Limited English Proficient System (LEP System)

Data Collection System for ESL/Bilingual Education Programs
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COMPUTER REQUIREMENTS TO ACCESS THE LEP SYSTEM
MAC users must have Netscape 7.1 or higher to access the LEP SYSTEM.

WINDOWS users must have Explorer 6.0 or higher to access the LEP SYSTEM.

Explorer WILL NOT work with MAC. 

To download the latest Netscape (7.2 now available) for Mac, go to: http://www.apple.com/downloads/macosx/internet_utilities/netscape.html
NOTE:  If you are a MAC user and experience continued problems accessing the system, it is suggested that you use a PC for reliable access with the above given criteria.

Glossary of Terms

LEA

· Local Education Association refers to school districts, charter schools, area vocational technical schools, career technology centers and intermediate units.
LEP Student

· Is not born in the United States or whose native language is other than English and comes from an environment where a language other than English is dominant; or ii) is a Native American or Alaska Native who is native resident of the outlying areas and comes from an environment where a language other than English has had a significant impact on such an individual’s level of English proficiency; or iii) is migratory and whose language is other than English and comes from an environment where a language other than English is dominant; and

· Has sufficient difficulty speaking, reading, writing, or understanding the English language and whose difficulties may deny such individual the opportunity to learn successfully in classrooms where the language of instruction is English or to participate fully in our society.

Immigrant Student

· Are age 3 through 21;

· Are not born in any State; and

· Have not been attending one or more schools in any one or more States for more than 3 full academic years.

Students from Puerto Rico are NOT   considered immigrants.

Migrant Student

· The term 'migratory child' means a child who is, or whose parent or spouse is, a migratory agricultural worker, including a migratory dairy worker, or a migratory fisher, and who in the preceding 36 months, in order to obtain or accompany such parent or spouse, in order to obtain, temporary or seasonal employment in agricultural or fishing work - 

a) Has moved from one school district to another;

b) In a State that is comprised of a single school district, has moved from one administrative area to another within such district, or;

c) Resides in a school district of more than 15,000 square miles, and migrates a distance of 20 miles or more to a temporary residence to engage in a fishing activity.

· Migrant students are identified by the Migrant Education Program.

· LEA’s receive a list of migrant students from the Migrant Education Program.

· The migrant student list obtained by the LEA from the Migrant Education Program staff will identify the migrant students needed for reporting the migrant student number.

· For more information contact the Department of Education, Bureau of Community & Student Services, Division of Migrant Education, at 717-783-6466.

Contact Information

Who to contact for help?

· Ed Hub Help Desk can be accessed by submitting a Support Form.  A link to the Support Form is located in the upper right hand corner of the screen within the Education Hub header.  Click the link and follow the onscreen instructions.  DO NOT CONTACT the ED Hub Help Desk for issues with entering data and program information in the LEP SYSTEM.

· For questions concerning data entry, please refer to the HELP portion of the LEP System located on the menu bar at the top of each data entry screen first.  If the HELP portion does not address your question(s), please e-mail the LEP System Help e-mail account at ra-lep@state.pa.us. 

· Please allow 24-48 hours for return responses via email.

Accessing LEP through the Education Hub

PDE has replaced the ePDE Web Portal with a new internet portal, the Education Hub (Ed Hub).  You can access Ed Hub at: http://www.edportal.ed.state.pa.us.

 

Beginning with the 2009 collection period access to the LEP application will be through the new Ed Hub.  PDE has migrated all current users to the Ed Hub. 

 

You may familiarize yourself with Ed Hub by taking the Ed Hub Basics tutorial which is located on the Ed Hub Training page of the ED Hub Central community in the portal:  http://www.portal.state.pa.us/portal/server.pt?open=512&objID=365&&PageID=297514&level=2&css=L2&mode=2 .

 

Current Users
If you were a user of LEP in 2008 your UserID and role information has been migrated to the Education Hub.  Please follow these instructions to access LEP:

Ed Hub Log In and User Profile Update Instructions
 

1. Go to Ed Hub http://www.edportal.ed.state.pa.us . 

2. Click the Log In link in the upper left of the screen just under the banner. 

3. If you have forgotten your password you may utilize the forgot password functionality by clicking the ‘Forgot Password’ link just under the Log In link. 

4. Enter the User Name and Password that you have been using to access the ePDE Web Portal, click enter. 

5. The first time that you log in you may automatically be redirected to the Ed Hub User Profile page.  If you are not automatically redirected please click the Ed Hub User Administration link in the left navigation. 

6. Review/Update the information on this page and click save. 
After you have logged in to Ed Hub and updated your User Profile you will have access to the My PDE Apps community.  You can learn about My PDE Apps community by reviewing the quick reference card on the Ed Hub Training Page of Ed Hub Central community.  To access the quick reference card you must first log into Ed Hub and then navigate to the ED Hub Training community http://www.portal.state.pa.us/portal/server.pt?open=512&objID=365&&PageID=297514&level=2&css=L2&mode=2 .   Please note that you will not see the My Apps Quick reference card unless you are logged in.

 

Accessing My PDE Apps Quick Reference Card
1. Login to Ed Hub 

2. On left navigation click on ED Hub Central 

3. On left navigation click on ED Hub Training page. 

4. Locate My PDE Apps Quick reference card link and click on it. 

5. The My PDE Apps Quick reference card in pdf, will open up in a new window. 

 

 

Accessing LEP Through My PDE Apps
1. If you have not done so yet, log In to Ed Hub. 

2. On the left navigation click on ‘My PDE Apps’ 

3. Click the LEP link in the table. 

4. The LEP application will appear in a new window.  Please note that LEP will go into production on March 2, 2008.  Until that date when you click on the LEP link you will get a message telling you of the upcoming Go Live date.

New LEP Users
If you have never completed the LEP application in the past, you will need to check to see if your LEA has Security Administrators.  To determine if your LEA has Security Administrators perform the following steps:

1. Navigate to the ED Hub – User Administration>How To Guides http://www.portal.state.pa.us/portal/server.pt?open=512&objID=1511&&PageID=481270&level=2&css=L2&mode=2
2. Follow the instructions in the document:  EdHub How To - Find Your Security Administrator
If your LEA does have Security Administrators, perform the following steps to become a user of the LEP application:

1. Navigate to the ED Hub – User Administration>How To Guides http://www.portal.state.pa.us/portal/server.pt?open=512&objID=1511&&PageID=481270&level=2&css=L2&mode=2
2. Follow the instructions in the document:  EdHub How To - Become An Application User
If your LEA does not have Security Administrators, perform the following steps to become a user of the LEP application:

3. Navigate to the ED Hub – User Administration>How To Guides http://www.portal.state.pa.us/portal/server.pt?open=512&objID=1511&&PageID=481270&level=2&css=L2&mode=2
4. Follow the instructions in the document:  EdHub How To - Set Up Initial Security
 References

How To Guides are located here: http://www.portal.state.pa.us/portal/server.pt?open=512&objID=1511&&PageID=481270&level=2&css=L2&mode=2
 

Tutorials, Manuals and Guides are available on the Training Page:  http://www.edportal.ed.state.pa.us/portal/server.pt?open=512&objID=365&&PageID=297514&level=2&css=L2&mode=2.

 

Ed Hub Help Desk can be accessed by submitting a Support Form.  A link to the Support Form is located in the upper right hand corner of the screen on the Education Hub header.  Click the link and follow the onscreen instructions.

 

 
LEP Application Instructions

The purpose of the LEP SYSTEM is to collect information on ESL/Bilingual Education Programs and English language learners for the purpose of reporting data to the Pennsylvania Department of Education and the United States Department of Education.   To be compliant with NCLB federal reporting requirements as well as state reporting requirements, each year school districts, charter schools and comprehensive AVTS/CTC must complete the LEP System regardless of English language learner enrollment. 
 The LEP SYSTEM and Pennsylvania Information Management System (PIMS) are used to determine Title III funding for LEAs that qualify and participate in Title III funding opportunities.  LEP System Supervisors should work with the PIMS administrators in their LEA to make sure accurate data is reported in the PIMS system.  
Information and questions concerning PIMS can be directed to:  http://www.pde.state.p.us/PIMS or RA-PIMSHelp@state.pa.us
LEA Home Screen
Once you are logged into the Ed Hub, click on the link to the LEP application to access the LEP SYSTEM.  The first screen that appears is the LEA home page.  Data is not entered on this screen.  This screen serves as a status screen to check the progress of entry and ongoing counts until completion of all data entry.  

TO MOVE TO THE NEXT SCREEN AND BEGIN DATA ENTRY, CLICK ON THE SCHOOL YEAR.  

Supervisor Screen

This screen asks for the school’s program supervisor for English as a Second Language.  All fields containing an * must be completed by the LEA user.  It is very helpful to include a phone extension, if applicable, for the LEP Supervisor.  
Please do not list the LEA’s secretary as the LEP Supervisor contact.  
The person listed as the supervisor will be the contact for the annual State ELP assessment, assessment training, and assessment database and ordering, as well as the recipient of communications from PDE and the assessment contractor.  PLEASE BE SURE THAT YOUR EMAIL ADDRESS IS ACCURATELY ENTERED.
SPAM Filter Notice

The Program Supervisor should ensure that spam blocks or filters are removed from the following email addresses to ensure timely and accurate delivery of communications from PDE, WIDA (ACCESS for ELLs), and MetriTech.  Check with your LEA web administrator or technology staff to prevent email bounce-backs from the following email addresses:

widahelp@wcer.wisc.edu or WIDA Help Tech

sfeldman@metritech.com
snedley@state.pa.us 

sstauffer@state.pa.us  

bmowrey@state.pa.us
rmeasel@state.pa.us
tshaffer@state.pa.us
Ra-lep@state.pa.us
REMEMBER TO SAVE YOUR DATA BEFORE EXITING THE SCREEN OR CLICKING ON A TAB.

Program/Funds Screen

LEA Data -- Core Program Information (Title 22 PA School Code, Chapter 4.26)
· This screen asks for the type of core program(s) offered by the LEA i.e., Bilingual and/or ESL.  After you check the program of instruction, you need to select the model(s) used to teach your ESL and/or Bilingual core program.  

· If your core program is Bilingual, you will also need to provide the language(s) of instruction.  A drop down box is provided to select the language(s).  Use the arrow keys between the “select a language” header and “selected language” header to move the language(s) to the selected language box.  Enter all languages of instruction into this box.

· Note:  The Language of Instruction question is only to be answered by those LEAs that offer a bilingual core program.  
· Please check the appropriate box in answer to the question “Instruction Conducted By.”

Teacher Counts

· This section asks for the total number of teachers who either 1) provide instruction in an ESL instructional educational program; 2) are working towards the Program Specialist: ESL Certificate; (3) work in Title III language instruction educational programs; and 4) number of additional teachers that will be needed for Title III language instruction educational programs and core ESL programs (Chapter 4.26) in the next 5 years.  
· Please note that the questions are broken down by content teachers, ESL teachers, and bilingual teachers.
Funds Allocation 

· Please provide the dollar amount your LEA budgets for ESL/Bilingual education programs.  Include any private, migrant education, and/or other funding sources that the LEA receives for ESL/Bilingual programming.

· A dollar amount is required to be entered on the first line, “LEA regular budget for ESL/Bilingual programs,” under funds allocation.  

“Does the LEA receive Title III funds?”

· If you answer yes to this question, you will be directed to another screen tab entitled “Title III.”  

· If you answer no to this question, the next screen will be the Chapter 4.26 tab.   

REMEMBER TO SAVE YOUR DATA BEFORE EXITING THE SCREEN OR CLICKING ON A TAB.

Title III Screen (Supplemental Program)

IMPORTANT  

· Data screens for Title III information must be followed in the order of the appearance of the tabs.  The order of the data entry screens is:

1) Supplemental Program

2) Title III Counts

3) Activities Conducted

4) Program Questions.

· “Is the LEA part of a consortium?”
· If you answer yes to this question, you must put the name of the consortium or the consortium lead in the box provided.  Use the name or number search methods to find your consortium and/or consortium lead. 

· Select the type of instruction implemented by Title III funds.  

· Note:  If you select bilingual, you need to select the language of instruction.  A drop down box is provided to select the language(s).  Use the arrow keys between the “select a language” header and “selected language” header to move the applicable language(s) to the selected language box.  Enter all languages of instruction into this box.

REMEMBER TO SAVE YOUR DATA BEFORE EXITING THE SCREEN OR CLICKING ON A TAB.

Title III Counts Tab

· On this screen, consortium members must enter student data and the total amount of Title III funds received, based on their portion of the total Title III funded amount.

· If the LEA is a part of a consortium, the LEA must enter funds based on its portion of the total Title III allocation.

· The data entered on this screen should reflect enrollment as of February 28, BUT IF NO Title III funds were received for either LEP and/or Immigrant Children for the current school year, NO student numbers are entered in the TITLE III COUNTS screen. EXAMPLE:  The LEA received money for the current school year for LEP students, so LEP student numbers are entered as of February 28 if served by Title III.  HOWEVER, IF the LEA did not receive IMMIGRANT funds for the current school year, NO immigrant numbers are entered for total number of IMMIGRANT CHILDREN AND YOUTH SERVED BY TITLE III on this screen.

REMEMBER TO SAVE YOUR DATA BEFORE EXITING THE SCREEN OR CLICKING ON A TAB.

Title III Activities Conducted Tab

· This screen asks for all activities conducted by the LEA and is divided into two parts.  They are:

· LEP students served by Title III

· Immigrant Children and Youth served by Title III 

· Check all activities conducted by the LEA.  

· Provide a brief description in the outlined box of 

· The most common activities conducted for LEP students and/or Immigrant Children and Youth, respectively, and

· The effectiveness of the activities in achieving the goals of the program.  

· If you are uncertain how to answer this question, check with your consortium lead.

· You are limited to 2,500 characters per question.

REMEMBER:  Professional Development and improving English language proficiency and academic performance is a requirement of Title III; therefore, the LEA must use a portion of its Title III funds for professional development.

Title III Program Questions Tab

· If you are in a consortium and uncertain how to answer this question, check with your consortium lead.

· You are limited to 2,500 characters per question.

Chapter 4.26 Tab

This screen is designed to capture information about your core ESL program within the LEA.  Please indicate all aspects of your core program that are currently in place. 
Assessments Screen
The purpose of the assessment screen is to provide PDE with the assessments your LEA administers to test LEP students upon entry, ongoing, and at the time of exit.  More than one assessment may be chosen.  Please e-mail question(s) to ra-lep@state.pa.us.

REMEMBER TO SAVE YOUR DATA BEFORE EXITING THE SCREEN OR CLICKING ON A TAB.

Submit Screen

This screen shows the submit button that will submit data to the Pennsylvania Department of Education when all data is complete and accurate.  When the LEA user submits the data to PDE, the LEA user will not be able to make any corrections or changes. 

If changes are necessary after submission to PDE, e-mail ra-lep@state.pa.us and advise PDE that you need to have the LEA’s data re-opened for corrections or changes.  Provide your name, LEA name, telephone number, and extension in your e-mail.  You will receive an e-mail notification from the ra-lep@state.pa.us account advising the LEA’s listed supervisor that the data is re-opened for corrections or changes.

PRINT BUTTON  --  The print button will be disabled until after the LEP System closes for this data collection period.  Reports will become available to print after the upload of data from PIMS into the LEP System is complete.  LEAs will be notified, via the Program Supervisor listed in the LEP System, as soon as the PRINT functionality is available.
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