To identify English learners eligible for the English for Speakers of Other Languages (ESOL) program, an initial screening/placement
English language proficiency assessment (ELPA) is administered to all students whose home language is not English at the time of initial
enrollment in Montgomery County Public Schools (MCPS). The assessment includes four skill areas: listening, speaking, reading, and
writing. For English learners who are not required to enroll through the International Admissions and Enrollment (IAE) office, the
assessment is administered by ESOL teachers in the schools, and the assessment data are entered in myMCPS by ESOL teachers,
following the procedures in this guide.
Below is a diagram showing the basic workflow for ESOL initial screening/placement for school teams, which involves working with
multiple OASIS modules and in myMCPS.
Click a darkened blue shape in the workflow to go directly to that topic.

Basic Workflow for ESOL Initial Screening/Placement for School Teams

Step 1: Add an ESOL/ELPA Screening Course Section (Scheduler)

Students who are being administered an ELPA are grouped by grade level into course sections to accommodate entering their assessment scores. You add these sections—but only for your school—in the OASIS Scheduling module.
These special, year-long, ESOL/ELPA screening courses are unlike other courses in that no attendance is taken and students do not receive marks. Also, these courses are not part of a student’s daily schedule and are not included in eligibility and marking period average
calculations. Students are added to these course sections throughout the school year as they are enrolled and identified as requiring an
initial ELPA.

For Elementary Schools: Add an ESOL screening course section
1

1. At the top of the page in the tab bar, hover your
mouse over SCHEDULING, and select Elementary
Subject Assignment from the menu.

2

2. On the Elementary Subject Assignment menu,
select Add New Section.
3. On the Add New Section page, add a section for each
ESOL teacher in your school, keeping in mind the
following:

3

• For Subject, you must select ES–ESOL Screening.
• For Begin Date, you must select a date within the
current school year.
• Leave End Date and Comments blank.
4. To save the new section, click the Save button. To save
and continue adding sections, click the Save & Add
Another button.
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For Secondary Schools: Add an ELPA Screening Course Section

Add a section for each ESOL teacher in your school who might screen students.

1
1. At the top of the page in the tab bar, hover your
mouse over SCHEDULING, and select Master
Schedule Mnt. from the menu.

2

2. On the Master Schedule Mnt. menu, select Add New
Class/Section.
3. On the Class Data Entry page, enter the information
requested, keeping in mind the following:
• For Course, you must select 0006 / English Lang
Proficiency Asmt Screen/Placement. This course is
for both middle school and high school.

3

• For Course Term Code, you must select YR.
• For Period, select any period higher than your
current periods.
4. To save the new section, click the Save button. To save
and continue adding sections, click the Save & Add
Another button.
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Step 2: Add Students to an ESOL/ELPA Screening Course Section (Counselor/Secretary/Teacher)

You add students to a course section for ESOL/ELPA screening—but only for your school—in the OASIS Scheduling module. After you
add students to a section, you must wait at least a day for the student names to show up in the Score Entry application, where assessment scores are entered.

For Elementary Schools: Add Students to an ESOL Screening Course Section

You can add an ESOL screening course section for an elementary school by selecting from the Elementary Subject Assignment menu
either View Sections By Teacher, Student Subject Assignment, or Manage Sections. Explained below are the steps for adding an ESOL
screening course section by selecting Student Subject Assignment.
1
3 Advanced search
1. At the top of the page in the tab bar, hover your
mouse over SCHEDULING, and select Elementary
Subject Assignment from the menu.
2. On the Elementary Subject Assignment menu,
select Student Subject Assignment.

2

3. If you have not already selected a student, search
for and retrieve a student’s schedule using either
a basic search or an advanced search.
Basic search—enter a student ID on the Student
Detail tab on the left of the page, and click the
Go button.

3 Basic

Advanced search—enter a student ID or other search criteria on the Student Search page, and click the Search button. If multiple
student records result from your search, click a student ID to open the Student Schedule.
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4. On the Student Schedule, click the New button.
5. On the Add Student Schedule page, provide
the information requested, keeping in mind
the following:
• For Subject you must select ES—ESOL
SCREENING.
• For Begin Date, you must select a date
within the current school year.
• Leave End Date blank.
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6. To save the schedule change, click the Save
button. To save and continue adding subjects
to the student’s schedule, click the Save & Add
Another button.
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For Secondary Schools: Add Students to an ELPA Screening Course Section
1
2 Advanced search

1. At the top of the page in the tab bar, hover your
mouse over SCHEDULING, and select Secondary
Drop Add from the menu.
2. If you have not already selected a student, search
for and retrieve a student’s schedule using either
a basic search or an advanced search.
Basic search—enter a student ID on the Student
Detail tab on the left of the page, and click the
Go button.

2 Basic search

Advanced search—enter a student ID or other search criteria on the Student Search page, and click the Search button. If multiple
student records result from your search, click a student ID to open the Student Schedule.
3. On the Student Schedule, click the Add New
Class button.
4. On the Student Add Class page, enter the
information requested, keeping in mind the
following:

3

• For Course, you must select 0006 / English
Lang Proficiency Asmt Screen/Placement.
• For Level / Section, you must select the
level/section related to the selected course.
4

5
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• For Begin Date, you must select a date
within the current school year.
• Leave End Date blank.
5. To save the changes, click the Save button. To
save and continue adding students to the section, click the Save & Add Another button.

3

Step 3: Enter Assessment Scores (ESOL Teacher)

You enter scores for the ELPA in the Score Entry application, which is accessible from the myMCPS Assessment tab. You can enter
scores only for course sections assigned to a teacher. After students are added to a section, you must wait at least a day for the student names to show up in the Score Entry application before you enter the scores and generate the ESOL student record (ESR).
You can enter scores for the ELPA either directly in the Score Entry application or by uploading to the Score Entry application a spreadsheet containing the assessment scores. When entering scores, keep in mind that you select the MD transfers assessment only if the
student transferred to MCPS from another Maryland public school system and you have already obtained the student’s test scores
through the ESOL Testing and Accountability Center (ETAC). Also keep in mind that the ELPA and, therefore, assessment report calculations for grade levels K, 1, 3, 6, and 9 vary by semester. For these grade levels, be sure to enter a correct semester (Sem 1 or Sem 2) for
Grade at Testing.
1. If you are uploading to the Score Entry application a spreadsheet containing assessment
scores, on the myMCPS Assessment tab under
Reports, select Assessment Lists and enter and
save the scores.
2

If you are entering scores directly in the Score
Entry application, proceed with the next step.

1

Select options to find the assessment, beginning with “elpa,” whose scores you want to enter.

Click this icon to
open in Excel a
spreadsheet for
entering scores.
Enter the scores
and related information, and save
the spreadsheet.

3

3. At the top of the Score Entry application,
select options to find the assessment whose
scores you want to enter or upload.

4

or

4. Enter scores by doing one of the following:

4

5

2. On the myMCPS Assessment tab under Data
Entry, select Score Entry.

Do not click the Mark Complete
button to close the section. Course
sections for the ELPA must remain
open the entire school year.
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• Enter the scores directly in the scoring
grid that is displayed on the page based
on your selected options.
• Upload scores from the spreadsheet
that you saved in step 1 by clicking the
Browse button to find the spreadsheet
then clicking the Upload Scores button.
5. To save the changes, click the Save button.
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Step 4: Generate the ESOL Student Record (ESR) (ESOL Teacher)

After you enter scores for the ELPA, generate and export for printing and distribution a record of each student’s assessment results.
Samples of the ESR are shown in this guide beginning on page 10.
1. On the myMCPS Assessment tab under Reports, select Assessment Reports.
2. Under ESOL, select ELPA Screening.
3. Select options to choose one or more student
records to generate.
4. Click the View Report button to display the ESR
for the selected student(s).

1

5. Use the toolbar to navigate through the records, resize the page, search the records, and
export the records to a PDF file for printing and
distributing.
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4

3
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Step 5: Enroll Students in the ESOL Program (ESOL Teacher)

After you generate the ESR for each student, enroll the students in the ESOL program by entering a pending record using the OASIS
ESOL Survey module. Then, within 5 school days, submit the students’ completed ESR to your school’s assigned testing assessor in the
ETAC.

2 Advanced search

1
1. On the OASIS STUDENT DEMOGRAPHICS menu,
select ESOL Survey.
2. If you have not already selected a student, search
for and retrieve a student’s record using either
a basic search or an advanced search.
Basic search—enter a student ID on the Student
Detail tab on the left of the page, and click the
Go button.

2 Basic

search

Advanced search—enter a student ID or other search criteria on the Student Search page, and click the Search button. If multiple
student records result from your search, click a student ID to open the Student Data page.
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3. On the Student Data page in the ESOL Student
Demographic Data section, click the Update
link.
4. On the Update Demographics page, do the
following:
• Language—Select the student’s home language.
• Interrupt Indicator—If a student’s formal
schooling has been interrupted 6 months or
more, select this check box.
5. Click the Save button.

3

6. On the Student Data page, click the New button.

6

4
5
7. On the Add New Transaction page, do the following:
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• Action Date—Enter the effective date of
the transaction. Valid choices are dates
from the first day of the school year to the
current date but must be on a day when
school is in session for both students and
teachers.
• ESOL Instructional Level—Select the level
the student was assigned based on the results of the most recent ELPA.
• ESOL Student Record—Select this check
box.
• Add New Comment—Enter any comments
about the transaction.
8. Click the Save button.
8
A pending transaction is added to the Student
Data page. For pending ESOL transactions
to be approved, you must e-mail supporting
documentation to your school’s assigned
testing assessor in the ETAC. When approved,
the transaction is added to the ESOL Enrollment
History section of the Student Data page.
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Step 6: Enroll Students in an ESOL Course or Section (Counselor/Secretary/Teacher)

After students who are eligible for ESOL services have been enrolled in the ESOL program, enroll them in an ESOL level group (section)
or course.

For Elementary Schools: Enroll Students in an ESOL Course or Section

Follow the steps in the Add Students to an ESOL/ELPA Screening Course Section (Counselor/Secretary/Teacher) section of this guide,
except add students to an ESOL course instead of to an ESOL screening course.

For Secondary Schools: Enroll Students in an ELPA Course or Section

Follow the steps in the Add Students to an ESOL/ELPA Screening Course Section (Counselor/Secretary/Teacher) section of this guide,
except add students to an ELPA course instead of to an ELPA screening course.

Step 7: Prepare the Notification of Placement in ESOL Letter (ESOL Teacher)

If a student is eligible for placement in an ESOL program, the ESOL teacher sends a notification letter (see pages 12 and 13 of this
guide) to the student’s parents or legal guardians. The letter includes the student’s overall English proficiency and the method of instruction recommended in the ESOL program. The parents or legal guardians sign and return the letter to the ESOL teacher to approve
the student’s participation in the ESOL program.
1. On the myMCPS Assessment tab under Reports, select Assessment Reports.
2. Under ESOL, select ESOL Placement Letter.
3. Select the one or more students for whom
you want to generate notification letters.
4. Click the View Report button to display the
letter(s).

1

5. Use the toolbar to navigate through the letters,
resize the page, search the letters, and export
the letters to a PDF file for printing.

2

After printing the letters, manually select or
enter information on the first page of the letter
where indicated on page 12 of this guide.
3

4
5

Navigate
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Step 8: End Student ESOL/ELPA Screening Schedules (Counselor/Secretary/Teacher)

After scores for the ELPA have been entered and a notification letter has been sent to the student’s parents or legal guardians indicating the outcome of the assessment, you must end the student schedules for ESOL/ELPA screening using the OASIS Scheduling module.
You can update student schedules only after the first 5 days of the school year.

For Elementary Schools: End Student Schedules for ESOL Screening
1
3 Advanced search
1. At the top of the page in the tab bar, hover your
mouse over SCHEDULING, and select Elementary
Subject Assignment from the menu.
2. On the Elementary Subject Assignment menu,
select Student Subject Assignment.

2

3. If you have not already selected a student, search
for and retrieve a student’s schedule using either
a basic search or an advanced search.
Basic search—enter a student ID on the Student
Detail tab on the left of the page, and click the
Go button.

3 Basic search

Advanced search—enter a student
ID or other search criteria on the
Student Search page, and click the
Search button. If multiple student
records result from your search,
click a student ID to open the
Student Schedule.

4

4. On the Student Schedule, click the
Update link for the ESOL screening
course section.
5. On the Update Student Schedule
page, for Student End Dt, enter
the date the course section will
end in the student’s schedule.

5

6

6. To save the change, click the Save button.

For Secondary Schools: End Student Schedules for ELPA Screening
1
2 Advanced search

1. At the top of the page in the tab bar, hover your
mouse over SCHEDULING, and select Secondary
Drop Add from the menu.
2. If you have not already selected a student, search
for and retrieve a student’s schedule using either
a basic search or an advanced search.
Basic search—enter a student ID on the Student
Detail tab on the left of the page, and click the
Go button.

2 Basic search

Advanced search—enter a student ID or other search criteria on the Student Search page, and click the Search button. If multiple
student records result from your search, click a student ID to open the Student Schedule.
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3

3. On the Student Schedule, click the Drop/
Updt link for course number 0006.
The link becomes active only after the first
5 days of the school year.
4. On the Student Drop Class page, for Student
End Date, enter the date the course section
will end in the student’s schedule.

4

5. To save the change, click the Save button.
5
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ESOL Student Record (ESR) for Initial Screening/Placement
Pre-K

ESOL Student Record (ESR) for Initial Screening/Placement
K (Semesters 1 and 2) – Grade 1 (Semester 1 only)
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ESOL Student Record (ESR) for Initial Screening/Placement
Grade 1 (Semester 2 only) and Grades 2 - 12 (Semesters 1 and 2)

K-12 ESOL Student Record (ESR) for Students Transferring from Maryland Public Schools
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Notification of Placement in English for Speakers of Other Languages (ESOL) Program (page 1 of 2)
= Manually select or enter this information after printing the notification letter. Manually enter Overall
English Proficiency Level scores for students who do not have scores for the annual census ELPA, the
ACCESS for ELLs. Also, circle the appropriate MCPS OASIS ESOL LEVEL that corresponds to the ELPA
proficiency level.
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Notification of Placement in English for Speakers of Other Languages (ESOL) Program (page 2 of 2)

ESOL Initial Screening/Placement for School Teams

13

