ELLs. 

2. Provide classroom educational materials in both languages when possible. 
3. Provide language development support services in regular classroom 

environment by an individual who speaks the heritage language when possible. 
4. Provide ELL students access to intervention services available in school for 

additional support. 
5. In the case of the preschoolers, the early childhood administrator and/or 

teacher should collaborate with the K-12 ELL program staff for professional 
development opportunities and/or classroom support. 

6. Arrange for teacher with an endorsement in Teaching English to Speakers of 
Other Languages (TESOL) to supervise or oversee language support services 
provided to preschool and foreign-exchange ELLs. 

7. In the case of the preschoolers, involve families in their child’s early school 
experience by providing opportunities for them to share their skills with staff, 
children in the program and other families.  

8. Provide options for home based activates that can support what children are 
learning at school.   
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Appendix B 
Lancaster City Schools 

Home Language Survey 
 

Date:  _____________________________________  School: ____________________________________________________________ 
 
Student’s Legal Name: ___________________________________________________________________________________________ 
       First Name      Middle   Last 
 
Date of Birth ______/_____/_____  Place of Birth: _____________________________________________________________________ 
 
Name of Parent/Guardian:  ________________________________________________________________________________________ 
     First Name              Middle   Last 
 
Home Address: _________________________________________________________________________________________________ 
 
City:  ____________________________________________ State _________ ZIP Code: _____________________________________ 
 
Home Phone:  _________________________ Work Phone:  _________________________Cell: _______________________________ 
 
 Please answer the following questions: 
 
1. What language did your son/daughter speak when he/she first learned to talk? _______________________________ 
2. What language does your son/daughter use most often at home? __________________________________________ 
3. What language do you use most frequently to your son/daughter? _________________________________________ 
4. What language do the adults at home most often speak? _________________________________________________ 
5. How long has your son/daughter attended school in the United States? _____________________________________ 
 
 Note to registrar:  Please place the white copy (for documentation purposes only) in the permanent folder.  If a language other than 
English is marked in questions 1 through 4, a copy must be sent immediately to the Instructional Services Department.  You will receive a 
completed copy after assessment to place in the student’s permanent folder. 

********************************************************************************************************** 
For School Purposes Only 

If the answer to any of the first four questions above is a language other than English, the ESL teacher will complete the areas below and send this 
completed form  to Instructional Services. Data Processing will input the student’s native/home language in EMIS. 

English Language Assessment 
Listening:  _____Beginning  _____ Intermediate _____Advanced  _____ Proficient 
Speaking:  _____Beginning  _____Intermediate  _____Advanced  _____ Proficient 
Reading:  _____Beginning  _____Intermediate  _____Advanced  _____ Proficient 
Writing:  _____Beginning  _____Intermediate  _____Advanced  _____ Proficient 
 
Assessment instrument(s) used:-
________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________ 
If the student recently arrived in U.S. schools, is the student eligible for a temporary one-year exemption from taking the state’s English language 
arts (reading and/or writing) assessment(s)?  _____ Yes  _____ No 
 

Limited English Proficiency (LEP) Status Element 
Assessor:  Please indicate option below. 
_____ N = No – The student is not Limited English Proficient. 
_____ Y = Yes – Limited English Proficient student who has been enrolled in U.S. schools for more than 180 school days OR previously exempted 
from taking the spring administration of either of the state’s English language arts assessments (reading or writing). 
_____L = LEP – Enrolled in U.S. Schools for First Time.  A recently arrived Limited English proficient student who has been enrolled in U.S. schools 
for no more than 180 school days AND not previously exempted from taking the spring administration of either of the state’s English language arts 
assessments (reading or writing). 
_____M = LEP Trial-Mainstream – A student considered to be in a Trial-Mainstream period.  A student remains in the Trial-Mainstream period until 
he/she is reclassified from LEP. 
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Appendix B.1 

ENCUESTA DEL IDIOMA DEL HOGAR 
 

Fecha: __________________________________________ Escuela: _____________________________________________ 
 
Nombre del Estudiante:  ___________________________________________________________________________________ 
       Apellido Paterno   Primer Nombre    Segundo Nombro 
 
Fecha de Nacimiento:  __________/__________/__________  Grado: __________ Sexo:  M______ F ______ 
   Mes        Dia              Año 
 
Lugar de Nacimiento: _____________________________________________________________________________________ 
     Ciudad   Estado    Pais 
Nombre  del Padre o Tutor: 
___________________________________________________________________________________________________________________ 
   Appelidos    Primer Nombre 
Calle y Nǔmero: __________________________________________________________________Apartamento: ________________________ 
 
Ciudad: _____________________________________________Estado:_________________________ Cǒdigo Postal:____________________ 
 
Telefono de la Casa: ________________________________________ Telefono del Trabajo: ________________________________________ 
 
Para los Padres/Tutores:  Favor de contester todas las siguientes preguntas: 
 
1. ¿Cuál idioma aprendio primero su hijo/a cuando empezo a hablar? ______________________________________________ 
2. ¿Cuál idioma habla más a menudo su jiho/a?________________________________________________________________ 
3. ¿Cuál idioma hala Ud. más a menudo con su hijo/a? _________________________________________________________ 
4. ¿Cuál idioma hablan más a menudo los adultos en la casa? ____________________________________________________ 
5. ¿Por cuanto tiempo ha asistido su hijo/a a una escuela en los EE.UU.?  Anos: __________ Meses: __________ 
6. ¿Cuándo inscribio para primera vez su hijo/a a una escuela en los EE.UU.? Ano: _____________ Grado: _______________ 
 

Para los empleados de la escuela unicamente: 
If the answer to any of the first four questions above is a language other than English, the ESL teacher will complete the areas below and send this 
completed form  to Instructional Services. Data Processing will input the student’s native/home language in EMIS. 

English Language Assessment 
Listening:  _____Beginning  _____ Intermediate _____Advanced  _____ Proficient 
Speaking:  _____Beginning  _____Intermediate  _____Advanced  _____ Proficient 
Reading:  _____Beginning  _____Intermediate  _____Advanced  _____ Proficient 
Writing:  _____Beginning  _____Intermediate  _____Advanced  _____ Proficient 
 
Assessment instrument(s) used:-
________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________ 
 
If the student recently arrived in U.S. schools, is the student eligible for a temporary one-year exemption from taking the state’s English language 
arts (reading and/or writing) assessment(s)?  _____ Yes  _____ No 
 

Limited English Proficiency (LEP) Status Element           Assessor:  Please indicate option below. 
 
_____ N = No – The student is not Limited English Proficient 
_____ Y = Yes – Limited English Proficient student who has been enrolled in U.S. schools for more than 180 school days OR previously exempted 
from taking the spring administration of either of the state’s English language arts assessments (reading or writing). 
_____L = LEP – Enrolled in U.S. Schools for First Time.  A recently arrived Limited English proficient student who has been enrolled in U.S. schools 
for no more than 180 school days AND not previously exempted from taking the spring administration of either of the state’s English language arts 
assessments (reading or writing). 
_____M = LEP Trial-Mainstream – A student considered to be in a Trial-Mainstream period.  A student remains in the Trial-Mainstream period until 
he/she is reclassified from LEP. 



 

10   Revised 8/24/2015 
 

Appendix C 
Lancaster City Schools 

Parent ESL Notification Letter 
Student: _____________________________________________________ Grade: ____________ 
 
Building: _________________________Date: _____________ Assessment Date: ____________________ 
 
Dear Parents/Guardians:  
 
The State of Ohio requires that our district assess the English language proficiency of all students whose home or native 
language is a language other than English. We have used the LAS/OTELA to measure your child’s English proficiency: 
 
The following are the results of your child’s English language assessments: 
 
Language Skill Proficiency Level 

Listening                   _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Speaking                   _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Reading                     _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Writing                      _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Comprehension*     _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Composite**            _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

 
* Comprehension is derived from the Listening and Reading scores. 
** Composite is derived from the Listening, Speaking, Reading, Writing scores. 

 
Based on the results of the English language proficiency assessment as indicated above, the following program is being 
offered to help your child learn English and make academic progress: 
 
_____ English as a Second Language (ESL) Class  Number of sessions per week _____ 
_____ English as a Second Language (ESL) Pull-out Number of sessions per week _____  
_____ In-class (inclusion) Support   Number of sessions per week _____ 
 
English as a Second Language (ESL) Class 

Limited English proficient (LEP) students are directly instructed in the use of the English language. Instruction is based on 
a special curriculum that typically involves little or no use of the students’ native language and is taught during specific 
school periods. For the rest of the school day, students remain in mainstream classrooms. ESL instruction focuses on the 
areas of reading, writing, listening and speaking. It includes lessons in English grammar and natural communication 
activities (free conversation, games, discussions on familiar topics, etc.).  

English as a Second Language (ESL) Pull-out 

LEP students are directly instructed in the use of the English language. Instruction is based on a special curriculum that 
typically involves little or no use of the students’ native language and is taught on a pull-out basis one or more times a 
week. For the rest of the school day, students remain in mainstream classrooms. ESL instruction focuses on the areas of 
reading, writing, listening and speaking. It includes lessons in English grammar and natural communication activities 
(free conversation, games, discussions on familiar topics, etc.).
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In-class Support (Inclusion)  

Here, the ESL Instructor provides support in the regular classroom. The ESL instructor may assist the LEP students as 
they work on group projects or individual assignments.  

The program or combination of programs indicated above is designed to help your child attain English language proficiency 
as quickly as possible so that he or she can participate effectively in classrooms in which English is the language of 
instruction. 
 
The following criteria will be used to indicate that your child has attained the required level of English proficiency to be 
exited from the district’s program for Limited English Proficient (LEP) students: 
 

1. Achievement of a composite level of 5 on the Ohio Test of English Language Acquisition (OTELA); and 
2. At least one year of successful participation in classrooms where the language of instruction is English (the Trial 

Mainstream period, which begins after the first criterion has been met); and 
3. Achievement of a composite level of 5 on the subsequent administration of OTELA; or 
4. Achievement of a composite level of 4 on the subsequent administration of OTELA and attainment of Proficient or 

higher on the most recent State reading and writing assessment(s). 
 

Based on your child’s level of English language proficiency, we expect that your child will receive English language services 
for approximately ________ years.  
  
Please Note: Limited English proficiency is not a learning disability; however, some students may have a learning disability 
in addition to being limited English proficient. If your child is diagnosed as having a learning disability, he or she will be 
provided instruction consistent with an Individualized Education Plan developed in collaboration with yourself, teachers, 
and other specialists. 
 
If you disagree with the recommended program services, you may decline to have your child participate. Your child will 
then be placed in the general instruction program for students who are fluent in English. 
We invite you to visit the school to discuss this program with our staff. If you have any questions, please contact: 
 
 __________________________________________________ at______________________________ 
 
Sincerely, 
 
___________________________________________________           __________________________ 
                                                                               Date 

For Parents/Guardians:  Please sign and return one copy of this letter to your child’s school by___________________.  
 It is very important. Thank you. 
 
____ Yes, I consent to have my child receive the program services indicated on the previous page.  
____ No, I do not consent to have my child receive the program services indicated on the previous page. If you do not       

consent to have your child receive the services indicated on the previous page, we will discuss with you other 
support that your child may receive. 

 
Student:____________________________________________  ___________________ 

             Date 

___________________________________________________  ____________________ 
                 Signature of Parent or Legal Guardian      Phone number 
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             Appendix D 
Lancaster City Schools 

Trial Mainstream Review 
 

 
Student:________________________________ School:_______________________________ 
 
ESL Instructor:_______________________ Date Trial Mainstream Began:_________________ 
 
Provisional Date to End Trial Mainstream: _________________  
 
Date of Review: ____________________  Date of Next Review: __________________ 
 
Items 1 through 5 are to be completed in consultation with the student’s academic team. 
 

During the preceding review period, the student: 
 

1. Demonstrated satisfactory understanding of classroom language.   ___Yes ___No 
2. Was able to perform classroom speaking tasks satisfactorily.    ___Yes ___No 
3. Demonstrated satisfactory comprehension of grade-level reading  

materials.          ___Yes ___No 
4. Was able to complete written assignments with satisfactory levels of  

grammar and vocabulary usage.       ___Yes ___No 
5. Demonstrated sufficient competency in both oral and written English to be  

able to participate effectively in mainstream classrooms.    ___Yes ___No 
6a. Attained a composite level of 5 on OTELA (grades K-12).    ___Yes ___No ___N/A* 
         or: 
6b. Attained a composite level of 4 on OTELA and Proficient or higher on the 

 most recent State reading and writing assessments (grades 3-12).   ___Yes ___No ___N/A* 
 

*Check “N/A” if no tests were given during the review period. 

 
If the answer to any of the first five questions is “No,” determine which of the following is relevant to the student’s 
performance (check one or more): 
 

□ Lack of English proficiency 
□ Lack of academic knowledge/skill 
□ Lack of effort 
□ Other (e.g., chronic absence) _____________________________________________________ 

 
If the academic team concludes that lack of English proficiency is the principal barrier to learning, then additional 
language support will be provided. If the team determines that lack of academic knowledge/skills or lack of effort is the 
barrier, then other intervention may be needed.  
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Results of Review: 
 

A. Student demonstrated satisfactory progress and will (check one): 
 

□ Continue on Trial Mainstream (if not year-end) 
□ Be exited from the ESL program (if year-end) 

                                                                                                         or: 
 

B. Student did not demonstrate satisfactory progress and will (check all that apply): 
 

□ Receive English language support as needed (if not year-end) 
□ Receive other support/intervention (if not year-end)_____________________________________ 
□ Continue in Trial Mainstream the following year (if year-end) 
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                   Appendix E 
            Lancaster City Schools 
  English as a Second Language Plan 

 
Student____________________________________________Date________________________   
 
Gender___________     Pronunciation of name:______________________________________ 
 
Home Language(s)________________________________________________________________  
 

  Country of Origin________________________________________ DOB_________________ 
 
  Homeroom Teacher______________________________________ 
  
  ESL Teacher_____________________________________ 
 
  Number of years in U.S. Schools  _____<1    _____<2    _____<3    _____3 or more 
 
  Number of year in LCS____________   Previous School_________________________ 
 
  Date identified as Limited English Proficient__________________________  
 
  Pass/Fail Exemption by Curriculum and Instruction Department  _____ Yes      ____ No     
 
  IEP _____Yes _____No           If Yes, Person responsible___________________________________ 
 
  504 _____Yes_____No           If Yes, Person responsible___________________________________ 
 
 G&T ____Yes_____No             If Yes, Person responsible___________________________________ 
 

             Honors Courses _____Yes_____No 

 
 
 

See next page for Explanation of Proficiency Levels (Appendix E, cont’d.) 
 
 
 

Language Skill Proficiency Level as of ________________ 
Listening                           _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Speaking                           _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Reading                            _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Writing                             _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Comprehension              _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Composite                       _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 
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Explanation of Proficiency Levels 
 
 

The Pre-functional LEP student is beginning to: understand short utterances and simple printed material, use gestures and simple 
words, and develop communicative writing skills. 
 
The Beginning LEP student can: understand simple statements, directions, questions and the general message of basic reading 
passages; use appropriate strategies to initiate and respond to simple conversation; and compose short informative passages on 
familiar topics. 
 
The Intermediate LEP student can: understand standard speech in school and social settings; communicate orally with some 
hesitation; understand descriptive material within familiar contexts and some complex narratives; write simple texts and short 
reports. 
 
The Advanced LEP student can: identify the main ideas and relevant details of discussions/presentations on a wide range of topics; 
actively engage in most familiar and unfamiliar communicative situations; understand the content of most academic texts with 
support; write multi-paragraph essays, journal entries, letters, and creative texts with some errors. 
 
The Proficient LEP student can: understand and identify the main ideas and relevant details of extended discussions/presentations 
on a wide range of topics; produce fluent, accurate oral and written language; use the same reading strategies as native-English 
speakers to derive meaning from a wide range of texts. 

 
 

See next page for Classroom Methods (Appendix E, cont’d.) 
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CLASSROOM METHODS 
 

Teacher Responsibilities:  The classroom teacher is ultimately responsible for the ESL student’s differentiated 
curriculum.  The ESL teacher will provide support and guidance to the teacher and explain language instruction to the 
student. 
 
Please note:  Limited English proficiency is not a learning disability; however, some students may have a learning 
disability in addition to being limited English proficient.  If the student is diagnosed as having a learning disability, he 
or she will be provided instruction consistent with an Individualized Education Plan developed in collaboration with 
parents, teachers, and other specialists. 
 
The following modifications and accommodations have been recommended for this student based on his/her levels of 
English proficiency as indicated above: 
 

 Give shorter assignments (reports, projects, 
homework)  

 Use visuals to aid understanding (graphic organizers, 
pictures, maps, etc.) 

 Extend time for assignments  
  

 Allow buddy/peer teaching  

 Highlight texts, materials 
  

 Allow for alternative projects 
 

 Give additional/repeated 
instructions/demonstrations  

 Extend test time  

 Check and recheck for understanding 
 

 Allow student to write in native language 
  

 Create limited/alternative spelling/vocabulary 
lists 

 Allow open-book tests 
  

 Provide written notes/allow student to copy 
notes 

 Give modified or alternative (e.g., matching)  tests  

 Limit key concepts 
  

 Allow the use of a bilingual or English dictionary  

 Limit areas for correction, development, or 
improvement  

 Other 
 

 
ESL INSTRUCTIONAL PLAN 

The following areas will be targeted for improvement this year. 

Comments:_________________________________________________________________________________________
__________________________________________________________________________________________________ 

_______________________________________________________________________________________

Listening: 
 

Speaking: 
 

Reading: 
 

Writing: 
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Appendix F 

ESL Flow Chart 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Parents/Guardians enroll students and 

Fill out Home Language Survey (HLS) 

Answers to questions 1-4 on HLS 

are all English. 

Student is Non-LEP.  No further  

action needs to be taken. 

Answers to any of the first four questions on 

the HLS is a language other than English 

HLS form is sent to building secretary who 

forwards it to Instructional Services. 

Instructional Services Department forwards a 

copy of the HLS to the District ESL teacher. 

ESL teacher administers the MAC II/LAS 

within 14 days of child’s enrollment. 

Student’s MAC II/LAS results classify 

student as LEP. 

Parents are notified by the ESL teacher 

that student has qualified for ESL 

services. 

Parents give consent for services 

Student ESL plan is developed and 

shared with teachers, parents and other 

school personnel. 

ESL instruction begins and student plan is 

revised on a yearly basis.  Student is 

monitored throughout year. 

 

Student’s MAC II/LAS results 

classify student as Non-LEP. 

Parents are notified by the ESL 

teacher and no further action is 

taken by the Instructional Services 

Dept. 

 

Parents/Guardians refuse services. 

An ESL plan is developed and shared 

with teachers for suggested 

modifications and accommodations 

in the classroom based on 

proficiency level.  Student is 

monitored. 

Student takes part in the annual OTEL Assessment 

unless on Trial Mainstream, score determines if 

student continues in program or exits out. 

ESL teacher enters results 

into LEP spreadsheet on the 

server and communicates the 

results to the Instructional 

Services Department.  The 

Instructional Services 

Department forwards results 

to EMIS Coordinator, who 

enters into EMIS.  The sheet 

is returned to Instructional 

Services where a copy is 

maintained and the original is 

returned to the student’s 

building to be placed in 

his/her permanent folder.  

Anytime there is additional 

information or a change, the 

spreadsheet needs to be sent 

to the EMIS Coordinator. 

Form becomes part of student’s 

cumulative record. 
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Appendix G 
Master ESL Database Spreadsheet 

School Year_____________ 
 
 

Student 
Name/Number 

School 
Building 

Current 
Grade 
Level 

Country 
Of Birth 

First 
Language 

Ethnicity Date 
entered 
US Schools 

Number of  
Years in US 
Schools 

Proficiency 
Level & 
OTELA or 
ELAP21 

Date of 
Birth 

Gender 
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Appendix H 

Lancaster City Schools 

ESL Exit Letter 
 

Student: _____________________________________________________ Grade: ____________ 
 
Building: _________________________Date: _____________ Assessment Date: ____________________ 
 
Dear Parents/Guardians:  
 
The State of Ohio requires that our district assess the English language proficiency of all students whose home or native 
language is a language other than English. We have used the MAC II/LAS to measure your child’s English proficiency: 
 
The following are the results of your child’s English language assessments: 
 
Language Skill Proficiency Level 

Listening                    _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Speaking                    _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Reading                     _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Writing                       _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Comprehension*     _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

Composite**             _____Pre-functional _____ Beginning _____ Intermediate _____ Advanced ____ Proficient 

 
* Comprehension is derived from the Listening and Reading scores. 
** Composite is derived from the Listening, Speaking, Reading, Writing scores. 

 
Based on the results of the English language proficiency assessment as indicated above, your child does not require 
services from the English as a Second Language (ESL) program.  
 
If you have any questions, please contact: 
 
 
 __________________________________________________ at______________________________ 
 
 
Sincerely, 
 
___________________________________________________           __________________________ 
                                                                                     Date 
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Appendix I 

Trial Mainstream Monitoring 

 

Name ____________________________ 

 

School Year Entered ________________  School Year Exited ________________ 

 

Grade Date Subject 
Classroom Teacher 

Input 

Student 

Input 

ESL Teacher 

Input 

A. Continue on 

Trial 

Mainstream 

B. Refer to 

Academic Team 

C. Exit from ESL 

Program 

       

 

       

 

       

 

       

 

       

 

       

 

       

 

       

 

       

 

       

 

 


