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Standard Operating Procedure (SOP) Template and Checklist 
for the Screening, Identification, Placement, Review, and Exit Criteria for English Language Learners (ELLs)

[bookmark: _5t3kyosv7b7a]Purpose
To establish a standardized process for the screening, identification, placement, review, and exit of English Language Learners (ELLs) in compliance with Commissioner’s Regulation Part 154 in New York State. The checklist is meant to be completed in the order as outlined below. 
[bookmark: _47nue4hw09ma]
[bookmark: _5lecme1fvrp4]Scope
This SOP checklist is a shared responsibility amongst all school personnel and applies to all those involved in the education of ELLs, including administrators, teachers, and support staff.

Instructions for Use
Districts may copy this document template and modify it accordingly to best serve the individual school district on the initial ELL Identification, Placement, and Programming procedures. 


	STEP 1.A: INITIAL REGISTRATION

	Procedure
	Recommended Responsible Department/Staff
	Name/Title/Role

	☐
	Parent/Guardian Completes the Home Language Questionnaire (HLQ) upon initial student enrollment, if the student is registering for the first time in a NYS school. Translations for the HLQ are available via the NYSED website.
	Central Office, Registrar
	

	☐
	Parent Provides Student’s Individualized Education Plan (IEP), continue to Step 1.B
	Central Office, Pupil Personnel Services (PPS), Special Education (SpEd), Translator (as needed)
	

	☐
	Key Elements of IEP are translated if it is in a language other than English, continue to Step 1.B
	
	

	☐
	Request of academic records from previous school(s):
· Home Language Questionnaire
· NYSITELL Score
· NYSESLAT Score(s)
· 3-8 ELA Exam Score
· Regent(s) Score(s)
· Report Card(s)
· Transcript(s)
	Central Office, Registrar
	

	☐
	Records are received from previous school(s)
	Central Office, Registrar
	

	☐
	If applicable, requested foreign transcripts are received
	Central Office, Registrar
	

	☐
	Foreign transcripts are translated as needed.
	Translator as needed
	

	☐
	All transcripts are reviewed, and credits are awarded as determined by the LEA, where applicable
	School Building Principal, Guidance Office
	

	☐
	Contact English as a New Language (ENL)/Bilingual Educator or Qualified Personnel to review the HLQ
	Central Office, Registrar, Building Admin. 
	

	☐
	Conduct Initial Individual Interview in English and the student’s language, reviewing the student’s abilities in reading, writing, and math. 

Individual Interview date is recorded, and all documentation is placed within the student's cumulative record.
	Certified English to Speakers of Other Languages (ESOL) Teacher or Teacher with Bilingual Education (BE) Extension
	



	STEP 1.B: LANGUAGE PROFICIENCY TEAM (LPT)
To be completed only if a student has Individualized Education Plan (IEP) from another State in the US or Puerto Rico. 

	Procedure
	Recommended Responsible Department
	Name/Title/Role

	☐
	The LPT is convened and meets within 10-days of the student’s initial date of registration
	District/School Administrator
	

	☐
	The LPT reviews relevant information from the student’s record to determine whether:
1. a student who has been identified as a student with a disability appears to have second language acquisition needs; or
2. there is evidence that the student’s disability is the determinant factor affecting whether the student could demonstrate proficiency in English during Initial Screening.



	Minimal LPT Committee Members:
1. School Administrator
2. ESOL or Bilingual Teacher
3. Special Education Director
4. Parent/Guardian
5. Translator as needed


	



	STEP 2.A: NEW YORK STATE IDENTIFICATION TEST FOR ENGLISH LANGUAGE LEARNERS (NYSITELL) ADMINISTRATION

	Procedure
	Recommended Responsible Department
	Name/Title/Role

	☐
	Request NYSITELL Answer Sheet
	Testing Coordinator
	

	☐
	Administer the NYSITELL Exam within 10 days of student’s initial enrollment date
	ESOL Teacher or Teacher with Bilingual Extension
	

	☐
	Send NYSITELL answer sheet for scanning
	Testing Coordinator
	

	☐
	Check for NYSITELL scores within two (2) business days
	Testing Coordinator
	

	☐
	Complete bottom portion of HLQ document, indicating who/date of administration of HLQ, individual interview, and NYSITELL results 
	Central Office, Registrar, Administrator, ELL Coordinator, or other Qualified Personnel
	

	☐
	Tag the student with appropriate SIRS codes in the district’s level information reporting system (PowerSchool, eSchool, Infinite Campus, etc.) 
	Central Administration, Registrar, Testing Coordinator, Guidance 
 
(Please annually verify codes in SIRS manual for accuracy) 
· ELL Eligible (0231) 
· SIFE (1232) 
· ELA Exemption (0242) 

Program: 
· ENL (5709)
· TBE (5676)
· Dual Language (5687)
· No Program (8239)
	

	☐
	Parent Notification Letter of ELL Determination with NYSITELL results sent home, a copy is kept in student’s cumulative folder
	Central Administration, Office Staff, Registrar, Administrator, ELL Coordinator
	

	☐
	High-Quality Parent Orientation is held, records are maintained, these include: 
· Signed notices of parents (and persons in parental relation) that indicate program selection
· Orientation session agendas
· Sign in sheets for orientations 
All such information must be accessible at all times that school is open for school staff and included in the student’s cumulative record.
	Administrator, ELL Coordinator, ESOL/BE Teacher
	



	STEP 2.B: STUDENT WITH INTERRUPTED/INCONSISTENT EDUCATION (SIFE)
If the individual interview indicated the student may be SIFE, and the NYSITELL indicated the student is an English Language Learner (ELL)

	Procedure
	Recommended Responsible Department
	Name/Title/Role

	☐
	Qualified personnel administers the SIFE Oral Interview Questionnaire
	ESOL Teacher, Teacher with Bilingual Extension, or Qualified Personnel
	

	☐
	Qualified personnel administer the Multilingual Learner Screener (MLS) if available in the student’s home language
	
	

	☐
	Collect Writing Samples via the SIFE Writing Screener
	
	

	☐
	Based on the SIFE Oral Interview Questionnaire, MLS, and Writing Screener, determine if the student is SIFE
	
	

	☐
	Once the student is performing at or above the Transitioning ELP level on the annual English language proficiency Assessment (NYSESLAT), the student's SIFE designation shall be removed by the school district, even though the student may continue to be identified as an English Language Learner.
	Testing Coordinator, Guidance, Registrar, ESOL Teacher
	



	STEP 3: ELL PROGRAM PLACEMENT

	Procedure
	Recommended Responsible Department
	Name/Title/Role

	☐
	The student is placed in an appropriate ELL program within 10 school days of enrollment, with Bilingual Education being the default. 

A student shall be provisionally placed
in a school until the identification process is completed. 
	Central Administration, Guidance, Registrar
	

	☐
	Parents/guardians are notified in writing of the final program placement



	Central Administration, Registrar, Administrator, ELL Coordinator, Office Staff
	



	STEP 4: REVIEW OF ELL IDENTIFICATION DETERMINATION

	Procedure
	Recommended Responsible Department
	Name/Title/Role

	☐
	Upon request, a review of the ELL Identification Determination will be initiated within 45 days of initial identification
	Parent/Guardian, Teacher/Educator, Student who is 18+
	

	
	
	
	

	☐
	The review is completed within 10 school days, (if the Committee for Special Education is consulted, within 20 school days) with all findings documented and retained within the student’s cumulative record.
	School Principal and Qualified personnel, if there is a reversal, the determination must be made in consultation with the Superintendent
	

	☐
	Parents/guardians are informed in writing of the review’s final determination
	Central Office, Office Staff, Principal
	



	STEP 5: ELL EXIT CRITERIA

	Procedure
	Recommended Responsible Department
	Name/Title/Role

	☐
	Upon meeting the exit criteria, as outlined by their NYSESLAT scores and other assessments, students are reclassified as Former ELLs 
	Central Administration, Guidance, Registrar, Testing Coordinator
	

	☐
	Documentation of the Exit Process is maintained in the student’s cumulative record
	Central Administration, Guidance, Registrar, Testing Coordinator, Office Staff
	

	☐
	Students are provided with two (2) years of Former ELL Services as mandated by the Units of Study 
	ESOL Teacher, Teacher with Bilingual Extension, or Qualified Personnel
	



	Use of Standard Operating Procedure
· The SOP will be made readily available for all school district personnel. 
· The above SOP will be used for ongoing training and onboarding for newly hired/appointed staff.
· The SOP will be followed with fidelity for the ELL Identification, Placement, and Programming process.



	[bookmark: _n0bmq6tsippd]Monitoring and Review
· [Insert Name/Title/Role] will regularly monitor the implementation of this SOP checklist to ensure compliance with all regulatory requirements.
· Any updates to procedures or requirements will be communicated to relevant staff, and this SOP checklist will be reviewed annually for necessary revisions.


[bookmark: _4mhchc2ukqrn][bookmark: _t1a6uscr0k9p][bookmark: _jyrti1n8l9w6]Resources
· Commissioner’s Regulation Part 154
· English Language Learners (ELLs) Screening, Identification, Placement, Review, and Exit Criteria 
· English Language Learner (ELL) Screening, Identification, Placement, Review, and Exit Criteria Flow Chart
· NYSITELL Administration Guidelines
· Guidance Determining English Language Learner/Multilingual Learner (ELL/MLL) Status of and Services for Students with Disabilities
· SIFE Identification FAQ
· SIFE Identification Flowchart
· School Administrator’s Manual (SAM) for NYSESLAT 2024
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