ESOL Student Files
1. How long do we need to keep Home Language Surveys of students who do not qualify for the ESOL program?

Required: The Home Language Survey should remain in each student’s cum file, regardless of eligibility for enrollment in an ESOL program.

For a student who is not eligible for ESOL services (based on W-APT scores), you might consider making a label and attaching it to the student’s HLS. 
Example: W-APT score___ Student does not qualify for ESOL/ELL services.

                      Date_____ Teacher’s initials___”  
2. What should go in an ESOL student’s cum file?
Required: Home Language Survey, W-APT screening test (or cover page with test results), copy of signed parent permission letter, ACCESS for ELLs ® test results, overview of monitoring progress, notation of full exit (or return to ESOL services).
3. How long do we need to keep files of exited students, students who have moved, students who have graduated?

Suggestions:
Exited students: The fact that a student has successfully exited the ESOL program after attaining proficiency in English and completing two years of monitoring should be noted in the cum file. The form “Tracking the Progress of Monitored Students” can be used for this purpose. 
Students who have moved: Essential information about a student’s eligibility (including the HLS), test scores, progress, and exit status should be sent to the receiving school in the cum file. To minimize ESOL paper files after students have moved, consider keeping an electronic list of names and screening/test scores in case some information is lost during file transit. 
Students who have graduated: Essential information about a student’s test scores, progress, and/or exit status should be kept in the cum file.
4. Do we need to keep initial English Language Proficiency screening assessments of students who do not qualify for the ESOL program?

Suggestions: No, you do not need to keep screening booklets for students who are not eligible for ESOL services. The entire booklet can be shredded, or just the cover page with test results can be saved for reference.
