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Section 1: Introduction 
 

1.1 About this Manual 
Ohio’s Accessibility Manual is a comprehensive policy document providing information about the accessibility 
features of Ohio’s State Tests for grades 3-8 and high school in English language arts, mathematics, science 
and social studies. The manual helps to define the specific accessibility features available for all students, 
students with disabilities, students who are English learners and students who are English learners with 
disabilities. The intended audience of the manual is district decision makers and teams who will determine the 
accessibility features for all students taking the tests.  
 

1.2 About Accessibility Features on Ohio’s State Tests 
Ohio regards tests as tools for enhancing teaching and learning. Ohio is committed to providing all students, 
including but not limited to, students with disabilities, English learners, English learners with disabilities, and 
underserved populations, with equitable access to high-quality, 21st century assessments. By applying 
principles of universal design, leveraging technology, and embedding and allowing a broad range of 
accessibility features, Ohio’s State Tests provide opportunities for the widest possible number of students to 
demonstrate their knowledge and skills. Ohio sets and maintains high expectations that all students will have 
access to the full range of grade-level and course content standards. Together, these elements will increase 
student access to Ohio’s State Tests with fidelity of implementation. 
 
Ohio’s goals for promoting student access include: 

● Applying principles of universal design to the development of the assessments such that the 
assessments provide the greatest amount of accessibility and minimize test related barriers for all 
students; 

● Measuring the full range of complexity of the standards; 
● Leveraging technology for the accessible delivery of the assessments; 
● Building accessibility throughout the test without sacrificing assessment validity; and 
● Using a combination of accessible design and accessible technologies from the inception of items and 

tasks. 

 
1.3 General Testing Procedures 
For information about coordinating or administering Ohio’s State Tests, including test security policies, 
administrative procedures and tasks to complete before, during and after testing, refer to the Test 
Coordinator’s Manual and the Directions for Administration Manual. Manuals are available on the Ohio’s State 
Tests Portal.  
 

  

http://www.ohiostatetests.org/
http://www.ohiostatetests.org/
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Section 2: Ohio’s Accessibility Features for Students Taking Ohio’s 
State Tests 
 
2.1 Decision-Making Framework for Accessibility Features 
Students should be familiar with accessibility features prior to testing and should have the opportunity to select, 
practice and use those features in instruction before test day. Students can become familiar with the computer-
based features by accessing the practice items available on the Student Practice Site on Ohio’s State Test 
Portal. Appendix G provides a graphic to assist district testing accessibility decision makers in selecting 
appropriate features based on student needs. The graphic shows the various layers of features and provides 
guiding questions to support the district’s selection process. 

 
2.2 Ohio’s Accessibility Features  
Through a combination of universal design principles and computer-embedded accessibility features, Ohio has 
designed an inclusive assessment system by considering accessibility from initial design through item 
development, field-testing and implementation of the assessments for all students. Although accommodations 
may still be needed for some students with disabilities and English learners to assist in demonstrating what 
they know and can do, the computer-embedded accessibility features should minimize the need for 
accommodations during testing and ensure the inclusive, accessible and fair testing of the diverse students 
being assessed. 

Ohio’s Accessibility System 
 

 

http://oh.portal.airast.org/ocba/students-and-families/
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Accommodations for students with disabilities must be documented on IEPs or 504 plans. Other accessibility 
features are not required to be documented to be provided. However, if there is an accessibility feature that a 
team wants to ensure a student receives, the team should document the feature on the student’s IEP or 504 
plan as well. 
 
For example, if a student with a disability needs to have the test administered in a small group setting or if a 
student must have color contrast for testing, these features also should be included on the IEP or 504 plan. If 
they are not included on a plan, they may still be provided, but documenting the student’s need ensures that 
the features are provided. 

 
2.3 Administrative Considerations 
Students are typically tested in their general education classrooms following the test administration schedule 
for the grade and content area being administered. However, the administrator has the authority to schedule 
students in testing spaces other than general education classrooms and at different scheduled times, as long 
as all requirements for testing conditions and test security are met as set forth in the Test Administration 
Manual. Decisions may be considered, for example, that benefit students who are easily distracted in large 
group settings by testing them in a small group or individual setting. In general, changes to the timing, setting 
or conditions of testing are left to the discretion of the principal or test coordinator. 
 
In accordance with principles of universal design for assessment, these administrative considerations are 
available to all students. 
 

Administrative Considerations Description 

Familiar test administrator The student knows the test administrator and/or interpreter. 

Frequent breaks 

All students may take breaks as needed. Frequent breaks refers 
to multiple, planned, short breaks during testing based on a 
specific student’s needs (for example, the student fatigues 
easily). During each break, the testing clock is stopped.  
Students should pause their test when taking a break. Students 
may pause their test from the student testing site or the test 
administrator may do so from the Test Administrator Interface.  
 
Pausing a student’s test signs the student out of his or her test. A 
student who pauses his or her test and signs back into the test 
on the same school day will be able to revisit all the items on the 
test.  
 
A warning message displays after 20 minutes of test inactivity. If 
the student does not click OK within 30 seconds after this 
message appears, the test is paused and they are signed out. 

Separate or alternate location 
The test is administered in a different location than the location 
where other students are testing (for example, a different 
classroom). 

http://oh.portal.airast.org/
http://oh.portal.airast.org/
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Small group 

A small group is a subset of a larger testing group assessed in a 
separate location. There is no specific number defined for a small 
group, but two to eight students is typical. A “group” of one also is 
permissible. Small groups may be appropriate for human read-
aloud and translated test administration or to reduce distractors 
for some students. 

Specialized equipment or furniture This includes equipment such as adjustable desks or chairs.  

Specified area or seating 
The student sits in a specific place in the test setting, such as by 
the window for natural light or beside the test administrator’s 
desk. 

Time of day 
The student takes test during time of day most beneficial to his or 
her performance. Care must be taken to ensure that the student 
has all allowable time available for testing. 

 

2.4 Universal Tools 
On the Ohio computer-based assessments, universal tools are features or preferences that are either built into 
the assessment system or provided externally by test administrators. Universal tools are available for all 
students taking Ohio’s State Tests. Since these features are available for all students, they are not classified 
as accommodations. Students should be familiar with these features prior to testing and should have the 
opportunity to select and practice using them in order to appropriately use these features on test day. Universal 
tools are intended to benefit a wide range of students and may be used by the student at his or her discretion 
during testing.  
 

Universal Tools Description 

Blank paper 

The test administrator provides blank scratch paper to students to take 
notes and/or work through items during testing. Blank paper is required 
for the English language arts tests. For mathematics, science and social 
studies, blank paper must be available upon request. Refer to the Test 
Administration Manual for more information about blank paper. 

Calculator – Test Delivery System 

The Test Delivery System provides a calculator for student use on 
calculator-allowable mathematics tests or parts of test and the physical 
science test.  
 
The graphing calculator is available on the following tests: 

• Algebra I 

• Geometry 
• Integrated Mathematics I 
• Integrated Mathematics II 

 
The scientific calculator is available on the following tests: 

• Physical Science 
• Grades 6 to 8 Mathematics 

http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/
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Additional calculator guidance is on the mathematics page on the 
Department website, in the Test Administration Manual and in the 
Student Practice Site resources. 

General directions 

The test administrator must read the scripted general directions for 
starting all administrations and must not deviate from the script. After 
the test administrator has read the directions, students may ask for the 
directions to be repeated or clarified. General directions may be 
translated or signed (e.g. ASL). General directions include the scripted 
information for students that comes before the test starts. Once 
students have begun the test, nothing may be clarified.  

General masking The student electronically “covers” parts of the test with a blank box, as 
needed. The student may uncover anything masked when ready.  

Headphones  

The student uses headphones or earbuds to access text-to-speech or 
media on the assessment.  
Students using text-to-speech must use headphones if tested in a group 
setting. If a student will use the available text-to-speech tool on 
mathematics, science or social studies in a group testing situation, the 
student must use headphones or earbuds. If the student is tested in a 
one-on-one situation, speakers are allowable. Students testing in a one-
on-one setting may use external speakers. 
At this time, there are no audio clips embedded in any content area 
test. Therefore, headphones are not required for testing unless a 
student is using the text-to-speech feature in a group setting. 
Students with hearing impairments may use personal FM systems. For 
more information on additional assistive technology devices and 
software for use on Ohio’s State Tests, refer to Appendix D of this 
manual. 

Highlight The student electronically highlights text as needed to recall and/or 
emphasize. 

Line reader The student uses an onscreen tool to assist in reading by raising and 
lowering the tool for each line of text on screen. 

Magnification or enlargement 
(Zoom) 

The student enlarges text and graphics on screen. Students may zoom 
up to four times. Maximum zoom is about 250 percent depending on the 
device. 

Mark for review (Flag items) The student electronically “flags” or “bookmarks” items to review later. 

Notepad The student writes notes using the embedded notepad feature. 

Paginated stimuli and reading 
mode 

The student moves between pages of a reading passage by clicking on 
the arrow keys below the passage. The student can also select to open 
the Reading Mode window which displays two pages of the reading 
passage at a time.  
 

http://education.ohio.gov/Topics/Ohios-Learning-Standards/Mathematics
http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/resources/
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Paginated stimuli and reading mode are available only for ELA and 
some social studies tests. 

Redirect student to the test The test administrator redirects the student’s attention to the test 
without coaching or assisting the student in any way. 

Spellcheck 

This feature allows the student to check the spelling of words in student-
generated responses.  
Spellcheck is available only for some science and social studies items 
that require a student to write/type a response. Unlike some word 
processing programs, the Student Testing Site does not automatically 
highlight misspelled words as the student types. Students must click the 
ABC button to check spelling. Spellcheck is not allowed on the English 
language arts tests. There are no type-written responses for 
mathematics. 

Strikethrough  
(Eliminate answer choices) 

The student electronically “crosses out” possible answer choices (for 
multiple choice items only). 

Text-to-speech for mathematics, 
science and social studies 

Text-to-speech as a universal tool will be turned on for mathematics, 
science and social studies. The text-to-speech feature reads aloud the 
test to the student when the student selects an available “speak” option.  
Student must use headphones if tested in a group setting. 
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this feature 
for English language arts. 

Text-to-speech tracking for 
mathematics, science and social 
studies 

The feature will highlight words in test questions as the embedded text-
to-speech feature reads the test aloud.  
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this feature 
for English language arts. 

Writing tools Writing tools (cut and paste, copy, underline, bold and insert bullets) are 
available for select constructed-response items.  

 
2.5 Designated Supports 
A relatively small number of students will require additional features for their particular needs (for example, 
changing the background or font color or disabling text-to-speech for the mathematics assessments). Providing 
too many tools on screen might distract some students. Therefore, some designated features will be selected 
ahead of time based on the individual needs and preferences of the student. Students should practice using 
these features and understand when and how to use them. Students can decide whether or not to use a pre-
selected support without any consequence to the student, school or district. 
 
Individualizing access needs on the test for each student provides increased opportunities to accurately 
demonstrate knowledge and skills. 
 
Designated supports are divided into two types: 1) embedded designated supports; and 2) non-embedded 
designated supports. Embedded supports are those that are available as part of the technology platform. They 
can be enabled in three different ways:  

1. By uploading a student settings file in TIDE; 
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2. By marking the features under the “Test Settings” section of the student’s record manually in TIDE; or  
3. Test administrators can select the feature(s) under “Test Settings” in the Test Administrator Interface 

when approving the student to test during the test session.  
 
Non-embedded supports are not part of the technology platform so test administrators must provide them 
locally. 
 

Designated Supports 

Embedded Designated 
Supports Description 

Background/font color choice  
• Black on light yellow 
• Black on light blue 
• Black on light magenta 
• White on black (inverted) 
• White on navy blue 

Alternate on-screen background and font color is enabled. 
A note about color blindness: The Department follows accessibility 
color guidelines when developing test items. Items on state tests 
should not be color dependent. Graphs, maps, charts and other images 
may have color, but being able to distinguish the colors should not 
affect a student’s ability to respond to a question. 
 
When using color-contrast options, the contrast may not transfer to 
some images or text in images. If a student comes to an item that he or 
she cannot answer, either because it is not universally accessible or 
the color contrast does not work properly, it is allowable for the test 
administrator to describe what needs to be explained to the student to 
be able to answer the question. The test administrator must be 
cautious to not provide any information that gives the answer to the 
student. 

Disable general masking Turn off general masking to reduce student distraction. 

Disable paginated stimuli and 
reading mode 

Turn off paginated stimuli and reading mode to reduce student 
distraction. 

Disable text-to-speech for 
mathematics, science and social 
studies 

Turn off text-to-speech to reduce student distraction. 

Disable text-to-speech tracking for 
mathematics, science and social 
studies 

Turn off text-to-speech tracking to reduce student distraction. 

Mouse pointer size and color 
• Large/extra large black 
• Large/extra large green 
• Large/extra large red 
• Large/extra large yellow 
• Large/extra large white 

Adjust the size and color of the mouse cursor as it appears on the 
student's screen. 
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Print size 
• Level 0: 1X (default/no zoom) 
• Level 1: 1.5X 
• Level 2: 1.75X 
• Level 3: 2.5X 
• Level 4: 3X 

The print size can be pre-set to one to four levels larger than the 
default.  

Non-embedded Designated 
Supports Description 

Calculator - handheld 

Students may use handheld calculators for calculator-allowable 
mathematics tests or parts of test and the physical science test.  
 
Additional calculator guidance is in the Test Administration Manual and 
in the Student Practice Site resources. 

External magnification or 
enlargement device 

The student uses external magnification or enlargement devices to 
increase the font or graphic size (e.g., projector, closed-circuit 
television, eye-glass mounted or hand-held magnifiers, electronic 
magnification systems, etc.). 

Music and white noise 

A student or group of students listens to background music during 
testing. The test administrator may play music to a student or group of 
students, or a student may use a teacher-provided device and earbuds. 
Music selections should be free of any test content-specific lyrics. Test 
security must be maintained. Students may not use a personal device 
(e.g. cell phone, MP3 player). 
 
Additional information about the electronic device policy is in the Test 
Administration Manual. 

Noise buffers  

The student uses headphones/earbuds or earplugs to minimize 
distraction or filter external noise during testing. If students use 
headphones/earbuds as noise buffers, they should not be plugged into 
a device. 

Rulers, angled-rulers, compasses 
and protractors 

Students may be familiar with these tools from instruction at various 
grade levels and want to use them on the test. While these tools are 
not required for testing, districts may choose to provide them to 
students or allow students to provide their own. The tools cannot 
contain any additional writing or information that may provide an unfair 
testing advantage. Examples of additional writing could include but are 
not limited to multiplication tables, formulas or conversion charts. 

http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/wp-content/uploads/OST_Fall-2016_Test_Administration_Manual.pdf
http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/
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Specialized paper  

In addition to blank paper, students may use test administrator-
provided grid paper, wide-ruled paper, Braille paper, raised-line paper, 
bold-line paper, raised-line grid paper, bold-line grid paper, colored 
paper, etc. The paper provided cannot contain any writing that may 
give the student an unfair testing advantage. Examples of additional 
writing that is prohibited can include but is not limited to number lines, 
two-column tables, fraction models and coordinate grids. Students also 
may use personal white boards.  

Student reads test aloud to self  

Student reads aloud to self. This feature includes the use of whisper 
phones. Student must be tested in a one-on-one setting so that the 
student does not disturb other students or in a setting in which students 
are separated enough from each other that they cannot hear each 
other and do not disturb one another. 

Timer 

Student uses a timer. There are a variety of timers that students may 
use, ranging from basic kitchen timers to more complex wearable 
devices that vibrate or flash at preset intervals or timers with visual 
clues such as a red covering that disappears as the timer counts down. 
Students may not use cell phones and devices must not connect to the 
internet. 

 

 2.6 Accommodations for Students with Disabilities and English learners   
While all students potentially can benefit from the universal tools and designated supports embedded within 
the test, some students may still need further support to access the tests and show what they know. Those 
students may require testing accommodations. Accommodations for testing are supports that are already 
familiar to the student because they are being used in the classroom to support instruction.   
 
Four distinct groups of students may receive accommodations on Ohio’s State Tests: 

1. Students with disabilities who have an Individualized Education Program (IEP); 
2. Students with a Section 504 plan who have physical or mental impairments that substantially limit 

one or more major life activities, have records of such impairments, or are regarded as having such 
impairments, but who do not qualify for special education services; 

3. Students who are English learners (Guidelines for determining English learner status can be 
found in the Ohio Statewide Assessments Rules Book.) Students who have exited English learner 
status may not receive English learner accommodations on Ohio’s State Tests; and 

4. Students who are English learners with disabilities who have IEPs or 504 plans are eligible for 
both accommodations for students with disabilities and English learners. For additional guidance 
and information about English learners with disabilities, access the About the Lau Resource Center 
page of the Ohio Department of Education website. 

For Ohio’s State Tests, accommodations are considered to be adjustments to the testing conditions, test 
format or test administration that provide equitable access during assessments for students with disabilities 
and students who are English learners. The administration of the assessment should never be the first 
occasion in which an accommodation is introduced to the student.  
 
Accommodations should: 

•  Provide equitable access during instruction and assessment; 
•  Mitigate the effects of a student’s disability or English learner status; 
•  Not reduce learning or performance expectations; 
•  Not change the construct being assessed; and 
•  Not compromise the integrity or validity of the assessment. 

http://education.ohio.gov/Topics/Testing/Testing-Forms-Rules-and-Committees/Ohio-Statewide-Assessment-Program-Rules-Book
http://education.ohio.gov/Topics/Other-Resources/Limited-English-Proficiency/About-the-Lau-Resource-Center
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The guidelines provided in this manual are intended to ensure that valid and reliable scores are produced on 
Ohio’s State Tests and that an unfair advantage is not given to students who receive accommodations. 
Outside of the guidance provided in this manual, changes to an accommodation or the conditions in which it is 
provided may change what the test is measuring, and will likely call into question the reliability and validity of 
the results regarding what a student knows and is able to do as measured by the test.  
 
Accommodations should adhere to the following principles: 

• Accommodations enable students to participate more fully and fairly on assessments and to 
demonstrate their knowledge and skills; 

• Accommodations should be based upon an individual student’s needs rather than on the category of a 
student’s disability, level of English language proficiency alone, level of or access to grade-level 
instruction, amount of time spent in a general classroom, current program setting or availability of staff; 

• Teams should base accommodations on a documented need in the instruction and assessment setting 
and educators should not provide accommodations in order to give the student an enhancement that 
others could view as an unfair advantage; 

• IEP teams and 504 Plan coordinators should describe and document accommodations for students 
with disabilities in the student’s appropriate plan (i.e., either the IEP or 504 Plan); 

• Ohio requires that districts develop district-wide educational plans for English learners that include 
testing accessibility features; 

• Educators should not introduce accommodations to the student for the first time during testing; 
• When allowable, students also should use accommodations used during instruction on district 

assessments and state tests. 
 

The table below shows the allowable accommodations for Ohio’s State Tests. Note that some 
accommodations students use in the classroom will reduce the validity of a student’s test score and are not 
allowable, such as use of a thesaurus or access to the Internet during testing.  
 

Accommodations for Students with Disabilities 

Presentation Accommodations 

Presentation accommodations 
alter the method or format used 
to administer Ohio’s State Tests 
to a student, by changing either 
the auditory, tactile, visual and/or 
a combination of these 
characteristics.  

Description 

Students who benefit most from presentation accommodations 
are those with disabilities that affect reading standard print, 
typically as a result of a physical, sensory, cognitive or specific 
learning disability. 

Additional assistive technology 
regularly used in instruction  

Students may use a range of assistive technologies on Ohio’s State 
Tests including devices that are compatible with the AIR Student 
Testing Site, and those that are used externally (i.e., on a separate 
device). 
For more information on additional assistive technology devices and 
software for use on Ohio’s State Tests, refer to Appendix D of this 
manual. 

Human reader for computer-based 
test 

A test administrator or monitor reads from the student’s computer 
screen to the student. For computer-based testing, most students 
should be able to use text-to-speech for a read-aloud. In some cases, 
a student’s disability may prohibit them from using the text-to-speech 
feature and require a human reader.  
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If testing in a small group, test administrators should ensure that all 
students in the group have similar abilities so that the reader’s pace 
meets all student’s needs without being too slow or too fast for any 
student.  
Refer to the TIDE User Guide for information about setting up groups 
for computer-based testing. 
If a student need this accommodation, then the person providing the 
accommodation must read the entire test to the student. It cannot be 
“as needed” or “on demand.” 
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this 
feature for English language arts. 

Paper version of test instead of 
online 

If a student’s class is taking Ohio’s State Tests in an online 
environment and A paper version of the test is available for the small 
number of students is who are unable to use a computer due to the 
impact of their disability, it is allowable for the student to take the test 
on paper instead. Before selecting a paper version of the test, IEP 
teams and 504 plan coordinators should first consider other 
accessibility features. Students who take a paper-based test should 
be unable, even with support, to use technology to produce and 
publish writing using keyboarding. 
 
Situations that may require this accommodation include: 

● A student with a disability who cannot participate in the online 
assessment due to a health-related disability, neurological 
disorder or other complex disability and/or cannot meet the 
demands of a computer-based test administration even with 
other accessibility features such as extended time, frequent 
breaks or a scribe; 

● A student with an emotional, behavioral or other disability who 
is unable to maintain sufficient concentration to participate in a 
computer-based test administration, even with other 
accessibility features such as a familiar test administrator, 
frequent breaks, small group, specified seating or a timer; 

● A student with a disability who requires assistive technology 
that is not compatible with the testing platform. 

 
If a student takes a paper version of a test, the student must take 
both parts of the test on paper. 
Refer to Appendix A of this manual for additional information about 
paper-based testing. 

Read-aloud on English language 
arts 

“Read-aloud” as a general term is when a student is administered a 
test via text-to-speech, human reader-aloud, screen reader or sign 
language interpreter. 
The read-aloud accommodation for the English language arts test is 
intended to provide access for a very small number of students to 
printed or written texts on the tests. These students have print-related 
disabilities and otherwise would be unable to participate in the state 

http://oh.portal.airast.org/
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tests because their disabilities severely limit or prevent them from 
decoding, thus accessing printed text.  
Because students who require this accommodation are unable to 
access printed text, they must have a read-aloud for the entire test, 
including the items, answer options, charts/graphs/figures and 
passages. This accommodation is not intended for students reading 
somewhat (only moderately) below grade level. 
In making decisions on whether to provide a student with this 
accommodation, IEP teams and 504 plan coordinators should 
consider whether the student has: 

• A disability that severely limits or prevents him or her from 
accessing printed text, even after varied and repeated 
attempts to teach the student to do so (for example, the 
student is unable to decode printed text); 

                                                  OR 
• Blindness or a visual impairment and has not learned (or is 

unable to use) Braille; 
                                                  OR 

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

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

• The student has access to printed text during routine 
instruction through a reader, or other spoken-text audio format 
accessible educational materials (AEM) or sign language 
interpreter; 

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

• The student receives ongoing, intensive instruction and/or 
interventions in foundational reading skills to continue 
attaining the important college- and career-ready skill of 
independent reading. 

 
For information about who needs AEM, how to obtain AEM and tools 
to support AEM, visit the Assistive Technology & Accessible 
Educational Materials Center online (http://ataem.org/); 
 
IEP teams and 504 plan coordinators make decisions about who 
receives this accommodation. Schools should use a variety of 
sources as evidence (including state assessments, district 
assessments and one or more locally administered diagnostic 
assessments or other evaluation). 
For students who receive this accommodation, no claims should be 
inferred regarding the student’s ability to demonstrate foundational 
reading skills. 

http://ataem.org/
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Refer to the Test Administration Manual for more information about 
administering a test through a human reader. 

Screen reader mode 

Screen reader mode is for students with visual impairments who use 
screen readers. Students who do not use screen readers should not 
use screen reader mode. Screen reader mode changes the 
presentation of items and removes some features. Students working 
in this mode do not have the same access to tools. Additional 
information about the screen reader and functionality is in the Test 
Administration Manual, Practice Test Guidance Document and TIDE 
User Guide.  
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this 
feature for English language arts.  
 
Screen reader mode is not available for grade 8 science, biology or 
physical science. By design, screen reader mode does not render 
simulations and displays alternate text that describes the key 
information about the simulation needed to answer the associated 
items. Screen reader mode is not available for these tests because 
they contain simulations that cannot be adequately described due to 
the complexity of the simulations.  
 

Sign language interpreter 

Any student who is deaf or has hearing loss may have a sign 
language interpreter reflecting their IEP accommodations (American 
Sign Language, Signed English, Cued Speech) for mathematics, 
science and social studies.  
For the purposes of statewide testing, sign language is considered a 
second language and should be treated the same as any other 
language from a translational standpoint. The test must be signed 
verbatim. The intent of the phrase “signed verbatim” does not mean a 
word-to-word translation, as this is not appropriate for any language 
translation. The expectation is that the interpreter should faithfully 
translate, to the greatest extent possible, all of the words on the test 
without changing or enhancing the meaning of the content, adding 
information or explaining concepts unknown to the student.  
If a sign language interpreter perceives that a specific sign gives a 
student the answer or otherwise provides an unfair advantage, an 
alternate sign or finger spelling should be used. 
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this 
feature for English language arts. 

Text-to-speech for English language 
arts 

The text-to-speech feature reads aloud the test to the student when 
the student selects an available “speak” option.  
Student must use headphones if tested in a group setting. 
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this 
feature for English language arts. 

http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/


 

 
  Page 15   |   OHIO’S ACCESSIBILTY MANUAL   |   January 2017 

Text-to-speech tracking for English 
language arts 

The feature will highlight words in test questions as the embedded 
text-to-speech feature reads the test aloud.  
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this 
feature for English language arts. 

Response Accommodations 

Response accommodations 
allow students to use alternative 
methods for providing responses 
to test items, such as through 
dictating to a scribe or using an 
assistive device.  

Description 

Response accommodations can benefit students who have 
physical, sensory or learning disabilities who have difficulties 
with memory, fine-motor skills, sequencing, directionality, 
alignment and organization. 

Additional assistive technology 
regularly used in instruction  

Students may use a range of assistive technologies on Ohio’s State 
Tests, including devices that are compatible with the Student Testing 
Site and those that are used externally (i.e., on a separate device). 
For more information on additional assistive technology devices and 
software for use on Ohio’s State Tests, refer to Appendix D.  

Answers transcribed by test 
administrator 

The student records his or her answers directly on paper and the test 
administrator/monitor transcribes the responses verbatim into the 
Student Testing Site. 

Braille notetaker 

A student who is blind or has visual impairments may use an 
electronic Braille notetaker. For Ohio’s State Tests, grammar 
checker, Internet and stored file functionalities must be turned off. 
 
The responses of a student who uses an electronic Braille notetaker 
during Ohio’s State Tests must be transcribed exactly as entered in 
the electronic Braille notetaker. Only transcribed responses will be 
scored. Transcription guidelines are available in Appendix C of this 
manual. 

Braille writer 

A student who is blind or has visual impairments may use an 
electronic Braille writer. A test administrator must transcribe into the 
computer the student’s responses exactly as entered in the electronic 
Braille writer.  
Only transcribed responses will be scored. Transcription guidelines 
are available in Appendix C of this manual. 

Calculation device or fact charts on 
non-calculator mathematics test or 
part of test 

The student uses a calculation device or fact chart (for addition, 
subtraction, multiplication or division only) on a non-calculator 
mathematics test or part of test. Both parts of grades 3 through 5 
mathematics tests and part 1 of grades 6 and 7 mathematics tests 
are non-calculator tests. 
The accommodation would be permitted on test sections for which 
calculators are not allowed for other students. IEP teams and 504 
plan coordinators should carefully review the following guidelines for 
identifying students to receive this accommodation. 
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This accommodation is for students with disabilities that severely limit 
or prevent their abilities to perform basic calculations (i.e., single-digit 
addition, subtraction, multiplication or division). 
In making decisions whether to provide the student with this 
accommodation, IEP teams and 504 plan coordinators should 
consider whether the student has a disability that severely limits or 
prevents the student’s ability to perform basic calculations (i.e., 
single-digit addition, subtraction, multiplication or division), even after 
varied and repeated attempts to teach the student to do so. 
Before documenting the accommodation in the student’s IEP or 504 
plan, teams also should consider whether: 

● The student is unable to perform calculations without the use 
of a calculation device, arithmetic table or manipulative during 
routine instruction; 

● The student’s inability to perform mathematical calculations is 
documented in evaluation summaries from locally 
administered diagnostic assessments; 

● The student receives ongoing, intensive instruction and/or 
interventions to learn to calculate without using a calculation 
device, in order to ensure that the student continues to learn 
basic calculation and fluency. 

 
Calculators are not allowed on grades 5 and 8 science tests or the 
biology end-of-course test. 
Specific calculation devices must match the Ohio’s State Tests 
calculator policy. 

Mathematical tools – allowable tools 
as accommodation include: 

• 100s chart 
• Abacus and other specialized 

tools for students with visual 
impairments 

• Algebra Tiles  
• Base 10 blocks 
• Counters and counting chips 
• Cubes 
• Fraction tiles and pies without 

numerical labels 
• Square tiles 
• Two-colored chips 

Student uses these tools and manipulatives to assist mathematical 
problem solving. These manipulatives allow the flexibility of grouping, 
representing or counting without numeric labels. 
A student with a visual impairment may need other mathematical 
tools such as a large print ruler, Braille ruler, tactile compass or 
Braille protractor. 
The Department will review and revise this list annually as needed. 
Allowable for mathematics and physical science tests only. 

Scribe 

The student dictates responses either verbally, using a speech-to text 
device, augmentative or assistive communication device (e.g., picture 
or word board), or by signing, gesturing, pointing or eye gazing. 
Grammar checker, Internet and stored files functionalities must be 
turned off. Word prediction must also be turned off for students who 
do not receive this accommodation. The student must test in a 
separate setting.  
In making decisions whether to provide the student with this 
accommodation, IEP teams and 504 plan coordinators should 
consider whether the student has: 

http://education.ohio.gov/Topics/Ohios-Learning-Standards/Mathematics
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● A physical disability that severely limits or prevents the 
student’s motor process of writing through keyboarding; 

                                                  OR 
● A disability that severely limits or prevents the student from 

expressing written language, even after varied and repeated 
attempts to teach the student to do so. 

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

● The student’s inability to express in writing is documented in 
evaluation summaries from locally administered diagnostic 
assessments; 

● The student routinely uses a scribe for written assignments; 
and 

● The student receives ongoing, intensive instruction and/or 
interventions to learn written expression, as deemed 
appropriate by the IEP team or 504 plan coordinator. 
 

Student’s responses must be transcribed exactly as dictated.  
Information about the scribing process is available in Appendix C of 
this manual. 

Specialized calculation device  

A student uses a specialized calculation device (for example, a large 
key, talking or other adapted calculator) on the calculator part of the 
mathematics assessments. If a talking calculator is used, the student 
must use headphones or test in a separate setting. 
The student must qualify for the calculation device or fact charts on 
non-calculator mathematics test or part of test accommodation to use 
a specialized calculator in those tests.  
Calculators are not allowed on science tests except physical science. 

Word prediction external device 

The student uses an external word prediction device that provides a 
bank of frequently or recently used words on screen as a result of the 
student entering the first few letters of a word. 
The student must be familiar with the use of the external device prior 
to assessment administration. The device cannot connect to the 
Internet or save information. 
In making decisions whether to provide the student with this 
accommodation, IEP teams and 504 plan coordinators are instructed 
to consider whether the student has: 

● A physical disability that severely limits or prevents the 
student from writing or keyboarding responses; 

                                                  OR 
● A disability that severely limits or prevents the student from 

recalling, processing and expressing written language, even 
after varied and repeated attempts to teach the student to do 
so. 

 
Before documenting the accommodation in the student’s IEP/504 
plan, teams/coordinators are instructed to consider whether: 
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● The student’s inability to express in writing is documented in 
evaluation summaries from locally administered diagnostic 
assessments; and 

● The student receives ongoing, intensive instruction and/or 
intervention in language processing and writing, as deemed 
appropriate by the IEP team/504 plan coordinator. 

Timing Accommodation 

Timing and scheduling 
accommodations are changes in 
the allowable length of time in 
which a student may complete 
the test. 

Description 

The extended-time accommodation is most beneficial for 
students who routinely need more time than is generally 
allowed to complete activities, assignments and tests. Extra 
time may be needed to: 

● Process written text (for a student who processes 
information slowly or has a human reader); 

● Write (for a student with limited dexterity); 
● Use other accommodations or devices. 

Extended time 

Student is allowed more time than allotted for each test part.  
In most cases, the Department recommends that extended time be 
defined for students and not open-ended. This accommodation is 
usually expressed as one and a one-half time (1.5x) or double time 
(2x). A student who has one and one-half time on a test that normally 
takes 90 minutes may be allowed 135 minutes. Extended time may 
not exceed one school day; students must complete each test part on 
the same day that part is started.  
Decisions about how much extended time is provided must be made 
on a case-by-case basis for each individual student, not for any 
category of students or group. Teams should keep in mind the 
purposes of different accommodations as they relate to disability 
characteristic or language barrier. Typically, if a student needs 
extended time, one and one-half time is sufficient. For some 
accommodations, such as use of a human reader or scribe, double 
time may be appropriate. Rarely is unlimited time (an entire school 
day) applicable.  
The department recommends Schools may choose to test that 
students with the extended-time accommodation take the tests in a 
separate setting to minimize distractions. to other students, and to 
The Department recommends consider scheduling these students for 
testing in the morning to allow adequate time for completion of a test 
part by the end of the school day. 

 

2.7 Considerations for English Learner Accommodations 
While all English learners have in common that they are acquiring English language proficiency, they are not a 
homogenous group. Similar to students with disabilities, English learners should not be assigned 
accommodations using a one-size-fits-all approach. Knowing the student is key. 
 
When considering accommodations for English learners, it is important to focus on the effectiveness of each 
accommodation for each individual student. Not only does an English learner’s English language proficiency 
influence accommodation effectiveness, but so do other factors, including their literacy development in English 
and their native language, grade, age, affective needs and time in U.S. schools. Keep in mind that the purpose 
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of English language assessment accommodations is not to improve an English learners rate of passing state 
assessments, but to allow more accurate demonstration of their knowledge of the content being assessed. 
 
All students who have been identified as an English learner may receive accommodations for English learners 
even if they do not participate in the district English learner program. Schools should monitor how English 
learners in the classroom benefit from English learner-specific accommodations when determining 
accommodations for state tests.  
 
Accommodations for English 
Learners   
Accommodations for English 
learners are intended to reduce 
and/or eliminate the effects of a 
student’s lack of English 
language proficiency. 

Description 

 
When making decisions about accommodations for English 
learners, teams should consider the effectiveness of the 
accommodation based on the English language proficiency 
level of the student. 

 
 

Extended time  

Student is allowed more time than allotted for each test part.  

In most cases, the Department recommends that extended time be 
defined for students and not open-ended. This accommodation is 
usually expressed as one and a one-half time (1.5x) or double time 
(2x). A student who has one and one-half time on a test that normally 
takes 60 minutes may be allowed 90. Extended time may not exceed 
one school day; students must complete each test part on the same 
day that part is started.  

Decisions about how much extended time is provided must be made 
on a case-by-case basis for each individual student, not for any 
category of students or group. Teams should keep in mind the 
purposes of different accommodations as they relate to disability 
characteristic or language barrier. Typically, if a student needs 
extended time, one and one-half time is sufficient. For some 
accommodations, such as an oral translation, double time may be 
appropriate. Rarely is unlimited time (an entire school day) 
applicable.  

The department recommends Schools may choose to test that 
students with the extended-time accommodation take the tests in a 
separate setting to minimize distractions. to other students, and to 
The department recommends consider scheduling these students for 
testing in the morning to allow adequate time for completion of a test 
part by the end of the school day. 

Appropriate for all English language proficiency levels. 

Human reader for computer-based 
test 

Not allowed for English learners on the English language arts test. 

A test administrator reads in English from the student’s computer 
screen to the student. For computer-based testing, most students 
should be able to use text-to-speech for a read-aloud.  

Test administrators must administer the read-aloud accommodation 
in a separate setting. This feature can be provided in small groups if 
set up as a small group administration in the Student Testing Site. If 
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testing in a small group, test administrators should ensure that all 
students in the group have similar abilities so that the reader’s pace 
meets all student’s needs without being too slow or too fast for some 
students.  

If a student need this accommodation, the person providing the 
accommodation must read the entire test to the student. It cannot be 
“as needed” or “on demand.” 

Appropriate for students who regularly have a human reader in the 
classroom and who have had very little or no prior experience or 
familiarity with computer-based testing technology. 

Refer to the Test Administration Manual for more information about 
administering a test through a human reader. 

Oral translation of the test  

Not allowed for English language arts test.  

Note: The general directions for all tests, including English language 
arts, may be translated. The general directions are the scripted 
directions the test administrator reads to all students before the test 
begins. The Department will not reimburse translators for translating 
general directions only. 

A translator reads aloud the test to a student in his or her native 
language. Translators will translate the test from the student’s device. 
Student responses must be recorded in the Student Testing Site in 
English. Responses submitted in a language other than English will 
not be scored. 

Refer to the Test Administration Manual for additional information 
about how to administer an oral translation. 

A translator must administer an oral translation of the test in a 
separate setting. 

Appropriate for beginning and some intermediate-level English 
learners but may not be appropriate for advanced-level English 
learners. 

Refer to the Test Administration Manual for more information about 
administering an oral translation. 

Scribe (In English) 

Not allowed for the English language arts test.  

The student dictates responses in English. The test administrator or 
monitor must test the student in a separate setting. 

May be appropriate for beginning-level English learners who do not 
have translators and who have better spoken than written English 
language proficiency. Typically not appropriate for intermediate- or 
advanced-level English learners. 

Stacked Spanish/English bilingual 
form of the test 

Not allowed for the English language arts test.  

http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/
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Test items presented with Spanish on the top and English on the 
bottom. Only responses in English will be scored.  

Appropriate for students who have content knowledge in both 
Spanish and English. Not appropriate for students who have not been 
instructed in tested content in Spanish. 

Text-to-speech Spanish/English 

Not allowed for the English language arts test.  

The text-to-speech feature reads aloud the test to the student. 

Recommended for beginning and some intermediate English learners 
but may not be appropriate for advanced-level English learners. 

Text-to-speech tracking 

Not allowed for the English language arts test.  

The feature will highlight words in test questions as the embedded 
text-to-speech feature reads the test aloud. 
 
May help some students who use text-to-speech. 

Word-to-word dictionary 
(English/Native Language) 

The student uses an allowable bilingual, word-to-word dictionary. 
Dictionaries that include definitions, phrases, sentences or pictures 
are not allowed. The student should be familiar with the dictionary he 
or she will use during testing. An electronic translator may be used 
instead of a paper dictionary. An electronic translator cannot connect 
to the Internet or store information. 

Recommended for intermediate and advanced English learners but 
may not be appropriate for beginning-level English learners. 

The Massachusetts Department of Elementary and Secondary 
Education has released a list of dictionaries that are known to meet 
the criteria for allowable dictionaries for statewide testing. This list 
may be accessed at doe.mass.edu/mcas/testadmin/lep-bilingual-
dictionary.pdf.  

 
Assessment scores for students who qualify and receive any of the accommodations listed in this manual will 
be aggregated with the scores of other students and those of relevant groups and will be included for 
accountability purposes. 
 

2.8 Other Accommodations and Modifications 
 
Emergency Accommodations 

An emergency accommodation may be appropriate for a student who incurs a temporary disabling condition 
that interferes with test performance shortly before or during the assessment window (e.g. the student has a 
recently fractured limb that affects physical access to the test, a student whose only pair of eyeglasses has 
broken or a student returning after a serious or prolonged illness or injury).  

If the principal (or designee) determines that a student requires an emergency accommodation, the optional 
Emergency Accommodation form found in Appendix E may be completed and maintained in the student’s file. 
The Department recommends that the school notify the parent or guardian that an emergency accommodation 
was provided. If appropriate, the form also may be submitted to the district testing coordinator to be retained in 
the student’s central office file.  

http://www.doe.mass.edu/mcas/testadmin/lep-bilingual-dictionary.pdf
http://www.doe.mass.edu/mcas/testadmin/lep-bilingual-dictionary.pdf
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Accommodation Irregularities 
In the event that a student was provided a test accommodation the student was not entitled to, or if a student 
was not provided a test accommodation the student was entitled to, the school should refer to the Test 
Incident Guidance Document located in the Test Administration Manual to determine next steps. 
 
 
Modifications on Assessments 
Modifications are not permitted on Ohio’s State Tests. Modifications, as contrasted with accessibility features, 
involve changes in the standards being measured on the test, or in the conditions in which a student takes the 
test that would result in changes in what the assessment is designed to measure (e.g., reducing or changing 
expectations for students), or provides an unfair advantage to a student.  
 
Examples of modifications the Department does not permit on Ohio’s State Tests include: 

● Allowing a student to be assessed off grade level; 
● Instructing a student to skip selected items, reducing the scope of assessments so a student needs to 

complete only a limited number of problems or items; 
● Modifying the complexity of assessments to make them easier (e.g., deleting response choices on a 

multiple-choice assessment so that a student selects from two or three options instead of four); 
● Providing hints, clues or other coaching that directs the student to correct responses; 
● Defining vocabulary on the assessment, for non-glossed words, or explaining assessment items; 
● Allowing the student to complete an assessment of English language arts in a language other than 

English; and 
● Using a dictionary that provides definitions (rather than an acceptable word-to-word dual language 

dictionary). 
 
Providing a student with modifications during Ohio’s State Tests may constitute a test irregularity and will result 
in an invalidated score (the score will not be counted) and/or an investigation by the state into the school’s or 
district’s testing practices. Moreover, providing modifications to students during statewide tests may have the 
unintended consequence of reducing their opportunities to learn critical content and may result in adverse 
effects on the students throughout their educational careers. 

http://oh.portal.airast.org/ocba/
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Section 3: Universal Design and Ohio’s State Tests 
 
The Department designed Ohio’s State Tests to ensure all students have the tools and supports to 
demonstrate what they know. Using universal design approaches, the test makers ensure that all students 
have an equal opportunity to show what they have learned. All students benefit from the flexibility universal 
design can bring to assessment design and administration, including students who need accommodations. 
Universally designed assessment aims to create multiple alternatives and approaches, so a maximum number 
of students can take the assessment without accommodations.  

Ohio has included the following universal-design requirements for item development for Ohio’s State Tests: 

● The item or task takes into consideration the diversity of the assessment population and the need to 
allow the full range of eligible students to respond to the item/stimulus. 

● Constructs have been precisely defined and the item or task measures what is intended. 
● Assessments contain accessible, non-biased items. 
● Assessments are designed to be amenable to accommodations. 
● Instructions and procedures are simple, clear and intuitive. 
● Assessments are designed for maximum readability, comprehensibility and legibility. 
● The item or task material uses a clear and accessible text format. 
● The item or task material uses clear and accessible visual elements (when essential to the item). 
● The item or task material uses text appropriate for the intended grade level. 
● Decisions will be made to ensure that items and tasks measure what they are intended to measure for 

English language learner students with different levels of English language proficiency and/or first 
language proficiency. 

● All accessibility features have been considered that may increase access while preserving the targeted 
construct. 

● Test developers considered multiple means of item presentation, expression and student engagement 
with regard to items/tasks for both students with disabilities and English learners. 
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Appendix A: Accessibility Features for Students Taking the Paper-
based Ohio’s State Tests 
 

1.0 Conditions for taking a paper-based test 
Although Ohio’s State Tests are computer-based using an online testing platform, there may be specific 
instances that require a student to take a paper-based assessment instead.  

Condition #1: The school is providing paper-based assessments for its students as the primary mode of 
administration. Beginning in 2017, districts and schools must deliver Ohio’s State Tests only online unless they can 
demonstrate the need for paper tests. Information about this process can be located on the Department website by 
searching for Capacity Planning Tool. 
 
Condition #2: A student is unable to use a computer due to the impact of his or her disability. Before selecting 
a paper version of the test, IEP teams and 504 plan coordinators should first consider other accessibility 
features. Students who take a paper-based test should be unable, even with support, to use technology to 
produce and publish writing using keyboarding. 
 
Situations that may require this accommodation include: 

• A student with a disability who cannot participate in the online assessment due to a health-related 
disability, neurological disorder or other complex disability and/or cannot meet the demands of a 
computer-based test administration even with other accessibility features such as extended time, 
frequent breaks or a scribe; 
 

• A student with an emotional, behavioral or other disability who is unable to maintain sufficient 
concentration to participate in a computer-based test administration, even with other accessibility 
features such as a familiar test administrator, frequent breaks, small group, specified seating or a timer; 
 

• A student with a disability who requires assistive technology that is not compatible with the testing 
platform. 

Condition #3: A student who is unable to access an online assessment due to religious beliefs.  

2.0 Accessibility features 
The accessibility features available to computer-based testers often are the same as those available for 
students taking paper-based tests. However, the limitations of paper-based testing can sometimes require 
schools to use alternative methods to provide a similar feature on paper tests from what is available on 
computer-based tests.  

2.1 Administrative considerations 
Administrative considerations are changes to the timing, setting or conditions of testing and are at the 
discretion of the principal or test coordinator. There are no differences in administrative considerations 
between computer-based tests and paper-based tests.  
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Administrative Considerations Description 
Familiar test administrator Student knows the test administrator and/or interpreter. 

Frequent breaks 

All students may take breaks as needed. Frequent breaks refers to 
multiple, planned, short breaks during testing based on a specific 
student need (for example, the student fatigues easily). During 
each break, the testing clock is stopped.  

Separate or alternate location 
The test is administered in a different location than the location 
where other students are testing (for example, a different 
classroom). 

Small group 

A small group is a subset of a larger testing group assessed in 
separate location. There is no specific number defined for a small 
group but two to eight is typical. A “group” of one also is 
permissible. Small groups may be appropriate for human read-
aloud and translated test administration or to reduce distractors for 
some students. 

Specialized equipment or furniture This includes equipment such as adjustable desks or chairs.  

Specified area or seating The student sits in a specific place in the test setting, such as by 
the window for natural light or beside the test administrator’s desk. 

Time of day 
The student takes the test during the time of day most beneficial to 
his or her performance. Care must be taken to ensure that the 
student has all allowable time available for testing. 

 
2.2 Universal tools 
Universal tools for paper-based testing are student strategies or features provided externally by test 
administrators and are available for all students.  

Universal Tools Description 

Blank paper  

The test administrator provides blank scratch paper to students to 
take notes and/or work through items during testing. Blank paper is 
required for the English language arts tests. For mathematics, 
science and social studies, blank paper must be available upon 
request. Refer to the Test Administration Manual for more 
information about blank paper. 

Eliminate answer choices  

The student may mark answers to indicate to her/himself that he or 
she is eliminating an answer. The student must NOT cross out or 
make any marks on answer bubbles. Placing stray marks in the 
answer area may conflict with accurate scoring. 

Flag or mark items for review  
The student uses non-sticky place markers to “bookmark” items to 
review later. All place markers must be removed before test 
booklet or answer document is submitted for scoring. 

General directions 

The test administrator must read the scripted general directions for 
starting all administrations and must not deviate from the script. 
After the test administrator has read the directions, students may 
ask for the directions to be repeated or clarified. General directions 
may be translated or signed (e.g. ASL). General directions include 
the scripted information for students that comes before the test 
starts. Once students have begun the test, nothing may be 
clarified. 

http://oh.portal.airast.org/ocba/
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General masking  The student may cover or uncover answer options with external 
blank masking cards or scrap paper as needed. 

Mark for review  
(Flag items) 

The student uses non-sticky place markers to “bookmark” items to 
review later. All place markers must be removed before test 
booklet or answer document is submitted for scoring. 

Redirect student to the test The test administrator redirects the student’s attention to the test 
without coaching or assisting the student in any way. 

Strikethrough  
(Eliminate answer choices) 

The student may mark answers to indicate to her/himself that he or 
she is eliminating an answer. The student must NOT cross out or 
make any marks on answer bubbles. Placing stray marks in the 
answer area may conflict with accurate scoring. 

Writing tools  The student uses a writing instrument on written responses to 
underline, bold, or add bullets for formatting. 

 

2.3 Designated supports 
These features may be provided to any student who needs them. A relatively small number of students will 
require additional features for their particular needs. Students must practice using these features and 
understand when and how to use them, either in a classroom or real world application or setting. 
 

Designated Supports Description 

Color overlays 
The student uses colored overlays when taking the assessment. 
The color should match what the student currently uses during 
instruction. 

Calculator – Handheld 

Students may use handheld calculators for calculator-allowable 
mathematics tests or parts of tests and the physical science test.  
 
Additional calculator guidance is on the mathematics page on the 
Department website and in the Test Administration Manual. 

External magnification or enlargement 
device 

The student uses external magnification or enlargement devices to 
increase the font or graphic size (e.g., projector, closed-circuit 
television, eye-glass mounted or hand-held magnifiers, electronic 
magnification systems, etc.). 

Highlighting tool 

The student uses highlighters or colored pencils to highlight text as 
needed to recall and/or emphasize. The Department does not 
recommend highlighters for grades 3 or 4. These grades use 
consumable test booklets and highlighter ink can bleed through 
paper causing errors in scoring. Students must use colored pencils 
with caution. Scoring machines cannot scan or score student 
responses in colored pencil. Test administrators should monitor 
students who use colored pencils to ensure they only use approved 
#2 pencils for marking responses in answer documents. 

Human reader-aloud for mathematics, 
science and social studies 

A test administrator or monitor reads the test from a test booklet to 
the student 
  
This feature can be provided in small groups. If testing in a small 
group, test administrators should ensure that all students in the 
group have similar abilities so that the reader’s pace meets all 
students’ needs without being too slow or too fast for some 
students. 

http://education.ohio.gov/Topics/Ohios-Learning-Standards/Mathematics
http://oh.portal.airast.org/ocba/
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If students need this feature, then the person providing the feature 
must read the entire test to the students. It cannot be “as needed” 
or “on demand.” 
 
Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this 
feature for English language arts. 

Line reader tool The student uses a blank straight edge as he or she reads and 
follows along with the text. 

Music and white noise 

A student or group of students listens to background music during 
testing. The test administrator may play music to a student or 
group of students or a student may use a teacher provided device 
and earbuds. Music selections should be free of any test content 
specific lyrics. Test security must be maintained. Students may not 
use a personal device (e.g. cell phone, MP3 player). 
 
Additional information about the electronic device policy is in the 
Test Administration Manual. 

Noise buffers 

The student uses headphones/earbuds or earplugs to minimize 
distraction or filter external noise during testing. If students use 
headphones/earbuds as noise buffers, they should not be plugged 
into a device. 

Rulers, angled-rulers, compasses and 
protractors 

Students may be familiar with these tools from instruction at 
various grade levels and want to use them on the test. While these 
tools are not required for testing, districts may choose to provide 
them to students or allow students to provide their own. The tools 
cannot contain any additional writing or information that may 
provide an unfair testing advantage. Examples of additional writing 
could include but are not limited to multiplication tables, formulas, 
or conversion charts. 

Specialized paper 

In addition to blank paper, students may use test administrator 
provided grid paper, wide-ruled paper, Braille paper, raised-line 
paper, bold-line paper, raised-line grid paper, bold-line grid paper, 
colored paper, etc. The paper provided cannot contain any writing 
that may give the student an unfair testing advantage. Examples of 
additional writing that is prohibited can include but is not limited to 
number lines, two-column tables, fraction models, and coordinate 
grids. Students also may use personal white boards. 

Spell check – handheld device  
Not allowed for the English language arts test. The student uses an 
external spellcheck device. Device may not have embedded 
grammar check, connect to the Internet, or save information. 

Student reads test aloud to self  

Student reads aloud to self. This feature includes the use of 
whisper phones. Student must be tested in a one-on-one setting so 
that the student does not disturb other students or in a setting in 
which students are separated enough from each other that they 
cannot hear each other and do not disturb one another. 

Timer 

Student uses a timer. There are a variety of timers that students 
may use ranging from basic kitchen timers to more complex 
wearable devices that vibrate or flash at preset intervals or timers 
with visual clues such as a red covering that disappears as the 
timer counts down. 

Students may not use cell phones and devices must not connect to 
the internet. 

http://oh.portal.airast.org/ocba/
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2.4 Accommodations for students with disabilities and English language 
learners 
While all students potentially can use the universal tools and designated supports, some students may still 
need further support to access the test and show what they know. Those students may benefit from testing 
accommodations. Accommodations are supports that are already familiar to the student because they are 
being used in the classroom to support instruction. See Ohio’s Accessibility Manual section on testing 
accommodations for students with disabilities and English language learners for more information. Note that 
the test contractor will provide Braille and large print test booklets, but the district test coordinator must order 
them in TIDE. 

Accommodations for Students with Disabilities 

Presentation Accommodations and 
Special Versions Description 

Additional assistive technology regularly 
used in instruction  

Students may use a range of assistive technologies on Ohio’s 
State Tests. 
 
Assistive technologies for paper-based tests may not reproduce 
the tests in any manner and may not connect to the Internet. 
 
For more information on additional assistive technology devices 
and software for use on Ohio’s State Tests, refer to Appendix D. 

Braille test 

A student who is blind or has a visual impairment may take the 
English language arts and mathematics tests using a hard copy 
contracted Braille edition.  
 
Refer to the Directions for Administration Manual for more 
information about administering braille forms of the test. 

Computer-based test instead of paper 
version  

If a student’s class is taking Ohio’s State Tests on paper, and a 
student needs to use a computer due to the impact of his or her 
disability, it is allowable for the student to take the test on 
computer instead. 
 
Examples may include: 

• A student with an emotional, behavioral or other disability 
who is unable to maintain sufficient concentration to 
participate in a paper-based test administration, even with 
other accessibility features; 

• A student with a disability who requires assistive 
technology that is compatible with the testing platform. 

 
If a student takes a computer-based version of a test, the student 
must take the computer-based version of the test for both parts. 

Human reader-aloud for English language 
arts 

A test administrator or monitor reads the test from a test booklet to 
the student. 
  
This feature can be provided in small groups. If testing in a small 
group, test administrators should ensure that all students in the 
group have similar abilities so that the reader’s pace meets all 
students’ needs without being too slow or too fast for some 
students. 
 

http://oh.portal.airast.org/
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“Read-aloud” as a general term is when a student is administered 
a test via text-to-speech, human reader-aloud, screen reader or 
sign language interpreter. 
 
The read-aloud accommodation for the English language arts test 
is intended to provide access for a very small number of students 
to printed or written texts on the tests. These students have print-
related disabilities and otherwise would be unable to participate in 
the state tests because their disabilities severely limit or prevent 
them from decoding, thus accessing printed text.  
 
Because students who require this accommodation are unable to 
access printed text, they must have a read-aloud for the entire test, 
including the items, answer options, charts/graphs/figures and 
passages. This accommodation is not intended for students 
reading somewhat (only moderately) below grade level. 

In making decisions on whether to provide a student with this 
accommodation, IEP teams and 504 plan coordinators should 
consider whether the student has: 
 

• A disability that severely limits or prevents him or her from 
accessing printed text, even after varied and repeated 
attempts to teach the student to do so (for example, the 
student is unable to decode printed text); 

 
OR 
 

• Blindness or a visual impairment and has not learned (or is 
unable to use) Braille; 

 
OR 
 

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

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

• The student has access to printed text during routine 
instruction through a reader, or other spoken-text audio 
format accessible educational materials (AEM) or sign 
language interpreter; 

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

• The student receives ongoing, intensive instruction and/or 
interventions in foundational reading skills to continue 
attaining the important college- and career-ready skill of 
independent reading. 

 
For information about who needs AEM, how to obtain AEM and 
tools to support AEM, visit the Assistive Technology & Accessible 
Educational Materials Center online (http://ataem.org/); 

http://ataem.org/
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IEP teams and 504 plan coordinators make decisions about who 
receives this accommodation. Schools should use a variety of 
sources as evidence (including state assessments, district 
assessments and one or more locally administered diagnostic 
assessments or other evaluation). 
 
For students who receive this accommodation, no claims should 
be inferred regarding the student’s ability to demonstrate 
foundational reading skills. 
 
Refer to the Test Administration Manual for more information about 
administering a test through a human reader-aloud. 

Large print test booklet 

Large print test booklet is a presentation accommodation for 
students with visual impairments who require large print materials. 
 
The large print test booklets are 8.5-x-11 inches and printed in 18-
point type. 
 
Refer to the Test Administration Manual for more information about 
administering a test through human read-aloud. 

Sign language interpreter  

Any student who is deaf or has hearing loss may have a sign 
language interpreter reflecting their IEP accommodations (for 
example, American Sign Language, signed English, Cued Speech) 
for mathematics, science and social studies.  
 
For the purposes of statewide testing, sign language is considered 
a second language and should be treated the same as any other 
language from a translational standpoint. The test must be signed 
verbatim. The intent of the phrase “signed verbatim” does not 
mean a word-to-word translation, as this is not appropriate for any 
language translation. The expectation is that the interpreter should 
faithfully translate, to the greatest extent possible, all of the words 
on the test without changing or enhancing the meaning of the 
content, adding information or explaining concepts unknown to the 
student. 
 
If a sign language interpreter perceives that a specific sign gives a 
student the answer or otherwise provides an unfair advantage, an 
alternate sign or finger spelling should be used. 

Only students who meet the criteria to have a read-aloud 
accommodation on the English language arts test may use this 
feature for English language arts.  

Response Accommodations Description 

Additional assistive technology regularly 
used in instruction (for example, speech-
to-text) 

Students may use a range of assistive technologies on Ohio’s 
State Tests. 
 
Assistive technologies for paper-based tests may not reproduce 
the tests in any manner and may not connect to the Internet. 

Answers recorded in test booklet and 
transcribed by the test administrator into 
the scorable document 

The student records his or her answers directly on paper or in the 
test booklet and the test administrator/monitor transcribes the 
responses verbatim into a scorable answer document. 

http://oh.portal.airast.org/ocba/
http://oh.portal.airast.org/ocba/
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Braille notetaker 

A student who is blind or has visual impairments may use an 
electronic Braille notetaker. For Ohio’s State Tests, grammar 
checker, Internet and stored file functionalities must be turned off. 
  
The responses of a student who uses an electronic Braille note 
taker during Ohio’s State Tests must be transcribed exactly as 
entered in the electronic Braille notetaker. Only transcribed 
responses will be scored. Transcription guidelines are available in 
Appendix C: Protocol for the Use of the Scribe Accommodation 
and for Transcribing Student Responses. 

Braille writer 

A student who is blind or has visual impairments may use an 
electronic Braille writer. A test administrator must transcribe into 
the computer the student responses exactly as entered in the 
electronic Braille writer. 
 
Only transcribed responses will be scored. Transcription guidelines 
are available in Appendix C: Protocol for the Use of the Scribe 
Accommodation and for Transcribing Student Responses. 

Calculation device or fact charts on non-
calculator mathematics test or part of test 

The student uses a calculation device or fact chart (for addition, 
subtraction, multiplication or division only) on a non-calculator 
mathematics test or part of test. Both parts of grades 3 through 5 
mathematics tests and part 1 of grades 6 and 7 mathematics tests 
are non-calculator tests. 

The accommodation would be permitted on test sections for which 
calculators are not allowed for other students. IEP teams and 504 
plan coordinators should carefully review the following guidelines 
for identifying students to receive this accommodation. 
 
This accommodation is for students with disabilities that severely 
limit or prevent their abilities to perform basic calculations (i.e., 
single-digit addition, subtraction, multiplication or division). 
 
In making decisions whether to provide the student with this 
accommodation, IEP teams and 504 plan coordinators should 
consider whether the student has a disability that severely limits or 
prevents the student’s ability to perform basic calculations (i.e., 
single-digit addition, subtraction, multiplication or division), even 
after varied and repeated attempts to teach the student to do so. 
 
Before documenting the accommodation in the student’s IEP or 
504 plan, teams also should consider whether: 
 

● The student is unable to perform calculations without the 
use of a calculation device, arithmetic table or manipulative 
during routine instruction; 

● The student’s inability to perform mathematical calculations 
is documented in evaluation summaries from locally 
administered diagnostic assessments; 

● The student receives ongoing, intensive instruction and/or 
interventions to learn to calculate without using a 
calculation device, in order to ensure that the student 
continues to learn basic calculation and fluency. 
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Calculators are not allowed on grades 5 and 8 science tests or the 
biology end-of-course test. 

Specific calculation devices must match the Ohio’s State Tests 
calculator policy. 

Mathematical tools – allowable tools as 
accommodation include: 

● 100s chart 
● Abacus and other specialized 

tools for students with visual 
impairments 

● Algebra Tiles  
● Base 10 blocks 
● Counters and counting chips 
● Cubes 
● Fraction tiles and pies without 
       numerical labels 
● Square tiles 
● Two-colored chips 

Student uses these tools and manipulatives to assist mathematical 
problem solving. These manipulatives allow the flexibility of 
grouping, representing or counting without numeric labels. 
 
A student with a visual impairment may need other mathematical 
tools such as a large print ruler, Braille ruler, tactile compass or 
Braille protractor. 
 
The Department will review and revise this list annually as needed. 
 
Allowable for mathematics and physical science tests only. 

Monitor test response 

The test administrator monitors proper placement of student 
responses on a test booklet or answer sheet. The test 
administrator cannot assist the student with changing a response 
to the correct answer.  
 
This accommodation is to ensure that the student is marking the 
answer for the problem the student intends to answer. For 
example, a student may accidentally put two answers for one 
problem on the same line or accidentally skip a question. Students 
who are able to use bubbled answer sheets may benefit from 
having an adult simply monitor the placement of their responses to 
ensure that they are actually responding to the intended question. 

Scribe  

The student dictates responses either verbally, using a speech-to 
text device, augmentative or assistive communication device (e.g., 
picture or word board), or by signing, gesturing, pointing or eye-
gazing. Grammar checker, Internet and stored files functionalities 
must be turned off. Word prediction must also be turned off for 
students who do not receive this accommodation. The student 
must test in a separate setting.  
 
In making decisions whether to provide the student with this 
accommodation, IEP teams and 504 plan coordinators should 
consider whether the student has: 
 

● A physical disability that severely limits or prevents the 
student’s motor process of writing through keyboarding; 
 
OR 

 
● A disability that severely limits or prevents the student from 

expressing written language, even after varied and 
repeated attempts to teach the student to do so. 

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

http://education.ohio.gov/Topics/Ohios-Learning-Standards/Mathematics
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● The student’s inability to express in writing is documented 
in evaluation summaries from locally administered 
diagnostic assessments; 

● The student routinely uses a scribe for written assignments; 
and 

● The student receives ongoing, intensive instruction and/or 
interventions to learn written expression, as deemed 
appropriate by the IEP team or 504 plan coordinator. 
 

Student responses must be transcribed exactly as dictated.  
 
Information about the scribing process is available in Appendix C: 
Protocol for the Use of the Scribe Accommodation and for 
Transcribing Student Responses. 

Specialized calculation device 

A student uses a specialized calculation device (for example, large 
key, talking or other adapted calculator) on the calculator part of 
the mathematics assessments. If a talking calculator is used, the 
student must use headphones or test in a separate setting. 
 
The student must qualify for calculation device or fact charts on 
non-calculator mathematics test or part of test accommodation to 
use a specialized calculator in those tests. 
 
Calculators are not allowed on science tests except physical 
science. 

Word prediction device 

The student uses an external word prediction device that provides 
a bank of frequently or recently used words on screen as a result 
of the student entering the first few letters of a word. 
 
The student must be familiar with the use of the external device 
prior to assessment administration. The device cannot connect to 
the Internet or save information. 
 
In making decisions whether to provide the student with this 
accommodation, IEP teams and 504 plan coordinators are 
instructed to consider whether the student has: 
 

● A physical disability that severely limits or prevents the 
student from writing or keyboarding responses; 

OR 

● A disability that severely limits or prevents the student from 
recalling, processing and expressing written language, 
even after varied and repeated attempts to teach the 
student to do so. 

 
Before documenting the accommodation in the student’s IEP/504 
plan, teams/coordinators are instructed to consider whether: 

● The student’s inability to express in writing is documented 
in evaluation summaries from locally administered 
diagnostic assessments; and 

● The student receives ongoing, intensive instruction and/or 
intervention in language processing and writing, as deemed 
appropriate by the IEP team/504 plan coordinator. 
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Timing Accommodation Description 

Extended Time  

Student is allowed more time than allotted for each test part.  

In most cases, the Department recommends that extended time be 
defined for students and not open-ended. This accommodation is 
usually expressed as one and a one-half time (1.5x) or double time 
(2x). A student who has one and a one-half time on a test that 
normally takes 90 minutes may be allowed 135 minutes. Extended 
time may not exceed one school day; students must complete 
each test part on the same day the test is started.  

Decisions about how much extended time is provided must be 
made on a case-by-case basis for each individual student, not for 
any category of students or group. Teams should keep in mind the 
purposes of different accommodations as they relate to disability 
characteristic or language barrier. Typically, if a student needs 
extended time, one and a one-half time is sufficient. For some 
accommodations, such as use of a human reader or scribe, double 
time may be appropriate. Rarely is unlimited time (an entire school 
day) applicable.  

The department recommends Schools may choose to test that 
students with the extended-time accommodation take the tests in a 
separate setting to minimize distractions. to other students, and to 
The Department recommends consider scheduling these students 
for testing in the morning to allow adequate time for completion of 
a test part by the end of the school day. 

 

Accommodations for English 
Language Learners  Description 

Extended time  

Student is allowed more time than allotted for each test part.  

In most cases, the Department recommends that extended time be 
defined for students and not open-ended. This accommodation is 
usually expressed as one and a one-half time (1.5x) or double time 
(2x). A student who has one-half time on a test that normally takes 
90 minutes, may be allowed 135 minutes. Extended time may not 
exceed one school day; students must complete each test part on 
the same day it is started.  

Decisions about how much extended time is provided must be 
made on a case-by-case basis for each individual student, not for 
any category of students or group. Teams should keep in mind the 
purposes of different accommodations as they relate to disability 
characteristic or language barrier. Typically, if a student needs 
extended time, one-half time is sufficient. For some 
accommodations, such as use of a human reader or scribe, double 
time may be appropriate. Rarely is unlimited time (an entire school 
day) applicable.  

The department recommends Schools may choose to test that 
students with the extended time accommodation take the tests in a 
separate setting to minimize distractions. to other students, and to 
The department recommends consider scheduling these students 
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for testing in the morning to allow adequate time for completion of a 
test part by the end of the school day. 
 
Appropriate for all English language proficiency levels. 

Oral translation of the test  

Not allowed for English language arts test.  

Note: The general directions for all tests, including English 
language arts, may be translated. The general directions are the 
scripted directions the test administrator reads to all students before 
the test begins. The Department will not reimburse translators for 
translating general directions only. 

A translator reads aloud the test to a student in his or her native 
language. Translators will translate the test from another test 
booklet. Responses submitted in a language other than English will 
not be scored. 
 
Refer to the Test Administration Manual for additional information 
about how to administer an oral translation. 

A translator must administer an oral translation of the test in a 
separate setting. 
 
Appropriate for beginning and some intermediate-English language 
learner students but may not be appropriate for advanced-level 
English language learner students. 

Scribe (In English) 

Not allowed for the English language arts test.  
 
The student dictates responses in English. The test administrator or 
monitor must test the student in a separate setting. 
 
May be appropriate for beginning English language learner 
students who do not have a translator and who have better spoken 
than written English language proficiency. Typically not appropriate 
for intermediate or advanced English learners. 

http://oh.portal.airast.org/ocba/
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Word-to-word dictionary (English/native 
language) 

The student uses an allowable bilingual, word-to-word dictionary. 
Dictionaries that include definitions, phrases, sentences or pictures 
are not allowed. The student should be familiar with the dictionary 
he or she will use during testing. An electronic translator may be 
used instead of a paper dictionary. An electronic translator cannot 
connect to the Internet or store information. 
 
Recommended for intermediate and advanced English language 
learner students but may not be appropriate for beginning-level 
English language learner students. 
 
The Massachusetts Department of Elementary and Secondary 
Education has released a list of dictionaries that are known to meet 
the criteria for allowable dictionaries for statewide testing. This list 
may be accessed at http://www.doe.mass.edu/mcas/testadmin/lep-
bilingual-dictionary.pdfhttp://www.doe.mass.edu/mcas/testadmin/lep-
bilingual-dictionary.pdf 

http://www.doe.mass.edu/mcas/testadmin/lep-bilingual-dictionary.pdf
http://www.doe.mass.edu/mcas/testadmin/lep-bilingual-dictionary.pdf
http://www.doe.mass.edu/mcas/testadmin/lep-bilingual-dictionary.pdf
http://www.doe.mass.edu/mcas/testadmin/lep-bilingual-dictionary.pdf
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Appendix B: Reading Access Accommodation on English 
Language Arts Test Decision-Making Tool 

 
Use of this form is optional. 

Do not submit a copy of this form to the Ohio Department of Education. 
 
The Department created this tool to assist individualized education program (IEP) teams and Section 504 plan 
coordinators in identifying students who may be eligible to use on Ohio’s state tests in English language arts one 
of the following reading access accommodations: text-to-speech, human read-aloud, screen reader, or sign 
language interpreter. 
 
Student’s Name: ______________________________________ D.O.B: ______________ Grade: ____ 
 
School/Program: ______________________________________State ID #/Local ID#: ______________ 
 
District/local education agency: __________________________________________________________ 
 
 

IEP Team Members or Section 504 Plan Coordinator/Staff 

Title Name Date 

IEP team chairperson or 
Section 504 coordinator: 

  

Special Education Teacher(s):   

General Education Teacher(s):   

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

Parent(s) or Guardian(s):   

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, human read-aloud, 
screen reader or sign language interpreter accommodation for an English language arts test.  
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Guidelines for IEP Team or Section 504 Plan Consideration 
The text-to-speech, human reader, screen reader, or sign language interpreter 
accommodations are intended to provide access for a very small number of students 
to printed or written texts in Ohio’s state English language arts tests. These students 
have print-related disabilities and otherwise would be unable to participate in the state 
tests because their disabilities severely limit or prevent them from decoding, thus 
accessing printed text.  
 
This accommodation is not intended for students reading somewhat (only moderately) 
below grade level. 
 
Schools should use a variety of sources as evidence (including state assessments, 
district assessments and one or more locally administered diagnostic assessments or 
other evaluation). 

Agree/Disagree 

The student has an individualized education program (IEP) or Section 504 plan. � Agree 
� Disagree 

The student has: 
 
 

A disability that severely limits or prevents him or her from accessing printed 
text, even after varied and repeated attempts to teach the student to do so (for 
example, student is unable to decode printed text). Consider using text-to-
speech, a human reader or a sign language interpreter. 

 

OR 
 
Blindness or a visual impairment and has not yet learned (or is unable to 
use) Braille. Consider using a human reader or a screen reader. 

 
 

OR 
 

Deafness or hearing loss and is severely limited or prevented from decoding text 
due to a documented history of early and prolonged language deprivation. 
Consider using a sign language interpreter. 

� Agree 
� Disagree 

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

The student has access to printed text during routine instruction through a reader, 
accessible educational materials (AEM), or sign language interpreter; 

� Agree 
� Disagree 
 
 

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

The student receives ongoing, intensive instruction and/or interventions in foundational 
reading skills to continue attaining the important college- and career-ready skill of 
independent reading. 

 
For information about who needs AEM, how to obtain AEM and tools to support AEM, visit the 
Assistive Technology & Accessible Educational Materials Center online (http://ataem.org/). 
 

http://ataem.org/
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List the data and/or evaluation sources documenting the decision to give a reading access 
accommodation to the student on the English language arts test: 
 
1. Name of diagnostic evaluation or educational assessment: 

_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 

 
Name and title of examiner: 
_____________________________________________________________________________________ 

 
Most recent testing date: 
_____________________________________________________________________________________ 

 
Score(s):______________________________________________________________________________ 
 
Provide a summary of the results: ___________________________________________________________ 

 
2. Name of diagnostic evaluation or educational assessment:  

 
_____________________________________________________________________________________ 

 
Name and title of examiner: 
_____________________________________________________________________________________ 
 
Most recent testing date: 
_____________________________________________________________________________________ 
 
Score(s): 
_____________________________________________________________________________________ 
 
Provide a summary of the results: 
______________________________________________________________________________________ 

 
3. List any additional assessment data, scores, and/or evaluation results that guided the decision-making 

process for IEP teams or Section 504 plan coordinators regarding the text-to-speech, human read-aloud, 
screen reader, or sign language interpreter accommodation for the English language arts test: 

______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 

 
List the instructional interventions and supports specifically related to reading that the 
student currently receives: 

 

 
 The student has received intensive reading interventions for ___ years. 

 

 
 List the specific school years and frequency_______________________________________________  

 
 Describe and list the specific reading intervention(s) the student received:  
 

______________________________________________________________________________________ 
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List any additional relevant information regarding the student: 
_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 
_______________________________________________________________________________________ 
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Appendix C: Protocol for the Use of the Scribe Accommodation and 
for Transcribing Student Responses 
 
Scribing a student’s responses by a test administrator is a response accommodation. A scribe is a person who 
writes or types student responses into the Student Testing Site or onto a scorable test booklet or answer 
document. Scribing allows students to provide responses to a test administrator who writes or types the 
responses for the student. Students receiving the scribe accommodation may respond to test items in any of 
the following ways:  

● Verbally;  
● Using speech-to-text, an augmentative communication device or other assistive technologies; 
● Signing (American Sign Language, signed English, Cued Speech); 
● Gesturing or pointing; or  
● Eye-gazing.  
 

Scribing may include selecting multiple choice or other selected response items such as “drag and drop” or 
“matching” as appropriate. 

The scribe accommodation is appropriate for students with a physical disability that severely limits or prevents 
the student’s motor processes of writing, typing or recording responses during testing. This includes students 
with reduced abilities 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 (scribbles). Sloppy handwriting alone is not 
justification for the scribe accommodation. Scribing a student’s response also is an appropriate 
accommodation for students who have documented disabilities in the area of written expression that results in 
significant interference in their abilities to express their knowledge in writing or keyboarding, even after varied 
and repeated attempts to teach the students to do so. 

If a student requires a scribe due to an ongoing inability to express through writing or 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. 

A scribe may occasionally be appropriate for beginning-level English language learners who do not have a 
translator and who have better spoken than written English language proficiency. A scribe would typically not 
be appropriate for intermediate- or advanced-level English language learners. 

If a student requires a scribe due to a recently occurring though temporary illness or injury, the school can use 
the optional Emergency Accommodation form found in Appendix E to document the accommodation. 

Qualifications of the Scribe  
Individuals who provide the scribe accommodation must be test administrators or be in the presence of and 
monitored by a test administrator. Test administrators are employees of the school district and hold a 
license/certificate/permit issued by the Ohio Department of Education. Any person providing an 
accommodation must be an adult non-relative of the student. Students may not provide testing 
accommodations to other students. Refer to the Ohio Statewide Testing Rules Book for more information about 
test administrators. 

http://education.ohio.gov/Topics/Testing/Testing-Forms-Rules-and-Committees/Ohio-Statewide-Assessment-Program-Rules-Book
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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 the 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 produce legible text when writing into a test book or answer document.  
● 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 scribe must provide the same opportunity to a student using a scribe as other students have to plan 
and draft a constructed response. The scribe may write an outline, plan or draft as directed by the 
student. The scribe must record the draft response or outline exactly as dictated without any cueing and 
guidance to the student.  

● During testing, the student may provide constructed responses by either:  
1. Dictating directly to a human scribe who records the responses at the time they are given 

(computer- and paper-based testing), 
- When dictating directly to a human scribe, 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.  

2. Using a speech-to-text converter (voice recognition software), augmentative communication device 
or assistive technology device for creating a response that the scribe transcribes into the online 
testing platform or onto a paper-based book or answer document.  
- When using a speech-to-text converter, augmentative communication device or other assistive 

technology device, scribes must have printed hard copies of the student’s responses for 
transcription purposes unless the device 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. Test administrators must delete all electronic files 
immediately after the testing session and securely shred any printed responses. 

 
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. For 
English language arts, it is appropriate for the scribe to indicate capitalization and punctuation by 
reading the student’s response in the same way the student dictated the response. See examples in 
Guidelines for the English Language Arts–Constructed Responses below. 

 
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; for example, “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 or her answer is correct or incorrect.  
● The scribe cannot answer a student’s questions related to the content, for example, “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 or she made during testing.  
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Additional Guidelines for the English Language Arts–Constructed 
Responses 
Capitalization and Punctuation  
For the English Language Arts—Constructed Responses only, the student is responsible for all capitalization 
and punctuation. This can be accomplished in one of two ways: 

1. After dictation: The student can dictate the entire response at one time. The scribe will write or 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 to capitalize and where 
to add punctuation. 

2. During dictation: The student may add capitalization and punctuation as he or 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.”  

  
The scribe must give the student the opportunity to proofread his or her responses, even if the student 
provides 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.)  
 
Additional Guidelines for Figures, Charts, Shapes and Non-text Responses 
During testing, students may need to produce figures, charts, shapes or other non-text (non-alpha/numerical) 
responses, especially during mathematics. It can be challenging for a student to express to a scribe exactly 
what they want written. For example, if a student wants the scribe to draw a triangle, even if the student knows 
the name of the type of triangle they want the scribe to draw, describing the size or orientation of the triangle 
may be difficult. Because of this challenge, if the student is able to write or draw at all, the student may choose 
to use scrap paper or specialized paper to sketch the chart, figure, etc., that the student wants the scribe to 
transcribe into the scorable document. Under no condition may responses within an item be in multiple 
handwritings. 
 
Special Considerations When Scribing for a Student Who Uses Sign Language or Cued Speech  

● The scribe for a student who signs his or her responses must be fluent in American Sign Language 
(ASL), signed English or other sign systems the student uses.  

● When responses are dictated by a student using ASL (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.  

● For the purposes of statewide testing, the Department considers sign language a second language and 
it should be treated the same as other languages from a translational standpoint. The scribe must 
interpret and scribe the student’s response verbatim. The intent of the phrase “scribe verbatim” does 
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not mean a word-to-word translation, as this is not appropriate for any language translation. 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 (for example, student signs “HOUSE 
WHITE LIVE THERE ME.” Scribe writes, “I live in the white house.”)  

 
Use of Speech-to-Text Conversion Software and Other Devices  
Speech-to-text conversion or voice recognition software allows students to dictate responses into their 
computer microphones and have the responses converted to printed text. For this accommodation, students 
will use their own assistive technology devices at separate computer stations equipped with speech-to-text or 
voice recognition software in order to respond to test items. Students who use voice recognition software 
routinely, and who have this accommodation listed in their IEPs, may use speech-to-text or voice recognition 
software as an accommodation. Students should be familiar with the software and must have opportunities to 
practice using it prior to testing. It also is important that students who use speech-to-text devices have 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, transcribers should print out the student’s responses and follow the guidelines for 
transcribing. In cases where printing a response is not possible, scribing must take place as the student 
dictates or otherwise produces the response. Test administrators must delete all electronic files immediately 
after the testing session.  
 
Guidelines for Transcribing 
Transcribing is the process of reproducing a student’s response from one source (print out, answer document) 
to another source (Student Testing Site, new answer document). Certain situations during test administration 
may require a test administrator to transcribe a student's response into a standard, scorable test booklet, 
answer document or into the Student Testing Site. 

Procedures for Transcribing Paper-Based Testing Student Responses  
Certain situations during a paper-based test administration may require a test administrator to transcribe a 
student's response into a standard, scorable test booklet or answer document. These situations may include:  

● Student recorded answers in the wrong section of a test booklet or answer document, or in an incorrect 
test booklet or answer document.  

● Student takes the test using a special test format that requires answers to be transcribed (large print, 
Braille, translation). See the Directions for Administration Manual for additional information about 
special versions administration. 

● Student uses a speech-to-text converter, augmentative communication device or assistive technology 
device to produce responses that a scribe will transcribe later.  

● 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 (torn, wrinkled, soiled).  
 
If it is necessary to transcribe a student’s responses, test administrators shall follow these procedures:  

● At least two persons shall be present during any transcription of student responses with one being an 
authorized test administrator.  

● The transcriber must transcribe verbatim into the test booklet or test answer document.  
● If a student responds in any test booklet or answer document, the test coordinator must return the 

student’s original response with the secure nonscorable materials. A test coordinator should apply a 
“DO NOT SCORE” label in the box that says “Apply Label Here.” 

● Any original student responses that were printed from an assistive technology device or recorded 
separately on blank paper must be securely shredded after transcription.  

 
  



 

 
  Page 45   |   OHIO’S ACCESSIBILTY MANUAL: APPENDIX B   |   January 2017 

Procedures for Transcribing Student Responses for Computer-Based 
Testing 
Multiple Choice and other Selected Response Items  
For multiple choice and other selected response items, the test administrator must mark the response on the 
student test booklet or answer document or enter student responses directly into the Student Testing Site.  
 
Constructed Response Items 
During computer-based assessments, some situations may require the test administrator to input a student’s 
constructed responses into the Student Testing Site. These situations include students who need written 
responses on paper translated into English and students who use a speech-to-text converter, augmentative 
communication device or other assistive technology devices. 
 

● As the student encounters constructed response items, he or she should speak the response or write 
the response on paper (for oral translations) or use his or her device to respond to the questions. At this 
point, the student can either: 

o Wait for the test administrator to type the response into the Student Testing Site before moving 
onto the next item; or  

o If writing the response or using a speech-to-text converter, augmentative communication device 
or other assistive technology device, continue with the test. In this situation, the test 
administrator will type the student’s response into the Student Testing Site after the student has 
completed the test but before submitting the test.  

● At least two persons shall be present during any transcription of student responses with one being an 
authorized test administrator.  

● The transcriber must transcribe verbatim into the Student Testing Site.  
● Translators should faithfully translate, to the greatest extent possible, all of the words on the student’s 

response without changing or enhancing the meaning of the content or adding information. 
● Once all items have been transcribed, the test administrator will submit the test.  
● Any original student responses that were printed from an assistive technology device or recorded 

separately on blank paper must be securely shredded after transcription.
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Appendix D: Assistive Technology Guidance 
 

Students may use a range of assistive technologies on Ohio’s State Tests, including devices that are 
compatible and interact with the online Student Testing Site and those that are used externally (i.e., on a 
separate device). 

Interactive Assistive Technology for Online Testing 
Interactive assistive technology includes assistive technology that the student uses to interact directly with the 
online Student Testing Site. These assistive technologies include third-party software applications, such as 
screen readers, as well as standard input devices, such as adaptive keyboards, adaptive mice and switch 
interfaces. Due to the variability among assistive technology, the American Institutes for Research (AIR) does 
not maintain a list of supported assistive technology. Instead, AIR encourages districts to determine whether 
the assistive technology that students are using in the classroom is compatible with AIR’s secure browser for 
online testing using the Student Practice Site. 

Three examples of assistive technology that students might use to interact directly with the online Student 
Testing Site include: 

• Alternate response options, such as adapted keyboards, large keyboards, StickyKeys, MouseKeys, 
FilterKeys, adapted mouse, touch screen, head wand and switches; 

• Speech-to-text software that allows the student to use his or her voice to dictate responses; and 
• Screen reader software (e.g., JAWS). 

 
Students should be familiar with the assistive technology that they will use during testing as a part of classroom 
instruction. Districts should provide many opportunities for students to use the technology prior to operational 
testing. Districts can access the Student Practice Site for Ohio’s State Tests using the secure browser or app 
to assess the technology’s compatibility with the testing platform. 

Note that some, but not all, assistive technology may not immediately work with the secure browser. By design, 
the secure browser blocks student access to other applications on the student’s device to ensure test security. 
Thus, if a student’s assistive technology requires the use of software (e.g., speech to text), districts must seek 
permission to test the student using permissive mode. Permissive mode allows the student to use an 
application while testing with the secure browser.  

First, districts should turn on permissive mode for a practice test to determine whether the student’s use of the 
accessibility software during testing with the secure browser will allow the student to participate in online 
testing. Note that district use of permissive mode on the practice site does not require department approval. 
Second, if the student is comfortable using the assistive technology with the secure browser, the district must 
contact the Ohio Help Desk (OHHelpDesk@air.org; 1-877-231-7809) to submit a request for the student to use 
permissive mode during operational testing. The district should include information about why the student 
requires permissive mode and which subject(s) require permissive mode. Third, AIR will share this information 
with the Ohio Department of Education staff for review and approval. Upon approval, AIR will turn on 
permissive mode for the student and notify the district. Please allow 48-72 hours for the help desk to enable 
permissive mode for the student. 

On test day, the test administrator will need to take additional steps when approving the student to test to 
configure the assistive technology. Please refer to the Test Administrator User Guide for more information. 

http://oh.portal.airast.org/ocba/students-and-families/
http://oh.portal.airast.org/ocba/browsers/
mailto:OHHelpDesk@air.org
http://oh.portal.airast.org/ocba/wp-content/uploads/2014/09/OH_TA_User_Guide_2015-2016.pdf
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During operational testing, test administrators who administer Ohio’s State Tests to students who have 
permissive mode turned “on” must actively monitor the student’s testing to ensure that security is maintained 
and that the student does not access any unauthorized applications. 

External Assistive Technology 
Districts may determine that external assistive technology is most appropriate for the student during testing. 
External assistive technology is technology the student is using that does not interact with the online Student 
Testing Site. Examples of external assistive technology include, but are not limited to, personal speech-to-text 
devices or other augmentative or assistive communication devices (e.g., picture or word board). Ohio’s 
Accessibility Manual provides policies and procedures for the use of external assistive technology, including 
guidelines for the test administrator who must scribe the student’s responses. 

http://education.ohio.gov/Topics/Testing/Special-Testing-Accomodations/Accommodations-on-State-Assessments
http://education.ohio.gov/Topics/Testing/Special-Testing-Accomodations/Accommodations-on-State-Assessments
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Appendix E: Emergency Accommodation Form 
 

This form is optional. 
Do not submit a copy of this form to the Ohio Department of Education. 

No state approval is required for emergency accommodations. 
 

Directions: This form may be used for cases in which a student needs a temporary accommodation due to 
unforeseen circumstances. Examples include students who have a recently fractured limb (e.g., fingers, 
hand, arm, wrist or shoulder), whose only pair of eyeglasses have been broken or lost, or a student 
returning from a serious or prolonged illness or injury. If the principal (or designee) determines that a 
student requires an emergency accommodation, this form should be completed and maintained in the 
student’s file. It is recommended that the parent or guardian is notified that an emergency accommodation 
was provided. If appropriate, this form also may be submitted to the district testing coordinator to be retained 
in the student’s central office file. 

District/LEA Name: Date: 
School Name: Telephone #: 
Student Name: Grade: 
Student ID#: DOB: 

Name and Title of Person Completing this Form: 
 

 
Staff Member’s Name                Title/Position 

 
Reason for needing an emergency test accommodation (attach documentation if needed): 

 

 

 

Describe what the testing accommodation will be: 

 

 
 

Who will administer the accommodation? __________________________________________________ 

 
 

Staff Member’s Name                 Title/Position 

 

Principal (or Designee) Signature                 Date 
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