
Duties of ESOL Contact Persons, as defined by law: 
Please note: The following are federal mandates and therefore are required by federal and state laws. 

1. Identify student as a language minority student. How do we identify this student? We administer 
the Home Language Survey to every student. This is a federal requirement. (Also recommended: 
run a report in Power School or TestView for every student in your school who is NOT coded “9”). 

2. Determine English language proficiency using the W-APT (WIDA-ACCESS Placement Test). Test 
within 10 days of initial enrollment. This is a federal requirement. 

a. UNLESS student is transferring from another ACCESS state AND has a current ACCESS score. 

b. UNLESS student has another applicable score 

3. Notify parent(s) of student’s English language proficiency results (W-APT or ACCESS). This is a 
federal requirement. 

a. Use the Parent Notification of W-APT (or ACCESS) Results form to notify parent(s). 

4. Offer services, if applicable, and place student in appropriate school. This is a federal requirement. 

5. Obtain waiver if parent(s) refuse services. This is a federal requirement that must happen every 
year. 

6. Provide accommodations. This is a federal requirement. 

7. Yearly, ensure that ACCESS is administered to every applicable student. This is a federal 
requirement. The ACCESS must be administered to: 

a. Every student in grades kindergarten through grade 12, who has NOT scored fluent on the 
W-APT (ESOL code of “6P” or “8”), and has never taken the ACCESS. 

b. Every student who did not score 5 or greater on all four domains of a previous ACCESS 
administration. 

c. Once the student scores a 5 or greater on all four domains of the ACCESS test, the student is 
exempt from further ACCESS testing and is coded “6P” (first year exited) for the following 
school year. 

8. Each quarter, please send report cards to IWC for quarterly monitoring. 

9. Yearly, when ACCESS scores are sent to schools, use the Parent Notification of ACCESS Results form 
to inform parent(s) of results. Send a new Notification of Rights to the parent(s). This and the 
following are required by law: 

a. If applicable, offer services. 

b. If services are accepted, ensure that the student is attending the appropriate school. 

c. If services are refused, ensure that a new waiver is signed. 

d. Notification of Rights and Waivers must be updated annually. 

10. Yearly, review ESOL folders for completeness and accuracy. 



Timeline: 

August 

 Run a roster for all students not coded “9.” The PowerSchool field looks like this:   
 

S_SC_STU_X.Engl_Prof#9 

 

 Double check that every student in this list is served and / or monitored accordingly. 

 Double check all ESOL codes in PowerSchool. Please call the IWC if you need help with this. 

October – November 

 Prepare for Internal ESOL Audit of ESOL folders, conducted by IWC staff 

November-January 

 The state runs their ACCESS list based on PowerSchool codes and creates their test booklets/labels. 

Spring Semester 

 ACCESS test administration window as determined by the state. 

May-July 

 Receive ACCESS reports. Send a copy of the ACCESS report, Parent Notification of ACCESS Results, 
Notification of Rights and Waiver (if applicable) to parent(s). Date these forms before you mail 
them, retain a copy of these forms in the student’s blue ESOL folder, and mail a copy to parent(s). It 
is very important that you retain a copy of these forms in the student’s ESOL folders. The 
government will assume that if it is not documented, then it didn’t happen. 

 Every effort must be made to secure a parent signature on the waiver form. In the event that the 
parent refuses to sign the waiver form, then please call him/her to ascertain whether he/she 
wishes to accept or waive services. If services are refused, then document the verbal refusal on the 
waiver and retain this documentation in the student’s blue ESOL folder. The waiver applies to every 
student who qualifies for services with scores of 1-3 on the ACCESS or 1-4.9 on W-APT. If a student 
qualifies for services, then make sure to inform parent(s) that if they wish for their child to receive 
services then they can transfer their child to the nearest ESOL center school. 

 Also send the Notification of Rights form to the families of every student who did not take the 
ACCESS test and is still not coded “8.”. 

Please send report cards to the IWC: 

 November (Q1) 

 January (Q2) 

 March (Q3) 

Please note: 

 Every PreK student who indicates a second language on his/her home language survey must be 
coded “1.” 

 Every Special Education student should also be tested yearly, unless his/her IEP makes no 
allowance for it. 


