ESL Coordinator Responsibilities
Week 1-2

Identifying New ELLs

Home Language Survey
LAB-R Test
Parent Orientation

Parent Choice Survey




NYSESLAT scores



Scheduling
November

BESIS data collection

April


Speaking section of NYSESLAT

May


Listening, Reading, Writing NYSESLAT

On-Going 

ELL-Interim Assessments (Grades 3-8)




LAB-R Test



Test Eligibility Reports

http://schools.nyc.gov/Offices/ELL/ToolsResources/Forms+for+Administrators.htm
As the ESL coordinator of the school you must have access to the Automate the Schools (ATS) database or to a reliable staff member who can print reports for you weekly. The following is a narrative of what you should do in the first days of school and throughout the year with explanations of the ATS reports and other resources you will need. (Note: you will not be teaching for several days to two weeks depending on the size of your school and the number of new-admits.)
From ATS print the RADP or Admit/Discharge report which tracks all admitted and discharged students. Once you have entered the system and are on the main page, search for RADP by typing it at the top left of the screen. On the RADP page, enter in “A” for new-admits, for code enter 58. Code 58 means the student is new to the country. Once you have the list, you should immediately check the (Home Language Identification Survey) HLIS of all students who are listed as code 58 to determine if the student has a native language other than English so you can LAB-R test the student immediately. 
The HLIS is a long white or yellow sheet that is completed at registration with the Parent Coordinator or the Pupil Accounting Secretary. You are required to complete the small box on the back after testing the students to indicate if the student is eligible for services based on the LAB-R results. 
The LAB-R is the diagnostic test to determine whether students are eligible for ESL. The LAB-R is the same every year so your school should have copies from previous years. There are several LAB-R deadlines, but the first deadline is near the end of October. Bring the completed LAB-R documents to your regional office before the deadline. If you do not have copies of the LAB-R at your school, find about ordering the LAB-R at this link: http://www.emsc.nysed.gov/osa/lab-r/  

Once you have LAB-R tested the students, determine if the students are eligible for services by grading the assessment and checking the LAB-R cut scores. If the student fails the LAB-R, you must arrange a parent orientation so the parents can choose a program for service. At the parent orientation you will show a DVD from the EPIC toolkit provided to your school in the native language of the parent. The parents will then complete the Parent Choice Survey (also in the EPIC toolkit) to choose either ESL, Transitional Bilingual, or Dual Language. A full explanation of contacting parents is provided in this PDF document. A parent choice survey is also included. 
As the ESL coordinator it is your responsibility to schedule your classes based on the NYSESLAT scores and mandated service time. In order to do this you must first print the most recent scores. The RLAT document from ATS provides three years of scores. The student levels will be indicated as B, I or A for Beginner, Intermediate, Advanced. All beginners and intermediate students should receive 360 minutes of service a week, in the form of four 90-minute periods or eight 45 minute periods of ESL. Advanced students should receive a total of 180 minutes in the form of four 45 minute periods. 
The schedule you create will be determined by the program model at your school and the student schedules. Please see the explanation of ESL models before creating your schedule. 

ELL-Interim assessments are period assessments similar to the format of the NYSESLAT listening, reading, and writing sections. The assessment will be delivered to your school periodically so you should check with the person in charge of packages to ensure they are delivered to you or your assessment coordinator.

BESIS Data collection takes place once a year to determine the number of ELLs and the type of service they are receiving. The data collected includes all ELLs admitted to the school as of the end of October of that year. Please see the following documents to learn more about what data you will need. BESIS General Education link to PDF. BESIS Special Education link to PDF.  


How to Schedule your ESL program

1.  Find out if you have access to a classroom:
If YES- You can do pull-out.
If NO- You can only do push-in.

2.  Find out who is in charge of scheduling. Ask them for a master schedule.

3.   If this is not available, ask for student schedules for all students.

4.   Determine how much ESL time students need (RLAT). 
5.   Group students by grade and by mandated time. To ensure effectiveness, groups 
      should be small, ideally less than 15 students per group.
6.   Check the student schedule to ensure that you take students or push-in only during

      ELA. You can also pull students out from electives. Do not pull students out of Math 

      or Science.      

7.   Try to schedule ESL groups for the same time every day. 

8.   Schedule your lunch and prep around the student schedules and required meetings. As   

      the coordinator you can also schedule an administrative prep. 



Example:

1. I have my own classroom. My school recommends pull-out.

2. I ask the school secretary for a schedule. She tells me to collect the daily schedules to use as a master schedule.

3. Student travel with the class, so I don’t need the student schedules. 

4. I have 10 students who are beginner/intermediate and need 8 periods of 45 minutes per week. I have 30 students who are advanced and need 4 periods of 45 minutes per week. 

5. see below  

6. I form groups by grade level, but some students have math when others have ELA, so I create inter-grade groups by ELA time. My beginner/intermediate students all require 8 periods a week, so they are one group. I schedule them for two periods in a row.  
7. Since I have scheduled around ELA, the groups can meet at the same time every day. I schedule Monday-Friday, which provides students with one or two extra periods a week, but this accounts for any ESL cancellations or student absences. 

8. Because I am middle school, I schedule lunch and two prep periods. One of those prep periods should be for one-on-one or very small group instruction, or for teacher meetings.
See the schedule below:
	ESL
	Per 1
	Per 2
	Per 3
	Per 4
	Per 5
	Per 6
	Per 7
	 Per 8

	Monday
	6th            Pull-Out
	7/8 

Group 1           
	7/8            Group 2
	Prep
	lunch
	small group
	Beginner/

Intermediate
	Beginner/

Intermediate

	Tuesday
	6th                  Pull-Out
	7/8 

Group 1                   
	7/8            Group 2
	Prep
	lunch
	small group
	Beginner/

Intermediate
	Beginner/

Intermediate

	Wed
	6th                  Pull-Out
	7/8 

Group 1           
	7/8            Group 2
	Prep
	lunch
	small group
	Beginner/

Intermediate
	Beginner/

Intermediate

	Thurs 
	6th                 Pull-Out
	7/8 

Group 1           
	7/8            Group 2
	Prep
	lunch
	small group
	Beginner/

Intermediate
	Beginner/

Intermediate

	Friday
	6th                 Pull-Out
	7/8 

Group 1           
	7/8            Group 2
	Prep
	lunch
	small group
	Beginner/

Intermediate
	Beginner/

Intermediate


