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California High School Exit Examination Scribe and Sign Language Guidelines

The approved testing variations, accommodations, and modifications are described in the Matrix of Test Variations, Accommodations, and Modifications for Administration of California Statewide Assessments found at the California Department of Education (CDE) California High School Exit Examination (CAHSEE) Accommodations and Modifications Web page at http://www.cde.ca.gov/ta/tg/hs/accmod.asp.
The use of a scribe can be either an accommodation or a modification, depending on how the scribe is used. Staff from the California Department of Education has prepared these guidelines to assist scribes during CAHSEE administrations. In creating these guidelines, project staff consulted with the following individuals and organizations:

· California State Special Schools

· Gallaudet University

· Independent consultants who work with students with exceptional needs

· National Center for Research on Evaluation, Standards, and Student Testing (CRESST)

· National Center for Educational Outcomes (NCEO)

· University High School in Orange County

· Burbank Unified School District

Scribe Guidelines

The definition of a scribe is:

"Scribe" is an employee of the school district, or a person assigned by a nonpublic school to implement a pupil's individualized education program (IEP) who has signed a Test Security Affidavit as identified in California Code of Regulations Title 5, (5 CCR) Section 1211.5(d) and is required to transcribe an eligible pupil's or eligible adult student's responses to the format required by the CAHSEE. A pupil’s parent or guardian is not eligible to be the pupil’s scribe.
The scribe shall sign a test security affidavit acknowledging that he or she will ensure that the content of the written responses directly represents the independent work of the student.

All persons having access to the CAHSEE, including but not limited to the district coordinator, test site coordinator, test examiners, test proctors, scribes, translators and persons assigned by a nonpublic school to implement students' IEPs shall acknowledge the limited purpose of their access to the CAHSEE by signing the California High School Exit Examination Test Security Affidavit set forth in 5 CCR Section 1211.5(d). 
(d) The California High School Exit Examination Test Security Affidavit shall be as follows:

CALIFORNIA HIGH SCHOOL EXIT EXAMINATION TEST 

SECURITY AFFIDAVIT


I acknowledge that I will have access to test materials for the purpose of administering the CAHSEE. I understand that these materials are highly secure, and it is my professional responsibility to protect their security as follows:


(1) I will not divulge the contents of the CAHSEE to any other person through verbal, written, or any other means of communication.


(2) I will not copy any part of the test materials.


(3) I will keep the CAHSEE secure until the CAHSEE is actually distributed to eligible pupils or eligible adult students.


(4) I will limit access to the test materials by test examinees to the actual testing periods when they are taking the CAHSEE.


(5) I will collect and account for all materials following each CAHSEE and will not permit eligible pupils or eligible adult students to remove test materials from the room where testing takes place.


(6) I will not review any test questions, passages, or other test items with eligible pupils or eligible adult students before, during, or after the CAHSEE.


(7) I will return all test materials to the designated test site coordinator upon completion of the CAHSEE.


(8) I will not interfere with the independent work of any eligible pupil or eligible adult student taking the CAHSEE, and I will not compromise the security of the CAHSEE by any means including, but not limited to:


(A) Providing eligible pupils or eligible adult students with access to CAHSEE questions prior to testing.


(B) Copying, reproducing, transmitting, distributing or using in any manner inconsistent with test security all or any section of any secure test materials.


(C) Coaching eligible pupils or eligible adult students during testing or altering or interfering with the eligible pupil's or eligible adult student's responses in any way.


(D) Making answer keys available to eligible pupils or eligible adult students.


(E) Failing to follow security rules for distribution and return of secure test materials as directed, or failing to account for all secure test materials before, during, and after testing.


(F) Failing to follow test administration directions specified in test administration manuals.


(G) Participating in, directing, aiding, counseling, assisting in, or encouraging any of the acts prohibited in this section.


(9) I will administer the CAHSEE in accordance with the directions for administration set forth in the test contractor's manuals for administration of the CAHSEE.


(10) I have been trained to administer the CAHSEE. 
Signed: …………………………………………………………... 

Print name: ……………………………………………………….
Title: ………………………………………………………………. 

School District/Affiliation: ………………………………………..
Date: ……………………………………………………………….
NOTE: Authority cited:  California Education Code (EC) Section 33031. Reference:  EC sections 60850 and 60851.
Scribe Guidelines (continued)

· On the date of testing and before the administration of the CAHSEE, the school test site coordinator should give the scribe no more than two hours to become familiar with the directions and format of the test. (This will help facilitate the scribe’s ability to record the student’s answers easily.)

· To the extent possible, the scribe should have had responsibility for transcribing information given by students during educational instruction and assessments. 

· The scribe must produce legible text so that the written portion of the test can be scored.

General Information

Before the examination, the scribe should review the CAHSEE Scribe and Sign Language Guidelines with the student to prepare for the administration of the examination. A student using this accommodation or modification should be tested in a quiet room apart from other students to avoid interruption while testing. Remember that extra time is allowed to complete this process. The guiding principle in scribing is only to assist the student in accessing the test and responding to it. The purpose of scribing is neither to penalize the student nor to enhance the student’s constructed response.

The scribe should not:

· Alert the student to mistakes during testing.

· Prompt the student in any way that would result in a better response or essay.

· Influence the student’s response in any way.

Using a Scribe as an Accommodation

The use of a scribe may be an accommodation if specified in the eligible pupil's or eligible adult student's IEP or Section 504 plan for use on the examination or standardized testing, or for classroom instruction and assessments.
Accommodations include (5 CCR Section 1215.5[c][2] and [3]):

· “(2) Responses dictated orally, or in Manually Coded English or in American Sign Language to a scribe for selected-response items (e.g., multiple-choice test questions).”

· “(3) Responses dictated orally or in Manually Coded English to a scribe, audio recorder or speech-to-text converter on the writing portion of the examination, and the eligible pupil or eligible adult student indicates all spelling and language conventions.”

For multiple-choice questions, the scribe should confirm the student's response before recording the student’s answer on the score sheet.
If the scribe cannot understand a student's pattern of speech, or it is barely audible, large cards, each indicating one of the response options (A-D), can be used. The student can then choose the card that indicates the student’s desired response to the multiple-choice question.

For constructed-response questions (writing tasks), the scribe should determine the preferred mode of recording the student’s response before the date of the test. At testing time, the student may then dictate the constructed response using any one of the three listed methods:

1. Into an audio recorder

2. Into a speech-to-text converter (e.g., voice recognition software, etc.)

3. Directly to a scribe

A student with disabilities must be given the same opportunity as other students to plan, draft, and revise the constructed response. The scribe’s responsibility is to be both accurate and fair, neither diminishing the fluency of the student’s response nor helping to improve or alter what the student asks to be recorded. This means that the scribe may write an outline or other plan as directed by the student. The scribe shall write the words of the student exactly as dictated, including all spelling and language conventions indicated by the student.
Scribing the Student’s Constructed Response (Writing Task)

The student does not have to repeatedly specify spelling and language conventions once the student has demonstrated knowledge and skills in the use of these spelling and language conventions. The scribe may apply these conventions automatically. Examples include the following:

· Once a student has demonstrated the knowledge of indicating the beginning of sentences with a capital letter, the student does not need to specify this throughout the remainder of the constructed response.

· The student must spell every word in the constructed response the first time it is used. When a word is used on more than one occasion, the student does not need to spell it again.

· Homonyms and often-confused words such as "to," "two," and "too," or "there," "their," and "they're," or “than” and “then” should be spelled by the student each time they are used.

To maintain the student’s fluency of thought and to allow the student to demonstrate the requisite knowledge and skill in English-language arts conventions, the scribe should adhere to one of the following processes.

Audio recorder - Student dictates response into audio recorder (e.g., tape recorder, etc.)

· The scribe allows the student to dictate the entire response without interruption.

· The scribe does not prompt the student in any way that would result in a better essay or response.

· The scribe transcribes a draft of the student’s recorded response exactly as dictated without including any conventions other than spelling. The student may not view this transcription.
· The scribe plays back the audio recording of the student’s response requiring the student to indicate starting and stopping points for sentences, paragraphs, etc. for the playback.

· The student provides letter-by-letter spelling for each word in the draft of the written response according to the section labeled Scribing the Student’s Constructed Response (Writing Task).

· The scribe edits the draft of the response as spelled by the student.

· The student views the draft and/or listens to the scribe as the scribe reads the draft of the constructed response without vocal inflection that would indicate capitalization or punctuation, or alert the student to mistakes.
· The student indicates edits (e.g., paragraph structure, punctuation, capitalization, etc.) to the scribe.

· The scribe edits the final constructed response and transfers it verbatim onto the student’s answer document. (There is no penalty for cross-outs and insertions.)

· The scribe returns the audiotape and all drafts and test materials to the proctor or test coordinator for return to the test contractor.

Speech-to-text converter - The student dictates response into a speech-to-text converter.

· The scribe allows the student to dictate the entire response without interruption.

· The scribe does not prompt the student in any way that would result in a better essay or response.

· The student may not yet view the dictated response (i.e., written transcription).

· The scribe reads the display or printed version to the student without vocal inflection that would indicate capitalization or punctuation, or alert the student to mistakes.

· The student then provides letter-by-letter spelling for each word in the response according to the section labeled Scribing the Student’s Constructed Response (Writing Task).

· The scribe edits the constructed response as spelled by the student.

· The student views the response recorded (i.e., written transcription) by the speech-to-text converter and scribe.

· The student indicates edits (e.g., paragraph structure, punctuation, capitalization, etc.) to the scribe.

· The scribe edits the final constructed response and transfers it verbatim onto the student’s answer document. (There is no penalty for cross-outs and insertions.)

· The scribe returns all drafts and test materials to the proctor or test coordinator for return to the test contractor.

When using a speech-to-text converter connected to a visual display (e.g., a computer monitor), the student may not view the display (or a printed version of the display) until the student has completed the edit process as described above.

The student’s speech-to-text response is recorded as a text file directly to a floppy disk or related recording media, such as a CD ROM or DVD (not on the computer’s hard drive or a server). After testing, the medium onto which the response was recorded must be returned with the non-scorable test materials.

Direct to Scribe - Student dictates response directly to scribe.

· The scribe allows the student to dictate the entire response without interruption.

· The scribe does not prompt the student in any way that would result in a better essay or response.

· The scribe transcribes a draft of the student’s response exactly as dictated without including any conventions other than spelling. The student may not yet view this written transcription.
· The scribe reads the draft to the student without vocal inflection that would indicate punctuation or alert the student to possible mistakes.

· The student then provides letter-by-letter spelling for each word in the response according to the section labeled Scribing the Student’s Constructed Response.

· The scribe edits the draft of the constructed response as spelled by the student.

· The student views the draft and/or listens to the scribe as the scribe reads the draft of the constructed response (i.e., written transcription).

· The student indicates additional edits (e.g., paragraph structure, punctuation, capitalization, etc.) to the scribe. 

· The scribe records the final written response and transfers it verbatim onto the student’s answer document. (There is no penalty for cross-outs and insertions.)

· The scribe returns all drafts and test materials to the proctor or test coordinator for return to the test contractor.

See also guidelines for the use of Manually Coded English or American Sign Language.

Using the Scribe as a Modification

A scribe may be used as a modification if specified in the eligible pupil's or eligible adult student's IEP or Section 504 plan for use on the examination, standardized testing, or for use during classroom instruction and assessments. Any variation in the assessment environment or process that fundamentally alters what the test measures or affects the comparability of scores is considered a modification. 

Modifications include (5 CCR Section 1216 [b][5] and [6]):

· “(5) Mechanical or electronic devices or other assistive devices that are not used solely to record the eligible pupil’s or eligible adult student’s responses, including but not limited to transcribers, scribes, voice recognition or voice to text software, and that identify a potential error in the eligible pupil’s or eligible adult student’s response or that correct spelling, grammar or conventions on the writing portion of the CAHSEE.”

· “(6) Responses dictated orally, in Manually Coded English, or in American Sign Language to provide an essay response to a scribe and the scribe provides spelling, grammar, and language conventions.”

CAHSEE Sign Language Guidelines

Guidelines for the Use of Manually Coded English as an Accommodation

For students using Manually Coded English, the student’s signed responses are recorded by a video recorder. For a student who is deaf or hard of hearing (hearing impaired), the scribe must be fluent in receptive and expressive Manually Coded English (depending on the need of the particular student to be tested).

· The scribe allows student to sign (dictate) the entire response without interruption.

· The scribe does not prompt the student in any way that would result in a better essay or response.

· The scribe transcribes a draft of the student’s video-recorded response exactly as signed without including any conventions other than spelling. The student is not yet allowed to view this transcription.

· The scribe plays back the video recording of the student’s response requiring the student to indicate starting and stopping points for the playback.

· The student provides letter-by-letter spelling for each word in the draft response.

· The scribe edits the draft of the response as spelled by the student.

· The student views the draft of the response written by the scribe (i.e., written transcription).

· The student indicates edits (e.g., paragraph structure, punctuation, capitalization, etc.) to the scribe.

· The scribe edits the final response and transfers it verbatim onto the student’s answer document. (There is no penalty for cross-outs and insertions.)

· The scribe returns the video recording and all drafts and test materials to the proctor or test coordinator for return to the test contractor.

A scribe may be used as an accommodation if specified in the eligible pupil's or eligible adult student's IEP or Section 504 plan for use on the examination, standardized testing, or for use during classroom instruction and assessments. 

Accommodations include (5 CCR Section 1215.5[b][5], [c][2], and [c][3]):

· “(5) Manually Coded English or American Sign Language to present test questions on the mathematics section of the CAHSEE.”

· “(2) Responses dictated orally, or in Manually Coded English or in American Sign Language to a scribe for selected-response items (e.g., multiple-choice test questions).”

· “(3) Responses dictated orally or in Manually Coded English to a scribe, audio recorder or speech to text converter on the writing portion of the CAHSEE, and the eligible pupil or eligible adult student indicates all spelling and language conventions”

A scribe may be used as a modification if specified in the eligible pupil's or eligible adult student's IEP or Section 504 plan for use on the examination or standardized testing, or for use during classroom instruction and assessments. 

Modifications include (5 CCR Section 1216[b][3], [b][5], and [b][6]):

· “(3) Manually Coded English or American Sign Language to present the multiple-choice portion of the English-language arts section of the CAHSEE.”

· “(5) Mechanical or electronic devices or other assistive devices that are not used solely to record the eligible pupil’s or eligible adult student’s responses, including but not limited to transcribers, scribes, voice recognition or voice-to-text software, and that identify a potential error in the eligible pupil’s or eligible adult student’s response or that correct spelling, grammar or conventions on the writing portion of the CAHSEE.”

· “(6) Responses dictated orally, in Manually Coded English, or in American Sign Language to provide an essay response to a scribe and the scribe provides spelling, grammar, and language conventions.”

American Sign Language 

American Sign Language (ASL) may be used as an accommodation if specified in the eligible pupil's or eligible adult student's IEP or Section 504 plan for use on the examination, standardized testing, or for use during classroom instruction and assessments.

Accommodations include (5 CCR Section 1215.5[b][5] and [c][2]):
· “(5) Manually Coded English or American Sign Language to present test questions on the mathematics section of the CAHSEE.”
· “(2) Responses dictated orally, or in Manually Coded English or in American Sign Language to a scribe for selected-response items (e.g., multiple-choice test questions).

ASL may be used as a modification if specified in the eligible pupil's or eligible adult student's IEP or Section 504 plan for use on the examination or standardized testing, or for use during classroom instruction and assessments.

Modifications include (5 CCR Section 1216[b][3] and [b][6]):
· “(3) Manually Coded English or American Sign Language to present the multiple-choice portion of the English-language arts section of the CAHSEE.”

· “(6) Responses dictated orally, in Manually Coded English, or in American Sign Language to provide an essay response to a scribe and the scribe provides spelling, grammar, and language conventions.”
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