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|l ntroducti on

This quick guide provides details about how schools will use SIM to identify, screen, and then
manage students designated as EL students.

Note: EL Program Name

Although the program is now known as the English Learner (EL) Program, the
previous name English Language Learner (ELL) Program will continue to be used in
SIM until system-wide changes can be completed. System-wide changes encompass
all IMPACT applications and other applicable down-stream systems.

SIM Role

U  The authorized role in SIM for managing the EL Program is the School Bilingual
Coordinator role.

U The Principal or his/her Designee has the authority to assign the appropriate role to school
users using the Online Data Acquisition (ODA) system.

U After the role is assigned, access will be granted in approximately 48 i 72 hours.

EL Program Points of Contact

U For with policy and procedure assistance, schools should contact the Office of Language and
Cultural Education (OLCE) at 773-553-1930.

U For technical assistance in IMPACT SIM, schools should contact the ITS Service Desk at
773-553-3925, option 2 for IMPACT.
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https://secure2.cps.edu/signon/cpslogin.aspx?sid=280&eid=1&source=AD

@
%

IMPACT

CNICAgo 4

.

Instructional Management Program and

EL Program in SIM Quick Guide Academic Communication Tool

*EL Program *Checkl i st

The following checklist should be used to ensure all required steps are completed as it relates to
identifying, screening, and then managing students designated as EL students.

. Reference
Required Steps Page #
1. Identify Students To Be Screened 5
9 The Parent/Guardian completes the Home Language Survey (HLS)
upon initial enrollment into a Chicago Public School.
T I f the answer bothoffihg ELS guestions, studentso r
are automatically identified to be screened.
2. Administer the English Language Proficiency Screener Test 6
3. Enter Screener Raw Scores on Test Results Page 7-8

1 Once entered, the proficiency levels are calculated. Forst uden't
scoring below the cut-off threshold, SIM designates the student as an
EL student.

9 The EL student is placed in either the Transitional Bilingual Education
(TBE) Program or the Transitional Program of Instruction (TPI).

o0 Type of program is based on the number of EL students in the
school with the same language: TBE = 20 or more EL students
and TPI =19 or less EL students.

o0 Note: PE and PK numbers are counted separately from the other
grade levels). The st udent displaped anghe BlUin i
Profile page in the read-only Program Model field.

4, Confirm Student 6s Hbefe Proggamguagel 9-11

5. Select Student Attributes 12-14

1 The following attributes must be selected for each EL student:
Bilingual Periods per Week, ELL Instruction Context, and Placement
Model (for the TBE Program)

6. Indicate PARCC Math - Spanish Accommodation (if applicable) 14

7. Use the Student Reclassification Recommendation (SRR) 15
Form, if needed

1 Exiting Student from EL Program
1 Re-enrolling/Enrolling Student into EL Program

8. Generate Applicable EL Reports 15-17
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|l denti fying Students to be Scr ece

0 I'f the answer i s fYE®snelahguageSuwey (HLS) Questidms imSIM, t h e
students are automatically identified to be screened for the EL Program. Students who were
screened in PE or PK are required to be re-screened in Kindergarten.

U If there were a data entry error and the HLS is re-entered, SIM will not re-identify the student
to be screened. Instead, schools will need to contact OLCE at 773-553-1930.

0 Generate the CPS Students to Take Screener report to get the list of students who need to
be screened. See page 16 for steps to generate reports in SIM.

The following steps detail how to viewa s t u dHleSrinfodmation in SIM:
1. Perform a student search to |l ocate and open the s

2. On the Student Demographics page, click the Federal Info tab.

Edit Student Demographics 2016 - 2017 SY

Actions + Rej

-

29 ) ) ) ) I
‘ | School Specific | “Overview | Pemonﬁﬁademllnfﬂ |

Demographics
Contacts

3. Scroll down to the Home Language Survey and Languages sections.

Home Language Survey

Is a language other than English

spoken at home?: Yes

Does the student speak a E Home Language .SUI’VGy and
language other than English?- Yes (] Home Language information
Survey date: | 10/12/2016 — is entered by school staff
- responsible for registering
Sl = and enrolling students.

mmiddiyyyy

The Status Coordinator role

or Principal role in SIM
Student Home Language (ELL): N/A K
enters this data.

Student Native Language: | pja

*Student Home Language: gpanish E

Parent/Guardian
~ NIA
Correspondence Language: =

B [

5 (v2.1 FINAL)
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Admi nii tgent Pe oELci encyfeSdr eener

The lllinois State Board of Education (ISBE) has identified the following as the state-prescribed
English language proficiency screeners:

1 The Pre-IPT screener is administered to PE and PK students.

1 The MODEL-K placement tests are administered to students entering Kindergarten or 15t

semester of 15t grade:
MODEL K (1%t Semester) is for 1t semester Kindergarten students. Schools are

0
required to administer Speaking and Listening sections only.
o MODEL K (2 Semester) is for 2" semester Kindergarten students.
0 MODEL 1 (1%t Semester) is for students in the 15t semester of 15t grade.

™ ™
1 The WIDA ACCESS Placement Tests (W-APT ) are administered to students entering
2nd Semester of 15t grade through 12t grade.

6 (v2.1 FINAL)
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Ent erSicmree eRhaebc oreerd e st

Ré&awlet s

The following steps detail fawsgordsso enter a student 6s
1. Perform a student search to |l ocate and open the s
2. On the Control bar (left-side bar), click the Test Results link.
3. Onthe Student Test Results page, on the Task bar, select Actions > Add Test Results.
Student Test Results 2016 - 217 8Y  Active m
- - — - - Actions -
— i TestResuts |
Selected: 0 Edit Test Results
| Test Date School Name Grade Level  Waived Comment Pelete TestResuis
There are no records in this list.
4. Under the Add/Edit Student Test Results section, complete the needed information:
Add/Edit Student Test Results 2016-2017SY | Active B
. Enter *Date 5 Test Session Numeric value
test was | Add/Edit Student Test Resuits equates to studg
administered. .
o -Date: 1011712016 1) miiyyyy ot
* Recalculate W-APT (8)
- Select *Test et WAPT (1)
Session. o Session: W-APT (3) WAPT 67
= - APT
Select the o School: @ |n district sehool W.Ap'r E;;
*SChOO|, if Sidney Sawyer Elementary School |Z| (default is xg; E%)
needed. © Out of district school xi; H;:
MODEL K(1st Semester)
MODEL K(2nd Semester)
E tion: i MODEL 1(1)
Exemp:_)” [ waive test ::1 (EE)
xemption (PK)
reason. NiA lz‘
Comment:
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5. Scroll down to the Component grid and enter the Raw Score values:

Component Commenﬂ Camment 2

WAPT3 - WIDA-ACCESS Placement Test

Grades (3-5) See section below for
Speaking | guidance on entering
Listening Raw Score values in
Reading the correct format.
Writing

L1

6. Click OK to save your information and calculate the results.

Entering Raw Score Values in Correct Format
¢KS GFotS 06St26 LINEJA RRREScaEzA B tyda$a 2y K2KBS (@2 IV
Note:

T OLCE defines firawdo scores as the accurate numbe
9 MW ftdzSa SyiSNBR | NBestJessiBR aBy SOKKSRG e LIS 2F 4

Test Session Speaking Listening Reading Writing
Model 0to 10 0to 30 0to 30 Oto 17
WAPT 12 Oto8 Oto 16 O0to 15 1t06
WAPT &5 Oto 8 0to 16 Oto 17 1to6
WAPT &3 Oto8 Oto 17 O0to 15 1t06
WAPT 912 0Oto 8 0to 15 0to 15 1t06
PrelPT In the Letter Scorecolumn enter the letter A to B corresponding to the
proficiency level calculated at the endtbk screener score sheet.

Note: If the scores have been entered incorrectly, contact OLCE at 773-553-1930 for the
process to correct them.

8 (v2.1 FINAL)
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The f owi

1. Perform a

ol |

ng the

ng
student

steps

det ail

search

Student 6s ELL

how to access a

to |l ocate and

2. On the Control bar (left-side bar), click the ELL Profile link.

3. Onthe English Language Learners page, under the Student Data section, note the following:

English Language Leamers

gl Student Data

Date of birth:
Home language:

Native language:

Primary disability:
Sped Bilingual Model:
Registration grade:

Student Home Language (ELL):

Student ID:

Home schoal:

midiyyyy
Spanish
Spanish

Grade level:

Monelingual Sp.Ed./Bil. Asst.

Prescheol - 4 year olds

Spanish

Developmentally Delayed {Ages 0-5 Only)

Note: the Student Home
Language (ELL) must be
confirmed. See page 11
for details.

All other fields are read-
only.

a. Scroll down to the ELL Status section:

ELL Status

* These three

==

HLE guestion 1: ¥Yes

HLS guestion 2: Yes

Program year: PY1
Cumulative service days: 38

State status: Active

CPE status: Active

10+

Read only fields, populated from the
Demographics > Federal Info tab,
the ELL Program History and
Program Year History sections

open

attributes must be
completed. See
page 12 for details.

Not e: t he
Program model is
determined by the
number of EL
students in the
school with the same
lanqguage.

ud

* Bilingusl periods per week:

Program modsl:

* ELL instruction contesd:

ent 6s

* Placement model:

Parent refusal:
Meeds ACCESS:
MNeeds screensr

ACCESE Tier:

Transitionzl Bilingual Education

Avalabie: Eelecled Totar 2

- TEE - Collaboration

|_ PARCC Math - Spanish
Dual Language - Two Way =
Mone of the Above |'_ = B
TEE - Self-Contained =
TFI - Collaboration [ e | (A
TFI - Self-Containad EET

=-2015-182Y (Bilingusal Teach
=-2015-182Y (Bilingusal Teach
%-2018-168Y (Bilingual Tutor) +

Full-time []

Mo

ves Read only fields, populated from the
Mo ELL Program History section

Tiar &

Prof

studentd

the s
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b. Scroll down to the EL Program History section:

All data is auto-populated
into the grid.

ACCESS Test scores are
uploaded annually,
typically in July for the
previous school year.
Note that these scores
are stored on the Test
Results page.

The ELL Program Year
History detail calculates
based on number of days
a student is enrolled in
the EL Program (by
school year).

The ELL Proficiency
Levels detail auto-
populates as a result of
the screener test results
and the ACCESS test
scores annual upload
process.

ELL Program History ~
ELL Program History
Selected: View 84 2 1otais
F Entry type CPS State Needs Needs Comment Date
status status screener ACCESS
[E] | ACCESS Test Active Active No Yes 02/15/M16 (1)ELL=Y or/o1Me
(& Screener Test Active Active No Yes MODELK 09/11/15 (1.0) 09/16/15
ELL=Y
[F]| Post PK Rescreen | Active Inactive Yes No Rescreen 07/01115
[ PE/PK Screener Active Active No No IPT-PK 12/116/13(A)ELL=Y 12116/13
Test
[E] | Registration Inactive Inactive Yes No HLS Y., (12/04/13)
c. Scroll down to the ELL Program Year History section:
ELL Program Year History Fa
\ELL Program Year History
Selected: View 83 2 Totare
[ School year Service days Met yearly requirement Program year |
[} 2016 39 No 1
| ] 2015 176 Yes 0
| m 2014 178 Yes 0
| & 2013 106 No 0
d. Scroll down to the ELL Proficiency Levels section:
Proficiency Levels P
ELL Proficiency Levels
Selected: View E2 N 2 1ota3
[ Date Test Overall = Speaking Writing = Reading  Listening List'Speak Comprehension  Literacy |
[ 02115116  ACC1-2  1(114)  1.4(192)  1(100) 1(100) 1{100) 1{100) 1{100}
| | 09/11/15 | MODELK | 1.0 1(1) 1(4} 1
| | 1211613 | IPT-PK ELL=Y A

10 (v2.1 FINAL)
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Confirming Studentés Home Language f

All EL students must have their Home Language for the EL Program confirmed and updated on
the studentds ELLasHdlows:i | e page in SIM

1. Under the Student Data section, from the Student Home Language (ELL) drop-down menu,
sel ect the st udentNote: ERglisimis notam apton & this drop-down.

2. Click OK to save.

Student Data

Student I1D:
Home school:
Date of birth: midiyyyy
Home language: Spanish
Native language: N/A
Grade level:
Primary disability: Developmentally Delayed (Ages 0-5 Only)
Sped Bilingual Model: Monclingual Sp.Ed./Bil. Asst.
Reqgistration grade: Preschool - 4 year olds

Student Home Language (ELL): spanish E_

L 2

Important: Oncethest udent 6s Home Languahgasbedhentereddneé EL prog
saved on t HEEL Psofilaupdaegnet,6 st he st udent 6s Dénographica ge f i el ¢
page, Federal Info tab will display the Home Language that was selected and they are now

READ ONLY.

LTI Student 6s Langu,;
/ now READ ONLY on the

*Student Home Language: Federal Info tab.

Student Home Language Spanish
(ELL): * The Parent/Guardian

Student Native Language: Correspondence Language field
* Parent/Guardian s remains editable for the Status
Correspundence Language: *=HS =] Coordinator and Principal roles.

11 (v2.1 FINAL)
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Entering Student Attributes

It is important that the following fields be completed onthe EL s t u d eEhLtPéofile page, ELL
Status section. See the section below for a SIM grid view that can be used to identify which

students have missing attributes.

o Bilingual periods per week: 1p + B

Program medel: Transitional Bilingual Education

9 ELL instruction context: PR— Selected:

Toial: 2

N/A - TBE - Collaboration
Dual Language - One Way PARCC Math - Spanish
Dual Language - Two Way |-

None of the Above i

TBE - Self-Contained

TPI - Collaboration [ Aaus |
TPI - Self-Contained
x-2015-165Y (Bilingual Teach BRI
x-2015-168Y (Bilingual Teach
x-2015-16SY (Bilingual Tuter) =
e Placement model:  Fy||time [+]
Attribute Select

1. Bilingual periods per
Week

Select the Bilingual periods per week (either 57 9 or 10+).

Note: Do notselect 17 4 as it is used for historical student
records only; it is not applicable for current EL students.

2. ELL instruction
context

Select the ELL instruction context.

Note: A student can have one instruction context only, in addition
to the PARCC Spanish i Math accommodation (if applicable).

3. Placement model

For TBE EL students, select the Placement model (either Full-time
or Part-time). For TPI EL students, the value is N/A.

Identifying Students with Missing Attributes

AAGl obal Grid Viewdo has been
who may have missing attributes, usi ng S| M&s

1. Onthe Home Page, click Advanced Search.

Active D Incoming D ‘Withdrawn (current year)

Advanced Search

N/APE| PK K |1 2|3 45 6|7 8 20

created in SIM
Advanc.ed

Search

12 (v2.1 FINAL)
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2. Under the Advanced Student Search section, click the Detail tab, and build the following
search criteria:

Advanced Student Search

Basic

2200 X |0

Select a field...

9 Click Operator 9 Click Enter a value

q Click Select a Field
1 Select equals 9 Select Active

1 Select Category = Generic and Field
Name = ELL Status: CPS Status

Category: Generic

ELL Status Bilingual Perods per Wesk

B z al

1l Cigma P

3. Click Search to display results.

|+ add | X -
ELL Status.CPS Status equals "Active”

|@ Restart || g Add to favorites

s— € scarch

4. Under Search Results, click the View drop-down menu and select the global view (G) ELL
Missing Attributes.

Search Results

WA (G) ELL Missing Attributes mdrawn (currs

13 (v2.1 FINAL)
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Note the grid view displays a column for each attribute field:

hfesuls Click a column heading to sort
© (G) ELL Missing Atributes [] Edit BAcive Clincoming [l Withdrawn (current year) either ascending or descending.
cted: Search within results: Rows: 30 E‘ 4Page 1of 18 = Toal
Student Name ( [D Gr(A) CPS Status' Student Home Language (ELL) Bilingual Periods per Week ELL instruction context Program Model Placement Model
[ 2 Active NIA NIA Transitional Bilingual Education = N/A
| 7 Active NIA NIA Transitional Program Instruction  N/A
5 Active NIA NIA Transitional Bilingual Education = N/A
7 Active NIA NIA Transitional Bilingual Education  N/A
3 Active Spanish 59 » 1 selected Transitional Bilingual Education = Part-time
3 Active Spanish 5-9 ¥ 1 selected Transitional Bilingual Education =~ Part-time

Note: The (G) ELL Missing Attributes view can be applied to your Search Results from any
Advanced Search. If desired, search criteria can be built using the Missing Attributes
fields only. See the Introduction to SIM Quick Guide for additional details on building a
Detail Advanced Search: (http:/impact.cps.k12.il.us/downloads/QuickGuide SIMupgrade.pdf).

Indicating PARCC Math i Spanish Accommodation

TheDi strictés effort to provide PARCC accommodations
providing the Math PARCC assessment in Spanish. EL students who are instructed in Spanish in
Math are eligible to take the Math PARCC assessment in Spanish.

The following steps details how to indicate that a student requires the PARCC Math assessment
in Spanish:

1. On the ELL Profile page, from the ELL instruction context Available field, highlight PARCC
Math i Spanish and move it over to the Selected Column.

2. Click OK to save your selection.

ELL instruction context:

Available: Selecied: Total: 2
iINAA Q. TBE - Self-Contained
Dual Language - One Way PARCC Math - Spanish

Dual Language - Two Way
Mone of the Above
TBE - Collaboration

TPI - Collaboration
TPI - Self-Contained m

®-2015-165Y (Bilingual Teach
x-2015-165Y (Bilingual Teach
x-2015-165Y (Bilingual Tutor) -

*Required Apply Can

14 (v2.1 FINAL)
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Usi ng
( SRR)

t he Student

Form

eRceocnt maesnsdi afti i coant

The SRR form should be used to exit or re-enroll/enroll a student into the EL Program.
Instructions on when and how to use it are located on the back of the form, located on the
Knowledge Center (link provided here). If assistance is needed, contact OLCE at 773-553-1930.

Gener a

ting

The following table lists the available ELL reports:

Reports

Name of Report

Description

Criteria To Determine Which
Currently Enrolled Student Should
Receive Letter or Be Listed on Report

CPS Notice
Transitioning
Students Less than
3Yrs.

Report prints 2 page letter per
student who qualify to transition in
less than 3 years. Page 2 is a Parent
Guardian Consent form.

Grade Levels=1to 12
CPS Status = Active
State Status = Transition

Last Yeards Program

Proficiency Scores = minimum overall
composite score of 5.0, minimum
Reading proficiency level of 4.2, and a
minimum Writing proficiency level of
4.2 on the ACCESS for ELLs® exam

CPS Notice
Transitioning
Students PY3 and
Higher

Report prints 1 page letter per
student who are PY3 and higher and
transitioning.

Grade Levels =4 to 12
CPS Status = Inactive
State Status = Transition
Program Year = TM1

Proficiency Scores = minimum overall
composite score of 5.0, minimum
Reading proficiency level of 4.2, and
a minimum Writing proficiency level of
4.2 on the ACCESS for ELLs® exam

Notification for Gr K-
12 PY4 and Higher

student in grades K-12 who are
continuing ELs with a Program year 4

CPS Parent Report prints 1 page letter per Grade Levels = K to 12
Notification for Gr K- | student in grades K-12 who are new CPS Status = Active
12 PYO-PY3 or continuing ELs with a Program State Status = Active
f 0-3.
year of 0-3 Program Year = PYO to PY3
CPS Parent Report prints 2 page letter per Grade Levels = K to 12

CPS Status = Active

State Status = Active

15 (v2.1 FINAL)
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Name of Report

Description

Criteria To Determine Which
Currently Enrolled Student Should
Receive Letter or Be Listed on Report

or higher. Page 2 is a Parent
Guardian consent form.

Program Year = PY4 and higher

CPS Parent
Notification for Gr
PE-PK

Report prints 2 page letter per
student in grades PE and PK who are
new or continuing ELs.

Grade Levels = PE and PK
CPS Status = Active
State Status = Active

CPS Parent
Notification Support
Srvcs for Refusals

Report prints 1 page letter per
student who are refusals and eligible
for support services.

Grade Levels = PE. PK, Kto 12
CPS Status = Inactive

State Status = Active

Parent Refusal (field) = Yes

CPS Parent Refusal

Report lists students who are refusals

Parent Refusal (field) = Yes

between 0-9.

Report
CPS Students in Report lists students in the EL CPS Status = Active
Program program who have a Program Year Program Year = PYO to PY9

CPS Students to
Take Access

Report lists students who need to
take ACCESS between 0-9.

State Status = Active
Program Year = PYO to PY9
Need Access (field) = Yes

CPS Students to
Take Screener

Report lists students who have not
yet taken the screener assessment.
Note: students screened in
Preschool are required to be
rescreened when enrolled in
Kindergarten.

Needs Screener (field) = Yes

CPS Students with
Invalid Home
Language

Report lists students who have a
Home Language mismatch on the
s t u d dederd kfo tab.

Home Language (field) = Language
other than English
HLS Questions (fields) = No

CPS Transitioning
Students

Report list students in the EL program
who are transitioning.

Program Year = TM1 to TM2

The following steps detail how to generate reports (for this example, the CPS Students in

Program report).

1. On the horizontal Menu bar, under Admin, click Reports.

active ] incoming [ Withdrawn (current year)

User Settings

Scheduling
Grading
Attendance

School Setup

District Setup

Advanced Search
Reports

16 (v2.1 FINAL)
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2. Onthe School Reports page, under ELL Reports, select CPS Students in Program.

3. Onthe Reports Options page, select the desired report options and click Run.

Note: Report Options may vary depending on the report selected. The user
can select only those parameters that are needed, as follows:

1. Preferences i allow the user to select options, specific to that
particular report.

2. Filters i allow the user to select the filters that best delineate what
information is needed (such as, a specific Homeroom or an
individual student).

3. Scheduling Options i allows the user to determine when or how
often the report should run (such as, fRun N o woor  AtOinme 0 |( o n
specific date and time). The default is Run Now.)

4. The Output section i allows the user to determine the format for
the report, such as Adobe Acrobat (pdf), Excel, etc. The default is
Adobe Acrobat (pdf).
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