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When administering the progress-monitoring assessments across different classrooms, teachers, and schools, it is important to ensure for consistent and reliable administration and interpretation of results. Collectively, assessment portfolio tasks should provide the teacher with the most comprehensive amount of information possible as it relates to particular writing skills and concepts being taught during the school year. 
A student’s assessment portfolio should be an accurate reflection of what the student knows and can do. Since many primary students and some upper grade level students (e.g., IEP students, ELL students, students unable to write due to an injury) are not always able to fully articulate written responses, scribing can be an appropriate accommodation. Therefore, during a progress-monitoring assessment, all students should be given the opportunity of having their work scribed if needed. 

Writing assessments should typically take several class periods for all students. If a teacher feels that additional time or scribing is needed in order to get an accurate understanding of a student’s thinking beyond the regular testing session, then more time should be provided for the scribing to be completed. This should be done as soon as possible (within a day or two at most) after the assessment has been given to the class.

What is Allowable during Administration of Progress-Monitoring Assessments?

During the administration of the progress-monitoring writing assessments, students are encouraged to use graphic organizers or other prewriting tools, and available classroom writing resources to help them communicate their ideas. For example, in the language arts classroom there may be a word wall or students may have personal writing journals with vocabulary terms that they have been learning. As long as the posted terms are not specific to one possible response for the assessment being given (meaning that the word list accumulates over instructional time and will include many descriptive words and ideas to choose from), and the teacher does not cue students to use only particular terms in their responses (unless a student asks where a specific word is located or the student asks the teacher to read some of the listed words aloud), students can refer to the word list for spelling support when composing or responding.

Providing Additional Time

All progress-monitoring assessments include an estimated administration time based on piloting data. However, these are NOT timed tests! Students who need additional time to complete their compositions should be given that time as long as they are engaging with the writing tasks in meaningful ways.
Scribing to Document Learning

Scribing support means having someone translate a student’s ideas, thoughts, and feelings as they are expressed orally or in the student’s illustrations. This can be accomplished in several different ways: 

(1) the student thinks aloud as s/he describes what is in an illustration and an adult or older student records the student’s actual words; 

(2) the teacher moves about the classroom to provide spelling support as requested (for descriptions or captions) and documents student’s actual words on their work while students are working; and/or

(3) audio or videotape the student’s oral dictation and later transfer the student’s actual words onto the actual work/illustrations. For example, a center could be set up in one corner of the classroom for students to audio tape their stories.
Providing Generic Prompts to Clarify Student Ideas
It is appropriate to provide encouragement and use a few generic prompts to assist a student in clarifying his/her ideas while developing or elaborating on an idea. “Can you tell me (more) about your picture?” or “Tell me what’s happening here?” or “Can you add some more descriptive words?” or “Who is this?” and “What happened next?” are all examples of generic prompts that can encourage students to better clarify their written or oral explanations. 
Comments such as, “You need to add some dialogue” or “put a period at the end” are not appropriate and should not be used during these writing assessments.

Providing a Generic Self-Monitoring Checklist (see optional examples provided with writing prompts)
It is appropriate to provide a self-monitoring tool (such as a writing checklist) for students to use during the assessment, only if the teacher has been using the tool during instruction and students understand how to use it. Self-monitoring checklists generally list the key parts of assessment tasks (e.g., I included a title, I checked my spelling, I used capital letters at the beginning of sentences) and help promote metacognitive thinking by keeping students focused. Writing checklists are optional and not part of the assessment. 
Additionally, a teacher or scribe can support students staying on task by providing ongoing encouragement (without an indication about whether what the student is writing is “correct”).
Guidelines for Scribing Writing Assessment Tasks
1. When scribing student work, the scribe should take dictation rather than paraphrasing the student’s response, even if the student’s response is confusing. Vocabulary and sentence structure must be exactly what the student says, even if it is incorrect. Clearly indicate which information was student dictated, and which information was documented by the scribe. Use quotation marks to indicate what the student orally stated in the writing/picture. 
2. When a scribe provides a prompt (e.g., asks a clarifying question), it should be noted in brackets. For example: [Tell me about your picture/TMAYP]. For efficiency, scribes may want to use a template of the generic prompts (e.g., see page 4) for all students taking the writing assessment. The student’s responses are noted on the scribing template instead of on the student’s illustrations and are simply attached to the student’s work. 

3. The scribe should always initial any writing put on a student’s work. If the person who is scoring the student’s work is different from the scribe, s/he can contact the scribe if there are any questions. This is especially helpful in Kindergarten classrooms where several different scribes (adults or older students) may be working with students.
Whenever you are not sure about the appropriateness of a scribing practice, ask yourself the question, “Does this accurately demonstrate what the student is expressing in the drawing?”

A Scribing Example for Narrative Writing
Scribes will develop procedures that are comfortable for their students and themselves. Below is an example of what scribing might sound and look like at the primary level for writing. Scribes need to record both THEIR prompts and student responses.
1.  Start with a broad, open-ended question. “Tell me about your picture.” (“your story”, “your idea”, “who this story is about and what’s happening, etc.)

2.  “What happened first” (or restate the specific writing prompt: “tell me about the exciting day you are writing about”).
3.  If the picture or ideas seem vague, a teacher may want to suggest that the student add some more details: “Can you add some more details to your picture to show what he looked like/how he moved? I’ll come back in a while to see what you have added.”
4.  Scribes often ask primary students, “How does your story end?” This may not be evident in the student’s picture, but a student may be able to describe the ending of the event or story or how the problem was solved.
5.  End a scribing session by reading back what the student has dictated and then asking, “Is there anything else you would like to add?” 
A Sample Scribing Template for _______________________________ date _________
Add any other prompts you asked particular students. You do not need to ask all questions. The student may offer the information freely and completely after you ask the first question. Attach to student’s work for analysis/scoring.
1. Tell me about your picture (or some variation on this question: tell me about your story, your idea; who this story is about and what’s happening, etc.).
2. What happened first? (or restate the specific writing prompt): 

____________________________________________________________________)

3. What happened next/then?

4. Can you add some more details to your picture to show (e.g., what he looked like) ___________________________________. I’ll come back in a while to see what you have added.”

5. How does your story end? or How was the problem solved?
6. Read back what the student has dictated and ask: Is there anything else you would like to add/ tell me? 
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