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Home Language Survey Procedure 
2019-2020 

 

Home Language Survey (HLS). Parents must complete the HLS for students who left the district for 

longer than one school year, students new to the district, and students missing a 2017/2018 HLS or more 

recent HLS in their cumulative folder. 

Please do not use an old version of this form. 
 

1. Upon enrollment, front office staff must collect a completed (all questions 

answered, dated, and signed) new Home Language Survey form for all new 

students, students who left the district for longer than one school year, or 

students who are missing 2017/2018 HLS or more recent HLS in their cumulative 

folder. 

2. Please enter HLS information in Infinite Campus and Upload HLS into Infinite 

Campus.  If there is information missing on the HLS, it must be obtained and 

entered before registration is complete. 

 
3. Please complete the "School Use Only" section on the HLS: 

 

 

Please note: Documentation of test results are only needed for "less often" students - testing may have to 

be done before this can be filled out. 
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4.The original copy of the HLS for all students must be kept in the school office in one of two folders: 

Folder 1 will contain English-only HLS, alphabetized by last name. 

Folder 2 will contain all non-English HLS, alphabetized by last name and sorted 

by ethnicity and gender (Hispanic/Latino male/female, African American/Black 

male/female, Native Hawaiian/ Pacific Islander, male/female, American 

Indian/Alaskan Native male/female, Caucasian/White male/female, Asian male/ 

female, and 2 or More Races male/female). 

For English-only students (folder 1): 

1. Place a copy of the HLS in the student's cumulative folder. 

2. Place the original copy in Folder 1, alphabetized. 

3. Dispose of extra copy. 

                               For languages other than English (folder 2): 

1.   Place a copy of the HLS in the student ' s cumulative folder. 

2.  Place the original copy in Folder 2, alphabetized and sorted by ethnicity and 
gender. 

 
5.  Within District Transfers (Before October 1): 
Cumulative folders must be sent from sending schools to receiving school. 

-Sending School, please ensure the original survey is in the cumulative folder before 

sending it to the Receiving School. You will need to pull the original copy from either Folder 

1 or Folder 2 and put inside cumulative folder for the receiving school to use. 

-Receiving School must leave one copy of HLS in the cumulative folder and place the original in 
Folder 1 or Folder 2 (depending upon language indicated, Folder 1 = English only, Folder 2 = 

Languages other than English).  

6.  Principals will use the numbers of HLS in Folder 2 to verify fields in the WAVE for 

bilingual count for accreditation. 

 
7.After the Superintendent certifies the bilingual count for the district, a list will be generated of 

students that are Bilingual but not Ells, and sent to principals/ secretaries. School staff will pull these 

surveys from Folder 2 and create the new folder with surveys of students that are Bilingual but not 

Ell’s. The new folder will have the original surveys, alphabetized by last name, corresponding to the 

list that was sent by Language and Cultural Services. The folder will be brought to Language and 

Cultural Services (LCS). 

 
8.LCS will audit, prepare, and present the folder for all Bilingual but not ELL surveys to the 

state auditors for accreditation and funding. 

 
9.For questions, please contact Dulce Sosa at dsosa@ okcps.org tel: 587-0256 

mailto:atdsosa@okcps.org

