
 

ELPA Scribe Guidelines 
 

Background 

 

A scribe is an adult who writes down or inputs onto the computer what a student 
dictates via speech or an assistive communication device. A guiding principle in 
providing a scribe during test administration is to ensure that the student has access 
to and is able to respond to test content. 

 

Scribes are allowable on the ELPA Summative or Screener for students with IEPs or 
504 plans who need to respond orally to a human scribe or transcriber. A scribe is 
considered a non-embedded accommodation on the ELPA assessment. 
 

Qualifications of Scribes 

 

 The scribe should be an education professional who is familiar with the student, 

and who is typically responsible for providing this accommodation in the 

classroom.


 The scribe must be trained in accordance with ELPA21 and state test 

administration and security policies and procedures as articulated in Oregon Test 

Administration Manuals and as indicated in the Oregon Accessibility Manual.


 The scribe must have prior experience in providing scribing or transcribing 

services and must be familiar and comfortable with the process before 

providing this accommodation to a student during operational test 

administration.

 

Preparation Procedures 

 

 Scribes must read and sign a test security/confidentiality agreement prior to test 

administration.
 Scribes are expected to familiarize themselves with test format using the ELPA 

sample test as well as test environment in advance of the testing session if 

administering the scribe accommodation during operational testing.


 Scribes must be familiar with the Individualized Education Program (IEP) or 504 

Plan if the student for whom they are scribing has a disability, so that there are 

plans in place for providing all needed designated supports and 

accommodations


 Scribes must be aware if the student requires additional accessibility features 

or accommodations that have been approved for use during the test.
 Scribes should meet with the student in advance and practice scribing with 

the student prior to the assessment.



Guidelines for Scribing 

 

 Scribing must be provided in a separate setting so as not to interfere with 

the instruction or assessment of other students.
 For computer-based administrations, scribes must enter student responses 

directly into the test interface, making use of the embedded and non-embedded 

accessibility features and accommodations available for a given item and 

student.


 Scribes should comply with student requests regarding use of all available 

features within the test environment.
 Scribes must avoid conversing with the student about test items and record the 

student’s responses verbatim even if they contain errors.
 Scribes may respond to procedural questions asked by the student (e.g., 

test directions, navigation within the test environment, etc.).
 Scribes may not respond to student questions about test items if their 

responses compromise validity of the test. The student must not be prompted, 

reminded, or otherwise assisted in formulating his or her response during or 

after the dictation to the scribe.


 Scribes may ask the student to restate words or parts of a sentence as needed. 

Such requests must not be communicated in a manner suggesting that the 

student should make a change or correction.


 Scribes may not question or correct student choices, alert students to errors, 

prompt or influence students in any way that might compromise the integrity of 

student responses.


 Scribes may not edit or alter student work in any way, and must record exactly 

what the student has dictated.
 The student must be allowed to review and edit what the scribe has written.

 

Post-Administration 

 

 The scribe must not discuss any portion of the test or the student’s performance 

with others.
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