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Appendix C-13: Transcription 
  

Transcribing is the act of transferring a student response from one document or format to another. This process happens during or 
after test administration and might be completed by a designated transcriber. 
Student responses must be transcribed into the online test platform or a standard test booklet in a variety of situations, such as 
when a student provides responses in a non-standard format or a test booklet is soiled. 
  
Transcribers must: 

 Complete all training required by the state or local education agency 

 Sign the WIDA Secure Portal Non-Disclosure and  User Agreement  

 Be proficient in written English 

 Be able to decode the student’s handwriting 
 
Ideally, the transcriber is familiar with the student’s handwriting and has experience transcribing for the student outside of the 
testing context. A braille transcriber must be proficient in the braille code used by the student. 

  

 Transcribe student responses verbatim as soon as possible after testing. Print responses created on word processing devices. 
Devices without printing capabilities must be stored in a secure and locked location until the transcription is complete. Destroy 
student responses that were not written in a test booklet as well as any responses printed from a device. Ensure all test 
content stored on recording or word processing devices is deleted after transcription. 

 WIDA recommends that two individuals are present during the transcription process. It is highly recommended that one of the 
individuals be a certified test coordinator. One of the individuals transcribes the student responses, and the other individual 
observes to confirm the accuracy of the transcription. 
  

 Place a Pre-ID label on the transcribed booklet or place a District/School label on the transcribed booklet and complete the 
student demographic information in number 2 pencil. Return the booklet with the rest of your test materials. 

 Prepare any test booklet that contains student responses but should not be scored for return: 
 On the front cover, write “Transcribed. Do not score.” 
 Place a Do Not Process label on the booklet. 
 Return both the transcribed booklet and the nonscorable booklet. 
 Document the security barcode of any soiled booklet in WIDA AMS. Refer to the Test Coordinator Manual 

for detail on this process. Securely destroy the soiled booklet. 
 

 


