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I: STUDENT IDENTIFICATION, ASSESSMENT, PROGRAM PLACEMENT, AND RECLASSIFICATION 
PROCEDURES 

Initial Identification and Assessment of English Learners 

Oxford Day Academy (ODA) identifies, assesses and reports each student with a primary 
language other than English and makes an appropriate program placement based on English 
language proficiency. 
. 
Oxford Day Academy Charter School follows state guidelines for the enrollment, assessment, 
placement, monitoring, and reclassification of English Learner students. 
 

Step 1:  Enrollment and the Home Language Survey 

Oxford Day Academy (ODA) is a not-for-profit, free and public charter school whose enrollment 
is open to any student wishing to enroll in grades 9-12.  Every student who wishes to enroll is 
given a Home Language Survey.  The purpose of this survey is to allow for Oxford Day Academy 
staff the opportunity to assess student language proficiency.  New students whose Home 
Language Survey indicate a language other than English on 3 or more criteria areas are 
scheduled to be administered the Initial English Language Proficiency Assessment for California 
(ELPAC).  Students who are administered this exam will either be placed in the English Language 
Learner Program or be identified as Initially Fluent English Proficient and placed in the general 
education program. 
 
The questions on the Home Language Survey are as follows: 
 1)  Which language did your child learn when he/she first began to talk? 
 2)  Which language does your child most frequently speak at home? 

3)  Which language do you (the parents or guardians) most frequently use when 
speaking with your child?  
4)  Which language is most spoken by adults in the home (parents, guardians, 
grandparents, or any other adults)? 

 
The results of each student’s Home Language Survey will be recorded in PowerSchool, the 
Oxford Day Academy student information system.  Oxford Day Academy is not a school that 
offers a dual immersion or other specified school-wide language program, so all English Learner 
student’s will be tagged with a code indicating they will receive ELD and SDAIE (Specially 
Designed Academic Instruction in English) support.  All language designation status’ will be 
cross-referenced through CALPADS (California Longitudinal Pupil Achievement and Data 
System).   
 

Step 2:  ELPAC Administration and English Language Designation 

The English Language Proficiency Assessment for California or ELPAC is administered to all 
students in grades TK through 12 who are new to the public-school system of California.  
Students must be given this exam within 30 days of enrollment and once each year thereafter 



(if determined to be English Learners) every year until the student is reclassified or exited out of 
the program.   
 
Transfer Students from another California Public or Charter School.  Students who transfer into 
Oxford Day Academy Charter School from another public or charter school within California will 
have their latest scores requested and forwarded to Oxford Day Academy for proper 
documenting in the Student Information System.  The staff designee for student testing and 
assessment will be responsible for ensuring the records are requested, received, recorded in 
PowerSchool, and that the student receives the appropriate summative ELPAC each year until 
reclassification.   
 
Transfer Students from Private Schools or Schools Outside of California.  Students who transfer 
into Oxford Day Academy from private schools or schools outside of California (including from 
other countries) will be entered into PowerSchool, Student Information System effective the 
date of their actual enrollment.  Next, the Home Language Survey results will be analyzed and if 
it indicates a language other than English for 3 of the 4 categories, students will be 
administered the ELPAC.   
 
 

Step 3:  Student Classification and Placement 

Based on the initial ELPAC results, students will be identified as English Language Learners or 
Initially Fluent English Proficient.  Students who are identified as English Language Learners are 
tagged in the language screen in PowerSchool and given instruction at integrated and 
designated times of the day on English Language reading, writing, and oral language skills.  
Students whose initial ELPAC identifies them as non-English Language Learners will be tagged as 
IFEP in PowerSchool and be given non-English Language Development instruction.  Students 
identified as English Language Learners will be administered the ELPAC and be instructed using 
ELD an SDAIS strategies according to their ELL code until the student matriculates from Oxford 
Day Academy or is Reclassified. 
 

Staff Professional Development 

Oxford Day Academy teachers and instructional support staff will receive frequent and ongoing 
professional development on instructional strategies that target English Language Learner 
students throughout the school year.  Topics to be covered with staff include: 

• Instructional Strategies for English Learners with IEPs 

• Using data to plan instruction for English Learners 

• Accountable Talk Structures and sentence starters for English Learners 

• Intervention strategies for English Learner students 

• The Reclassification process 

• Specially Designed Academic Instruction in English 

Parental Training and Involvement 



Oxford Day Academy recognizes the importance of ongoing and frequent parental involvement.  
To address this need with English Learner students specifically, Oxford Day Academy will 
comprise an English Language Advisory Council which is an advisory only committee that meets 
monthly to discuss the programs offered to English Learner Students, analyze the success of 
those programs, and make recommendation to the School Site Council regarding additional 
programs or program modifications that seek to improve attendance, increase student 
outcomes, and provide at-home support to parents of English Learner Students.  This advisory 
council will receive training in accordance with state guidelines as specified in 20 USC 

6312[g][4]; E.C. Sections: 62002.5; 35147; 52176 and 52168; and Title 5. CCR, Section 11308. 

 

Parental Exception Waivers 

 
Purpose   
  
Ed. Code §§305, 306, 310, 311 requires that the basic program for all English Learners is one 
that is taught overwhelmingly in English. However, English Learner instruction may be waived 
by parent request for a child to enter into a bilingual program. 
  
Parent Notification  
  

1. Waivers are also used for students whose parents request that they do not receive ELD 
instruction in the program that was recommended by Oxford Day Academy. 

2. Waivers are not needed for EOs or Special Education EL students with an Individualized 
Education Plan (IEP), which calls for primary language instruction or primary language 
support. 

3. By State law, a Parental Exception Waiver is required to enter immersion programs. 
Currently, Oxford Day Academy has no immersion programs. English Learner students in 
immersion programs still receive ELD instruction. 

4. Waivers are not required in order for students to receive primary language support 
within Structured English Immersion (SEI) or Mainstream Programs, as long as these 
programs are provided overwhelmingly in English. 

5. Parents must be provided with written notification of the student’s placement, all 
educational opportunities available, and the opportunity to apply to request a waiver. 

6. If an Alternative Bilingual Program is not available, the parent will be notified and given 
a copy of parent rights to reapply to an alternative Bilingual Program in the future. The 
student will be placed in a Structured English Immersion (SEI) or English Language 
Mainstream setting, based on the student’s level of English language proficiency. 

  
Types of Parental Exception Waivers  
 
Parental Waiver from English Learner Program.  

Student ID   School Year  



  
 

Home School  Grade  
  

 

Student   Date of Birth  
  

 

Language   Date of Entry
  

 

 

Student has been assigned to participate in the ELD program at  Oxford Day 
Academy
  

 

 

 

Students are placed in this program when the results of the English Language 
Proficiency Assessments for California (ELPAC) indicate she or he qualifies for 
English Language Development support. This placement is required by the 
California Department of Education. As an English Language Learner your 
student may receive small group instruction from specially trained and 
credentialed teachers of English Language Development. Additionally, English 
language learners may receive tutorial assistance from native language speakers 
to ensure access to the core curriculum during the period of English language 
acquisition. 

 

I,  , do 
Parent/Guardian 

hereby release Oxford Day Academy from its obligation to provide the most 
appropriate placement of English Language Development instruction for 

 

  . 
Student 

 
I understand that waving these services may significantly compromise the 

academic progress of this student. 
 
 

 

Signature-Parent or Guardian Date 
 
 
 
 



Reclassification 

Oxford Day Academy will consider the reclassification of students in accordance with rules and 
mandates prescribed by the California Department of Education E.C. Section 313 (f) as well as 
those approved by the San Mateo County Board of Education as outlined in the Local Control 
Accountability Plan (LCAP) and LCAP Addendum.  Reclassification will be considered for 
students who satisfy the following steps: 
 
Step 1:  Assess student’s language proficiency using the ELPAC pursuant to E.C.  Section 60810. 
 
Step 2:  *Use teacher input on the OPTEL (Observation Protocol for Teachers of English 
Learners) regarding student academic performance and content mastery as a portion of the 
decision-making process.  This protocol: 

• Provides unbiased evidence that aids in determining reclassification of English Learners 

• Evaluates the degree and quality of interactive language use between English Learners 
and non-English Learner peers 

• Allows teachers to evaluate various ranges of student English Language proficiency 

• Can be used with all English Learners, including those with Individualized Educational 
Plans (IEPs) 

• Can be used in all content areas 

• Is aligned with the California English Language Development Content Standards and the 
performance bands associated with the ELPAC 

• Allows teachers to have more in-depth, data-based conversations with parents 
regarding student progress towards English Language proficiency 

• Allows for ease of progress monitoring of English Learner students for new teachers 

• Can be used as a formative assessment tool in support of teaching and learning of 
English Language Learners. 

Until the official release of the OPTEL in 2020, Oxford Day Academy will use the National 
Clearinghouse for English Language Acquisition’s Content Monitoring Form for English Learners 
or Former English Learners created by Kathy Zantal-Wiener and Todd Bell, and recommended 
by the U.S. Department of Education’s Tools and Resources for Monitoring and Exiting English 
Learners from EL Programs and Services guide to record teacher input and student progress 
needed for reclassification consideration.   
 
Step 3:  Parental input. 
 
Step 4:  Meets or Exceeds Grade Level “Mean” score on the Mid-Year NWEA/MAP Growth 
assessment for students in grades 9 - 12.   Achievement of Level 3 or 4 on the California 
Assessment of Academic Student Performance and Progress (CAASPP) exam. 
 
 
 
 
 



Final recommendations for reclassification will be made by the ELD administrator or designee. 
 

 
 

Signature-ELD Administrator or Designee Date 

 
 
Annual Parent Notification 
  
Parents are notified yearly their child's designation along with the ELPAC results. 
  
Parental Exception Waivers Procedures  
  
All Oxford Day Academy School teachers will be certified to provide EL instruction. However, 
Oxford Day Academy will set up a special program recommended to all EL students. Parents 
wishing to withdraw students from the recommended EL Program must follow the steps below: 
 

1. Should a parent/guardian request a waiver from the recommended program, s/he will 
first contact the EL staff member at the site. The EL staff member can refer the guardian 
or parent to the Director of Curriculum send in the site's recommendation to the 
Director. 

2. The Director of Curriculum will meet with the parent to discuss and/or clarify the EL 
Program and its purposes. 

3. Should the parent still wish to request the waiver, the Director will review the 
recommendation from the site. 

4. The Director of Curriculum and the parent sign the waiver and the parent is given a 
copy. 

5. The Director of Curriculum keeps a copy on file in the school’s office and notifies the 
appropriate staff. 

6. EL students with signed waivers will be monitored by the EL Teacher or Site EL 
Administrator and receive EL instruction as appropriate. 

 
Approval, Denial and Appeal Procedures   
  
Parent waivers cannot be denied by the school district.  
  
Annual Reporting 
 
Waivers are reported annually to CalPads. 

 
 
 
 
 
 
 



 
 
 

 
 
 

Monitoring Progress of Reclassified Students 

After students have been reclassified, performance will be monitored for those students 
annually through classroom performance observation as measured by academic grade marks, 
performance on the NWEW/MAP Growth exams, as well as performance on the CAASPP exam. 
Other data collected and analyzed will be performance on weekly classroom assessments, as 
well as grade level benchmark exams.  Students must continue to maintain proficient 
performance in these areas in the area of English Language Arts.  The Language Appraisal Team 
will meet after each trimester to identify Reclassified English Learners who fall below minimum 
performance expectation and recommend them for intervention.  Student progress will 
continue to be monitored in the intervention program until students show mastery of grade 
level content standards.   
 

Ongoing Monitoring of Student Achievement 

Teachers are to monitor on an ongoing basis each student’s progress in developing proficiency 
in English and in making academic progress. Classroom-based assessments may include 
traditional teacher-made tests, writing assessments, and the assessment materials that are part 
of adopted programs. Teachers are also encouraged to use an array of authentic procedures to 
help them assess both student work and student progress over time. Such procedures may 

August - September:  
Compare Summative 

ELPAC Score with Spring 
CAASPP Score

October - November:  
Administer Initial ELPAC 

and Send Parent 
Notification

February - March:  
Analyze Student 

Progress on Mid-Year 
NWEA/MAP Growth

April:  

Annual Spring 
Reclassification 

Ceremony



include use of anecdotal records, observation procedures, developmental checklists, student 
interviews, and the evaluation of student work products and performances. 
 

III:  TEACHING AND LEARNING:  ESSENTIAL ELEMENTS 

English Language Development Instruction 

If English learners are to achieve rigorous academic standards, they must develop high levels of 
academic language proficiency—that is, the language, thinking, and learning tools needed to 
achieve grade-level content standards across the curriculum. The goal of ODA’s English 
language development program is to enable English learners to develop communicative 
competence as well as academic English language proficiency in order that they have full and 
equal access to ODA’s educational program. 
Teachers are to provide English learners with both English language development (ELD) and 
English language arts (ELA) instruction appropriate to each student’s assessed level of 
proficiency. Further, teachers will work to ensure that English learners meet both ELD standards 
as well as grade-level ELA standards. Specialized instructional services are to be provided until 
the student has demonstrated English language proficiency comparable to that of ODA’s 
average native-English-language speaker and recouped any academic deficits incurred in other 
areas of the core curriculum as a result of language barriers. 
Teachers are expected to utilize teaching practices based on current second language 
acquisition theory and sound research on effective instructional practices, as identified in 
Improving Education for English Learners: Research-Based Approaches (California Department 
of Education, 2010). 
At the secondary level, ELD instruction is to conform to six basic instructional delivery 
standards: 

1. Each student is to receive daily, dedicated ELD instruction that develops both social and 
academic language. 

2. Students are to be placed in ELD and/or ELA instruction on the basis of English Language 
level results on the ELPAC 

3. ELD instruction at each grade level is to address all standards domains: 
listening/speaking strategies and applications; word analysis and vocabulary; reading 
comprehension; literary response; writing strategies and applications; and oral/written 
conventions. 

4. Teachers are to utilize district-adopted ELD materials and other supplementary 
materials that address ELD standards. 

5. Teachers are to utilize research-based best teaching practices, as outlined in Improving 
Education for English Learners: Research-Based Approaches and SCUSD English Learner 
Instructional Guidelines. 

6. Teachers are to assess the progress of each English learner on an ongoing basis and 
utilize the results of assessment to modify instruction. 

 



 

Monitoring of Implementation of ELD Instruction 

The principal is responsible for monitoring the implementation of ELD programs and instruction 
at the site. 

Access to the Core Curriculum 

At the secondary level, English learners at the CELDT Beginning and Early Intermediate levels 
should be enrolled in dedicated SDAIE courses, where enrollments permit formation of such 
classrooms. Students at the Intermediate level may be placed in SDAIE and/or mainstream 
content courses depending on individual need. Students at the Early Advanced or Advanced 
levels will enroll in content classes with general education students, provided that the teacher 
is authorized to provide such instruction. Teachers are to differentiate instruction for these 
students. 
SDAIE instruction is to conform to six essential design standards and otherwise be aligned with 
Improving Education for English Learners: Research-Based Approaches: 

1. Each unit of study and/or lesson is to address both content and language objectives and 
instructional activities are to integrate content learning and language development. 

2. The teacher is to adapt the teaching of content to all levels of student proficiency. 

3. Content objectives are to address or provide onramps to grade-level standards. 

4. Teachers are to differentiate instruction, based on level of student proficiency, utilizing 
best teaching practices commonly associated with effective SDAIE instruction. 

5. Teachers are to utilize differentiated assessment procedures, appropriate to level of 
student proficiency, to evaluate both mastery of content and student progress. 

6. Teachers are to use both district-adopted programs and supplemental materials and 
ancillaries designed to provide English learners with access to core curricular areas. 

The principal is responsible for monitoring the implementation of programs and instruction 
providing access to the core curriculum. 
 

Catch-up Plan for Students Not Making Progress 

ODA will establish a plan for monitoring and overcoming any academic deficits English learners 
have incurred while acquiring English. The plan will be designed to ensure that actions to 
overcome academic deficits are taken before these deficits become irreparable. 
The catch-up plan encompasses within its scope English language development instruction, 
core reading instruction, and academic instruction in the content areas. The plan provides a 
tiered service-delivery model to ensure that English learners receive a complete and 
appropriate range of instructional services and interventions through the general education 
program. 
 



At Tier 1, all English learners must be provided with high-quality English language development 
instruction and access to the core curriculum in ways that reflect the view that each child’s 
language and culture are assets, not liabilities. Each student must receive developmentally- 
appropriate instruction that has been adjusted to meet individual needs. The progress of each 
student in ELD, reading, and academic subject areas must be assessed to determine whether 
the student is meeting predetermined benchmarks. If after receiving specified instructional 
modifications, the student is still not making progress at a rate that is comparable to “true 
peers” (that is, ELs with similar characteristics) then the student may move on to Tier 2. 
 
At Tier 2, specific interventions (as opposed to differentiation) are provided, typically in a small 
group setting by the classroom teacher or by a specialist. Services are supplemental, reflecting 
both increased times focusing on the area(s) of weakness and a qualitatively different 
instructional treatment. Again, the progress of the student is monitored regularly. Where the 
student fails to meet instructional targets, s/he may move on to Tier 3.  A student who meets 
those targets will typically fall back to Tier 1. 
 
At Tier 3, interventions are more intensive and more individualized. Services are typically 
provided in small-group and one-to-one settings. 
 

Monitoring the Progress of Students on a Catch-Up Plan 

ODA will monitor the progress of students on a catch-up plan and include these students within 
the scope of the annual evaluation of EL programs and services. 
 

IV:  STAFFING AND PROFESSIONAL DEVELOPMENT 

If English learners are to have access to a high-quality education and experience academic 
success, their needs must be met by teachers who have specialized knowledge and skills related 
to English language development, specially designed content instruction delivered in English, 
and content instruction delivered in students’ primary language. 
The principal is responsible for ensuring that teachers are assigned appropriately to classrooms.  
ODA is committed to recruiting, developing, and retaining teachers who are highly qualified to 
teach English learners. Local recruitment goals and strategies call for the recruiting and hiring of 
teachers who reflect the diversity of ODA’s students and for provision of incentives for teachers 
to accept employment. Retention goals focus on providing new teachers with high levels of 
mentoring and support and for the improvement of working conditions for teachers. Finally, 
ODA is committed to improving teacher quality through ongoing professional development and 
support, improved teacher evaluation, and the strengthening of professional learning 
communities in the schools. ODA and each school provide ongoing professional development to 
teachers, paraprofessionals, administrators, and other appropriate personnel on a range of 
topics related to English learners. 

V: STANDARDS, ASSESSMENT, AND ACCOUNTABILITY 



Oxford Day Academy will conduct an annual evaluation of English learner programs and 
services to determine program effectiveness. ODA will examine evaluation data, assess needs, 
and identify program improvement priorities for action. 

Evaluation of English Learner Programs and Services 

The purposes of program evaluation are to determine the effectiveness of programs and 
services for English learners; to determine the extent to which language-minority students have 
equitable access to district programs and services, including paths to higher education; and to 
provide a basis for strengthening program implementation, modifying program practices, and 
sustaining ongoing school improvement for all students, including English learners. 
The evaluation of instructional programs and services for English learners will be organized 
around evaluation questions posed by stakeholders. Areas of inquiry/description will include 
student demographics; instructional services and staffing; student outcomes for English 
language development; student outcomes for academic achievement; indicators that language-
minority students have equitable access to district programs and services; and the capacity of 
ODA and schools to provide English learners with high-quality instruction: 

Inputs:  Do English learners receive effective programs and services? 

• Are English learners accurately assessed and appropriately placed? Is their progress 
monitored? 

• Are students provided with high-quality English language development instruction? 

• Do students have access to a challenging core curriculum? 

• Are teachers of English learners well-qualified and effective in the classroom? Are 
students who are not making expected progress provided with effective instructional 
interventions? 

• Overall, are all language-minority students held to high academic expectations? 

Student Outcomes:  Are language-minority students experiencing success in school? 

• Are English learners making effective progress toward full proficiency in English? Are 
English learners making expected progress toward mastery of content standards in 
academic areas? 

• Do English learners have access to all district programs and services? Are English 
learners making expected progress toward reclassification? 

• Once reclassified, do students sustain high levels of academic achievement? Are English 
learners making expected progress through high school? Are they prepared to succeed 
in college and the workplace? 

School Improvement Planning and Evaluation Processes 

Oxford Day Academy is committed to utilizing program evaluation data to shape the design, 
implementation, and modification of instructional programs, to support services and to inform 
long-range planning and decision making. ODA respects the difficulty involved in changing 
schools and schooling in ways that have a meaningful impact on students. To ensure that 



students are the central focus of ongoing school improvement efforts, ODA will implement 
school improvement processes that: 

• establish high expectations for all students and provide a framework for ensuring that 
student and organizational outcomes are achieved; 

• promote the involvement of the entire school community in all phases of planning, 
implementation, and evaluation activities; 

• provide for high levels of coordination among district-level departments and between 
ODA and the schools; 

• ensure that program monitoring and evaluation are an ongoing, integral part of school 
improvement initiatives and activities. 

 

Reclassification of Students with Disabilities 

All students with IEPs shall be considered for reclassification with input from the EL designee 
and IEP team combined.  In addition to meeting the standard reclassification criteria for non-
disabled students, IEP teams shall use, in lieu of CAASPP ELA scores, student progress on ELD 
goals written in the student’s IEP.  Students must show mastery of those goals as evidenced by 
work samples, prior to being considered for reclassification.  The EL designee will meet with the 
IEP Team to analyze all data to determine if reclassification is appropriate for the student being 
considered.  These teams may meet only once during an academic year, preferably in February 
so as to give sufficient time for the student with a disability additional time to work towards 
mastery of IEP ELD and grade level standard goals.   
 

Special Education Services 

English learners must have equitable access to the same education programs and services as 
English-speaking students, including special education services. In making a determination of 
eligibility for special education services, in no case will lack of English proficiency be a 
determining factor for establishing that a child has a learning disability.  ODA will ensure that all 
notification requirements governing prior written notice be provided to the parent or legal 
guardian of the child in a language they understand. The IEP of an English learner must include: 
(1) as part of the statement of the student’s academic achievement, an analysis of the 
relationship of academic performance to the student’s proficiency in English; (2) a goal for 
English language development that includes the identification of specific standards (objectives) 
in oral language, reading, and writing that are to be met; (3) a description of how the ELD goal, 
as well as other academically- related goals, are to be met through use of differentiated 
instruction that is specially designed to meet the needs of English Learners; and (4) a 
description of how the student’s progress in ELD will be measured. 
Each English learner who has been placed in a special education program will receive daily, 
specialized English language development instruction and access to the core curriculum using 
differentiated methodology. The IEP team is to determine how these services are to be 
delivered. 



 
 
 
 
 

Curriculum for English Language Learners 

Oxford Day Academy uses a blended model approach to developing student English Language 
skills.  During designated ELD, English Learner students are presented with multiple 
opportunities to develop listening, speaking, reading, comprehension and writing skills.  
Teachers use core instructional materials, as well as student data, to design instructional 
lessons that are based on SDAIE strategies and that align with ELD and California English 
Language Arts Common Core standards.  All Oxford Day Academy teachers will have English 
Learner authorizations through the California Commission on Teacher Credentialing.   
 
Use of SDAIE Strategies.  Oxford Day Academy uses SDAIE Strategies in all subject areas.  This 
approach to instruction focuses teaching and learning on acquiring necessary language 
development skills with occasional support in the primary language.  This bridge allows 
teachers the ability to use the primary language, in addition to pictures and other visuals to 
help students form better connections and learn about content through comprehension of 
content, rather than simple language input and output.  This approach heavily emphasizes 
vocabulary development, verbal interactions with peers, kinesthetic/tactile associations to 
build content relatability, and the use of visuals to anchor concepts.  The consistent and 
frequent interexchange of content and language in the SDAIE classroom is one that is research-
based and proven to be effective.   
 
Metacognition and Writing.  Coherent and relevant writing is one of the highest depictions of 
student academic success.  Metacognition expressed through writing for the English Learner, 
when done successfully, is evident when the student can present a topic, identify the main 
concept, and write detailed sentences that elaborates on the topic while simultaneously using 
academic vocabulary and referencing other concepts while maintaining coherence and focus.  
Oxford Day Academy teachers provide English Learners multiple opportunities to develop this 
deeper level of writing through designated writing blocks, focused writing instruction, and 
incremental writing that develops sequentially over time.  Through peer-to-peer writing review, 
students develop oral language development by using accountable talk structures that are pre-
determined by the teacher and as appropriately dictated by the lesson taught. These 
accountable talk exchanges are informally evaluated by the teacher and guidance and input are 
provided to students on-demand which helps to better guide students through the writing 
process.   
 

Parent and Community Participation 

Family involvement is a critical component to student success, which is why Oxford Day 
Academy encourages ongoing, positive and frequent social-emotional and academic parental 



involvement.  Parents are involved in their student’s academic career through parent meetings, 
weekly classroom/grade level newsletters, monthly newsletters, school-wide activities, and 
parent meetings that meet to discuss topics such as: 

• Oxford Day Academy’s process for identifying and placing English Learner students  

• Parent notification of student’s eligibility and placement in English Learner programs 

• Letter regarding student initial ELPAC results 

• School-wide instructional goals for English Learners 

• Student academic performance in CORE subject areas  

• Results of progress monitoring of English Learner students on grade level benchmark 
exams, school-wide trimester exams, and state assessments (ELPAC Summative, 
CAASPP, and PFT) 
 

VI: PARENT AND COMMUNITY INVOLVEMENT 

Oxford Day Academy will ensure that the parents and families of English learners are actively 
and meaningfully involved in the education of their children. ODA and schools will 
communicate effectively with the parents and families of English learners in ways that are 
ongoing, meaningful, and comprehensible and will ensure that the parents and families of 
English learners are full partners in the decisions that affect their children. 

Communication and Outreach 

ODA will ensure that communication with the parents and families of English learners is 
ongoing, meaningful: 

1. Oxford Day Academy will inform parents how they can be involved in the education of 
their children and actively assist their children to attain full proficiency in English, 
achieve at high levels in core academic subjects, and meet challenging state content and 
achievement standards. 

2. ODA will communicate in languages that parents and families understand. When 15 
percent or more of the student population at the school site speak a single primary 
language other than English, all notices, reports, statements, or records sent to the 
parent or guardian of any such pupil by the school or school district will be written in 
the primary language(s) as well as in English. 

3. The school will provide opportunities for parents to be active participants in the life of 
the school by volunteering in the classroom, attending parent meetings and events, 
serving on the school’s English Learner Advisory Committee (ELAC), or being a part of 
the School Site Council. 

4. The SCHOOL notifies parents of the results of initial ELPAC testing. The school notifies 
parents annually of their child’s level of English proficiency and of program placement 
recommendations. 

5. The school notifies parents when their child meets criteria for reclassification and 
actively encourages them to be involved in the reclassification process. 



ODA will maintain an archive of all parent notification documents. The school will place all 
parent notification documents in the child’s cumulative folder. 
 
 
 
 

English Learner Advisory Committees 

Whenever 21 or more English learners are enrolled at a school, regardless of language, the site 
is required to establish a functioning English Learner Advisory Committee (ELAC). The principal 
is responsible for seeing that the ELAC is established and that it fulfills its legal responsibilities. 

ELAC Bylaws 

The ELAC will be encouraged to develop and adopt bylaws that describe the election 
procedures, terms, and requirements of ELAC members and officers; and establish meeting 
times and the number of attendees needed for a quorum. 

Election of ELAC Members 

Each year, by October 15, the school will hold elections in which all parents/guardians of 
English learners have an opportunity to vote and elect the parent members of the ELAC. 
The membership of the ELAC is to reflect the composition of the school community.  The 
percentage of parents of English learners on the ELAC must be at least the same as the 
percentage of English learners enrolled at the school. If a member is replaced during the year, 
the replacement serves for the remainder of the school year. Other members of the ELAC are to 
be selected in accordance with each site’s ELAC bylaws. 
ELAC officers will be selected and replaced, as needed, in accordance with ELAC bylaws. 

ELAC Functions 

Each site will ensure that the ELAC carries out the following functions each year: 

1. Advising the School Site Council (SSC) on the development of the school’s Single Plan for 
Student Achievement (SDIP), ensuring that English learners have equitable access to 
state and federal funds and that they benefit fully from activities supported under the 
site plan; 

2. Advising the principal and staff on the school’s program for English learners; 

3. Helping the school conduct an annual school needs assessment and ensure that the 
results are used to shape school improvement priorities and directions; 

4. Supporting the school’s efforts to make parents aware of the importance of children’s 
regular school attendance. 

Training for ELAC Members 

The school will provide training to ELAC members that enables them to carry out their legal 
responsibilities. The training is to be planned in full consultation with ELAC members. 

Planning and Coordination of ELAC Meetings 



The principal or designee will coordinate communication between the school and home and 
will work with ELAC officers to schedule ELAC meetings and other activities. The principal or 
designee will meet with ELAC officers to help plan meeting agendas and will attend meetings. 
The site will hold at least six ELAC meetings each year. The ELAC officers will conduct meetings. 

Delegation of Responsibilities to the School Site Council 

The ELAC may delegate its duties and responsibilities to the School Site Council provided that 
the parents of English learners are represented on the SSC constitute the same percentage of 
the membership as their children represent the student body. This delegation of authority is to 
be documented in the minutes of the SSC and kept on record at the school site. 
 

 
English Learner Program Evaluation.  At the close of each school year, Oxford Day Academy 
administration, along with will the Academic Leadership Team and Language Assessment 
Team will take an in-depth analysis of the programs and services offered to English Learners 
by analyzing student outcomes, reviewing how teachers use teaching and learning to 
respond to student outcomes, and make recommendations for enhancements to programs 
to improve resources and strategies for English Learners.  Oxford Day Academy will take 
into consideration: 

• Annual reclassification goals prescribed by Oxford Day academy’s Local Control 
Accountability Plan (LCAP) and LCAP Addendum 

• Monitoring of local and state assessment results of English Learners 

• Oxford Day Academy Charter School Charter Document 

• Monitoring of student performance in CORE subject areas  

• Training classroom teachers on effective strategies for English Learner students 

 

State and Federal English Language Learner Compliance 

Teacher authorization to teach English Language Learners.  Oxford Day Academy teachers will 
meet state and federal minimal EL authorization requirements by the completion of additional 
coursework in an approved California Teacher Credentialing program, or by the passage of an 
exam administered in the state of California and approved by the California Commission on 
Teacher Credentialing.  Oxford Day Academy teachers will carry either an English Learner 
Authorization/CLAD certificate or a Bilingual Authorization.  Teachers who carry an EL 
Authorization/CLAD certificate are authorized to provide English Language Support through 
Specially Designed Academic Instruction in English (SDAIE).  Teachers who carry a Bilingual 
Authorization are authorized to provide English Language Development and Specially Designed 
Academic Instruction in English (SDAIE), as well as provide primary language instruction or 
support in the CORE subject areas in the student’s primary language.   
 

Storage of English Learner Data in PowerSchool SIS (Student Information System) 

Oxford Day Academy uses PowerSchool Student Information System to house its student data.  
Data in PowerSchool is matched against data contained in the California Longitudinal Pupil 



Achievement Data System (CALPADS) which serves as the point of accuracy for comparing data 
input into the PowerSchool system.  Ongoing monitoring and matching of data between these 
two systems are conducted regularly.  The data reported in the Fall 1 report of the CALPADS 
systems serves as the point of reference for accountability as it relates to the number of English 
Learners at Oxford Day Academy, the services they receive, the manner in which those services 
are delivered, as well as initial and summative outcomes on the ELPAC.   
 
PowerSchool will tag English Learner students according to their English Learner status as 
follows: 
EO = English Only (no other language indicated on the Home Language Survey) 
EL = English Learner (status updated based on results from Initial ELPAC) 
IFEP= Home Language Survey indicated a language other than English, however the student 
achieved an overall Level 4 on the initial ELPAC) 
RFEP = English Learner who satisfied all requirements to be reclassified 
 
The following flow map shows how Oxford Day Academy will ensure that students are placed in 
the proper language proficiency category: 
 
 
 

 
 
 
 

 
 

The following fields in PowerSchool SIS will be populated to ensure proper documentation of 
English Learner data for accountability and progress monitoring purposes: 

Home 
Language 
Survey

English 
Only (EO)

OR

IFEP

General 
Education 
Program

English 
Learner 
Student

Placed in 
English 
Learner 
Program 

with SDAIE 
Support

Reclassified

General 
Education 

Program with 
EL Monitoring

English Only Students 

English Learner Students 



• English Proficiency 

• EL Program Participation 

• LEP Date 

• EL Setting 

• FEP Date 

• US Entry Date 

• US School Entry Date 

• Reclassification Date 
o If Reclassification is Denied: 

▪ Reclassification Denied (Yes or No) 
▪ Reclassification Denied By 

• First Language 

• Primary Language 

• Home Language 

• Adult Language 
 
 
Language Instruction/Program Participation in PowerSchool.  Oxford Day Academy will identify 
the program participation of all English Learners as ELD and SDAIE.  Any changes to the English 
Language data may be made by school administration only, after having verified the accuracy of 
the data prompting the data change.  Data changes made in PowerSchool will also be made 
simultaneously in CALPADs by the Oxford Day Academy CALPADS data manager and only at the 
request of Oxford Day Academy Administration.   

 

English Language Learners who Transfer into Oxford Day Academy 

Oxford Day Academy will follow a specific process for requesting student records, including 
records relating to student English Learner status.  The following steps will be taken by the 
designated Oxford Day Academy staff: 
1)  Designated Oxford Day Academy staff will submit a formal Request for Records/Cum to the 
previous school. 
2)  Oxford Day Academy will allow for up to 15 calendar days from the date of the request to 
receive the student cum. 
3)  Once the Records/Cum has been received, the English Learner portion of the cum and all 
supporting documents will be reviewed by the administrator in charge of English Learners. 
4)  The administrator in charge of English Learners will work with office personnel to request 
copies of missing and necessary data:  report cards, previous ELPAC scores, previous program 
participation information. 
5)  The administrator in charge of English Learners will then work with the classroom teacher to 
review the academic level of the student, review report card grades and comments from the 
sending school, assess the student using Oxford Day Academy school-wide assessments, and 
use all data available to plan instruction that will meet the student at their incoming academic 



capacity and move the student in the academic direction as prescribed by school-wide English 
Learner academic goals.   
6)  The administrator in charge of English Learners will continue to progress monitor student 
performance until the student is reclassified and exited from the English Learner program. 
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English	Learner	Advisory	Committee	Bylaws	

ARTICLE	I:	Name	and	Description	of	the	Committee		

A.	The	name	of	the	committee	will	be	the	Oxford	Day	Academy	English	Learner	Advisory	
Committee.	

B.	The	committee	will	meet	to	advise	the	parents	and	students	of	Oxford	Day	Academy	
regarding	the	English	Learner	program	and	ways	to	better	serve	the	needs	of	the	English	
Learner	students.	

ARTICLE	II:	Function	

	 A.	Provide	continuous	advice	on	the	components	of	the	English	Learner	program.	

B.	Supervise	the	implementation	of	the	objectives	and	priorities	of	the	English	Learner	
program.	

	 C.	Observe	the	English	Learner	program	at	Oxford	Day	Academy.	

	 D.	To	advise	the	principal	in:	

	1.	The	development	of	a	Master	Plan	for	English	Learners		

	 2.	Developing	a	Oxford	Day	Academy	needs	assessment	

	3.	Developing	goals	and	objectives	for	English	Learner	education	at	Oxford	
Day	Academy	

ARTICLE	III:	Members	

	 A.	Voting	Members:	

	 1.	The	members	that	can	vote:	ELAC	officers.	

	2.	A	majority	of	committee	members	will	be	parents	of	children	in	the	
program.	

	 B.	Duration	of	term:	one	year	

	 C.	Oxford	Day	Academy	will	have	an	alternate	representative	

D.	Each	ELAC	member	has	the	right	to	one	vote	and	may	cast	the	vote	on	each	matter	
submitted	to	a	vote	of	the	ELAC.	Absentee	ballots	shall	not	be	permitted.	

E.	Membership	shall	terminate	for	any	member	who	is	absent	for	all	regular	meetings	for	a	
period	of	two	of	consecutive	meetings.	

F.	Any	ELAC	member	may	terminate	his/her	membership	by	submitting	an	oral	resignation	
to	the	ELAC	principal.	

ARTICLE	IV:	ELAC	meetings	and	Quorum	

	 A.	The	ELAC	shall	hold	a	minimum	of	4	meetings	each	year.		



B.	The	presence	of	51%	of	the	ELAC	membership	in	attendance	at	the	meeting	will	
constitute	a	quorum.	No	decisions	of	the	ELAC	shall	be	valid	unless	a	quorum	of	the	
membership	is	present.	

ARTICLE	V:	Committees	

A.	The	officers	of	the	ELAC	shall	include	a	chairperson	(principal	or	designee),	vice-
chairperson,	secretary,	and	any	other	officers	that	the	ELAC	finds	necessary.	

B.	The	chairperson	has	the	following	responsibilities:	preside	at	all	meetings	of	the	ELAC,	
and	sign	all	letters,	reports,	and	other	communications	of	the	ELAC	to	the	Oxford	Day	
Academy	Board	of	education	and	California	Department	of	Education.	

C.	The	vice-chairperson	has	the	following	responsibilities:	represent	the	chairperson	in	
his/her	absence.	

D.	The	secretary	shall	keep	minutes	of	all	regular	and	special	meetings	of	the	ELAC	and	
promptly	transmit	to	each	member	copies	of	the	minutes	of	prior	ELAC	meeting.	

E.	In	case	the	chairperson	and	vice-chairperson	are	absent	the	secretary	will	take	the	
responsibilities	of	the	chairperson.	

	 F.	ELAC	officers	shall	be	elected	on	the	first	meeting	of	ELAC.	

Article	VI:	Bylaws	Amendments	

Any	amendment	of	these	bylaws	will	need	a	vote	of	more	than	half	of	the	committee	members.	

	
	
	
	
	
	
	
	
	
	
	
Oxford	Day	Academy		
Board	Approved:	____________________	

	

	

	 	



Estatutos	del	Comité	Consejero	para	Estudiantes	de	Inglés	

ARTICULO	I:	Nombre	y	Descripción	del	Comité	

A.	El	nombre	del	comité	será	el	English	Learner	Committee	del	Oxford	Day	Academy.		

B.	El	comité	aconsejará	al	distrito	sobre	el	programa	de	Estudiantes	de	Inglés	como	un	
segundo	idioma	de	Oxford	Day	Academy	y	maneras	para	servir	mejor	las	necesidades	de	
los	Estudiantes.	

ARTICULO	II:	Función	

A.	Proporcionar	continuo	consejos	sobre	los	componentes	del	programa	de	Estudiantes	de	un	
segundo	idoma.		

B.	Supervisar	la	implementación	de	los	objetivos	y	prioridades	del	program	de	Estudiantes	de	
un	segundo	idoma.		

C.	Observar	el	programa	de	Estudiantes	de	un	segundo	idoma	del	Oxford	Day	Academy.		

	 D.	Para	aconsejar	el	consejo	directivo	en:	

	1.	Desarrollando	metas	y	objetivos	para	la	educación	de	los	aprendices	de	
inglés	en	la	Escuela	Primaria	Palm	Lane.		

	2.	Desarollar	una	evaluación	del	distrito	sobre	las	necesidades	de	cada	
escuela.		

	3.	Desarollar	las	metas	y	objetivos	de	los	Estudiantes	de	un	segundo	idoma	
del	Oxford	Day	Academy.	

ARTICULO	III:	Miembros	

	 A.	Miembros	votantes	

	 1.	Oficiales	de	ELAC	un	miembro	votante	del	comité	

	2.	La	majoria	de	los	miembros	del	comité	serán	padres	de	los	estudiantes	del	
programa.		

	 B.	Termino	de	plazo:	un	año	

	 C.	Cada	escuela	tendrá	un	representante	alternativo	

D.	Cada	miembro	de	ELAC	tiene	derecho	a	un	voto	y	puede	votar	una	vez	por	cada	cuestión	
que	sea	sometida	a	votación	por	el	ELAC.	Las	boletas	para	votar	estando	ausente	no	son	
permitidas.		

E.	La	membresía	se	debe	de	terminar	si	cualquier	miembro	falta	a	todas	las	reuniones	por	
un	periodo	de	2	reuniones	consecutivas.		

F.	Cualquier	miembro	del	ELAC	puede	terminar	su	membresía	entregando	una	carta	de	
renuncia	por	escrito	a	la	coordinadora	del	distrito.		

ARTICULO	IV:	Reuniones	del	ELAC	y	Quórum		



	 A.	El	ELAC	debe	reunirse	un	total	de	4	veces	por	año.		

B.	La	presencia	del	51%	de	los	miembros	del	ELAC	que	asistan	a	la	reunión	constituirán	un	
quórum.	Ninguna	decision	por	parte	del	ELAC	sera	válida	a	menos	que	el	quórum	de	los	
miembros	esté	presente.		

ARTICULO	V:	Comités	

A.	Los	oficiales	del	ELAC	deben	de	incluír	a	un	presidente,	un	vice-presidente,	un	secretario,	
y	cualquier	otro	oficial	que	el	ELAC	considere	necesario.		

B.	El	presidente	tiene	las	siguientes	responsabilidades:	asistir	a	todas	las	reuniones	del	
ELAC,	representar	al	ELAC	en	todas	las	reuniones	del	distrito	y	firmar	todas	las	carta,	
reportes	y	otras	formas	de	comunicación	que	el	ELAC	manda	a	la	mesa	local	de	educación	y	
al	Departamento	de	Educación	de	California.	

C.	El	vice-presidente	tiene	las	siguientes	responsabilidad:	substituir	al	presidente	en	su	
ausencia.		

D.	El	secretario	tiene	que	mantener	los	minutos	de	todas	la	reuniones	regulares	y	de	las	
reuniones	especiales	del	ELAC	y	proporcionar	a	cada	miembro	copias	de	los	minutos	de	la	
junta	anterior	de	ELAC.	

E.	El	caso	que	el	presidente	y	vice-presidente	esten	ausente,	el	secretario	tomará	la	
responsabilidad	del	presidente.		

	 F.	Eleción	para	cada	oficial	tomará	acabo	en	la	primera	junta	de	ELAC.		

	 G.	El	presidente	formará	subcomité	para	revisar	temas	especiales	si	es	necesario	del	comité	

H.	Algunos	ejemplos	del	subcomité	son	los	temas	de:	estatutos	del	comité,	eleción	de	los	
oficiales,	información	publica,	actividades,	regulaciónes	y	leyes.		

ARTICULO	VI:	Revisión	de	la	Estatutos	

Cualquier	modificación	de	la	estatutos	se	necesitará	uno	más	de	la	mitad	de	los	miembros	del	
comité.	

Oxford	Day	Academy		
Board	Approved:	____________________	



 

 

 

 

Oxford Day Academy | ELAC Parent Committee Policy 2019-20 

 

Each California public school with 21 or more English learners must form an English Learner Advisory 

Committee (ELAC). 

The ELAC shall be responsible for the following tasks: 

Advising the principal and staff in the development of a site plan for English learners and submitting the 

plan to the School Site Council for consideration of inclusion in the School Plan for Student Achievement.  

Assisting in the development of the schoolwide needs assessment. 

Ways to make parents aware of the importance of regular school attendance. 

Composition 

Parents or guardians of English learners shall constitute at least the same percentage of the ELAC 

membership as their children represent of the student body.  

Elections 

The parents or guardians of English learners shall elect the parent members of ELAC. Parents or 

guardians of English learners shall be provided the opportunity to vote in the election. 

Governance 

The ELAC shall adopt basic governing documents and conduct its meetings according  

Training 

ELAC members shall receive training materials and training which will assist them in carrying out their 

required advisory responsibilities. Training shall be planned in full consultation with committee 

members, and funds from appropriate resources may be used to meet the costs of providing the 

training to include costs associated with the attendance of members at training sessions. 

Legal References 

California Education Code, sections 35147, 52176(b) and (c), 62002.5, and 64001(a) 

California Code of Regulations, Title 5, Section 11308 



































































































































































ROBERT'S RULES OF ORDER
FOR

ENGLIGH LANGUAGE ADVISORY  COMMITTEE



PROCEDIMIENTO PARLAMENTARIO SIMPLIFICADO 

Orden normal de la reunion: 

1. Llamado al orden (por el presidente)
2. Aprobaci6n de las minutas
3. Reporte del presidente (si hubiera)
4. Reporte del tesorero/a (si hubiera)
5. Reporte de comites

• Comites permanentes
• Comites especiales o de asunto especifico

6. Asuntos ("viejos") pendientes
7. Asuntos nuevos
8. Cierre de la sesi6n

Pasos esenciales en el proceso de mociones: 

1. Presentaci6n de moci6n (por cualquier miembro de la asamblea previo reconocimiento
del presidente)

2. Apoyo de la moci6n (por cualquier miembro de la asamblea)
3. Verbalizar la moci6n (por el presidente inmediatamente de haber sido apoyada o

secundada)
4. Discusi6n de la moci6n ( excepto cuando este no es debatible)
5. Voto sobre la moci6n
6. Anuncio del resultado (por el presidente inmediatamente despues del voto)

Tabla de proceso de las mociones mas comunes ( en orden de procedimiento) 

Mociones Debatible Enmendable Voto Requerido 

1. Cierre de sesi6n * No No Mayoria 
2. Receso inmediato No No Mayoria 
3. Presentaci6n a la mesa No No Mayoria 
4. Cierre de debate No No 2/3 
5. posponer por tiempo definido Si Si Mayoria 
6. Para envio a comite Si Si Mayoria 
7. Enmendar Si Si Mayoria 
8. Posponer por tiempo indefinido Si Si Mayoria 
9. Moci6n principal Si Si Mayoria 

*La moci6n para cerrar la sesi6n es de alto "privilegio" (i.e., no-debatible, sin posibilidad de
enmienda, y requiere atenci6n inmediata) unicamente si se hace mientras hay otro asunto en
proceso de consideraci6n o si se hace cuando no hay otra moci6n pendiente. La moci6n para el
cierre de sesi6n es tratada como cualquier moci6n principal (i.e., es debatible y podra
enmendarse). La misma regla se aplica para el receso inmediato -- excepto que la moci6n para
receso inmediato aunque no esta sujeta a debate, se puede enmendar con respecto a la duraci6n
del receso.
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SIMPLIFIED PARLIAMENTARY PROCEDURE 

Normal order of business: 

1. Call to order (by the president)
2. Approval of previous meeting minutes
3. President's report (if there is any)
4. Treasurer's report (if there is any)

• Committees report
• Permanent committees

5. Special committees or special orders
6. Unfinished business
7. New business
8. Adjourning the meeting

Essential steps in the process of motions: 

1. Presentation of the motion (by any member of the Assembly prior recognition of the
President)

2. Support the motion (by any member of the Assembly)
3. Verbalize the motion (by the President/Chairman immediately after it have been

supported or reinforced)
4. Discussion of the motion (except when this is not debatable)
5. Voting
6. Announcement of the result (by the President/Chairman immediately after the vote)

Table of process of the most common motions (in order of procedure) 

Motions Debatable Amendable Required Vote 

1. Adjourning the meeting* No No Majority 
2. Immediate recess No No Majority 

3. Lay on the table No No Majority 

4. Close debate No No 2/3 

5. Postpone to a certain time Yes Yes Majority 
6. Refer to committee Yes Yes Majority 
7. Amend Yes Yes Majority 
8. Postpone indefinitely Yes Yes Majority 
9. Main motion Yes Yes Majority 

* The motion to close the meeting is a privileged motion. (e.g., no-debatable, without the
possibility of amendment, and requires immediate attention) only if it is made while there is
another matter in process of consideration or if it is done when there are no other pending
motion. The motion to adjourn is treated as any main motion ( e.g., is debatable and it could be
amendable). The same rule is applied for immediate recess -except that the motion for
immediate recess although is not subject to debate, can be amended when the recess is over.
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EL DESARROLLO DE LA REUNION 

(Procedimiento Parlamentario) 

El Procedimiento Parlamentario es un plan de normas creadas para ayudarle a llevar a cabo una 
reunion de una manera ordenada y democratica. Las siguientes paginas examinaran algunos de 
los hechos mas utilizados de la ley parlamentaria para que pueda desarrollar su capacidad como 
miembro del Comite Escolar y/o de] Comite Consultivo Bilingiie. 

PRINCIPIOS FUNDAMENTALES DE LA LEY PARLAMENTARIA: 

• Igualdad - cada miembro tiene el mismo derecho de participar, hablar, debatir e
introducir asuntos o cuestiones en las reuniones.

• Debates libres y sin limite - el debate sin limite es un derecho que se restringe
unicamente si se decide que este no es parte de] tema o si el grupo de una manera
democratica vota restringirlo.

• Normas creadas por la mayoria sin tirania a la minoria - cuando se logra una
discusi6n la mayoria gana pero la minoria goza de todos los derechos y los beneficios.

• Una pregunta o propuesta a la vez - una persona habla a la vez y sobre un tema a la
vez.

FUNCIONES FUNDAMENTALES DEL PRESIDENTE: 

• Sea un lider

• Empiece y termine las reuniones a tiempo

• Mantenga la reuniones a un paso ordenado

• Asegurese que todos tengan la misma oportunidad para hablar

• Mantenga el orden

• Sea imparcial y justo

• Asegurese que haya orden entre los participantes, antes de hablar

• No interrumpa a otra persona que este hablando

• No tome las cosas de una manera personal
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HOW TO CONDUCT A MEETING 

(Parliamentary Procedure) 

Parliamentary Law is a system of rules designed to help you conduct a meeting in an orderly and 
democratic manner. The next few pages will discuss some of the most used facts of 
parliamentary law so that you may increase your effectiveness as a SSC or/or BAC member. 

BASIC PRINCIPLES OF PARLIAMENTARY LAW: 

• Equality - every member has an equal right to participate, speak, debate, and introduce
business.

• Free and full debate - unlimited debate is a right that is restricted only if it is judges to
be off the subject or the group democratically votes to do so.

• Rules by the majority without tyranny to the minority - when a discussion is reached
the majority wins but the minority enjoys all the rights and benefits.

• One question or proposal at a time - one person speaks at a time and on one subject at
a time.

BASIC DUTIES FOR THE CHAIRPERSON: 

• Be a leader

• Begin and end the meetings on time

• Keep the meetings moving in proper order

• Allow everyone an equal opportunity to speak

• Keep order

• Be impartial and fair

• Get the floor before speaking

• Do not interrupt another speaker

• Do not get personal
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LAS MOCIONES: 

Una moci6n es una propuesta de que se haga algo. Despues de que se haya solicitado por 
el presidente y se haya apoyado, llega a ser la "la cuesti6n ante la camara" y ahora le 
pertenece a todos los miembros. 

LOS PASOS EN UNA MOCION: 

1. Declarando una mocion:
a. Se dirige el miembro a la presidencia diciendo,

"Sefior Presidente o Sefiora Presidenta" 

b. La presidencia le concede la palabra al miembro diciendo,
"Sefior o Sefiora Gonzalez" 

c. El miembro declara la moci6n diciendo,
"Yo propongo/solicito que .... " 

2. Apoyando una mocion
Se apoya una moci6n debido a que se da por sentado o se supone que por lo menos (2)
personas o una segunda persona deberia segundar o apoyar una idea antes de tomar el
tiempo para discutirla. Si una moci6n .no se apoya, se "desaparece" y no se toma mas
acci6n.

3. Discusion
Este es el debate libre y sin limite de la propuesta. El presidente debera conceder o dar la
palabra a la persona que declar6 la propuesta original para que el o ella comiencen la
discusi6n o el debate. El presidente debera de tratar de mantener el debate equilibrado
entre aquellas personas que estan en pro, o en contra, lo mas posible.

4. Declara cerrada la discusion
El declarar cerrada la discusi6n requiere el consentimiento de los miembros. De hecho,
2/3 partes de los miembros deben votar afirmativamente para poder cerrar la discusi6n, si
la moci6n para declarar cerrado el debate es iniciada por parte de los integrantes. Sin
embargo, existen otras maneras:

a. Se ha terminado la discusi6n y nadie quiere hacer mas preguntas. En este caso, el
presidente deberia preguntar, ''i:,Desea alguien mas hablar sobre este tema?" Si no
hay nadie, el presidente puede declarar cerrada la discusi6n.

b. Se esta debatiendo el tema por varios minutos y no parece estar progresando. El
presidente puede preguntar, "i,Estamos listos para votar?" Si el presidente recibe
una respuesta afirmativa, en ese momento se puede declarar cerrada la discusi6n.
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MOTIONS: 

A motion is a proposal that something be done. After it is requested by the chairperson 
and seconded, it becomes the "question before the house" and no belongs to all the 

members. 

STEPS IN A MOTION: 

1. Make a motion:

a. Member addresses the chairperson
"Mr./Madam Chairperson" 

b. Chairperson recognizes member
"Mrs. Smith" 

c. Member states the motion
"I move that .... " 

2. Second

A motion is seconded because it is assumed that at least two (2) people or a "second"
person should support an idea before time is spent discussing it. If a motion does not
receive a second, it "dies" and there is no further action.

3. Discussion

This is the free and full debate of the proposal. The chairperson should recognize the
original maker of the proposal to lead off the discussion. The chairperson should
recognize the original maker of the proposal to lead off the discussion. The chairperson
should attempt to keep the discussion balanced between those for, and those against, as
much as possible.

4. Close Discussion

To close discussion requires the consent of the members. In fact, 2/3 of the members
must vote yes in order to close off the discussion - if the motion to close debate comes
from the floor. However, there are other ways:

a. The discussion has stopped and no one seems to want to gain the floor. In this
case the chairperson should ask if "is there any more discussion?" If not - the
chairperson can close the debate.

b. The discussion has been in progress for several minutes and the discussion is not
progressing. The chairperson may ask "are you ready to vote?" If the
chairperson receives a "yes" answer, then the discussion may be closed.
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VOTACIONES: 

Se puede llevar a cabo la votaci6n en diversas maneras. A continuaci6n les damos 
algunas sugerencias: 

1. Votacion oral - Si la propuesta no es controversial o rutinaria, el presidente puede
solicitar una votaci6n oral.

2. Votacion ordinaria o a mano alzada (levantada) - Si la propuesta es importante o
debatible, el presidente debera de solicitar una votaci6n a mano alzada y contar cada
mano.

3. Papeleta (boleta) para votar - lo que se acostumbra utilizar para elegir a
funcionarios del comite.

ANUNCIANDO Y DOCUMENT ANDO LOS RESULT ADOS: 

Inmediatamente despues de la votaci6n, el presidente debera anunciar los resultados y el 
secretario debeni de documentarlos. 

LOS MOCIONES SUBSIDARIAS: 

Se usan estas mociones en el curso de considerar las mociones importantes para afectar la 
moci6n principal que se esta considerando. Estas mociones siguen los mismos pasos de 
la moci6n principal. Estas son las mociones subsidiarias principales que se usan con mas 
frecuencia: 

1. Enmendar - Se usa esta para cambiar parte de la moci6n principal. Una enmienda
que cambia el prop6sito fundamental de la propuesta no es admisible.

2. Aplazar el examen de una mocion - Poner o dejar a un lado momentaneamente la
discusi6n de una propuesta.

3. Ref erir a un co mite - Darle la propuesta a un co mite ( cualquier numero de
miembros) para averiguar mas informaci6n, hacer un estudio, volver a redactar, etc.

LIMIT ANDO O EXTENDIENDO EL DEBATE: 

Tal vez habra un momento cuando sea necesario ya sea para limitar el tiempo de la 
discusi6n o para extenderla. Esto requiere una moci6n por parte de los miembros del 
comite. Debido a que esto afecta el principio del debate libre y abierto requerira el voto 
de 2/3 partes de los miembros para que pueda pasar. 
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VOTING: 

Voting may be conducted in several ways. Here are some suggestions: 

1. Voice vote - If the proposal is not controversial or is routine, the chairperson may ask for

a voice vote.

2. Show of hands - If the proposal is important or controversial, the chairperson should ask

for a rising of hands and count each hand.

3. Paper ballot - Normally used in electing officers.

ANNOUNCE AND RECORD: 

Immediately after the vote, the chairperson should announce the results and the secretary should 

those results. 

SUBSIDIARY MOTIONS: 

These are motions that are used in the course of discussing main motions in order to affect the 
main motion being discussed. The motions follow the same steps as a main motion. These are the 
main subsidiary motions often used: 

1. Amend - This is used to change some part of the main motion. An amendment that
changes the basic purpose of the proposal is out of order.

2. Table - Postpones or puts aside temporarily the discussion of a proposal.

3. Refer to a Committee - Give the proposal to a committee (any number of member) to
find out more information, further study, re-wording, etc.

LIMIT OR EXTEND A DEBATE: 

There may be a time when it will be necessary to either limit the discussion time or to extend the 
time. This requires a motion from the membership. Because it affects the principle of free and 

open debate it requires a 2/3 vote in order to pass. 
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LAS MOCIONES PRIVILEGIADAS: 

Se Haman estas mociones privilegiadas debido a que llevan precedencia sobre todas las demas. 
Cualquier miembro, cuando presente una moci6n privilegiada puede, por ejemplo, interrumpir a 
otro orador. El presidente debe de inmediato presenter la mocion ante la reunion. A continuacion 

encontrara las tres mociones privilegiadas mas communes: 

1. Privilegios personales -Esta tiene que ver con los derechos, el bienestar o la comodidad
del miembro ( el que presenta la mocion).

Algunos ejemplos son: "Senor Presidente/Sefiora Presidenta, no puedo escuchar la
opinion que se esta expresando," o "Sefior Presidente/Sefiora Presidenta, el orador esta
haciendo comentarios personales," o cualquier asunto urgente.

2. Recesos - Significa exactamente lo que dice; tomar un descanso durante el proceso.
Cuando se concluya el receso, la reunion continua donde se quedo.

3. Levantar la sesion -Esta mocion concluye todos los asuntos de la reunion. Cuando se
reuna de nuevo con el comite empezaran con una nueva agenda.

Nota: Esta mocion para levantar o aplazar la sesi6n puede efectuarse en cualquier 

momento durante la reunion y debera considerarse. 

Estos ban sido los aspectos principales de la ley parlamentaria y los principios y las estrategias 

fundamentales para llevar a cabo una reunion al obtener experiencia lograran confianza en este 

verdadero ejercicio de la democracia. 
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PRIVILEGED MOTIONS 

The motions are called privileged motions because they have priority over all other motions. A 
member, when introducing a privileged motion may, for example, interrupt another speaker. The 
chairperson must immediately put the motion before the meeting. These are three commonly 
used privileged motions: 

1. Personal Privilege - This has to do with the rights, well-being, or comfort of one
member (the maker of the motion).
Examples are: "Mr./Madam Chairperson, I can't hear the opinion," or "Mr./Madam
Chairperson - the speaker is getting personal," or an emergency matter.

2. Recess -Means exactly what it says, i.e.; take a break in the proceedings. When the
recess is over the meeting continues from where it left off.

3. Adjourn -That motion concludes all business. When the group meets again, it will start
with a new agenda.

Note: The motion to adjourn can come at any time during a meeting and must be
considered.

These have been the main aspects. of parliamentary law and the basic principles and techniques 
of conducting meetings. As you gain in experience, you will gain confidence in this true exercise 
of democracy. 
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TABLA DE LAS MOCIONES MAS COMUNES 

MOCIONES NECESITA DEBATIBLE ENMENDABLE VOTACION 

APOYARSE 

PRINCIPALES 

Mociones principales SI SI SI la mayoria 
en general 

SUBSIDIARIAS 

Enmendar SI SI SI (una vez) la mayoria 

Aplazar el examen SI NO NO la mayoria 
de la mocion 

Referir al comite SI SI SI la mayoria 

Limitar o extender SI NO NO 2/3 
el debate 

Votar de inmediato SI NO NO 2/3 

PRIVILEGIADAS 

Privilegios NO NO NO la Presidencia 
personal es 

Recesos SI NO SI ( el tiempo) la mayoria 

Terrninar SI NO NO la mayoria 
la session 
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TABLE OF MOST USED MOTIONS 

MOTIONS NEEDS DEBATABLES AMENDABLE VOTE 

SECOND 

MAIN 

General main motions YES YES YES Majority 

SUBSIDIARY 

MOTIONS 

YES YES YES (once) Majority 

Amend 
YES NO NO Majority 

Table 
YES YES YES Majority 

Refer to committee 
YES NO NO 2/3 

Limit to extend debate 
YES NO NO 2/3 

Vote immediately 

PRIVILEGED 

NO NO NO Chair 

Personal privilege 
YES NO YES (time) Majority 

Recess 
YES NO NO Majority 

Adjourn 
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