
The following appendices provide additional information 
and resources for teachers.

Appendix A.
English Language Arts Standards, Levels and Performance Indicators

Appendix B.
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Appendix C.

Twelve Action Steps to Assist Limited English Proficient/English Language
Learners in Meeting the ELA Standards

Appendix D. 
New York State Education Department: Selected Documents

Appendix E. 
Samples of Informal Assessments in English and the Native Language:

LITERACY SCALES K-12

• Reading Scale 1, Grades K-3

• Reading Scale 2,  Grades 4-8

• Reading Scale 3, Grades 9-12

• Writing Scale 1, Grades K-3

• Writing Scale 2, Grades 4-8

• Writing Scale 3, Grades 9-12
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ELA Standard 1
Students will listen, speak, read, and write for information and understanding. As listeners and readers, students will col-
lect data, facts, and ideas; discover relationships, concepts, and generalizations; and use knowledge generated from oral,
written, and electronically produced texts. As speakers and writers, they will use oral and written language that follows the
accepted conventions of the English language to acquire, interpret, apply, and transmit information.

ELEMENTARY
• gather and interpret information from

children’s reference books, magazines,
textbooks, media . . .

• select information appropriate to the
purpose of their investigation and
relate ideas from one text to another

• select and use strategies for note tak-
ing, organizing, and categorizing
information

• ask specific questions to clarify and
extend meaning

• use strategies such as prior knowledge,
structural and context clues, and an
understanding of letter-sound relation-
ships to get meaning from print

• support inferences about information
and ideas with reference to text
features, such as vocabulary and
organizational patterns

ELEMENTARY
• present information clearly in a variety

of oral and written forms such as
summaries, paraphrases, brief reports

• select a focus, organization, and point
of view. . .

• use a few traditional structures for
conveying information such as
chronological order, cause and effect,
and similarity and difference

• use details, examples, anecdotes, or
personal experiences to explain or
clarify information

• include relevant information and
exclude extraneous material

• use the process of prewriting, drafting,
revising, and proofreading

• observe basic writing conventions, such
as correct spelling, punctuation, and
capitalization, as well as sentence and
paragraph structures appropriate to
written forms.

INTERMEDIATE
• interpret and analyze information from

textbooks and nonfiction books for
young adults, as well as reference
materials intended for a general
audience

• compare and synthesize information
from different sources

• use a wide variety of strategies for
selecting, organizing, and categorizing
information

• distinguish between relevant and
irrelevant information and between fact
and opinion

• relate new information to prior knowl-
edge and experience

• understand and use the text features
that make information accessible and
usable, such as format, sequence, level
of diction, relevance of details

INTERMEDIATE
• produce oral and written reports on

topics related to all school subjects

• establish an authoritative stance on the
subject and provide references to
establish the validity and verifiability of
the information presented

• organize information according to an
identifiable structure, such as com-
pare/contrast or general to specific

• develop information with appropriate
supporting material, such as facts,
details, illustrative examples or anec-
dotes; and exclude extraneous material

• use the process of prewriting, drafting,
revising, and proofreading

• use standard English for formal presen-
tation of information, selecting appro-
priate grammatical constructions and
vocabulary, using a variety of sentence
structures, and observing the rules of
punctuation, capitalization, and
spelling. 

COMMENCEMENT
• interpret and analyze complex

informational texts and presentations,
including technical manuals,
professional journals, newspaper and
broadcast editorials. . .

• synthesize information from diverse
sources and identify complexities and
discrepancies in the information

• use a combination of techniques to
extract salient information from texts

• make distinctions about the relative
value and significance of specific data,
facts, and ideas

• make perceptive and well-developed
connections to prior knowledge

• evaluate writing strategies and
presentational features that affect
interpretation of the information 

COMMENCEMENT
• write and present research reports, fea-

ture articles, and thesis/support papers
on a variety of topics related to all
school subjects

• present a controlling idea that conveys
an individual perspective and insight
into the topic

• use a wide range of organizational
patterns such as chronological, logical
(both deductive and inductive), cause
and effect, and compare and contrast

• support interpretations and decisions
about relative significance of informa-
tion with explicit statement, evidence,
and appropriate argument

• revise and improve early drafts by
restructuring, correcting errors, and
revising for clarity and effect

• use standard English skillfully, applying
established rules and conventions for
presenting information and making use
of a wide range of grammatical con-
structions and vocabulary to achieve
an individual style that communicates
effectively.

Appendix A – English Language Arts Standards, Levels and Performance Indicators

READING & LISTENING

WRITING & SPEAKING
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ELEMENTARY
• read a variety of literature of different

genres: picture books; poems; articles
and stories from children’s magazines;
fables, myths and legends; songs; plays
and media productions; and works of
fiction and nonfiction intended for
young readers

• recognize some features that distin-
guish the genres and use those
features to aid comprehension

• understand the literary elements of
setting, character, plot, theme and
point of view and compare those
features to other works and to their
own lives

• use inference and deduction to
understand the text

• read aloud accurately and fluently,
using phonics and context cues to
determine pronunciation and meaning

• evaluate literary merit

ELEMENTARY
• present personal responses to literature

that make reference to the plot,
characters, ideas, vocabulary, and text
structure

• explain the meaning of literary works
with some attention to meanings
beyond the literal level

• create their own stories, poems, and
songs, using the elements of the
literature they have read and
appropriate vocabulary

• observe the conventions of grammar
and usage, spelling, and punctuation.

INTERMEDIATE
• read and view texts and performances

from a wide range of authors, subjects,
and genres

• understand and identify the distin-
guishing features of the major genres
and use them to aid their interpretation
and discussion of literature

• identify significant literary elements,
(including metaphor, symbolism,
foreshadowing, dialect, rhyme, meter,
irony, climax) and use those elements
to interpret the work

• recognize different levels of meaning

• read aloud with expression, conveying
the meaning and mood of a work

• evaluate literary merit based on an
understanding of the genres and the
literary elements

INTERMEDIATE
• present responses to and interpreta-

tions of literature, making reference to
the literary elements found in the text
and connections with their personal
knowledge and experience

• produce interpretations of literary
works that identify different levels of
meaning and comment on their
significance and effect

• write stories, poems, literary essays,
and plays that observe the conventions
of the genre and contain interesting
and effective language and voice

• use standard English effectively.  

COMMENCEMENT
• read and view independently and flu-

ently across many genres of literature
from many cultures and historical
periods

• identify the distinguishing features of
different literary genres, periods and
traditions and use those features to
interpret the work

• recognize and understand the signifi-
cance of a wide range of literary
elements and techniques (including
figurative language, imagery, allegory,
irony, blank verse, symbolism, 
stream of consciousness) and use those
elements to interpret the work

• understand how multiple levels of
meaning are conveyed in a text

• read aloud expressively to convey a
clear interpretation of the work

• evaluate literary merit based on an
understanding of the genre, the literary
elements, and the literary period and
tradition

COMMENCEMENT
• present responses to and

interpretations of works of recognized
literary merit with references to the
principal features of the genre, the
period, and literary tradition, and
drawing on their personal experiences
and knowledge

• produce literary interpretations that
explicate the multiple layers of mean-
ing

• write original pieces in a variety of
literary forms, correctly using the
conventions of the genre and using
structure and vocabulary to achieve an
effect

• use standard English skillfully and with
an individual style.

ELA Standard 2
Students will listen, speak, read and write for literary response and expression. Students will read and listen to oral, written,
and electronically produced texts and performances from American and world literature; relate texts and performances to
their own lives; and develop an understanding of the diverse social, historical, and cultural dimensions the texts and perfor-
mances represent. As speakers and writers, students will use oral and written language that follows the accepted conven-
tions of the English language for self-expression and artistic creation.

READING & LISTENING
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ELEMENTARY
• read and form opinions about a variety

of texts and presentations, including
persuasive texts, such as advertise-
ments, commercials, and letters to the
editor

• make decisions about the quality and
dependability of texts and experiences
based on some criteria, such as the
logic and believability of the claims
made in an advertisement

• recognize that the criteria that one uses
to analyze and evaluate anything
depend on one’s point of view and
purpose for the analysis

• evaluate their own strategies for read-
ing and listening critically (such as
recognizing bias or false claims, and
understanding the difference between
fact and opinion) and adjust those
strategies to understand the experience
more fully

ELEMENTARY
• produce oral and written reviews,

letters to the editor, essays, or persua-
sive speeches about events, books,
issues, and experiences, supporting
their opinions with some evidence

• present arguments for certain views or
actions with reference to specific crite-
ria that support the argument

• monitor and adjust their own oral and
written presentations to meet criteria
for competent performance (e.g.,
organization, appropriate vocabulary,
correct usage)

• use effective vocabulary and follow the
rules of grammar and usage, spelling,
and punctuation in persuasive writing.

INTERMEDIATE
• analyze, interpret, and evaluate

information, ideas, organization, and
language from academic and
nonacademic text, such as textbooks,
public documents, book and movie
reviews, and editorials

• assess the quality of texts and presen-
tations, using criteria related to the
genre, the subject area, and purpose
(e.g., using the criteria of accuracy,
objectivity, and comprehensiveness to
evaluate a sports editorial)

• understand that different points of
view depend on the particular interests
and values of the individual, and
recognize those differences in
perspective in texts and presentations

• evaluate their own and others’ work
based on a variety of criteria (e.g.,
logic, clarity, comprehensiveness,
conciseness, originality,
conventionality) and recognize the
varying effectiveness of different
approaches

INTERMEDIATE
• present (in essays, position papers,

speeches, and debates) clear analysis
of issues, ideas, texts, and experiences,
supporting their positions with 
well-developed arguments 

• develop arguments with effective use
of details and evidence that reflect a
coherent set of criteria (e.g., reporting
results of lab experiments to support a
hypothesis) 

• monitor and adjust their own oral and
written presentations according to the
standards for a particular genre (e.g.,
defining key terms used in a formal
debate) 

• use standard English, precise
vocabulary, and presentational
strategies effectively to influence an
audience.

COMMENCEMENT
• analyze, interpret, and evaluate ideas,

information, organization, and
language of a wide range of general
and technical texts and presentations
across subject areas, including
technical manuals, professional
journals, political speeches, and literary
criticism

• evaluate the quality of texts and
presentations from a variety of critical
perspectives within the field of study 

• make precise determinations about the
perspective of a particular writer or
speaker by recognizing the relative
weight they place on particular
arguments and criteria

• evaluate and compare their own and
others’ work with regard to different
criteria and recognize the change in
evaluations when different criteria are
considered to be more important

COMMENCEMENT
• present orally and in writing well-

developed analysis of issues, ideas,
and texts, explaining the rationale for
their positions in such forms as formal
speeches, debates, and critiques

• make effective use of details, evidence,
and arguments and of presentational
strategies to influence an audience to
adopt their position

• monitor and adjust their own oral and
written presentations to have the great-
est influence on a particular audience

• use standard English, a broad and pre-
cise vocabulary, and the conventions
of formal oratory and debate.

ELA Standard 3
Students will listen, speak, read, and write for critical analysis and evaluation. As listeners and readers, students will
analyze experiences, ideas, information, and issues presented by others, using a variety of established criteria. As speakers
and writers, they will use oral and written language that follows the accepted conventions of the English language to
present, from a variety of perspectives, their opinions and judgments on experiences, ideas, information and issues.

READING & LISTENING

WRITING & SPEAKING
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ELEMENTARY
• listen attentively and recognize when it

is appropriate for them to speak

• take turns speaking and respond to
others’ ideas in conversations on
familiar topics

• recognize the kind of interaction
appropriate for different circumstances,
such as story hour, group discussions,
and one-on-one conversations

ELEMENTARY
• exchange friendly notes, cards, and

letters with friends, relatives, and pen
pals to keep in touch and to
commemorate special occasions

• adjust their vocabulary and style to
take into account the nature of the
relationship and the knowledge and
interests of the person receiving the
message

• read and discuss published letters,
diaries, and journals to learn the
conventions of social writing.

INTERMEDIATE
• listen attentively to others and build on

others’ ideas in conversations with
peers and adults

• express ideas and concerns clearly and
respectfully in conversations and group
discussions

• learn some words and expressions in
another language to communicate with
a peer or adult who speaks that
language

• use verbal and nonverbal skills to
improve communication with others

INTERMEDIATE
• write social letters, cards, and

electronic messages to friends,
relatives, community acquaintances
and other electronic network users

• use appropriate language and style for
the situation and the audience and
take into account the ideas and
interests expressed by the person
receiving the message

• read and discuss social communica-
tions and electronic communications of
other writers and use some of the
techniques of those writers in their
own writing.

COMMENCEMENT
• engage in conversations and

discussions on academic, technical,
and community subjects, anticipating
listeners’ needs and skillfully
addressing them

• express their thoughts and views clear-
ly with attention to the perspectives
and voiced concerns of the others in
the conversation

• use appropriately the language con-
ventions for a wide variety of social
situations, such as informal
conversations, first meetings with peers
or adults, and more formal situations,
such as job interviews or customer
service

COMMENCEMENT
• use a variety of print and electronic

forms for social communication with
peers and adults

• make effective use of language and
style to connect the message with the
audience and context

• study the social conventions and
language conventions of writers from
other groups and cultures and use
those conventions to communicate
with members of those groups. 

ELA Standard 4
Students will listen, speak, read, and write for social interaction. Students will use oral and written language that follows
the accepted conventions of the English language for effective social communication with a wide variety of people. As
readers and listeners, they will use the social communications of others to enrich their understanding of people and their
views.

READING & LISTENING
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Essential Elements of Effective Programs for Limited English
Proficient/English Language Learners

1. High standards for LEP/ELLs. LEP/ELLs are held to the same high
standards and expectations as all students. Curriculum, instruction, and
assessment in all classrooms serving LEP/ELLs students are aligned with
New York State standards in the seven core areas.

2. Strong Literacy Development for LEP/ELLs. Literacy is developed
through native language arts (NLA), English as a second language (ESL)
and English language arts (ELA) curricula aligned with the ELA standards.
The value of learning to read first in the native language is recognized.
Instructional strategies promote the transfer of literacy skills learned in the
native language to acquisition of literacy in English. 

3. Qualified and Well-Trained Educators of LEP/ELLs. There are suffi-
cient numbers of well-prepared, competent, and appropriately certified
teachers, administrators, and staff working with LEP/ELLs. The staff par-
ticipate in ongoing, long-term staff development with strong emphasis on
the State learning standards. The single most critical element for success-
ful learning by LEP/ELLs is the quality and preparation of the teachers.

4. District/School-Based Leadership Committed to Educational
Excellence and Equity for LEP/ELLs. The superintendent promotes
educational excellence for LEP/ELLs. Principals are highly articulate
regarding curriculum and instructional classroom strategies for
LEP/ELLs. They are highly supportive of their bilingual/ESL instructional
staff. The school leadership encourages alternative approaches to teach-
ing LEP/ELLs, such as creating open-ended learning opportunities that
lead to critical thinking, student-directed activities, and collaboration with
peers. Flexibility and expansion of instructional time, such as after school
programs, extended school year, and Saturday schools for LEP/ELLs are
supported.

5. Positive School Climate for LEP/ELLs. The languages and cultures of
LEP/ELLs are respected and valued throughout the school. Parents of
LEP/ELLs are made to feel important members of the school community.
Bilingual and ESL teachers are an integral part of the instructional staff
and they are provided with the support, materials, and resources needed
to be successful.

6. Parent/Family and Community Involvement in the Education of
LEP/ELLs. Parents of LEP/ELLs are meaningfully involved in the educa-
tion of their children and are informed about the State standards and
assessments. Parents are provided with strategies to increase their abili-
ty to help with their children's homework. Parents of LEP/ELLs are
encouraged to become more active and involved members of the school
community and to participate in decision-making activities.

7. Assessment and Accountability. LEP/ELLs performance and services
are assessed on an ongoing basis at all levels using multiple, fair, and
equitable measures. Assessment is conducted in the native language and
in English as appropriate. The information obtained is used to determine
student academic progress, the level of English language acquisition, and
to refine services to LEP/ELLs and report outcomes.
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Twelve Action Steps to Assist Limited English
Proficient/English Language Learners in Meeting 

the English Language Arts Standards

1. Setting clear goals and providing curriculum using the ELA core
curriculum as its base in both NLA and ESL classes to ensure that all
LEP/ELLs successfully complete the Comprehensive Regents
Examination in English.

2. Providing intensive English language instruction to LEP/ELLs by
increasing the daily instructional time requirement through revision of
the Commissioner’s Regulations.

3. Supporting an extended school day and year through after-school
instruction, Saturday instruction, and/or summer English language
academies.

4. Initiating Project Jump Start through intensive English language
instruction to newly enrolled students during the two weeks of August
prior to the opening of school in September.

5. Providing professional development through training sessions
statewide on the ELA standards and assessments and how to teach
English language arts to LEP/ELLs.

6. Ensuring that certified teachers teach LEP/ELLs through the
strengthening of teacher preparation programs and by helping uncer-
tified bilingual and ESL teachers become certified.

7. Communicating effectively with parents through the implementa-
tion of a two-hour orientation on the standards within the first semester
of the enrollment of their child(ren) in a New York State school. 

8. Ensuring equity in technology and instructional resources by
providing equal access to computers, instructional technology, and
materials that support native language and English language literacy
development.

9. Improving identification and assessment by ensuring that English
language achievement will be measured uniformly throughout New
York State.

10. Requiring specifications for improving local accountability by
requiring that districts implement the Regents recommendations to assist
LEP/ELLs in meeting the ELA standards.

11. Supporting the development of model programs by identifying
those programs which incorporate the Essential Elements of Effective
Programs for LEP/ELLs, and by disseminating information about them.

12. Improving reporting and collection of LEP/ELLs achievement
data by working with the State Education Department, school districts,
and BOCES.
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NEW YORK STATE EDUCATION DEPARTMENT: 
SELECTED DOCUMENTS

The following list of selected New York State Education Department documents
may be useful for any educator working with limited English proficient/ English
language learners. To access any of these documents, contact the New York State
Education Department Publication Sales Desk at the following address or Web sites:

New York State Education Department
Publications Sales Desk
Education Building
Room 309
Albany, NY  12234
Tel:  518-474-3806
http://www.nysed.gov 

New York State Education Department. (1989). Listening and Speaking in the
English Language Arts Curriculum. Albany, NY.

(1990). Guidelines for Services to Students with Limited English Proficiency and
Special Education Needs in New York State. Albany, NY.

(1990). Regents Policy Paper on the Congruence Between Instructional Support
Services and Core Classroom Programs.  Albany, NY.

(1991). Directory of Languages Spoken by Students of Limited English Proficiency
in New York State Programs. Albany, NY.

(1991). Guidelines for Programs under Part 154 of Commissioner’s Regulations
for Pupils with Limited English Proficiency. Albany, NY.

(1992). A Parent’s Guide to Special Education for Children Ages 5-21. (Also avail-
able in eight other languages: Arabic, Chinese, Greek, Haitian Creole, Italian,
Japanese, Korean, and Spanish). Albany, NY.

(1994). Preliminary Draft Framework for English Language Arts. Albany, NY.

(1996). Learning Standards for English Language Arts. Revised edition.  Albany,
NY.

(1997). Building Capacity: Addressing the Needs of Limited English Proficient
Students. In memo dated April 14, 1997 to The Honorable Members of the Board
of Regents Committee on Elementary, Middle, Secondary and Continuing
Education from James A. Kadamus, Deputy Commissioner. Albany, NY.

(1997). Directory of Bilingual School Psychologists, Bilingual Social Workers and
Bilingual Special Education Teachers. Albany, NY.

(1997). English Language Arts Resource Guide. Albany, NY.

(1997). Guidelines for Services for Culturally and Linguistically Diverse Preschool
Students with Disabilities Ages 3-5. Albany, NY.
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(1997). Pilot English Language Arts Regents Questions. Albany, NY.

(1997). Proceedings of the New York State Symposium on the Education of Over-
Age Limited English Proficient Students with Interrupted Formal Schooling.
Albany, NY.

(1997). Proposal for Revising Graduation Requirements. Memo from
Commissioner Richard Mills to the Board of Regents, September 12, 1997.
Albany, NY. 

(1997). Technology Applications for Bilingual Education and English as a Second
Language. Albany, NY.

(1998). English Language Arts Resource Guide with Core Curriculum. Albany,
NY.

(1998). Draft Glossary for Sequential Mathematics Courses I, II and III, Math A
Regents Examination or Math B Regents Examination in English and Eight
Languages Other Than English. Albany, NY.

(1998). New York State Testing Program, English Language Arts, Test Sampler
Drafts, Grades 4, 8, and Regents. Albany, NY.

(1998). Strategies to Provide Intensive English Language Instruction to Limited
English Proficient (LEP) Students. In memo dated June 30, 1998 to The
Honorable Members of the Board of Regents Committee on Elementary, Middle,
Secondary and Continuing Education from James A. Kadamus, Deputy
Commissioner. Albany, NY.

(1998). Strategies to Provide Intensive English Language Instruction to Limited
English Proficient Students/Implementation. In memo dated September 4, 1998
to The Honorable Members of the Board of Regents Committee on Elementary,
Middle, Secondary and Continuing Education from James A. Kadamus, Deputy
Commissioner. Albany, NY.

(1998). Teaching to High Standards: New York’s Commitment. Albany, NY.

(1999). Accommodations for Late Arriving Students with Limited English
Proficiency at the Secondary Level. In memo dated June 25, 1999 to The
Honorable Members of the Board of Regents Committee on Elementary, Middle,
Secondary and Continuing Education from James A. Kadamus, Deputy
Commissioner. Albany, NY.

(1999). Board of Regents Approved Amendments to Commissioner’s Regulations
Part 117 and Part 154. Albany, NY.

(1999). Early Literacy Profile: An Assessment Instrument. Albany, NY.

(1999). Performance of Limited English Students Who Are English Language
Learners on the Regents Comprehensive Examination in English Taken in June
1999. In memo dated October 8, 1999 to The Honorable Members of the Board
of Regents Committee on Elementary, Middle, Secondary and Continuing
Education from James A. Kadamus, Deputy Commissioner. Albany, NY.

(1999). Report on the Comments and Recommendations on the Proposed
Amendments to Part 154 of the Regulations of the Commissioner of Education. In
memo dated February 24, 1999 to The Honorable Members of the Board of
Regents Committee on Elementary, Middle, Secondary and Continuing Education
from James A. Kadamus, Deputy Commissioner. Albany, NY.

WEB SITES:
http://www.nysed.gov 
or
http://www.nysben.org
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LITERACY SCALES

The literacy scales presented in the following pages, published as a component of
the Learning Record Assessment System (Barr and Syverson, 1998), are samples of
informal assessments for reading and writing in English and in the native language
for grades K-12. 

These reading and writing scales have been designed to describe the stages students
typically go through as they become literate. Each stage is described across a five-
point scale for each of the three grade spans: K-3, 4-8, 9-12. At K-3, the assessment
focuses on how well students are learning to read and write; at 4-8, on how experi-
enced they are becoming as readers and writers in all their courses; and at 9-12, on
how deep or accomplished are their literacies.

Reading/Writing Scales 1, Grades K-3

These scales will assist the teacher in describing reading development as students
move from dependence to independence. The characteristics at each level on the
scale describe what students are progressively able to do in the process of becom-
ing fluent readers and writers. 

Reading/Writing Scales 2, Grades 4-8

These scales evaluate experience in reading and writing abilities. They focus on the
student’s involvement with a wide variety of reading materials. The teacher docu-
ments the student’s journey from a limited experience with text through a broad
range of involvement as a reader across the curriculum. Specific evidence demon-
strating the extent to which students can understand a wide variety of both grade-
level texts and self-selected books and magazines will need to be included in student
portfolios, reading logs, and written responses to their reading and documented
observations of oral discussions of their reading.

Reading/Writing Scales 3, Grades 9-12

These scales are used to evaluate traits commonly associated with the accomplished
reader and writer. They describe the ways students are learning to read in depth and
to write persuasively.

Please note that in using these scales, a student may be at one point on the scale in
the native language and at another point on the scale in English.
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 c

o
u
rs

e 
co

n
-

te
n
t 

as
 

w
el

l 
as

 
d
em

o
n
st

ra
te

u
n
d
er

st
an

d
in

g 
o
f 

it.
 O

rg
an

iz
es

te
xt

s 
to

 
su

p
p
o
rt
 

in
te

n
d
ed

ef
fe

ct
s.
 C

an
 u

se
 c

o
u
rs

e 
co

n
te

n
t

an
d
 

p
ri
o
r 

k
n
o
w

le
d
ge

 
as

so
u
rc

es
 

fo
r 

w
ri
tte

n
 

o
p
in

io
n
s,

in
te

rp
re

ta
tio

n
s 

an
d
 

in
ve

st
ig

a-
tio

n
s.
 I
n
 f
in

al
 d

ra
ft
s,
 c

o
n
si
st

en
t-

ly
 u

se
s 

te
xt

 c
o
n
ve

n
tio

n
s 

(e
.g

.,
re

ad
er

-f
ri
en

d
ly

 
p
u
n
ct

u
at

io
n
,

ac
ce

p
te

d
 

sp
el

lin
gs

, 
st

an
d
ar

d
u
sa

ge
.)
 M

ak
es

 t
h
o
u
gh

tf
u
l 
w

o
rd

ch
o
ic

es
. 
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 i

n
 c

o
n
tr
o
l 

o
f 

o
w

n
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m
p
o
si
n
g 

p
ro

ce
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, 
fr
o
m

 
th

e
ge

n
er

at
in

g 
o
f 

to
p
ic

s 
th

ro
u
gh

th
e 
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lle

ct
io

n
 o

f 
d
at

a 
an

d
 t

h
e

d
ra

ft
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g 
o
f 
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o
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e 
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n
g
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r 
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 b
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sp
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ifi

c 
au

d
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an
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gr

at
e 

in
fo

rm
a-

tio
n
 f
ro

m
 m

u
lti

p
le

 s
o
u
rc

es
 (

re
f-

er
en

ce
 te

xt
s 

as
 w

el
l a

s 
fir

st
h
an

d
ex

p
er

ie
n
ce

s)
 i

n
to

 o
w

n
 p

ap
er

s.
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an
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al
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e
b
o
th

 
tr
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p
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n
 

an
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m

-
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o
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el
em

en
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in

 
o
w

n
w
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rk

.
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p
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ra
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n
te

n
t 

b
y 

(a
) 

in
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rp
o
-

ra
ti
n
g 

an
d
 

ac
k
n
o
w

le
d
gi

n
g

in
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rm
at

io
n
 

fr
o
m

 
m

u
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le
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u
st

w
o
rt
h
y 
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u
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in
 

o
w

n
w

ri
tin

g;
 a

n
d
 (

b
) 

p
ro

vi
d
in

g 
te
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-

b
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ed
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p
p
o
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fo
r 
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ec
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ie

d
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ew
p
o
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o
u
t 
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 c
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a 

ra
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f 
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u
d
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g 
th
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u
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g 
st
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d
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 u
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er
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g
o
w

n
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tin

g 
u
n
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it 
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-
ri
a 

h
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b
ee

n
 m
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 d
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d
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s 

o
p
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o
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g 
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m

m
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f 
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n
d
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b
u
t 
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d
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n
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d
-
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o
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n
d
 c

o
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-
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h
s 

an
d
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w

n
 

p
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er
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lle
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ve

r 
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e,
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s 
to
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u
ch

el
em

en
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su

b
st

an
tiv

e 
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n
-

te
n
t,
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u
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ed
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,
u
sa
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, 
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et

o
ri
ca

l 
ef

fe
ct

iv
en

es
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an
d
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ra

n
sc

ri
p
tio

n
 f
ea

tu
re

s.
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