Tips for Completion of the Bilingual-Bicultural Plan of Services and EOY Report Applications
Tips for completion of the Plan of Services, or Plan (estimated data for the reporting school year):

1) Once the staff data from the previous school year has been uploaded to that year’s EOY report, it is possible to upload the staff data to the plan of services for the current school year, thereby avoid entering all staff data.

2) For each screen, there is a "HELP" button; if you click on it, the information contained may answer any questions you have, so try that first. However, if you still have questions or are experiencing problems, feel free to contact me.

2) Contact Information:  Include at least a main contact person and the requested information BEFORE you print off the Assurances page. Contact information will then automatically be included on your Assurances page.  Please feel free to include other contacts; it is especially helpful to have contact information included when the main contact person is not available, or when someone else is the person actually completing the application.  You may include as many staff as necessary.

3) Program Description: ONLY include a BRIEF description of SIGNIFICANT changes to the various sections of your narrative.  Copying the entire narrative delays my review and approval of your plan.  This is also the place to respond to questions or requests for added information if any were included on the previous year’s approval checklist form.  Because the program requires something in each section, simply key in "n/a" or "no changes" for the areas where no significant changes were made.  NOTE:  If a complete narrative is submitted for a continuing program, I will contact the district to determine if the narrative is completely new.  If it is not, I will unlock the district’s plan application for edit. 

4) Budget Section:  The only alpha (i.e., non-numeric) characters that should be used are decimal points.  If alpha characters such as commas or dollar signs are included, the plan won't save.  Also, ONLY expenses related to providing supplemental services to "eligible" ELLs may be included (see Tip 5 for information on who is eligible).  A list of approvable expenditures can be found at: http://ell.dpi.wi.gov/ell_bilingual-bicultural (note: this is the same web page where the Plan and EOY Report applications are posted).
5) Student Count:  ONLY choose the schools where "eligible" ELLs are served and only include the numbers of "eligible" ELLs in the student count section.  If you have any questions about "eligibility," please refer to, "Who Is Eligible" found at:  http://ell.dpi.wi.gov/ell_bilingual-bicultural.

6) Bilingual Aides:  A bilingual aide must be included as a part of the bilingual-bicultural program in every school for every language population (other than Spanish speakers) included in the plan.  In a very few instances, the bilingual aide position will be a districtwide position.  If this is true for your district, please include the names of the schools the bilingual aide serves in the districtwide description.  For the most part, districtwide positions are for bilingual aides who work on districtwide tasks such as translation of documents or interpretation for parents. Bilingual aides must be fluent in English and the target language of the students.  For all languages except Spanish, when the ESL teacher is a native speaker of that language, the requirement for a bilingual aide may be waived.

7) Bilingual Teachers:  Simply being bilingual does not count. The teacher must hold a current bilingual license to be included as a bilingual teacher.  For programs serving Spanish speakers, there is no exemption: students must be served by a bilingual teacher.  These students may also be served by ESL teachers, but only as a minor part of the services provided to them.  ONLY those ELLs (Spanish speakers) receiving the majority of their programming from a licensed bilingual teacher may be included in the plan (and EOY report) as eligible.

8) Supervisors/Administrators: Do not include the names/FTEs/or any portion of the salary/fringes for supervisors/administrators who are in positions normally provided by the district (e.g., principal, director of instruction, director of pupil services, assistant superintendent).  ONLY those staff who serve in a supervisory role AND who have an educational background/expertise in bilingual or ESL education and second language acquisition (preferably with a current bilingual or ESL license) will be considered.  Very few districts actually claim any FTE for such positions, and few have staff who would qualify.

9) Supplement vs. supplant and "double-dipping:" You must ensure that everything related to your bilingual-bicultural plan is supplemental in nature.  (Bilingual-bicultural programs/expenditures are supplemental to all programming/resources required of the district for all students by state and federal law; Title III activities are supplemental to bilingual-bicultural.)  For example, staff claimed under bilingual-bicultural may not be moved to a new funding source without their position under bilingual-bicultural being filled; staff who have been claimed under other funding sources may not be moved to bilingual-bicultural without someone being hired in the position they left; staff claimed under bilingual-bicultural may not ALSO be claimed under another funding source (unless the FTE has been increased or the additional work is under an extended contract).

Tips for completion of the End-Of-Year (EOY) Report (actual data from the reporting school year):

1) For each screen, there is a "HELP" button - if you click on it, the information contained may answer any questions you have, so try that first. However, if you still have questions or are experiencing problems, feel free to contact me.
2) When the EOY report is begun before the plan of services, it is possible to upload staff data from the plan of services for the same school year and thereby avoid entering all staff data.  Please edit the uploaded staff data as necessary to ensure the data reflect the actual services provided and include only teachers and counselors with an appropriate current license.
3) Contact Information:  Please feel free to include contacts in addition to the main contact person.  It is especially helpful to have contact information included when the main contact person is not available, or when someone else is the person actually completing the application.  You may include as many staff as necessary, including the bilingual-bicultural accountant/business office contact.

4) Student Count:  ONLY choose the schools where "eligible" ELLs are served and only include the numbers of "eligible" ELLs in the student count section.  If you have any questions about "eligibility," please refer to, "Who Is Eligible" found at:  http://ell.dpi.wi.gov/ell_bilingual-bicultural (note: this is the same web page where the Plan and EOY Report applications are posted).

5) Bilingual Aides:  A bilingual aide must be included as a part of the bilingual-bicultural program in every school for every language population (other than Spanish speakers) included in the plan.  In a very few instances, the bilingual aide position will be a districtwide position. If this is true for your district, please include the names of the schools the bilingual aide serves in the districtwide description.  For the most part, districtwide positions are for bilingual aides who work on districtwide tasks such as translation of documents or interpretation for parents.  Bilingual aides must be fluent in English and the target language of the students.  For all languages except Spanish, when the ESL teacher is a native speaker of that language, the requirement for a bilingual aide may be waived.

6) Bilingual Teachers:  Simply being bilingual does not count.  The teacher must hold a current bilingual license to be included as a bilingual teacher.  For programs serving Spanish speakers, there is no exemption: students must be served by a bilingual teacher.  These students may also be served by ESL teachers, but only as a minor part of the services provided to them.  ONLY those ELLs (Spanish speakers) receiving the majority of their programming from a licensed bilingual teacher may be included in the EOY report eligible.  And only those staff serving these students may be included in the report.  The district may not claim any of the costs of providing services to non-eligible ELLs.
7) Supervisors/Administrators: Do not include the names/FTEs/or any portion of the salary/fringes for supervisors/administrators who are in positions normally provided by the district (e.g., principal, director of instruction, director of pupil services, assistant superintendent).  ONLY those staff who serve in a supervisory role AND who have an educational background/expertise in bilingual or ESL education and second language acquisition (preferably with a current bilingual or ESL license) will be considered.  Very few districts actually claim any FTE for such positions, and few have staff who would qualify.

8) Supplement vs. supplant and "double-dipping:" You must ensure that everything related to your bilingual-bicultural program is supplemental in nature.  (Bilingual-bicultural programs/expenditures are supplemental to all programming/resources required of the district for all students by state and federal law; Title III activities are supplemental to bilingual-bicultural.)  For example, staff claimed under bilingual-bicultural may not be moved to a new funding source without their position under bilingual-bicultural being filled; staff who have been claimed under other funding sources may not be moved to bilingual-bicultural without someone being hired in the position they left; staff claimed under bilingual-bicultural may not ALSO be claimed under another funding source (unless the FTE has been increased or the additional work is under an extended contract).

For answers to questions you may have, please first read the HELP screens or other resources on the bilingual-bicultural web pages. If, however, you do not find the answers or are having difficulties with the system, feel free to contact Tolu Sanabria, 608-267-9235.
