
EL Forms & 
Documentation Training

School Year 2023-2024



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)



Required EL Forms ‐ At a Glance
Required For:EL Form:

All students enrolled (EL & Non‐EL)Home Language Survey

All students with a Primary Home Language Other Than English (PHLOTE)
(EL & Non‐ELs with an Initial Proficient Score)

Initial AZELLA Assessment
(Rapid Report and/or EL70)

All ELs (including Parent Withdrawn)Annual AZELLA Reassessment
(Report and/or EL70)

All enrolled ELsParental Notification and Consent Form 

Identified ELs when applicable 
Parent Request for Withdrawal from an 
English Learner Program

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

FEPs when applicable  (first two academic years after Reclassification)
Two‐Year Monitoring Form for Fluent 
English Proficient Students

All ELs & FEPs when applicable
Written Individualized Compensatory 
Plan (WICP)

Any student when applicable
AZELLA Placement Test Referral form: 
EL to Mainstream

Any student when applicable
AZELLA Placement Test Referral form: 
Mainstream to EL



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



Must be used as is without any changes/modifications

Must maintain all original form information/content. 
Can be customized with LEA information (e.g. letterhead)

Guidance module with information on all EL forms and current 
published guidance documents regarding forms



Home Language Survey
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)]



Home Language 
Survey (HLS)

• Completed by a parent/guardian 

during initial enrollment of a 

student in the LEA/school

• Determines eligibility for AZELLA 

assessment by identifying a 

PHLOTE (Primary Home 

Language Other Than English)
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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
Required Components

• Completed only once

• 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 all student files



Home Language Survey
Considerations

• Annual training for registrars

o Parent support

o Checking for completion

o Ensuring SSID is present/correct

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

ELs) and to eliminate duplicate forms



EL Assessment (AZELLA)
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)]



EL Assessment Data
AZELLA Student Reports

Two copies of the student AZELLA report will be provided each 

time an EL student takes a placement or reassessment AZELLA.

• One copy of all AZELLA reports are placed in the EL student’s 

file to document AZELLA test history

• The other copy should be provided to parents



Sample AZELLA Report



EL Assessment Data
EL70 Report

• An EL70 report should be pulled to check for current AZELLA 

history

• If the EL70 shows an AZELLA history, place a copy in the EL 

student’s file



Sample EL70 Report



Parent Notification and Consent
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)]



Parental Notification and 
Consent Form (PNC)

• Used to notify parents their student 

has qualified for EL services and 

will be placed in an EL program

• Informs parents of the EL program 

and who is providing services

• Informs parents of their right to 

refuse services



Parental Notification and Consent Form
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



• 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

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

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

additional attempts must be within a reasonable timeframe

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

Parental Notification and Consent Form
Considerations



Bilingual Parental Waiver Request 
Application
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)]



Bilingual Parental Waiver 
Request Application

Used by parents to request an 

alternative to English Language 

Education as specified in A.R.S. 

15-753.



Bilingual Parental Waiver Request Application
Requirements

• 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

• Kept in EL and/or cumulative file



• Procedure for determination of eligibility

• Plan in place for EL students who do not qualify

Note that a Parent Request for Withdrawal form is not an option 

for placing ELs in a bilingual program.

Bilingual Parental Waiver Request Application
Considerations



Parent Request for Withdrawal
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)]





Parent Request for Student 
Withdrawal (PW)

Used to document students who 

have been withdrawn from EL 

services due to parent/guardian 

request.



Parent Request for Student Withdrawal from EL Services
Requirements

• A 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

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



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?



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)]



Notice of Reclassification

Used to inform parents their 

student has obtained an overall 

score of proficient on the 

AZELLA.

SAMPLE  OELAS  FORM



• 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
Requirements



Two-year Monitoring of Fluent 
English Proficient Students
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)]



Two-Year Monitoring Form for 
Fluent English (FEP) Students

• Used to monitor FEP students’ 

academic progress in reading, 

writing, mathematics skills and 

academic content areas, including 

science and social studies for two 

academic years following proficiency

SAMPLE  OELAS  FORM



• 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 by the monitor

• Includes data that demonstrates academic achievement

Two-Year Monitoring Form
Requirements



• Include a variety of formative and classroom assessment in 

addition to summative assessments

• Ensure the person/people completing the form have the greatest 

knowledge of student data and performance records

Two-Year Monitoring Form
Considerations



Written Individual Compensatory 
Plan
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)]



Written Individualized
Compensatory Plan (WICP)

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

SAMPLE  OELAS  FORM



• Signed and dated by the teacher, parent/guardian, and 

principal

• All fields must be completed

WICP Form
Requirements



• 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 

WICP Form
Considerations



AZELLA Test Referral Forms Location
The following forms are on AZELLA’s DTC website: 
https://www.azed.gov/assessment/azella-dtcs

AZELLA Placement Test Referrals



AZELLA Placement Test 
Referral Form –

English Learner Status Undetermined or 
Missed Prior Reassessment Test 

• Should be used for an English learner 
(EL) student whose most recent 
AZELLA test was administered during 
the prior Fiscal Year and has an 
Eligibility Status of EL Status 
Undetermined or the student was 
scheduled to be administered the 
Spring 2022 Reassessment Test but 
was unable to be tested

• Must be appropriately signed & dated 



Moving from EL Services 
to Mainstream

• Required for administering a mid-
year AZELLA assessment 

• Intention for demonstrating 
proficiency and moving an EL into 
a mainstream classroom 

• Must be appropriately signed & 
dated 

*See form for specific details



Moving from Mainstream 
to EL Services

• Used when student is being 
referred for AZELLA testing outside 
of the annual reassessment window

• Required for teacher referrals
• Must be appropriately signed & 

dated 
• Referrals for students in Special 

Education must also be signed by 
the Special Education teacher 

*See form for specific details



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 when requested.

All ADOA requirements for 
electronic signatures must be met.



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.



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 an OELAS Specialist:

602-542-0753

OELAS@azed.gov


