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EL STUDENT IDENTIFICATION  
AND MAINTENANCE 

 
 
 
 
All students deserve equitable access to education. Federal law requires schools to identify 
English learners and provide them with language instruction to ensure “a meaningful 
opportunity to participate in educational programs.” 
 
School districts must have procedures in place to accurately and timely identify potential EL 
students. School districts must use the Montana approved home language survey at the time of 
enrollment to gather information about a student’s language background and identify students 
whose primary or home language is other than English. 
 
School districts must then determine if potential EL students are in fact Els using the WIDA 
Screener that assesses English language proficiency in speaking, listening, reading and writing. 
 
ENGLISH LEARNER PROGRAM DATA ENTRY 
PATH: Student Information>English Learners 
 
 
 

1. LANGUAGE 
Students who are identified as potential EL students 
should have a Primary Home Language and Language of 
Impact entered on the Demographic tab. 

 
 
 
 
 

2. PENDING EL 
Students who may be identified as English Learners (EL) should be set to a status of “Pending EL” 
on the EL tab. 

 
 
 
 
 

3. EL IDENTIFICATION 
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If the initial screener identifies the student as an English Learner (EL), change the student’s 
status to “EL”, enter A) an Identified Date (the date the determination was made) and B) the 
date Parent Notified. 

 
 
 
 
 
 
 
 
 
 
 
 

4. WIDA SCREENER RESULTS 
Student Information > General > Assessment 
When a student is screened for eligibility for EL Identification, the student’s EL Screener scores 
must be entered into Infinite Campus.  The assessment structure has been published for the 
Kindergarten Screener, the Alt Screener, and the general Screener (grades 1-12).   
 
Select a School and Calendar. Search for the student and navigate to the Assessment tab. Click 
New. Select the screener given to the student.  Enter the Date the screener was administered 
and the Proficiency Level (Result). Click Save.  The results will appear on the English Learner 
profile, under English Learner (EL) Assessments. 
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5. PARENT DECLINE SERVICES 
If a parent declines EL services (they may decline services, 
but not the identification), create an EL Services Record.  
Click New, enter 1) Start Date (date parent refused 
services), select 2) Service Type (MT EL Services), check 3) 
Parent Refused Services, and enter 4) Date Refused 
(should be same as Start Date).  Click 5) Save. 

 
 
 
 

6. TITLE III SERVICES 
 
 
 
If a student is identified as EL and is receiving Title III 
Services, create an EL Services Record.  Click New, enter 
1) Start Date, select 2) Service Type: Title III, and click 3) 
Save. 

 
 
 
 
 

7. EXIT ENGLISH LEARNER 
If a student is determined to be proficient (using 
WIDA ACCESS score), change the student’s EL 
Status to “Exited EL” and enter Program Exit Date. 
 
The First, Second, Third- and Fourth-Year 
Monitoring will be calculated based on the 
Program Exit Date. 
 
If the exited student was participating in a Title III program, enter a Service End Date. 
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8. RECORDS TRANSFER 
When a student transfers from one district to another, the receiving district should take care to 
request records from the prior district and review the transfer documentation for an EL 
identification.   
 
When using the Student Locator to enroll a student, the Records Transfer is initiated 
automatically for students new to the district.  Click Submit Request to request the student’s 
transfer documentation from the prior district.  
 
 
 
 
 
 
 
 
N 
When a student is added via file upload or is re-enrolling 
in the district, the student’s Records Transfer must be 
initiated manually.  Navigate to Student 
Information>General>Records Transfer.   
 
Click New State Transfer Request and Submit Request. 
 
 
 
The status of the request will be displayed in the Process Alerts.  When the request is released, 
click the student’s name.  There are two types of records: Transfer Documents and Data 
Imports.  Under Data Imports, locate English Learners (EL) Import Wizard.  If the words show in 
blue, without a line through them, there are records to be imported.  Click the blue link to 
initiate the import.  Click Save to import the record. 
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Navigate to Census>People>Demographics and 
enter (or verify) the student’s Home Primary 
Language and Language of Impact. 

 
 
 
 

9. ASSESSMENT ACCOMMODATIONS 
If an English Learner requires assessment accommodations outside of an IEP, navigate to 
Student Information>General>Test Accommodations.  Click New.  Select EL Student, select 
Grade, verify Start Date and End Date, and select Assessment.   
 
The Assessment chosen will “open” for selection of one or more Accommodations.  Click Save. 
Repeat for any other Assessments requiring accommodations.   
 

 
 
For additional questions about the identification of EL students and the services required to be 
provided to students, contact: Marisa Britton-Bostwick, Federal Programs Coordinator, (406) 
444-0974 or Dylan Conway, Special Populations Assessment Specialist, (406) 444-4420. 
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