State Assessment Scribe Eligibility for IEP & 504 Students, 2011-2012


STEPS FOR CONFIRMING SCRIBE ELIGIBILITY ON TCAP/CSAP for IEP & 504 Students
These are the general steps for an educational team to follow for determining TCAP scribe eligibility based on an individual student’s needs.  Team members should include Regular and Special Ed staff as well as parents and even the student, if appropriate.

	STEP 1 > Who is eligible to use a scribe?

	CRITERIA FOR USE.  All criteria must be met to use scribe as a standard accommodation.
· The student must have an IEP or 504 Plan;

· The student is physically unable to write in the test booklet (e.g., a physical disability such as Cerebral Palsy) or has extreme physical fatigue due to a motor disability; AND

· The student is working with assistive technology, is not yet able to use it on the assessment, and this is documented in the student’s IEP or 504.

If all of the above criteria is met AND

· The student can use Assistive Technology (like a computer or Alpha Smart), AT should be used. 

· If the student cannot use AT yet, a scribe may be used.  Move to STEP 2.
Other students should not receive a scribe accommodation, with exception to an unforeseeable circumstance (e.g., writing hand / arm is broken) or English Language Learners that meet ELL criteria for using a scribe as a linguistic accommodation.  Any other use of a scribe would be considered a non-standard TCAP accommodation and must be submitted to CDE for approval.  Requests to use a non-standard accommodation are due to TCAP.Helpdesk@bvsd.org by December 1, 2011.)

	STEP 2 > What’s happening during regular classroom instruction?
For students on an IEP or 504 plan that meet all the above criteria and are unable to use AT:

· A scribe must be used on a regular basis in the classroom during instructional writing activities;

· The student regularly responds to classroom assessments orally; AND

· A scribe must be used and in place for at least 3 months prior to the state assessment.

If all of the above criteria in the classroom are met, a scribe may be used. Move to Step 3.
    Otherwise, consider other response accommodations or apply for a non-standard accommodation.

	STEP 3 > Is formal documentation in place?

	The School Assessment Coordinator (SAC) must ensure that the following documentation is in place: 
· A scribe accommodation for instruction and accommodations must be on an IEP or 504 plan.  That the student is working on Assistive Technology must also be formally documented.  For a student who broke an arm, use the Accommodation form provided by Planning and Assessment.

· The decision around accommodations must include a team of educators, including the parent and student.
· The SAC must record all accommodations, including scribe on the student tracking form.

· Additional documentation on the student tracking form --- For Scribe accommodation, in a case when there is more than one person’s handwriting on the test booklet.
· The Test Proctor must inform the SAC and the SAC must note this on the student tracking form as a comment, identifying whose handwriting is included in the test booklet (e.g., two different proctors used).  

· In a case where the DAC receives an alert paper from CDE, this additional documentation serves as notice to the DAC for the reason behind inconsistent / different handwriting


For additional question, please contact the TCAP.helpdesk@bvsd.org.
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