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Key Terminology

Student File vs. EL File

• Documentation for EL students is maintained as part of the students’ 

cumulative record 

• Student files can include a folder specifically for EL documentation

• Digital files are acceptable, if they can be printed when required

LEA

• Local Education Agency (e.g., a district or charter)



EL Forms for Required Documentation

Every student identified as English learner (EL) is entitled to EL 
services. State and federal laws exist to ensure ELs receive the 
appropriate language and academic support to provide them the 
opportunities for academic and lifelong success.

EL forms are required to document these services. Each form 
has its own purpose and intent; they serve as the LEA’s record 
of the instructional programs and services it provides/offers.

EL Forms and documentation shall be kept in the student’s 
cumulative file or EL File.



Ensure that ALL EL forms are:

• Completed in their entirety

• Signed and dated:
• by all required staff, and 
• by the required timeline

• Filed accordingly (cumulative, EL, and/or SPED)

• Maintained according to the retention policy

EL Forms for Required Documentation



This EL Forms guidance document contains the following:

• purpose/intent for each form

• legal reference(s)

• required components

• considerations



EL Forms - At a Glance

EL Form or Documentation: Required For:

Home Language Survey (HLS) All students enrolled (EL & Non-EL)

Documentation of Initial AZELLA 

Assessment
(This may be an Assessment Rapid Report and/or 

EL70 report for the student)

All students with a Primary Home Language Other Than English 

(PHLOTE)
(this includes ELs qualified for services & students with an Initial Proficient 

Score [IFEP])

Documentation of Annual AZELLA 

Reassessment
(This may be an AZELLA Test Report and/or an 

updated EL70 report for the student)

All ELs (including Parent Withdrawn)

Parental Notification and Consent Form 

(PNC) 

All ELs receiving EL services

Alt ELPA Parental Notification and Consent 

Form (PNC – Alt ELPA)

Identified ELs with Significant Cognitive Disabilities receiving EL 

services 



EL Forms - At a Glance (continued)

EL Form or Documentation: Required For:

Bilingual Parental Waiver Request Application 

(BW1, BW2, BW3)

ELs whose parents request they be placed in a bilingual program. 

Must qualify based on Bilingual Waiver 1, 2, or 3.

Parent Request for Withdrawal from an 

English Learner Program (PW)

ELs whose parents request their student opt out of EL services 

Notification of Reclassification When the EL has an overall Proficient score on AZELLA 

Reassessment

Notification of Reclassification - Alt ELPA When the EL has an overall Proficient score on Alt ELPA 

Reassessment

Two-Year Monitoring Form for Fluent English 

Proficient Students

FEPs when applicable  (first two academic years after 

Reclassification)

Written Individualized Compensatory Plan 

(WICP)

All ELs & FEPs when applicable



EL Forms - At a Glance (continued)

EL Form or Documentation: Required For:

Annual Progress-Monitoring Form for English 

Learners who are Parent Withdrawn from an 

English Learner Program

ELs who are withdrawn from receiving EL services

English Learner Status Undetermined or 

Missed Prior Reassessment Test

EL student when applicable

AZELLA Placement Test Referral form: 

EL to Mainstream *Start of School Year

EL student when applicable

AZELLA Placement Test Referral form: 

Mainstream to EL

Any student when applicable



EL Forms Location

All EL Forms can be found on our website: https://www.azed.gov/oelas/forms

https://www.azed.gov/oelas/forms


Must be used as is without any changes/modifications

Must maintain the purpose and intent of the 

original form (information/content). 

Can be customized with LEA information (e.g. letterhead)

Information on all EL documentation and current published guidance 

regarding forms, including digital forms and records retention policies



Home Language 
Survey (HLS)



Home Language Survey (HLS)

Legal Reference: The primary or home language for all new pupils who enroll in a school district or charter 

school shall be identified in a manner prescribed by the superintendent of public instruction. [A.R.S. §15-756(A)]

Purpose:

The HLS is used by the school to collect information from the three questions 

regarding the language(s) the student has spoken, understood, or been exposed 

to. The responses will help determine if the student will take the Arizona English 

Language Learner Assessment (AZELLA) in order to provide the most appropriate 

instructional programs and services for the student.





Home Language Survey (HLS)
Required Components

✓ Completed only once upon initial enrollment

✓ Must contain legal signature & date

✓ All fields need to be completed (including SSID)

✓ Corrections to responses must be completed before the AZELLA is 

administered

✓ A copy must be included in student files



Completed by:
Parent

Completed by:
LEA



Preschool Guidance

• Please note that the Office of English Language Acquisition 

Services (OELAS) does not monitor preschools

• We do not currently have a state language assessment for 

preschool students

• Preschools may be using the Home Language Survey as a 

requirement of a grant

• If a student has two Home Language Surveys in their cumulative 

file (preschool and Kindergarten), utilize the HLS completed at 

the start of Kindergarten to determine the need to assess the 

student with the AZELLA



Home Language Survey (HLS)
Considerations

• Annual training for registrars:

• supporting parents with completing the HLS

• checking for completion

• ensuring SSIDs are present/correct

• Providing copies to the appropriate staff

• Internal audits to ensure a hard copy is in each file (ELs and non-ELs) 

and to eliminate duplicate forms



EL Assessment 
(AZELLA)



Documentation of AZELLA Assessment

Legal Reference: The English language proficiency of all pupils with a primary or home language other than 

English shall be assessed through the administration of English language proficiency assessments in a manner 

prescribed by the superintendent of public instruction. [A.R.S. §15-756(B) and R7-2-306(C)(3)]

Local educational agencies, “are to create and implement standardized, statewide entrance and exit procedures” 

for ELs, “including an assurance that all students who may be [ELs] are assessed for such status within 30 days 

of enrollment in a school in the State” and within two weeks of enrollment after the start of the school year. [ESEA 

section 3113(b)(2)]

Purpose:

The purpose behind AZELLA reports is to utilize the results to determine if the 

student is an EL and eligible for EL services, as well as to inform the parent of the 

student’s results.



Documentation of Initial AZELLA Assessment

The EL70 Report contains the student’s AZELLA history (all AZELLA 

Placement and Reassessment data regardless of which school the student 

was enrolled at)

• An EL 70 report should be pulled to check for current AZELLA history

• If the EL 70 shows an AZELLA history, place a copy in the EL student’s file

The Rapid Report (accessible through Pearson Access Next) contains the 

student’s unofficial results on the AZELLA Placement Test.

Pearson mails Individual Student Reports for students who have been 

tested with the AZELLA Placement Test.



Sample EL70 Report



Documentation of Annual AZELLA Reassessment

Pearson mails Individual Student Reports for students who have 

been tested with the Spring AZELLA Reassessment.

An updated EL70 Report contains the student’s Spring AZELLA 

Reassessment data. 



Sample AZELLA Report



Parent Notification 
and Consent (PNC)



Parent Notification and Consent (PNC)

Purpose:

The Parent Notification and Consent (PNC) form is to notify parents their student 

has qualified for EL services (by obtaining an overall score of less than Proficient 

the AZELLA Placement or Reassessment) and will be placed in an EL program. 

Legal Reference: Each local educational agency using federal funds to provide a language instruction 

educational program as determined under Title III shall, not later than 30 days after the beginning of the school 

year, inform parents of an English learner identified for participation or participating in such a program. [ESEA 

section 1112(e)(3)(A)] 

For those children who have not been identified as English learners prior to the beginning of the school year, but 

are identified as English learners during such school year, the local educational agency shall notify the children’s 

parents during the first two weeks of the child being placed in a language instruction educational program.  [ESEA 

section 1112(e)(3)(B)]



Parent Notification and Consent (PNC)
Required Components

✓Completed annually within 30 calendar days of the first day of school 

or 2 weeks for students who enroll thereafter

✓All fields must be completed:

• Academic achievement

• Proficiency Level

• Mark the correct SEI Model

• Teacher signs and dates prior to form being sent home

• Parent signs and dates or the LEA documents 3 attempts

✓Attach Program Description



Parental Notification and Consent Form (PNC)

Student information completed by 
the LEA

Student’s AZELLA information 
completed by the LEA

School year completed by the 
LEA

Student’s academic achievement 
level completed by the LEA



Parental Notification and Consent Form (PNC) Continued

EL program placement 
selected by the LEA

Teacher signature and date 

(Information of parent’s right 
to refuse services)

(Required timelines for notification)

EL program description must 
be attached

Parent signature and date (not 
required for services) 



Parent Notification and Consent (PNC)
Considerations

• Procedure to ensure the form is completed correctly, in its entirety, 

and signed by the  teacher prior to being sent home to the parent

• Procedure for documenting 3 attempts

• Annotate (notes, stamp, label) on the original form 

• First attempt must be sent home within the required timeframe; 

additional attempts must be within a reasonable timeframe

• Additional attempts can be meetings, calls, emails, etc. 



Parent Notification and 
Consent Form for 

Students with 
Significant Cognitive 

Disabilities 
(PNC Alt ELPA)



Parent Notification and Consent (PNC)

Purpose:

The Parent Notification and Consent (PNC) form is to notify parents their student 

has qualified for EL services (by obtaining an overall score of less than Proficient 

the Alt ELPA Screener or Reassessment) and will be placed in an EL program. 

Legal Reference: Each local educational agency using federal funds to provide a language instruction 

educational program as determined under Title III shall, not later than 30 days after the beginning of the school 

year, inform parents of an English learner identified for participation or participating in such a program. [ESEA 

section 1112(e)(3)(A)] 

For those children who have not been identified as English learners prior to the beginning of the school year, but 

are identified as English learners during such school year, the local educational agency shall notify the children’s 

parents during the first two weeks of the child being placed in a language instruction educational program.  [ESEA 

section 1112(e)(3)(B)]



Parent Notification and Consent (PNC Alt ELPA)
Required Components

✓Completed annually within 30 calendar days of the first day of school or 2 

weeks for students who enroll thereafter

✓All fields must be completed:

• Academic achievement

• Proficiency Level

• Mark the correct SEI Model

• Teacher signs and dates prior to form being sent home

• Parent signs and dates or the LEA documents 3 attempts

✓Attach Program Description

✓MUST be filed in the Special Education file (per FERPA)



Parental Notification and Consent Form (PNC) – Alt ELPA

Student information completed by 
the LEA

Student’s Alt ELPA information 
completed by the LEA

School year completed by the 
LEA



PNC – Alt ELPA (continued)

EL program placement 
selected by the LEA

Teacher signature and date 

(Information of parent’s right 
to refuse services)

(Required timelines for 

notification)

EL program description must 
be attached

Parent signature and date 
(not required for services) 



Parent Notification and Consent (PNC) – Alt ELPA
Considerations

• Procedure to ensure the form is completed correctly, in its entirety, 

and signed by the  teacher prior to being sent home to the parent

• Procedure for documenting 3 attempts

• Annotate (notes, stamp, label) on the original form 

• First attempt must be sent home within the required timeframe; 

additional attempts must be within a reasonable timeframe

• Additional attempts can be meetings, calls, emails, etc. 



Bilingual Parental 
Waiver Request 

Application



Bilingual Parental Waiver Request Application

Purpose:

The Bilingual Parental Waiver Request Application is parental waiver (A.R.S. §15-

753) which provides written informed consent for placement of an EL in a Bilingual 

Program. 

Legal Reference: Parents of a limited English proficient student have the right to information pertaining to 

parental rights that includes written guidance (I) detailing the right that parents have to have their child 

immediately removed from such program upon their request; and (II) detailing the options that parents have to 

decline to enroll their child in such program or to choose another program or method of instruction, if available. 

[ESEA section 1112(e)(3)(A) (vii)]

The requirements of section 15-752 may be waived with the prior written informed consent, to be provided 

annually, of the child's parents or legal guardian under the circumstances specified in this section… If a parental 

waiver has been granted, the affected child shall be transferred to classes teaching English and other subjects 

through bilingual education techniques or other generally recognized educational methodologies permitted by law. 

[A.R.S. §15-753]



✓Completed annually, in entirety, by a parent/guardian

✓Parent/guardian marks the qualifying waiver

✓All signatures and dates required; principal marks “Granted” or “Rejected”

✓Evidence attached to justify Bilingual Waiver 1, 2 or 3.

✓Kept in EL and/or cumulative file

Bilingual Parental Waiver Request Application
Required Components



Bilingual Parental Waiver Request Application

Student information completed by the parent 
(LEA may assist with SSID)

Parent and Principal sign and date

Waiver selected by the parent

Principal selects the “Granted” or “Rejected” box

Superintendent signs/dates (Waiver 3 only)



Bilingual Parental Waiver Request Application
Considerations

• Procedure for determination of eligibility

• Plan in place for EL students who do not qualify*

*Note that a Parent Request for Withdrawal from EL Services form 

is not an option to qualify for placement in a bilingual program.



Parent Request for 
Withdrawal (PW)



Parent Request for Withdrawal (PW)

Legal Reference: Parents of a limited English proficient student have the right to information pertaining to 

parental rights that includes written guidance (I) detailing the right that parents have to have their child 

immediately removed from such program upon their request; and (II) detailing the options that parents have to 

decline to enroll their child in such program or to choose another program or method of instruction, if available. 

[ESEA section 1112(e)(3)(A) (vii)]

Purpose:

This form is used to document the request for parent withdrawal from EL services 

after a consultation is initiated by the parent. 



Important to Know: The parent’s right to 

decline EL services is stated on the 

Parental Notification and Consent Form 

“Parents have the right to decline their student’s 

placement in an EL program or to have their 

student withdrawn from an EL program at any time 

after a consultation. If you would like more 

information about instruction, the various programs, 

or need assistance in selecting a program, please 
contact your student’s school administrator.”



Parent Request for Withdrawal (PW)
Required Components

✓ The parent/guardian must initiate a request for withdrawal from an EL program 

(if not, this could be an issue with the Office of Civil Rights)

✓ The parent/guardian and the EL student’s teacher and/or principal must 

discuss educational options for the student prior to signing the form

✓ EL students withdrawn by parent/guardian request must continue to take             

the annual AZELLA reassessment until they achieve an Overall Proficient level

✓ The school is still obligated to provide academic and language supports per 

civil rights

✓ Parents may opt back in to EL services for their student at any time



Parent Request for Student Withdrawal (PW)

Student information completed by the parent 
(LEA assists with SSID).

Parent signs and dates the form.

Form completed after consultation if parents 
decides to opt out of EL services.

LEA completes student’s current AZELLA 
information.

Principal signs and dates.



If the EL student

• moves from elementary to secondary

• moves to a school implementing a different EL program

• moves to a new LEA

…a consultation must occur to inform the parent and allow for them to 

make an informed decision. If the parent decides to continue withdrawal 

from EL services, a new PW form must be completed and filed to 

document the consultation and decision.

What if a PW student moves?



Parent Request for Withdrawal (PW)
Considerations

• A new consultation must occur if :

• the EL moves from elementary to secondary, 

• the EL moves to a school implementing a different EL Program, 

• the EL moves to a new LEA, or 

• the current school implements changes to the EL program and services.

• Ensure registrars, EL coordinators, counselors, teachers and principals 

understand the PW process and can support parents if they initiate a request to 

withdraw the student from EL services.



Notice of 
Reclassification

SAMPLE  OELAS  FORM



Notice of Reclassification

Legal Reference: Local educational agencies in the State will provide for an annual assessment of English proficiency of 

all English learners. [ESEA section 1111 (2)(G)(i)]  The process of reassessment of English language learners for the 

purpose of determining English language proficiency shall be conducted at least annually at the end of each school year in 

a manner prescribed by the superintendent of public instruction.[A.R.S. §15-756.05(A)]  A pupil who scores at or above the 

test publisher's designated score for English proficiency shall be considered English proficient. The pupil shall no longer be 

classified as an English language learner and shall be reclassified as English proficient. [A.R.S. §15-756.05(B)]  LEAs shall 

notify the parents or legal guardians in writing that their child has been reclassified as FEP when the student meets the 

criteria for such reclassification.  [R7-2-306(G)(5)]

Purpose:

The Notice of Reclassification is used to inform parents/guardians their student 

has obtained an overall score of proficient on the AZELLA and no longer qualifies 

for EL services and his/her academic progress will be monitored for the next two 

school years. 



Notice of Reclassification

SAMPLE  OELAS  FORM – This form may be modified as long as 
the intent is clear, and the components of the form are 

maintained.

Student name

Date the student completed the AZELLA 

EL Coordinator/DTC contact information

EL Coordinator/DTC signature

Date the Notice of Reclassification is 
completed and sent home



Notice of Reclassification
Required Components

✓ Completed by the EL Coordinator or Assessment Administrator 

✓ Does not require a parent/guardian signature

✓ Sent/mailed at the end of the school year when proficiency was obtained or the 

beginning of the following school year

✓ Maintain a copy of the letter in the student’s cumulative and/or EL file



Notice of 
Reclassification 

Based on Alt ELPA 
Reassessment Results

SAMPLE  OELAS  FORM



Notice of Reclassification – Alt ELPA

Legal Reference: Local educational agencies in the State will provide for an annual assessment of English proficiency of 

all English learners. [ESEA section 1111 (2)(G)(i)]  The process of reassessment of English language learners for the 

purpose of determining English language proficiency shall be conducted at least annually at the end of each school year in 

a manner prescribed by the superintendent of public instruction.[A.R.S. §15-756.05(A)]  A pupil who scores at or above the 

test publisher's designated score for English proficiency shall be considered English proficient. The pupil shall no longer be 

classified as an English language learner and shall be reclassified as English proficient. [A.R.S. §15-756.05(B)]  LEAs shall 

notify the parents or legal guardians in writing that their child has been reclassified as FEP when the student meets the 

criteria for such reclassification.  [R7-2-306(G)(5)]

Purpose:

The Notice of Reclassification – Alt ELPA is used to inform parents/guardians their 

student has obtained an overall score of proficient on the Alt ELPA and no longer 

qualifies for EL services and his/her academic progress will be monitored for the 

next two school years. 



Notice of Reclassification – Alt ELPA

SAMPLE  OELAS  FORM – This form may be modified as long as 
the intent is clear, and the components of the form are 

maintained.

Student name

Date the student completed the Alt ELPA 

EL Coordinator/DTC contact information

EL Coordinator/DTC signature

Date the Notice of Reclassification is 
completed and sent home



Notice of Reclassification – Alt ELPA
Required Components

✓ Completed by the EL Coordinator or Assessment Administrator 

✓ Does not require a parent/guardian signature

✓ Sent/mailed at the end of the school year when proficiency was obtained or the 

beginning of the following school year

✓ Maintain a copy of the letter in the student’s Special Education file



Two-year Monitoring of 
Fluent English 

Proficient (FEP) 
Students

SAMPLE  OELAS  FORM



Two-year Monitoring of Fluent English 
Proficient Students

Purpose:

This form is used to monitor the academic progress and achievement of students 

who were English learners and reclassified as Fluent English Proficient (FEP) on 

the AZELLA. 

Legal Reference: The LEA shall monitor exited students based on criteria provided in this Section during each of the 

two years after being reclassified as FEP to determine whether these students are performing satisfactorily in achieving 

the Arizona Academic Standards adopted by the Board.  Such students will be monitored in reading, writing and 

mathematics skills and mastery of academic content areas, including science and social studies. [R7-2-306(I)(1)]



✓ Data is collected for student monitoring for two academic years 

following reclassification to ensure they are progressing at grade level.

• Documentation begins the school year after the year the student 

was reclassified as FEP

• Must be completed by the end of the first and second school years 

following the reclassification year

✓ Must be signed and dated annually

Two-year Monitoring of Fluent English Proficient Students
Required Components



Two-Year Monitoring Form for Fluent English Proficient Students 

SAMPLE  OELAS  FORM – This form may be modified as long as 
the intent is clear, and the components of the form are 

maintained.

Student’s name, SSID, and date the student 

completed the AZELLA and obtained a score of 

Overall Proficient (found on the EL 70 Report 
or AZELLA Report)

Sign and date upon completion of each year 

Student’s academic achievement data on 

state-wide and/or district-wide assessments,  
as well as content area course work

Mark to indicate eligibility for compensatory 
instruction



• Create protected times to enter data onto the forms quarterly or at the 

end of each semester

• Include the forms in data discussions

• Data should include academic progress collected from state and district  

reading, writing, mathematics skills and academic content 

areas, including science and social studies.

Two-year Monitoring of Fluent English Proficient Students
Considerations



Written Individual 
Compensatory Plan 

(WICP)

SAMPLE  OELAS  FORM



Written Individual Compensatory Plan (WICP)

Purpose:

This form is used to document compensatory instruction for all ELs and two-year 

monitoring Reclassified FEP students who are not demonstrating adequate 

growth/achievement. 

Legal Reference: ELs who are not progressing toward achieving proficiency of the Arizona Academic Standards 

adopted by the Board, as evidenced by the failure to improve scores on the statewide assessment, shall be 

provided compensatory instruction to assist them in achieving those Arizona Academic Standards. A WICP 

describing the compensatory instruction provided shall be kept in the student’s academic file. [R7-2-306(E)(4)]



✓A WICP is required for all ELs and FEP students participating in a 

compensatory instruction program that takes place outside of the regular 

school hours

✓Signed and dated by the teacher, parent/guardian, and principal

✓All fields must be completed

Written Individual Compensatory Plan (WICP)
Required Components



Written Individual Compensatory Plan

SAMPLE  OELAS  FORM – This form may be modified as long as 
the intent is clear, and the components of the form are 

maintained.

Student’s information, including most recent 
AZELLA proficiency level

Type(s) of Compensatory instruction to be 
provided

Teacher, parent, and principal sign and date

Goals/objectives for improving English 

proficiency including assessment for 
measuring progress



• Have parents annotate and sign when they choose not to have their 

student attend 

• File completed forms for students who did not attend to document LEA 

efforts to provide additional support 

Written Individual Compensatory Plan (WICP)
Considerations



Annual Progress-
Monitoring Form for 

English Learners who 
are Parent Withdrawn 

from an English 
Learner Program

SAMPLE  OELAS  FORM



Annual Progress-Monitoring Form for English Learners who 
are Parent Withdrawn from an English Learner Program

Purpose:

This form is used to document the ongoing periodic monitoring of the opted-out 

student’s English language and academic progress.

Legal Reference: If an EL is not participating in the language instruction educational programs (LIEP), the LEA 

still has the obligation under Title VI and EEOA to take “affirmative steps” and “appropriate action” to provide the 

student with access to its educational programs.  The English language and other academic needs of such an EL 

student must still be met. [Title VI of the Civil Rights Act of 1964 (Title VI) and the Equal Educational Opportunities 

Act of 1974 (EEOA)]



Form Completion Requirements:

✓The requirement of ensuring opted-out ELs’ English language and 

other academic needs are still being met may be accomplished by 

documenting the student’s progress on this form.

✓Data is periodically documented and analyzed.

✓The form is signed and dated at the end of the school year.

✓The document may be utilized to discuss the EL’s progress and 

recommendations for EL services.

Annual Progress-Monitoring Form for English Learners who are 
Parent Withdrawn from an English Learner Program



Annual Progress-Monitoring Form for PW English Learners

SAMPLE  OELAS  FORM – This form may be modified as long as 
the intent is clear, and the components of the form are 

maintained.

Student’s information

Teacher comments

District-wide and school-wide assessment data

State assessment data

Teacher signature and date



• Procedure for collecting and time to discuss progress

• Procedure for communicating with the parent and support for 

recommending opting into EL services 

Annual Progress-Monitoring Form for English Learners who are Parent 
Withdrawn from an English Learner Program
Considerations



AZELLA Test 
Referral Forms

AZELLA Test Referral Forms Found Here

https://www.azed.gov/assessment/azella-dtcs


English Learner Status 

Undetermined or Missed Prior 

Reassessment Test

• This form should be used for an 

EL whose most recent AZELLA 

test was administered during the 

previous school year and has an 

Eligibility Status of EL Status 

Undetermined. Or the student was 

scheduled to be administered a 

Spring ELP Test but was unable to 

be tested.

*See form for specific details 



Moving from EL Program 

Services to Mainstream – 

Start of School Year

• This form should be used for a 

student (Grades 1–12 current 

enrollment) who qualifies for re-

administration of the AZELLA 

Placement Test with the intention 

of demonstrating proficiency and 

moving into a mainstream 

classroom at the Start of the 

School Year.

*See form for specific details



Moving from Mainstream to 

EL Program Services

• This form should be used to refer a 

Grade 1–12 student for EL Program 

Services whose current academic 

placement is in a mainstream 

classroom and Not Eligible for EL 

Program Services.

• Referrals for students in Special 

Education must also be signed by 

the Special Education teacher.

*See form for specific details



AZELLA Kindergarten 

Spring 2025 Reassessment 

Test Referral Form

• This form should be used for 

referring a Kindergarten student for 

AZELLA testing and EL services. 

The student’s current academic 

placement is in a mainstream 

classroom and Not Eligible for EL 

Services.

*See form for specific details



Electronic 

Signatures



Electronic Signatures
Requirements

Digital forms must include all text, or verbiage, from the federal and state-approved physical 

form. Forms requiring a legal signature must comply with Arizona law and state policy. 

A single signature collected for forms completed at enrollment does not meet the 

requirements of state-approved English learner forms because it does not ensure that the 

parents and/or guardians have seen and understand the purpose of these forms. 

Electronic Signature Guidance

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.azed.gov/sites/default/files/2022/07/Digital%20Forms%20%26%20Electronic%20Signatures%20Guidance_OELAS%20Comms%207.19.2022_FINAL.pdf


Electronic Signatures
Strong Recommendations

• Forms should not include a drop-down menu that offers a list of options.  

• Forms should remain separate from other district and school-site forms to 

ensure that the purpose and process for completing the form are 

communicated to parents/guardians.  



Internal File 

Review & 

Record-keeping



Internal File Review

OELAS recommends that LEAs regularly 

conduct internal checks to ensure student 

files are complete and meet the 

requirements of Federal and State laws.



Ensure proper record-keeping.

Keep the signed copy OR the original 

with documentation of three attempts in 

the EL file.

Digital files are accepted, if they can be 

accessed easily upon requested.

All ADOA requirements for electronic 

signatures must be met. 
Electronic Signature Guidance

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.azed.gov/sites/default/files/2022/07/Digital%20Forms%20%26%20Electronic%20Signatures%20Guidance_OELAS%20Comms%207.19.2022_FINAL.pdf


Ensure proper record-keeping.

According to the AZ State Library, Archives and 

Public Records, EL records fall under All Other Non-

Permanent Student Records, with a retention period of 4 

years after year of last attendance.

 Records Retention Schedule

21206 Student Records: Non-permanent, All Other 4 Years After fiscal year of last 
attendance. 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/apps.azlibrary.gov/records/general_rs/GS-1074.pdf


For additional assistance on required documents for EL files 

or other EL programming needs, please visit our website at 

https://www.azed.gov/oelas or reach out to OELAS:

602-542-0753                       OELAS@azed.gov

https://www.azed.gov/oelas
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