
Screening Process Description 
 

Timeline for Administering the Screener 
1. Home Language Survey (HLS) Administration 

o When: At the time of initial enrollment for every new student. 

o Who: Registrar or enrollment staff ensures the HLS is completed by the 
parent/guardian. 

o Purpose: To identify students who speak or are exposed to a language other 
than English. 

2. Review of HLS Results 

o When: Within 1–2 school days of enrollment. 

o Who: EL Coordinator or designated staff reviews HLS responses. 

o Action: If the survey indicates a language other than English, the student is 
flagged for potential screening. 

3. Parent Notification and Scheduling of Screening 

o When: Within 5 school days of identifying the need for screening. 

o Who: EL Coordinator contacts the family and schedules the screening. 

o Action: Screening appointment set, ensuring minimal interruption to 
instruction. 

4. Screener Administration (e.g., WIDA Screener or WIDA MODEL) 

o When: Within 30 calendar days of the student’s first day of school (or within 2 
weeks during the school year for mid-year enrollees). 

o Who: Trained and certified screener administrator. 

o Action: Student is assessed in the domains of listening, speaking, reading, 
and writing. 

5. Scoring and Identification 

o When: Immediately after testing (same or next school day). 



o Who: EL Coordinator or screener administrator. 

o Action: Determine English Learner eligibility based on state-approved cut 
scores. 

6. Parent Notification of Results 

o When: Within 10 calendar days of screener completion. 

o Who: EL Coordinator or school administrator. 

o Action: Provide parent/guardian with official results and placement 
information. 

7. Program Placement and Documentation 

o When: Immediately after identification, ideally within 10 school days of 
screening. 

o Action: Student is placed in the appropriate LIEP (Language Instruction 
Educational Program) and documented in the student information system. 

 

Certification Requirements and Process for Screener Administrators 
All staff members who administer the English Language Proficiency screener (e.g., WIDA 
Screener or WIDA MODEL) must be properly trained and certified prior to administering any 
assessment. 

1. Certification Requirements: 

• Screener administrators must complete the WIDA Online Training Course located in 
the WIDA Secure Portal. 

• Training modules include administration procedures, scoring, and test security for 
each language domain (Listening, Speaking, Reading, and Writing). 

• Administrators must demonstrate proficiency by successfully completing the online 
certification quizzes with a passing score as required by the state. 

• Certification must be renewed annually or as required by the state to ensure 
continued compliance with updated assessment protocols. 

2. Certification Process: 



1. The EL Coordinator or District Test Coordinator identifies staff members designated 
to administer the screener. 

2. Selected staff are provided access to the WIDA Secure Portal and instructed to 
complete the relevant screener training modules. 

3. Upon completion of all modules and passing quizzes, a Certificate of Completion is 
printed or saved as documentation of certification. 

4. The EL Coordinator maintains records of certification for all trained administrators 
in the district’s compliance binder or digital records. 

5. Only certified staff may administer or score the screener to ensure test validity, 
reliability, and security. 

 

Procedures for Screener Administration 
The school follows a standardized process to ensure all English Learner (EL) screeners are 
administered accurately, fairly, and in compliance with state and WIDA guidelines. 

1. Student Identification 

o The process begins with the review of the Home Language Survey (HLS) at 
enrollment. 

o If a language other than English is indicated on the HLS, the student is 
referred to the EL Coordinator for possible screening. 

2. Parent Notification and Scheduling 

o The EL Coordinator contacts the family to explain the purpose of the 
screener and schedules an appropriate time for testing, minimizing 
disruption to classroom instruction. 

o Testing must occur within 30 calendar days of the student’s first day of 
school (or within 2 weeks for mid-year enrollees). 

3. Testing Environment Preparation 

o The screener is administered in a quiet, distraction-free environment with 
all required materials and technology checked beforehand. 

o Only trained and certified administrators are permitted to conduct the 
screening. 



o Administrators verify the student’s identity and ensure the correct test form 
or grade cluster is selected. 

4. Test Administration 

o The WIDA Screener (Online or Paper) is administered according to the 
official WIDA Test Administrator Manual. 

o Each language domain—Listening, Speaking, Reading, and Writing—is 
completed following standardized instructions. 

o Administrators provide only the allowable supports and do not assist with 
test content. 

5. Scoring and Data Entry 

o Speaking and Writing domains are scored immediately by the certified 
administrator or as directed by WIDA guidelines. 

o Composite scores are calculated to determine English Learner eligibility. 

o Results are entered into the student information system and securely stored. 

6. Parent Notification and Placement 

o Parents/guardians are notified within 10 calendar days of screener 
completion with official results and program placement information. 

o If the student qualifies, they are placed in the appropriate Language 
Instruction Educational Program (LIEP) as soon as possible. 

7. Recordkeeping and Confidentiality 

o Copies of the screener results, parent notification, and placement 
documents are maintained in the student’s cumulative and EL files. 

o All testing materials and student responses are handled confidentially and 
stored securely according to district and state policies. 

 

Screener Security Protocols for Test Materials 
To maintain the integrity and confidentiality of the English Language Proficiency Screener, 
the school follows strict security procedures in accordance with district, state, and WIDA 
policies. 



1. Authorized Access Only 

o All test materials, both paper and online, are accessible only to trained and 
certified screener administrators and EL staff. 

o Test materials are never shared with unauthorized personnel, students, or 
parents. 

2. Secure Storage of Materials 

o Paper-based materials (e.g., test booklets, scoring sheets) are stored in a 
locked cabinet or secure room when not in use. 

o Online access to the WIDA Secure Portal or testing platform is protected by 
unique logins and passwords, which are not to be shared. 

o Printed copies of student results are stored in confidential student files or 
secure digital folders with restricted access. 

3. Before Testing 

o Administrators verify that all materials are accounted for and that the testing 
environment is secure and free from unauthorized materials. 

o Test directions are reviewed prior to administration to ensure standardization 
and compliance. 

4. During Testing 

o Only the assigned test administrator and student(s) are present in the testing 
area. 

o No copies, screenshots, or recordings of test materials are permitted. 

o Administrators actively monitor students to ensure the security and fairness 
of testing conditions. 

5. After Testing 

o All test materials and notes are immediately collected and returned to 
secure storage. 

o Any scratch paper or drafts are shredded or destroyed following testing. 

o Digital test sessions are closed and submitted securely through the WIDA 
platform. 



6. Confidentiality and Reporting 

o All staff involved in testing maintain strict confidentiality of student 
performance and test content. 

o Any testing irregularities or security breaches are reported immediately to the 
EL Coordinator or District Test Coordinator, who follows state reporting 
procedures. 

 

Process for Monitoring Screener Administration to Ensure Fidelity 
The school and district maintain a systematic process to ensure all English Language 
Proficiency screeners are administered with fidelity, consistency, and adherence to WIDA 
and state guidelines. 

1. Training and Certification Verification 

o Prior to testing, the EL Coordinator verifies that all screener administrators 
have completed required WIDA training modules and passed certification 
quizzes. 

o Copies of certification documentation are kept on file and reviewed annually 
to ensure all administrators remain current and compliant. 

2. Pre-Administration Oversight 

o The EL Coordinator reviews testing schedules, student lists, and testing 
materials prior to administration to ensure proper planning and alignment 
with district timelines. 

o The Coordinator ensures the testing environment, technology setup, and 
materials meet WIDA’s security and accessibility standards. 

3. Observation and Monitoring During Testing 

o The EL Coordinator or designated test monitor periodically conducts on-
site observations of screener sessions to confirm that standardized testing 
procedures are followed. 

o Observations focus on verifying proper script usage, security of materials, 
testing conditions, and appropriate student accommodations. 

4. Post-Testing Review 



o Following testing, the EL Coordinator reviews all score reports and 
documentation for accuracy and completeness. 

o The Coordinator verifies that results were entered correctly in the student 
information system and that parent notifications were sent within the 
required timelines. 

5. Feedback and Corrective Action 

o If inconsistencies or procedural errors are identified, the EL Coordinator 
provides immediate feedback and additional coaching or retraining for the 
staff member. 

o Any security breaches or irregularities are documented and reported to the 
District Test Coordinator following established procedures. 

6. Annual Evaluation and Continuous Improvement 

o At the end of each screening cycle, the EL Coordinator reviews the entire 
screening process to identify strengths and areas for improvement. 

o Updates or procedural adjustments are made prior to the next testing cycle 
to ensure ongoing fidelity and compliance with state and federal 
requirements. 

 

Timeline for Sending Family Notification Letters Post-Screening 
1. Immediate Scoring and Review 

o Once the English Language Proficiency Screener is completed, the EL 
Coordinator or certified screener administrator reviews and scores the 
results within 1–2 school days. 

o The student’s English Learner (EL) eligibility is determined based on state-
approved proficiency criteria. 

2. Preparation of Parent Notification Letters 

o The Parent Notification of English Learner Identification letter is prepared 
within 5 school days of scoring the screener. 

o Letters include: 

▪ The student’s screener results and proficiency levels 



▪ An explanation of EL program placement 

▪ Program goals and instructional methods 

▪ Rights of parents to accept or decline services 

3. Delivery Timeline 

o Families must be notified of identification and placement within 10 
calendar days of screener completion during the school year. 

o For students screened at the beginning of the school year, notification must 
occur within 30 calendar days of the first day of school, as required by 
federal law (ESSA, Section 1112(e)(3)). 

4. Method of Communication 

o Notification letters are provided in the family’s preferred language 
whenever feasible. 

o Copies are sent home with the student or mailed directly to the 
parent/guardian. 

o A signed acknowledgment form is kept on file in the student’s EL record. 

5. Documentation 

o Copies of all parent notification letters and signed acknowledgments are 
maintained in both the student’s cumulative file and the EL program file as 
evidence of compliance. 

 

Process for Periodic Review of Screener Results and Procedures 
The school conducts regular reviews of screener results and administration procedures to 
ensure accuracy, consistency, and alignment with district and state requirements. This 
ongoing review process supports data integrity and continuous program improvement. 

1. Initial Data Verification 

o After each screening cycle, the EL Coordinator reviews all individual student 
results to confirm accurate scoring, data entry, and identification decisions. 

o Any discrepancies or missing data are corrected immediately and verified in 
the student information system. 



2. Monthly or Quarterly Data Checks 

o The EL Coordinator conducts periodic (monthly or quarterly) reviews of all 
newly screened students to ensure: 

▪ Results have been entered correctly in WIDA AMS and/or Infinite 
Campus 

▪ Family notification letters were sent within required timelines 

▪ Proper placement and coding for EL services have been completed 

3. Collaborative Review with District Staff 

o The District EL Coordinator or District Test Coordinator may review a 
sample of screener files periodically to ensure fidelity across schools. 

o These reviews include cross-checking certification records, timelines, and 
documentation of parent notifications. 

4. Analysis of Screening Data Trends 

o At the end of each semester or school year, the EL Coordinator analyzes 
screening data to identify patterns such as: 

▪ Frequency of language groups identified 

▪ Common errors or inconsistencies in administration 

▪ Accuracy of placement decisions and identification rates 

o Findings are discussed during EL team or administrative meetings to inform 
procedural updates. 

5. Annual Procedure Review and Updates 

o The EL Coordinator reviews WIDA and state assessment updates annually 
before the next screening cycle. 

o Procedures and staff training materials are revised as needed to reflect any 
new requirements or best practices. 

6. Continuous Improvement 

o Based on the periodic reviews, the EL Coordinator provides refresher 
training or targeted support to screener administrators. 



o Any identified gaps or irregularities are documented, addressed, and used to 
strengthen fidelity and efficiency in future screening processes. 

 


