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ELL FILES & 
RECORDKEEPING 



OBJECTIVES 

• You will receive an abundance of information 
about which documents you need to have for your 
ELLs 
 

• You will take notes as needed for memory, and 
follow-up in the Q & A session afterward with your 
questions 
 

• You will mentally plan a list of your next steps, to 
ensure you will have your system in place for your 
ELL paperwork this school year 



RATE YOURSELF…PRETEST 

• On a scale of 1-3 rate yourself in your knowledge of ELL files 
and the required documentation for compliance. 
 

1= You’ve got little or no knowledge of what’s required, when 
to complete it, or who should sign it. This training is all new 
learning. 
 

2= This isn’t your first rodeo, but you still need some clarification 
about what is required, when to get it, and where to keep it. 
You know which learning gaps you’re looking to fill with 
today’s training. 
 

3= You’re nearly a pro! You’ve possibly been through 
monitoring already and have your compliance paperwork 
systems in place. Today’s training is about tying up loose ends 
or confirming what you are already doing is correct 



WHERE TO START? WHAT TO KEEP? 

• Initial Enrollment form for ALL 
students 
• 3 language questions are identical to PHLOTE 

form 
• Primary Home Language Other than 

English Survey (PHLOTE) for ALL students 
(Home Language Survey) 
• Only do once 
 
 
 



SAMPLE ENROLLMENT AND PHLOTE 
FORM 

Honey Bee High 



TEST HISTORY 

• AZELLA test history 
• Initial AZELLA Assessment & Reassessment 

Reports  
• SDELL70 Report when AZELLA Report not 

available 
 

 



SAMPLE AZELLA REPORT 



SAMPLE SDELL70 REPORT 

If the student had any AZELLA testing history, it 
would be in the Assessment History and Most 

Recent Assessment Details fields below  



WHAT ELSE TO KEEP? 

• Annual Parent Notification forms 
• Signed within 30 days or 2 weeks 

• Parent Withdrawal form (if applicable) 
 

 



Parent 
initiates 

PARENT NOTIFICATIONS OR  
PARENT WITHDRAWALS 

• Annual Parent Notification forms 
• Signed within 30 days or 2 weeks 

• Parent Withdrawal form (if applicable) 
 

 School 
initiates 



WHAT ELSE TO KEEP? 

• Parent Notice of Reclassification 
• FEP Monitor form 

• For 2 academic years following 
reclassification 

 
 



RECLASSIFICATION &  
2 YEAR MONITORING  FORMS 

After AZELLA 
data comes-

send to 
parents 

FEP1 begins 
academic 

year 
FOLLOWING 

proficient 
score 



WHAT ELSE TO KEEP? 

• AZELLA Placement Teacher Referral 
form 
• If teacher feels student needs to be tested 

• WICP form 
• Any intercession class documentation 

 
 



WICP 

Used to 
document 

compensatory 
instruction for 
ELLs or FEPs  



ORGANIZATION OF PAPERWORK 

• Your LEA should have a system of keeping the 
required documents organized in or near the student 
cumulative files 
 

• Not only do monitors look for required ELL 
documentation, but they also need to access 
cumulative files 
 

• ILLP Attachment A and B copies should be in the 
classroom(s) with the teacher(s) 

 
 



WHERE DOES ELL DOCUMENTATION GO? 

• Many Local Educational Agencies (LEAs), in 
order to ensure compliance, choose to 
keep a colored file folder within the ELL’s 
cumulative file for ease in locating the file 
quickly and in organizing each ELL’s 
required documentation.  
 

ELL File 
within 

cumulative 
folder 



RETENTION SCHEDULES 

• For questions on retention schedules, 
please refer to the Arizona State 
Library, Archives & Public Records 
website at: 
 

http://apps.azlibrary.gov/records/general.aspx 
 

http://apps.azlibrary.gov/records/general.aspx




Make a mental list of your 3 next steps- 
to ensure your LEA will have all the 
required ELL paperwork for next school 
year. Each step should have 5 or fewer 
words and start with a verb! 
1) 
 
2) 
 
3) 
 



Tell 1 person at your table in 15 
words or less all 3 steps!  
 
1) 5 words or less 
 
2) 5 words or less 
 
3) 5 words or less 
 
 



RATE YOURSELF…POSTTEST 

• On a scale of 1-3 rate yourself in your knowledge of ELL files 
and the required documentation for compliance. 
 

1= You’ve got little or no knowledge of what’s required, when 
to complete it, or who should sign it. You may need to revisit 
your notes from today’s training.  
 

2= You’ve learned a lot in a short amount of time, but you still 
need some clarification about what is required, when to have 
it, and where to keep it. Congratulations and remember our 
email address for later questions.  
 

3= You’re a pro! You’ve found answers you were looking for 
and have a plan for any  refinements to your current ELL 
paperwork system. Congratulations and thank you for your 
attention! 



QUESTIONS? 



THANK YOU! 

• Please keep in mind that our goal is to provide you 
with the support you need. 
 

OELASInbox@azed.gov and 602-542-0753 will let you 
reach the first available person in OELAS.  
 
 

mailto:OELASInbox@azed.gov
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