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reclassification meetings for ELs.  The team also identifies a minimum of four dates per year for 

the core SSPT members to review school-wide data.  School-wide progress monitoring should 

occur near key data points (e.g., following progress reports, new annual CELDT scores).  (See 

sample Calendar for Elementary and Secondary, pp. 30 – 31.)   

 

The team designates a quiet and confidential location for the SSPT meetings.  The location for 

the meetings should be free of distractions (i.e., lots of traffic, loud noises) and provide privacy 

to ensure the confidentiality of information shared.    

 

Notification to Parents 

The parent/caregiver is a vital member of the SSPT and plays an important function in ensuring 

collaboration and consistency between the home and school.  Parents/caregivers must be 

invited to their child’s SSPT meeting.  It is best practice to provide parents at least ten day 

notification of their child’s SSPT meeting.  It is essential that the SSPT develops a system for 

notifying parents/caregivers that includes the use of Parent Invitation Letters (available in 

multiple languages).   Parents have the following response options, as outlined in the Parent 

Invitation Letter: 

 

INSERT FROM PARENT INVITATION LETTER 
___        I will attend the meeting as scheduled. 
___ I will need the following accommodations so that I may attend the meeting: 
____________________________________________________________________. 
___ I would prefer to participate by telephone. Please contact me at ___________________.  
___ I will not attend the meeting, but would like a contact from the teacher or team. 
___ I would rather come on ________________________________________________. 
___ Please contact me at ______________________________ to reschedule. 
 

 

If a parent/caregiver does not respond after three attempts, the SSPT should document the 

attempts to contact the parent on the SSPT Referral Log (Attachment E) and proceed in holding 

the meeting.  The SSPT Designee should follow up with the parent to schedule a meeting to 

review the information shared at the meeting.  A copy of all SSPT documentation should be 

provided to the parent/caregiver immediately following the meeting.     

 

Maintenance of Documentation 

Maintain documents of all SSPT forms in a binder at the school site for a minimum of five years.   

Maintain student specific SSPT forms in the student’s cumulative folders. 

● SSPT forms for English Only (EO), Initially Fluent (IFEP), and Reclassified Fluent English 

Proficient (RFEP) students are to be maintained in the student’s red intervention folder. 
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