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Appendix A: Test Administration Protocol for the Human Reader 
Accommodation for English Language Arts (ELA) Assessments, and the Human 
Reader Accessibility Feature for Mathematics Assessments 

In cases where a student requires a text-to-speech accommodation on the English language arts (ELA) 
and/or a text-to-speech accessibility feature on the mathematics assessments, but cannot participate 
in the computer-based assessment and takes the paper-based assessment instead, a Human Reader 
must provide the accommodation to the student. Human Readers who provide the accommodation to a 
student on the English language arts (ELA) or the accessibility feature on the mathematics assessments 
must follow these procedures during testing to ensure the standardization of the oral presentation of 
the assessments. 

 
Procedures for Human Readers Providing the Human Reader Accommodation for ELA Assessments 
or the Human Reader Accessibility Feature for the Mathematics Assessments 

 
1. Readers must be trained locally to administer each assessment, as indicated in the Test 

Administrator Manual (TAM). Readers must sign the Staff Confidentiality Agreement available 
at webnew.ped.state.nm.us/bureaus/assessment-3/district-test-coordinator/. 

2. Readers must speak in a clear and consistent voice throughout the test administration, using 
correct pronunciation, and without vocal inflections that may provide clues to, or mislead, a 
student.  

3. Readers should be provided a Human Reader Kit (which includes a copy of the test and the test 
administrator's directions) two school days prior to the start of testing, in order to become 
familiar with the words, terms, symbols, signs, and/or graphics that will be read aloud to the 
student. Readers must also refer to Appendix F: ELA Audio Guidelines and/or Appendix G: 
Mathematics Audio Guidelines to ensure consistency in how items are read. Note: Review of 
Human Reader Kits must occur in a SECURE ENVIRONMENT. 

4. Readers must read verbatim (word for word) only what is printed in the test book (or in rare 
cases, on the computer screen) without changing, emphasizing, or adding words. Readers may 
not clarify (except for test directions), provide additional information, assist, or influence the 
student’s selection of a response in any way. 

5. Readers should emphasize only the words printed in boldface, italics, or capital letters and 
inform the student that the words are printed that way. No other emphasis or vocal inflection 
is permitted. 

6. Readers may repeat passages, test items, and response options, as requested, according to the 
needs of the student. Readers should not rush through the test and should ask the student if 
they are ready to move to the next item. 

7. Readers may not attempt to solve mathematics problems, or determine the correct answer to 
a test item while reading, as this may result in pauses or changes in inflection which may 
mislead the student. 

8. Readers must attempt to maintain a neutral facial expression, neither smiling nor frowning 
during the test, which may be interpreted by the student as approval or disapproval of the 
student’s answers. 

9. Readers must be familiar with the student’s IEP or 504 plan, and should know in advance which 
accommodations are required by the student, and for which test (ELA and/or Mathematics) 
the student is designated to receive a Human Reader. 

10. Readers must be aware of whether a student requires additional tools, devices, or adaptive 
equipment that has been approved for use during the test, such as a magnifier, closed circuit 
television (CCTV), abacus, brailler, slate and stylus, etc. 

https://webnew.ped.state.nm.us/bureaus/assessment-3/district-test-coordinator/
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11. If a reader is unsure how to pronounce an unfamiliar word, advise the student of the uncertainty and 

spell the word. 
12. When reading a word that is pronounced like another word with a different spelling, the reader 

may spell the word after pronouncing it, if there is any doubt about which word is intended. 
13. Readers must spell any words requested by the student. 
14. When reading passages, readers must be aware of punctuation marks. Readers may read the 

passage, or selected lines a second time, with all punctuation marks indicated. 
15. When test items refer to a particular line, or lines, of a passage, reread the lines before reading the 

question and answer choices. For example, the reader should say, “Question X refers to the 
following lines…,” then read the lines to the student, followed by question X and the response 
options. 

16. When reading selected response items, readers must be careful to give equal stress to each 
response option and to read all of them before waiting for a response. 

17. If a reader is also scribing the student’s responses, or if another adult will scribe, and the student 
designates a response choice by letter only (“D,” for example), the reader must ask the student if 
he/she would like the response to be reread before the answer is recorded in the answer booklet. 

18. If the student chooses an answer before the reader has read all the answer choices, the Human 
Reader must ask if the student wants the other response options to be read. 

19. After the reader finishes reading a test item and all response options, the reader must allow the 
student to pause before responding. If the pause has been lengthy, say: “Do you want me to read 
the question or any part of it again?” When rereading questions, readers must avoid emphasis on 
words not bolded, italicized, or capitalized. 

 
Procedures for Providing the Human Reader Accommodation for ELA Assessments or the Human 
Reader Accessibility Feature for the Mathematics Assessments to a Small Group of Students 

 

Human Readers may read the test aloud to a small group of students, rather than individually, provided 
that each student has the Human Reader accommodation/accessibility feature listed in an IEP or 504 
Plan. 

 

The following procedures must be followed: 
• Check individual state policies on the maximum allowable number of students in a Human 

Reader group. 
• Students with the Human Reader accessibility feature for mathematics or Human Reader 

accommodation for ELA that need to be grouped together must be taking the same test form, 
since test questions will differ on each form of the test. 

• Students not receiving the Human Reader accessibility feature for mathematics or the Human 
Reader accommodation for ELA may not be tested in the same location as students who are 
receiving the human accessibility feature for mathematics or Human Reader accommodation 
for ELA. 

 
 
 
 
 
 
 
  



 

30 ACCESSIBILITY FEATURES AND ACCOMMODATIONS MANUAL 

Appendix B: Protocol for the Use of the Scribe Accommodation and for 
Transcribing Student Responses 

Scribing a student’s responses by an adult Test Administrator is a response accommodation that allows 
students to provide test responses to an adult Test Administrator who writes or types the responses 
directly onto the assessment for the student. Students receiving the scribe accommodation may 
respond to assessment items either: 

• verbally, 
• using a speech-to-text device or other augmentative/assistive communication device (e.g., picture/ 

word board), 
• signing (e.g., American Sign Language, signed English, Cued Speech), 
• gesturing, 
• pointing, or 
• eye-gazing 

Note: Scribing may include “dragging and dropping” selected response items, as appropriate. 
 

The scribe accommodation is appropriate for students with a physical disability that severely limits or 
prevents the student’s motor process of writing, typing, or recording responses during testing. This 
includes students with reduced ability to record responses due to pain, fracture, paralysis, loss of 
function, or loss of endurance, as well as students whose handwriting is indecipherable or illegible. 
Scribes are also an appropriate accommodation for students who have a documented disability in the 
area of written expression which results in significant interference in their ability to express their 
knowledge in writing/keyboarding, even after varied and repeated attempts to teach the student to 
do so. 

 
If a student requires a scribe due to a recently-occurring, though temporary, illness or injury, a 
Nonstandard Accommodations Request Form (see Appendix D) must be completed and kept on file at 
the school. 

 
If a student requires a scribe due to an ongoing inability to express his or her responses through writing/ 
keyboarding, this should be documented in evaluation summaries from locally-administered diagnostic 
assessments, and must be listed in the student’s IEP or 504 plan. The student should be receiving 
ongoing, intensive instruction and/or interventions to learn written expression, as deemed appropriate 
by the IEP team or 504 Plan Coordinator. 

 

The use of a scribe is permitted in the following 2023 Science, Math, and ELA assessments: 
• Science  
• Mathematics 
• English Language Arts (ELA) assessments for Evidence Based Selected Response, and Technology 

Enhanced Constructed Response items 
• English Language Arts (ELA) assessments for Prose Constructed Responses. Note: For this 

accommodation, refer to selection and administration guidelines in the Accessibility Features 
and Accommodations Manual 

Qualifications of the Scribe 

Individuals who provide the scribe accommodation to a student must: 
• be trained by the school or district, as indicated in the Test Administrator Manuals; 
• sign a Confidentiality Agreement Form; and 
• be fluent in receptive and expressive American Sign Language (ASL), signed English, or other 

sign system, for students who are deaf or hard of hearing. 
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Preferably, the scribe will already be familiar with and have experience scribing for the student. If the 
scribe is unfamiliar with the student, then scribe and student should have the opportunity to practice 
the scribing process together prior to taking the assessment. 

 

Administering the Scribe Accommodation 
• A scribe may administer the scribe accommodation only to one student at a time during a test 

session. The student must be tested in a separate setting. 
• The scribe must write legibly, if transcribing a student's response into a test book. 
• The scribe must transcribe responses verbatim from the student, and may not prompt or 

question the student, or correct a student’s responses. The scribe may ask the student to 
restate (or sign) words or parts, as needed. 

• A student using a scribe must be given the same opportunity as other students to plan and 
draft a constructed response. The scribe may write an outline, plan, or draft exactly as directed 
by the student without any cueing and guidance to the student. 

• The scribe should be informed of the preferred method or format for recording the student’s 
response before the date of the assessment. During testing, the student may dictate constructed 
responses either: 

1. Directly to a human scribe who records the responses at the time they are given 
(computer- and paper-based testing) 

2. Into a speech-to-text converter (e.g., voice recognition software), augmentative 
communication device, or assistive technology device to be transcribed by the scribe 
at a later time into the online testing platform or unto a paper-based book/answer 
document). A student must be given the opportunity to review and edit his or her 
responses before they are finalized into the online testing platform or paper-based test 
book/answer document. 

• When using a speech-to-text converter, augmentative communication device, or other 
assistive technology device, hard copies of the student’s response must be printed out for 
transcription purposes unless the device being used does not have the capability to print. In 
cases where printing a response is not possible, scribing must take place as the student dictates 
or otherwise produces the response. All electronic files must be deleted immediately after the 
testing session. 

• The scribe must allow the student to review the scribed response in order to make edits. If 
requested by the student, the scribe may read the scribed response back to the student. The 
student may dictate changes or edits to the scribe, and the scribe must make those changes 
exactly as dictated by student, even if a change is incorrect. All changes must be made during 
the test session. 

Additional Guidelines for the English language arts (ELA) Assessment–Prose Constructed Responses 

Capitalization and Punctuation 
For the English language arts (ELA) Assessment—Prose Constructed Responses only, the student is 
responsible for all capitalization and punctuation. This can be accomplished either after testing or 
during testing using one or more of the following Rules for Punctuation: 

1. After dictation: The student can dictate the entire response at one time. The scribe will write/ 
type the response without capitalization and punctuation. When the student is finished 
dictating, the scribe will show the response to the student. The student will tell the scribe 
which letters are to be capitalized and where punctuation should be added. 
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2. During dictation: The student may add capitalization and punctuate as he/she dictates. 
a. For example, when stating the sentence “The fox ran.” The student will say, “Capital T, 

the fox ran, period” 
b. If a sentence includes other punctuation, for example a comma, the student must 

indicate the comma. For example, when stating, “The boy bought apples, oranges, and 
bananas.” The student will say, “Capital T, the boy bought apples, comma, oranges, 
comma, and bananas, period” 

 

Students must be given the opportunity to proofread their responses, even if they provide capitalization 
and punctuation during dictation. 

 

Rules for Capitalization 
The scribe can automatically capitalize in these cases: 

1. The scribe should capitalize the first letter of a sentence if the student has indicated the 
punctuation in the previous sentence. For example, if the student said, “Capital T, the fox ran, 
period. The fox jumped, period.” The scribe would write “The fox ran. The fox jumped.” 

2. The first word in a new paragraph when students have indicated for the scribe to begin a new 
paragraph. 

 

The student must specify capitalization in the following cases: 
1. The first letter of a sentence, if the student has not indicated punctuation in the previous 

sentence. For example, if the student said, “Capital T, the fox ran, the fox jumped, period.” The 
scribe would write “The fox ran the fox jumped.” 

2. Other capitalization (e.g., capitalization of proper nouns, acronyms, etc.) 
 

Scribe Parameters during the Assessment 
 

The following scribing practices are acceptable: 
• The scribe may ask “Are you finished?” Or “Is there anything you want to add or delete?” 
• The scribe may respond to procedural questions asked by the student such as, “Do I have to 

use the entire space to answer the question?” The scribe may indicate “no.” 
• If the student requests that the scribe read a response that was already dictated, the scribe 

must read what the student dictated previously in an even voice, being careful not to cue the 
student to errors. 

 

The following scribing practices are unacceptable: 
• The scribe cannot influence the student’s response in any way. 
• The scribe cannot give the student specific directions, clues, or prompts; e.g., “First, set the 

equations equal to one another;” or “Make sure that the equation is set equal to zero.” 
• The scribe cannot tell the student if his/her answer is correct or incorrect. 
• The scribe cannot answer a student’s questions related to the content; e.g., “Is this the right 

way to set up the problem?” Or “Can you tell me what this word means?” 
• The scribe cannot alert the student to mistakes he/she made during testing. 

 

Special Considerations When Scribing for a Student Who Uses Sign Language or Cued Speech 
• The scribe for a student who signs their responses must be fluent in ASL, signed English, or 

other sign systems the student uses. 
• When responses are dictated by a student using American Sign Language (or other signed 

system), the scribe may ask clarifying questions regarding the use of classifiers. Classifiers give 
descriptive information about a noun or verb such as location and kind. 
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• The scribe will write the student’s responses in English. The transcription of ASL will not be 
done in a word-to-word format, but instead will be written in English without changing or 
enhancing the meaning of the content, adding information, or explaining concepts unknown 
to the student (e.g., student signs “HOUSE WHITE LIVE THERE ME.” Scribe writes “I live in the 
white house.”) 

• Scribe must follow all other acceptable scribing practices. 
 

Use of Speech-to-Text/Voice-Recognition Software/Devices 
Speech-to-text conversion, or voice recognition, software allows students to dictate responses into 
their computer microphone and have the responses converted to printed text. For this accommodation, 
students will use their own assistive technology devices at a separate computer station equipped with 
speech-to-text/voice recognition software in order to respond to multiple-choice, open-ended items, 
and extended responses on the 2023 Science, Math, and ELA assessments. Students who use voice 
recognition software routinely, and for whom this accommodation is listed in their IEP, may use speech-
to-text/ voice recognition software as an accommodation on the 2023 Science, Math, and ELA 
assessments. Students must become familiar with the software and must have opportunities to 
practice using it prior to testing. It is also important that students who use speech-to-text devices be 
given the opportunity to develop planning notes using speech-to-text, and to view what they produce 
via speech-to-text. 

 
Upon completion of a test, the student’s responses should be printed out and the guidelines for 
transcribing student responses followed. 

 

Guidelines for Transcribing Student Responses (Paper-based testing only) 
Certain situations involving scribing of responses during administration of 2023 Science, Math, and ELA 
assessments may require a Test Administrator to transcribe a student’s response in a standard, scorable 
test booklet or answer document. These situations may include: 

• Answers were recorded in the wrong section of a Test Booklet or Answer Document, or in an 
incorrect Test Booklet or Answer Document. 

• A student takes the test using a special test format that requires answers to be transcribed 
(e.g., large print). 

• A student uses a speech-to-text converter, augmentative communication device, or assistive 
technology device to be transcribed by the scribe at a later time. 

• As an accommodation, a student records answers in a test booklet, answer document, or on 
blank paper, instead of in the required Test Booklet or Answer Document. 

• A Test Booklet or Answer Document becomes unusable (e.g., torn, wrinkled). 
 

If a student’s responses must be transcribed after test administration is completed, the following steps 
must be followed: 

• At least two persons must be present during any transcription of student responses. One of these 
persons will be the transcriber, and the other will be an observer confirming the accuracy of the 
transcription. It is highly recommended that one of the individuals be an authorized District Test 
Coordinator or School Test Coordinator.  

• The student’s response must be transcribed verbatim into the Answer Document or Test 
Booklet. The student’s original response in an Answer Document/Test Booklet should be 
returned with secure test materials. The District Test Coordinator or School Test Coordinator 
should write “DO NOT SCORE” or draw an “X” in large font on the front of the original Answer 
Document/Test Booklet. Do not cover the barcode. Return them with nonscorable test 
materials. 
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• Braille transcription: Only an eligible Test Administrator who is a certified Teacher of Students 
with Visual Impairment, including Blindness, or someone working under the direct supervision 
of an eligible Test Administrator who is a certified Teacher of Students with Visual Impairment, 
including Blindness may transcribe the student’s responses onto the paper form of the 2023 
Science, Math, and ELA assessments. 

• Any original student responses that were printed from an assistive technology device or 
recorded separately on blank paper (or on other external devices) must be securely shredded. 

Procedures for Transcribing Student Responses for Computer-Based Testing 

Selected Response and Technology Enhanced Items 
For selected response and technology enhanced items, student responses must be entered into iTester 
during the test session by the Test Administrator. Once the student reaches the end of the test with all 
Selected Response and Technology Enhanced Items completed, the Test Administrator should have the 
student EXIT the test but not submit the test. 

 

Constructed Response Items 
During administration of computer-based 2023 Science, Math, and ELA assessments, students who 
require use of a speech-to-text converter, augmentative communication device, or assistive technology 
device will need constructed responses transcribed into iTester by a Test Administrator before the 
online testing window closes. In these situations, the following steps must be followed. 

• As the student encounters constructed responses, he/she should use his/her device to 
respond to the questions. The student will then continue testing in iTester, leaving these items 
unanswered in iTester. 

• Once the student reaches the item they should click “Finish” to take them to the test review 
screen. On the test review screen confirm all answers to be transcribed appear as 
“unanswered”.  

• Click on “Exit” NOT “Turn-In” to exit the testing kiosk. 
• Note: if a student clicks “Turn-In” in error, contact the support desk.  The support desk can 

reactivate the student’s test session which will allow the transcriber to log back into the 
test session that has been turned-in. 

• When ready to transcribe responses into the test, log into the test using the students log in 
credentials, session access code and proctor password, if needed. 

• Navigate to the unanswered items left for transcription and transcribe student’s answers.  
• At least two persons must be present during any transcription of student responses. One of the 

individuals must be an authorized Test Administrator. 
• The student’s responses must be transcribed verbatim into iTester. (See note above about 

scribing signed responses in English). 
• Once all items have been transcribed, the Test Administrator will submit the test by clicking 

“Turn-In” on the test review screen. 
• After transcription is complete, all original student responses that were printed from an 

assistive technology device must be securely shredded. 
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Appendix C: Text-to-Speech, ASL Video, or Human Reader/Human Signer 
Guidance for English Language Arts (ELA) Assessments 

Individualized Education Program (IEP) or 504 Plan Decision-Making Tool 
 

Directions: This is an optional tool that has been developed to assist IEP teams and 504 Plan 
Coordinators in identifying students who may be appropriate candidates to receive the 
accommodation for text-to-speech (computer-based), ASL video (computer-based), or Human 
Reader/Human Signer (paper-based) for the ELA summative. 

 

Student’s Name:  D.O.B.:  Grade:     
 

School/Program:  State ID #/Local ID#:    
 

District:  State:    

 

IEP Team Members or 504 Plan Coordinator/Staff 

Title Name Date 

IEP team Chairperson or 504 
Coordinator: 

  

Special Education Teacher(s):   

General Education Teacher(s):   

IEP team member(s) qualified to 
interpret reading evaluation results: 

  

Parent(s)/Guardian:*   

Student (if a team participant):   

Other IEP team member(s):   

 

Verification of Parent/Guardian Notification (optional):*  (Parent/Guardian Initials) 
I have been informed by my child’s school that my child will receive a text-to-speech, ASL video or Human 
Reader/Human Signer accommodation for an English language arts (ELA) assessment. 

* If the parent/guardian does not initial this form, the school should attach documentation of notification to the 

parent and date of notification to this form regarding the decision to provide the text-to-speech, ASL video, or 

Human Reader/Human Signer accommodation to the student, and keep this form with the student’s records. 

 
If all guidelines listed are met, and the student is given the text-to-speech, ASL video, or Human 
Reader/Human Signer accommodation for the English language arts (ELA) assessment, he/she will 
receive a valid score on the assessment. If all guidelines are not met, and the student is given the text-
to-speech, ASL video, or Human Reader/Human Signer accommodation on an English language arts 
(ELA) assessment, the student’s assessment score may be invalidated and the score would not be 
counted in the overall assessment results; i.e., the student would be considered a “non-participant” for 
the English language arts (ELA) assessment. 
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Guidelines for IEP Team or 504 Plan 
Consideration 

Additional Guidance Agree/ 
Disagree 

The student has an Individualized 
Education Program (IEP) or 504 plan. 

Student has an approved IEP or current 504 plan.  Agree 

 Disagree 

In making decisions on whether to 
provide the student with this 
accommodation, IEP teams and 504 
Plan Coordinators are instructed to 
consider whether the student has: 
• Blindness or a visual impairment 

and has not yet learned (or is 
unable to use) braille; 

OR 
• A disability that severely limits or 

prevents him/her from accessing 
printed text, even after varied 
and repeated attempts to teach 
the student to do so (e.g., student 
is unable to decode printed text); 

OR 
• Deafness or a hearing 

impairment and is severely 
limited or prevented from 
decoding text due to a 
documented history of early 
and prolonged language 
deprivation. 

For the screen reader accommodation, the IEP team or 
504 Plan Coordinator must determine whether the 
student is blind or has a visual impairment and has not 
yet learned (or is unable to use) braille. 

 

For the text-to-speech, ASL video, or Human 
Reader/Human Signer accommodation, the IEP team 
or 504 Plan Coordinator must determine whether the 
student has a disability that severely limits or prevents 
him or her from decoding text. 

 

This accommodation is not intended for a student 
reading somewhat (i.e., moderately) below grade level. 

 

The IEP or 504 plan must document objective evidence 
from a variety of sources (including state assessments, 
district assessments, AND one or more locally-
administered diagnostic assessments or other 
evaluation) that indicate that the student’s ability to 
decode text is severely limited or prevented or that the 
student is blind or visually impaired and has not yet 
learned (or is unable to use) braille. 

 
States may provide additional guidance for their 
respective states based on PED policy or practice. 

 Agree 

 Disagree 

Before listing the accommodation in the 
student’s IEP or 504 plan, teams and 
plan coordinators should also consider 
whether: 

• The student has access to printed 
text during routine instruction 
through a reader or other spoken-
text audio format, or interpreter; 

• The student’s inability to decode 
printed text or read braille is 
documented in evaluation 
summaries from locally-
administered diagnostic 
assessments; or 

• The student receives ongoing, 
intensive instruction and/ 

or interventions in the 
foundational reading skills to 
continue to attain the important 
college and career-ready skill of 
independent reading. 

States may provide additional guidance for their 
respective states in order to define intensive 
instruction and interventions based on PED policy or 
practice. 

 Agree 

 Disagree 
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List the data and/or evaluation sources that were used to document the decision to give the text-to- 
speech, ASL video, or Human Reader/Human Signer accommodation to the student on the English 
language arts (ELA) assessment(s): 

 

1) Name of Diagnostic Evaluation or Educational Assessment:    
 

Name and Title of Test Administrator:     
Most Recent Testing Date:     

Score(s):   
Provide a Summary of the Results:    

 

 

 

 

2) Name of Diagnostic Evaluation or Educational Assessment:    
 

Name and Title of Test Administrator:     
Most Recent Testing Date:     

Score(s):   
Provide a Summary of the Results:    

 

3) List any additional assessment data, scores, and/or evaluation results that were used to guide the 
decision-making process for IEP teams or 504 Plan Coordinators regarding the text-to-speech, ASL 
video, or Human Reader/Human Signer accommodation for the English language arts (ELA) 
assessment(s): 

 

 

 

 

List the instructional interventions and supports specifically related to reading that are currently 
provided through daily instruction to the student: 

• Intensive reading interventions have been provided to the student for  years. 
• List the specific school years and frequency    

• Describe and list the specific reading intervention(s) provided to the student:    
 

 

 

List any additional relevant information regarding the student: 
 

 





https://webnew.ped.state.nm.us/bureaus/assessment-3/district-test-coordinator/
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Application of Text and Graphics Guideline 
 

Example 1 
A drawing showing a rectangular plot of land is illustrated. The scale shows that one inch equals 
twenty feet. The left and right sides of the plot are three and three-fourths inches, and the top and 
bottom sides of the plot are two and a half inches. The rectangular house has side lengths of one 
and one-fourth inches and three-fourths of an inch. The barn is a square, mostly outside the plot, 
with a shaded right triangle inside the plot. The hypotenuse of the right triangle and the side of the 
square inside the plot are the same line segment. One corner of the triangle is at the two and one- 
fourth inch line at the bottom of the plot and another corner is at the three inch line on the side of 
the plot. The courtyard is a semicircle with a radius of one-half inch. 

 
Example 2 
A diagram showing a rectangular section of a river is illustrated. Triangle PQR shows Pam’s trip 
across the river with all three points of the triangle touching a side of the river. Point P is on the left 
side of the river, and points Q and R are on the right side of the river. Point Q is the vertex of a right 
angle. The distance from P to Q is one hundred feet. The distance from Q to R is sixty feet. 

 
Number Lines 

 
Example 1 

 

Example 2 
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Example 3 

 
 

 
Audio Guidelines 

 
Text Only 

 
Read the title of the number line only or any caption that is being used in the title format. Allow all 
letters, words, and number on the number line to be available on demand. 

 
Text and Graphics 

 
Start by reading the title of the number line. 

 
Read the range on the bottom along with the increments displayed. 

 
Read the letters or words on the number line along with their location. Be careful not to violate the 
construct being measured in doing so. In some cases, tactile representation is required to make the 
item accessible to blind students and some low-vision students. 

 
If a line or point being described falls between two marked values, then do not estimate or 
approximate numbers. Instead, use more general language such as “is located a little after,” “is 
located a little before,” “is closer to,” and “is midway between.” 

 
For bolded number lines, describe which parts are bolded. 

 
Application of Text and Graphics Guidelines 

 
Example 1 
A number line is shown with points A, B, C, and D and three equally spaced tick marks between the 
values of zero and one. Point A is located between zero and the first tick mark, and is closer to zero; 
point B is located between the second and third tick marks, and is much closer to the second tick 
mark; while point C and point D are closer to the value one. 

 
Example 2 
A number line shows zero and one with three tick marks in between: one-fourth, one-half, and 
three-fourths. Point A is marked midway between one-half and three-fourths. 
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Example 3 
A number line shows from negative twenty to positive twenty in increments of five. The areas from 
negative twenty to negative ten and positive ten to positive twenty are bolded with open circles at 
negative ten and positive ten. There are bolded arrows to the left of negative twenty and to the 
right of positive twenty. 

 
Spinners 

 
Example 1 
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Example 2 

 
 

Audio Guidelines 
 

Text Only 
 

Read the title of the spinner only. Allow for all letters, words, and numbers on the spinner to be 
available on demand. 

 
Text and Graphics 

 
Read the title of the spinner and reference it as a spinner. 

 
Read any words, symbols, or numbers in the spinner, starting at the top and moving clockwise. 

 
If necessary, describe the sizes of each section. Be sure not to violate the construct being measured 
in doing so. In some cases, tactile representation is required to make the item accessible to blind 
students and some low-vision students. 

 
When describing the size of sections, do not estimate or approximate a specific size if it is not labeled. 
Instead, use more general language such as “less than,” “more than,” and “half of.” Exceptions are 
for one-fourth, one-third, one-half, two-thirds, and three-fourths that are immediately apparent. 
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Application of Text and Graphics Guidelines 
 

Example 1 
Grades 7 and lower: A spinner is divided into eight sections of the same size. One number in each 
section is shown. From the top moving clockwise, the sections read three, four, two, one, three, 
one, two, one. 

 
Grades 8 and higher: A spinner divided into eight congruent sections. One number in each section 
is shown. From the top moving clockwise, the sections read three, four, two, one, three, one, two, 
one. 

 
Example 2 
There are three spinners shown labeled Spinner A, Spinner B, and Spinner C. Each spinner is divided 
into three sections. In Spinner A, one-half of the spinner is labeled yellow, one-fourth of the spinner 
is labeled blue, and one-fourth of the spinner is labeled red. In Spinner B, three-fourths of the 
spinner is labeled yellow, and the other part is divided evenly and labeled blue and red. In Spinner 
C, about one-third of the spinner is labeled yellow, about one-third of the spinner is labeled red, and 
about one-third of the spinner is labeled blue. 

 
Coins and Dollars 

 
Example 
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Audio Guidelines 
 

Text and Graphics 
 

Describe the money using standard language (penny, dime, quarter, or dollar). 
 

Be sure to read each currency symbol as a symbol and not to interpret the value. (e.g., two quarters 
instead of fifty cents, or three dimes instead of thirty cents) 

 
If reading the currency symbols violates the construct being measured, tactile representation is 
required to make the item accessible to blind students and some low-vision students. 

 
Application of Audio Guidelines 

 
Example 
A shows two quarters, one dime, and three pennies. 
B shows two quarters, two dimes, and three pennies. 
C shows three quarters and two pennies. 
D shows one one-dollar bill, one quarter, one dime, and two pennies. 

 
Numbered/Step Diagrams 

 
Example 

 
 

Audio Guideline 
 

Text Only 
 

Read the title of the diagram only. Allow for all letters, words, and numbers on the diagram to be 
available to be read on demand. 
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Text and Graphics 
Read the title of the diagram and a brief orientation of what the diagram shows. 

 
In logical order (left to right or top to bottom), read the steps or diagram numbers along with a 
description of the figures in each step. 

 
Describe the figures with enough detail to understand the item. Unless necessary, do not detail the 
specific characteristics of the figures being used. (e.g., color, size, location, shape, etc.) 

 
If the description violates the construct being measured (e.g., if the question asked “How many 
circles are in step 1?”), then adjust the description to be vague. In this case, tactile representation is 
required to make the item accessible to blind students and some low-vision students. 

 
Application of Audio Guidelines 

 
Example 
A diagram shows four steps of a pattern using circles and squares. Step one shows a square and 
four circles, step two shows two squares and seven circles, step three shows three squares and ten 
circles, and step four shows four squares and thirteen circles. 

 
Geometric Figures 

 
Example 1 
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Appendix H: Human Signer Guidelines 

Test Administration Protocol for the Human Signer Accommodation for English Language Arts 
(ELA) Assessments, and the Human Signer Accessibility Feature for Mathematics Assessments 

 
In cases where a student requires a sign language accommodation on the English language arts (ELA) 
assessments and/or a sign language accessibility feature on the mathematics assessments, and for 
whom the American Sign Language (ASL) video accommodation is not appropriate, a human signer 
must be provided. Human signers for 2023 Math and ELA assessments must follow these procedures 
during testing to ensure the standardization of the signed presentation to the students. 

 

Procedures for Human Signers Providing the Human Signer Accommodation for the ELA Assessments 
or the Human Signer Accessibility Feature for the Mathematics Assessments 

 
1. Signers must be trained on test administration policies by local Test Coordinators, as 

indicated in the Test Administrator Manuals (TAM). Signers must sign the Staff 
Confidentiality Agreement available at https://webnew.ped.state.nm.us/wp-
content/uploads/2021/07/StaffConfidentialityAgreement.pdf. 

2. Signers should use signs that are conceptually accurate (except for SEE2 users), with or 
without simultaneous voicing, translating only the content that is printed in the test book or 
on the computer screen without changing, emphasizing, or adding information. Signers may 
not clarify (except for test directions), provide additional information, assist, or influence the 
student’s selection of a response in any way. Signers must do their best to use the same signs 
if the student requests a portion repeated. 

3. Signers must sign (or sign and speak when using Sim-Com [Simultaneous Communication]) 
in a clear and consistent manner throughout test administration, using correct production, 
and without inflections that may provide clues to, or mislead, a student. Signers should be 
provided a copy of the test and the Test Administrator's Manual (which includes the test 
administrator’s directions) two school days prior to the start of testing, in order to become 
familiar with the words, terms, symbols, signs, and/or graphics that will be signed to the 
student. Review of the test materials must occur in a SECURE ENVIRONMENT. 

4. Signers should emphasize only the words printed in boldface, italics, or capital letters and 
inform the student that the words are printed that way. No other emphasis or inflection is 
permitted. 

5. Signers may repeat passages, test items, and response options, as requested, according to 
the needs of the student. Signers should not rush through the test and should ask the 
student if they are ready to move to the next item. 

6. Signers may not attempt to solve mathematics problems, or determine the correct answer 
to a test item while signing, as this may result in pauses or changes in inflection which may 
mislead the student. 

7. Signers must use facial expressions consistent with sign language delivery and must not use 
expressions which may be interpreted by the student as approval or disapproval of the 
student’s answers. 

8. Test Administrators must be familiar with the student’s Individualized Education Plan (IEP) or 
504 plan, and should know in advance which accommodations are required by the student,

https://webnew.ped.state.nm.us/wp-content/uploads/2021/07/StaffConfidentialityAgreement.pdf
https://webnew.ped.state.nm.us/wp-content/uploads/2021/07/StaffConfidentialityAgreement.pdf
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Appendix I: The 2023 Science/Math/ELA Assessments for Students with Visual 
Impairments, Including Blindness 

 
2023 Science, Math, and ELA Assessments and Students with Visual Impairment, Including 
Blindness 

I. Purpose of this Guidance 
The 2023 Science, Math, and ELA Assessments are provided online, in regular print, 
large print and braille. This document is for Test Coordinators, Test Administrators, 
test transcribers and teachers to clarify issues and potential questions for students 
with visual impairments, including blindness. Given the innovative approach to the 
2023 Science, Math, and ELA assessments, students with visual impairments who 
receive instructional and assessment accommodations, and those professionals that 
work with them, will need to plan ahead for testing to ensure that students have all 
necessary tools and materials available to complete assessment tasks. All 
accommodations must be documented in the student’s Individualized Education 
Program (IEP) or 504 plan. 

 
II. Frequently Asked Questions (FAQ) 

 

1. Who is an Eligible Test Administrator? 
In general, the following individuals may serve as a Test Administrator: 

 

• Individuals employed by the district as teachers 

• District and school-level administrators 

• Other certified educational professionals 

Eligible Test Administrators and proctors must attend training and follow test procedures 
and protocol. 

 
2. What is included in the braille/large print versions of the tests? What additional materials 

do I need? 
Large print and braille versions of the tests are used by students who have this 
presentation format identified in their IEPs or 504 plans for instruction and assessment. 
Charts in Section III of the Test Administrator Manual identify the materials packaged 
with each large print and braille test and additional needed materials. Additional 
materials needed must be documented in the student’s IEP or 504 plan, except for the 
following items: 
• Test Administrator Manual 
• No. 2 pencils with erasers 

• Blank scratch paper 
o Blank scratch paper may include: abacus, slate, stylus, Braille Math 

Window or Brannan Cubarithm. 

• Highlighter 
• Graph paper 

• Calculator 
o Use of a grade-level appropriate calculator is available to all students 

during designated portions of the mathematics assessment. 
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o Students who have calculators identified as a needed accommodation 
in an IEP or 504 plan may use the calculator on all portions of the 
mathematics assessment. 

 

3. What special issues exist regarding the use of optical or electronic magnification of the 
test? 

Electronic magnification systems enlarge print materials in black/white or color 
combinations. Magnification for viewing text and graphics can be increased up to 
800% with option for changing font colors, background colors, using a line marker, 
etc. They come in a variety of models – desktop or handheld, near or distance, 
stand alone or connected to a computer. Electronic magnification systems provide 
students with access to all printed materials, and the size of the print can be 
customized for the task. Students who require magnification by using an 
electronic magnification system can use a regular paper-based test book. 

• If the electronic magnification system used by the student has the ability to 
capture images, these images must be deleted at the end of the test session. 

• Graphics enlarged on an electronic magnification system may be problematic 
for some students with low vision. When an image is magnified, the student 
may not be able to see the whole graphic at once. If the student has difficulty 
with graphics, a large print test should be ordered. Large print is the regular 
print book enlarged to 150% which is equivalent to 18 point  font size. 

 
4. What special issues should be considered regarding students with a visual impairment, 

including blindness who may take the online test? 
 

For any student taking the online test, it will be delivered using iTester. 

Screen readers 
A screen reader is a software application, separate from text-to-speech embedded in 
iTester, which conveys web content through audio. Screen readers are appropriate 
for students who are experienced with using the software, including those who are 
blind or have a visual impairment. Students who take the 2023 Science, Math, and 
ELA assessments online using a screen reader must be able to independently navigate 
the online testing environment. Professionals who work with students who are screen 
reader users are encouraged to work with students during instructional activities to 
ensure that they have independent computer-access skills. The skills used to navigate 
the 2023 Science, Math, and ELA assessments are the same needed to access a 
variety of internet resources, including the ability to navigate by regions and headings 
and the ability to use keyboard shortcuts and lists, such as link lists. See a more 
comprehensive list of prerequisite skills in Section IV of this document. 
 
As with all students taking a 2023 Science, Math, and ELA assessment, students with 
a visual impairment, including blindness are encouraged to use the practice tests 
which include screen reader, large print or access to Braille Ready Files (.brf) to 
download a braille practice test. Practice tests are currently posted in the following 
locations on the New Mexico Help and Support site: 
NM-MSSA: https://newmexico.onlinehelp.cognia.org/practice-tests-nm-mssa/ 
NM-ASR: https://newmexico.onlinehelp.cognia.org/practice-tests-nm-asr/ 
 
For more information about prerequisite skills, refer to the Technology Skills Checklist 
below. 

  

https://newmexico.onlinehelp.cognia.org/practice-tests-nm-mssa/
https://newmexico.onlinehelp.cognia.org/practice-tests-nm-asr/
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Refreshable Braille Display 
Students who use a screen reader can also access the English language arts (ELA), Spanish 
language arts (SLA), and Mathematics assessments using a refreshable braille display. 
Students who choose to take advantage of refreshable braille during the assessment 
should be comfortable and independent with using a refreshable braille display in 
instructional activities prior to using one in an assessment environment. As stated above, 
students and professionals are encouraged to use the Practice Tests in order to become 
familiar and comfortable with the Computer Based Assessments. 
 

For more information about prerequisite skills, refer to the Technology Skills Checklist 
below. 

Screen enlargement 
The online 2023 Science, Math, and ELA assessments come with a built-in screen 
zoom/magnifier that can be used by all students at any time during the assessment 
period. The screen zoom enlarges the entire screen by increments of 150, 200, and 300%. 
 
Note that some graphical information may become “pixelated” at very high 
magnification. Students and teachers should explore the Practice Items in order to 
determine the efficacy of using the kiosk-based screen zoom/magnification tool in a 
testing environment. Note that screen zoom/magnification is not available in the 
browser-based practice test, therefore students needing to practice with this tool should 
access the practice test using the kiosk. 
 
For students who will use screen enlargement software with a Human Reader,  
refer to the Accessibility Features and Accommodations Manual, Appendix A: Test 
Administrator Protocol for the Human Reader Accommodation for English Language Arts 
(ELA) Assessments, and the Human Reader Accessibility Feature for Mathematics 
Assessments. 
 
For more information about prerequisite skills, refer to the Technology Skills Checklist 
below. 

Color Contrast/Reverse Contrast 
The iTester system provides a built-in method for changing the color contrast settings and 
is available to all students. Currently, there are twelve color contrast options students can 
choose from and the option to reverse the color contrast. 

 
Braillers and Braille Note-Takers 

Students who are accustomed to using a brailler, slate and stylus or a braille note- taker 
to produce work during instructional activities will be able to do so with the online test. 
In these cases, the student will produce their answers and transcribe them into iTester or 
have them transcribed into the iTester. 

 
5. Who can transcribe the tests? 

Only an Eligible Test Administrator who is a certified Teacher of Students with Visual 
Impairment, including Blindness or someone working under the direct supervision of an 
Eligible Test Administrator who is a certified Teacher of Students with Visual Impairment, 
including Blindness may transcribe the student’s responses into the test booklet, answer 
document or online form of the 2023 Science, Math, and ELA assessments. 

 
  



 

 ACCESSIBILITY FEATURES AND ACCOMMODATIONS MANUAL 139 

Answers written on braille paper must be transcribed onto the standard-size paper form 
of the 2023 Science, Math, and ELA assessment. If responses are written on an electronic 
braille note-taker, they should be printed and transcribed into a standard-size paper test 
booklet or answer document. The file in the electronic braille note-taker must be deleted 
following successful transcription of the student’s responses. Note: A student response 
can be embossed for their reviews, after which copies must be securely shredded after 
transcription. 
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III. Testing Materials 

Science 

Materials/Language Large Print Braille Online 

Included with the 
Test  
 
English 

• Large Print Test Booklet 
– English version 

• Large Print test 
administrator special 
instructions 

• Standard size test 
booklet - English 

• Standard size answer 
document for 
transcription 

• Grade 11 Periodic Table 
Large Print – English 
version 

• Braille Test Booklet – 
English version 

• Braille test 
administrator special 
instructions 

• Standard size test 
booklet – English 

• Standard size answer 
document for 
transcription 

• Grade 11 Periodic Table 
Braille – English version 

• Embedded grade 11 
periodic table – English 

Spanish • Large Print Test Booklet 
– Spanish version 

• Large Print test 
administrator special 
instructions 

• Standard size test 
booklet - Spanish 

• Standard size answer 
document for 
transcription – Spanish 

• Grade 11 Periodic Table 
Large Print – Spanish 
version 

• Spanish Glossary of 
Science Terms for 
grades 5, 8, 11 Large 
Print version 

• Braille Test Booklet – 
Spanish version 

• Braille test 
administrator special 
instructions 

• Standard size test 
booklet - Spanish 

• Standard size answer 
document for 
transcription – Spanish 

• Grade 11 Periodic Table 
Braille – Spanish 
version 

• Spanish Glossary of 
Science Terms for 
grades 5, 8, 11 

• Embedded grade 11 
periodic table – Spanish  

• Embedded Spanish 
glossary of science 
terms for grades 5, 8, 
and 11 

Additional Materials 
Needed  
 
English and Spanish 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Other materials 
included in student’s 
IEP or 504 plan, such as 
Large Print writing 
devices, etc. 

• Scratch paper 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Other materials 
included in student’s 
IEP or 504 plan, such as 
Braille writing devices, 
etc. 

• Scratch paper 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Other materials 
included in student’s 
IEP or 504 plan, such as 
Large Print and Braille 
writing devices, etc. 

• Scratch paper 

• Student’s preferred 
access technology 
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English Language Arts (ELA) 

Materials Large Print Braille Online 

Included with the 
Test 

• Large Print Test Booklet 

• Standard Print Test 
Booklet or Answer 
Document for 
transcription 

• Braille test booklet or 
answer document with 
embedded tactile 
graphics (certain forms) 

• Standard Print Test 
Booklet or Answer 
Document for 
transcription 

• Tactile graphics – must 
order a Braille kit. 

Additional Materials 
Needed 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Blank scratch paper 

• Highlighter 

• Other materials 
included in the 
student’s IEP or 504 
plan 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Other materials 
included in student’s 
IEP or 504 plan, such as 
braille writing devices 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Other materials 
included in student’s 
IEP or 504 plan, such as 
braille writing devices 

• Student’s preferred 
access technology 
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Mathematics 

Materials 
Large Print English or 
Large Print Spanish 

Braille Online 

Included with the  
Test 

• Instructions for Large 
Print 

• Administration, 
including Test 
Administrator Scripts 

• Large Print Test Booklet 

• Standard Print Test 
Booklet or Answer 
Document for 
transcription 

• Instructions for Braille 

• Administration, 
including Test 
Administrator Scripts 

• Braille test booklet or 
answer document with 
embedded tactile 
graphics 

• Standard Print Test 
Booklet or answer 
document for 
transcription 

• Tactile graphics – must 
order a Braille kit. 

Additional Materials 
Needed 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Blank scratch paper 

• Highlighter 

• Regular classroom 
compass 

• Grade-level appropriate 
calculator – four- 
function or scientific 

• Other materials 
included in the 
student’s IEP or 504 
plan 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Braille writing devices, 
such as a Perkins 
Brailler or an electronic 
braille note-taker 

• Grade-level appropriate 
tactile compass 

• Grade-level appropriate 
calculator – four- 
function or scientific 

• Braille materials that 
can be used as scratch 
paper 

• Cranmer Abacus 

• Braille Math Window 

• Brannan Cubarithm 

• Test Administrator 
Manual 

• No. 2 pencils with 
erasers 

• Blank scratch paper or 
braille materials that 
can be used as scratch 
paper 

• Cranmer Abacus 

• Braille Math Window 

• Brannan Cubarithm 

• Grade-level appropriate 
tactile compass 

• Grade-level appropriate 
calculator – four- 
function or scientific 

• Other materials 
included in the 
student’s IEP or 504 
plan 

• Student’s preferred 
access technology 
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IV. Technology Skills Checklist 
Accessibility of testing materials for all students is an important part of the 2023 
Science, Math, and ELA assessments. For a student with visual impairment, including 
blindness to take the online test, he or she will need to have a minimum level of skills 
with computer technology and the assistive technology he or she uses to access 
instructional materials. The following is a list of skills a student should be using 
regularly during instructional activities and be proficient with on the day of testing in 
order to independently access the 2023 Science, Math, and ELA assessments online. 
Students should, at a minimum, be able to complete these tasks independently and 
should be given multiple opportunities to practice using the Practice Tests and the 
Sample Items available on the New Mexico Help and Support Site at 
https://newmexico.onlinehelp.cognia.org/. 
 

Screen Reader 

• Use arrow keys to navigate 
• Navigate by headings 
• Access and use the Headings List 
• Access and use the Links List 
• Activate Links using keyboard commands 
• Activate Buttons 
• Adjust voice settings 
• Select text using keyboard commands 
• Copy text to clipboard 
• Paste text from clipboard 
• Access edit fields 
• Use check boxes 
• Use radio buttons 
• Enter and exit forms mode 
• Navigate, locate and read text on a webpage 

• Navigate and understand a table 

Refreshable Braille Display 

• Complete all of the functions listed under Screen Reader 

• Use corresponding commands to run a screen reader with a supported refreshable braille 
display 

 

Screen Magnification 

• Adjust color and contrast settings 

• Adjust magnification settings 

https://newmexico.onlinehelp.cognia.org/
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