School logo etc 

Please note: the purpose of these guidelines or procedures is to ensure that students who are from backgrounds with English as an additional language:

•  are eligible to attend school in New Zealand

• receive full information about the school

• are placed in appropriate classes

• have teachers who are prepared in advance to receive them.

• are welcomed into the school

• have their language and learning needs identified

Adapt the statements so that these guidelines fit with your school practices.

A school policy is the means by which a school indicates an intention to act in certain ways. Such policy and beliefs are based on the beliefs and values that are important to the community of the school. By agreeing on a policy and documenting it, a school indicates a willingness to identify certain needs and allocate certain resources to ensure that those needs are met. 

(Adapted from:Ministry of Education (1999) Non-English Speaking Background Students A Handbook for Schools Learning media: Wellington, New Zealand P28)

Guidelines for Students with English as an Additional  Language

Links to school vision/beliefs about learning –include any relevant details or refer to wider school information 

1. Rationale 

For example…

• The school will meet the requirements of the Principles of the New Zealand Curriculum, especially Cultural Diversity, Inclusion and Community Engagement (See NZC p.9)

• The school will place equal importance on each child's home languages and cultural backgrounds so that children have a supportive and effective environment in which to learn.

• To provide opportunities to learn English in an environment that acknowledges and cares about their culture and heritage and that fosters development of skills in academic and social communication.

• The presence of multicultural and multilingual students with their wealth of experiences is a positive asset. It provides opportunities for appreciating different values and expectations and for additional cultural dimensions to be included in all curriculum areas.

• Make reference to the nags such as NAG 1 (iii) (b) ‘on the basis of good quality information, identify students and groups of students who are at risk of not achieving’.

2. Purposes

For example…

• For learners of English as an additional language to be secure in using their first language(s) in any school situation 
• To ensure that bilingual students can participate fully in classroom activities 

• Develop ESOL support programmes as necessary to ensure student achievement

• To ensure..

• 

•
3.
School Guidelines  - What would we see in the classrooms?
• Additional language learning is promoted within classroom environments.

• Teachers will identify and state the key vocabulary and language structures to scaffold the teaching of all students, including new learners of English.

• Students from diverse language backgrounds need many and varied opportunities to use their new language (English) and link to their prior knowledge in small groups and in meaningful situations according to their needs, within the resources of the school.

• We will reflect a wide variety of cultures within our school physical environment (bilingual labelling of displays, art displays from different cultures, children's own publications, resources…)

• Whenever possible the school will provide interpreters for parents (and children) especially at critical times such as enrolment, parent interviews etc. 

• Additional support will be provided for students who are beginner learners of English based on the Ministry of Education guidelines for funding.

• Staff development will be on-going through staff meetings for all staff and in-service training for key personnel.

• For children who are eligible, progress and achievement will be reported to parents using the English Language Learning Progressions as a pathway to expectations.

3. Procedures

Each of the headings listed below might be relevant under the procedure guidelines

• enrolment, reception and orientation to the school

• assessment (initial and on-going)

• provisions for ESOL or bilingual teaching support 

• professional development of staff

• staffing and the provision for communication between staff

• materials and resources

• reporting to and communicating with parents

• record keeping
PROCEDURES – ENROLMENT 

(You may need to consider explicitly stating the procedures for each of the following groups of students who have English as an additional language – See Education.govt.nz website for latest enrolment information and particularly check the “Enrolment eligibility overview including enrolling adult students” section.
(i) The enrolment process for students with permanent residence

(ii) The enrolment process for students who have refugee status

(iii) The enrolment process for students whose parents have work permits

(iv) The enrolment process for non-resident fee-paying students (Refer to Code of Practice for international students.)


1.       When parents/caregivers approach the school to enrol a student, the secretary will give them an enrolment pack including:
a.       an enrolment form in the enrolment pack, information booklet (What happens if parents can’t read this information?) Ensure that the enrolment form has noted the ethnicity and languages spoken at home.

2.
During the enrolment interview the principal/secretary will:
a.            photocopy the information page and entry permit in the child’s passport and verify the child’s immigration status. The principal will make a note 3 months before expiry of work permits to allow time for families to reapply
b.           check that all relevant information is completed on school enrolment forms
c.            if child has come from another NZ school, check the class level and information on school master
d.           advise parents of the child’s placement and name of the teacher
e.            arrange for a tour of the school, meet the teacher and class
f.             give the family a date and time to start

g. 
ensure the teacher has adequate preparation for the new student 

Encourage the family to bring their own interpreter if necessary or arrange for an interpreter to be present.

As soon as possible, a second stage of enrolment will involve __________ (the Teacher in Charge of ESOL?) interviewing the family using an ESOL supplementary enrolment form. Information will be recorded and given to the student’s class teacher and placed on the student’s file.

At this stage it might be appropriate for an initial assessment of the child’s English to take place (or it might be better to wait a few weeks for the child to settle into school).

In consultation with the classroom teacher ______________ (the teacher in charge of ESOL) will make an application for ESOL funding from MOE. (Or the classroom teacher will make an application for .. etc) Fax the new student funding form to the MOE.

Organise any appropriate resources or support required…e.g. allocation of buddies, teacher aide support, welcome box, information about the child’s culture and language …)

Orientation Process
One of the first things the teacher/teacher aide or buddy will do is …
 
 Assessment & Monitoring/Tracking
Progress will be monitored regularly each 6 months. Ensure the same assessments are repeated to track progress over time. Data to be analysed and summarized. Who does this - class teacher or ESOL teacher?

Specific ESOL assessment in our school will be completed by ________ and  requires:

• Record of Oral Language – adapted ESOL version or Clay version

• Record of spoken vocabulary -

• Sequence task including a recording sheet to write exactly what the child says

• Dictated writing sample (a simple text at the child’s reading level or from the Observation Survey)

• If necessary, older children may need to be checked on high frequency word knowledge and phonemic  knowledge

• Running Record

• A writing sample

Also:

The class teacher will use this information, as well as observations of the student to make an ‘overall teacher judgment’ and record the student’s ‘best fit’ stage of English language on The English Language Learning Progressions.

A Record of Progress will be kept which outlines the cumulative data across a year – ELLP stage, ESOL/AF score/assessment information etc.

Assessment of students will take place twice each year .. Write exactly who/when this occurs

Classroom programmes
• Classroom programmes will be modified to cater for the language needs of the ESOL learner as necessary. Describe some examples of strategies or approaches the classroom teacher would make… (refer to resources such as SELLIPS, ELIP, Making Language and Learning Work3 DVD…)

ESOL programmes process your school will use to develop the ESOL support …
• An appropriate ESOL support programme will be developed by the ESOL co-ordinator in consultation with classroom teachers. (E.g time allocation for planning..)

• the ESOL programme will link as closely as possible to the curriculum in each classroom
• Professional development opportunities will be made available to upskill staff.

Other sections could also include: Resources, Professional Development


This procedure is approved by the __________  School Board of Trustees  

Signed: ___________________________________
            Board of Trustees Chairperson, 

Date:    ___________________________________

