
 
 

 

HAWAII STATE DEPARTMENT OF EDUCATION 
 

PROCUREMENT AND CONTRACTS BRANCH 
 
 

October 2, 2024 
 
 

REQUEST FOR PROPOSALS 
 

RFP D25-023 
 
 

SEALED PROPOSALS 
 

FOR THE  
 

HAWAII ASSESSMENT LITERACY (HAL) PROGRAM  
 
 
 

will be received through the State of Hawaii eProcurement System (HIePRO) at 
https://hiepro.ehawaii.gov until 4:30 p.m., Hawaii Standard Time (HST) 

 
 

on 
 

NOVEMBER 6, 2024,  
or such later date as may be established by an addendum to this Request for Proposals (RFP) 

 
 
Offerors interested in responding to this electronic solicitation must be registered on the 
HIePRO (https://hiepro.ehawaii.gov) in order to participate in this procurement.  Registration is 
free.  Once registered, Offerors can login to view and respond to the HIePRO solicitation. 
 
A Pre-Proposal Conference will be held on October 10, 2024, at 9:00 a.m. (HST). Attendance is 
optional but highly recommended. Refer to RFP Section 1.11, Pre-Proposal Conference for 
more information. 
 
Questions relating to this solicitation may be directed to Wendy Ebisui, Procurement and 
Contracts Support Specialist, at telephone (808) 675-0130, via facsimile (808) 675-0133, or via 
email at wendy.ebisui@k12.hi.us. 
 
 
 
 

https://hiepro.ehawaii.gov/


RFP D25-023 1 

1. OVERVIEW OF PROCUREMENT PROCESS 
 

1.1 Definitions and Acronyms 
 

The following definitions apply to this solicitation.  
 

a. Contract or Vendor List means the combination of the signed agreement, solicitation, including 
the scope of work, the special conditions, the general conditions, and any addenda to the 
solicitation; the offer and any best and final offer(s); and any amendments to the contract; and 
any terms implied by law. 

b. CONTRACTOR means an individual, partnership, firm, organization, corporation, joint venture or 
other legal entity having a contract with the Hawaii State Department of Education and 
undertaking the execution of work under the terms of the contract and acting directly or through 
its agents, employees or sub-contractors. 

c. Department or STATE means the Hawaii State Department of Education. 

d. General Conditions means the General Conditions issued by the Department of the Attorney 
General of the State of Hawaii, referred to as Form AG-008, as revised, and included herein by 
reference. The applicable Form AG-008, as revised, included by reference, is the form in effect at 
the date the solicitation is issued. 

e. HAR means Hawaii Administrative Rules.  

f. HRS means Hawaii Revised Statutes.  

g. Offer means a proposal submitted in response to this solicitation. 

h. Offeror means any individual, partnership, firm, organization, corporation, joint venture, or other 
legal entity, submitting an offer in response to this solicitation.  

i. Project means this RFP to develop a resulting Contract or Vendor List of the goods and/or 
services specified. 

j. Proposal means the document submitted by an offeror in response to this solicitation.  

k. RFP means Request for Proposals, the entire solicitation document, including all parts, 
sections, exhibits, attachments, and Addenda, whether attached or incorporated by reference.  

l. STATE or Department means the Hawaii State Department of Education.  
 

m. Vendor List or Contract means the combination of the signed agreement, solicitation, including 
the scope of work, the special conditions, the general conditions, and any addenda to the 
solicitation; the offer and any best and final offer(s); and any amendments to the contract; and 
any terms implied by law. 
 

1.2 RFP Organization 
 
This RFP is organized as follows: 
 
Section 1. Overview of Procurement Process.  Provides Offerors with a general overview of the RFP 

process. 
 
Section 2. Purpose and Overview.  Provides Offerors with general information about the objectives 

of this project and RFP, and critical success factors. 
 
Section 3. Scope of Work and Requirements.  Provides Offerors with a general description of the 

tasks to be performed, delineates Hawaii State Department of Education and 
CONTRACTOR’s responsibilities, stipulates Offeror qualifications, and defines 
deliverables. 
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Section 4. Proposal.  Describes the required format and content for the Offeror's submittal, and 
establishes requirements for the Price Proposal. 

 
Section 5. Proposal Evaluation.  Describes how proposals will be evaluated by the Hawaii State 

Department of Education. 
 
Appendix A. Offeror Identification and Information Form 
 
Appendix B. Offeror Reference Form  
 
Appendix C. Price Proposal 
 
Appendix D. Contract Minimum and Special Conditions 
 
Appendix E. State of Hawaii’s General Conditions 
 
Exhibit 1:  Smarter Balanced Usability, Accessibility, and Accommodations Guidelines 
 
Exhibit 2:  Hawaii State Test Accommodation Guide for Low Risk Accommodations 
 
Exhibit 3: Smarter Balanced Resources 
 
Exhibit 4: Style Guide for Smarter Balanced Assessments 

 
1.3 Procurement Authority 
 
This procurement is being conducted as a competitive sealed proposals procurement in accordance with 
the procedures set forth in §103D-303, HRS and Title 3, Subtitle 11, Chapter 122, Subchapter 6, HAR.  
The relevant provisions of §103D, HRS, and their associated HAR, are incorporated by reference and 
made a part of this RFP.   
 
1.4 Issuing Office and RFP Contact Person 
 
The following person from the issuing office listed below is the sole point of contact for this RFP.  
Communication with any other contact person from the date of release of this RFP until the selection of 
the successful Offeror(s) without approval, may result in disqualification. 
 

RFP Point of Contact:  Wendy Ebisui 
email: wendy.ebisui@k12.hi.us 
Phone:  (808) 675-0130     
Fax:  (808) 675-0133 
 
Issuing Office:   
Hawaii State Department of Education 
Procurement and Contracts Branch 
Waipahu Civic Center 
94-275 Mokuola Street, Room 200 
Waipahu, Hawaii  96797 
 

1.5 Procurement Timetable 
 
Except as noted, the following schedule represents the STATE’s best estimate.  All times indicated are 
Hawaii Standard Time (HST).  If any component of this schedule is delayed, the rest of the schedule will 
likely be amended by the same number of days, however the STATE reserves the right to amend or 
revise the timetable without prior written notice when such revision or amendment is in the STATE’s best 
interest. 
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Activity Estimated Dates 

Public Notice announcing Request for Proposals (RFP) October 2, 2024  

Pre-Proposal Conference 9:00 a.m., October 10, 2024 

Deadline for submission of written questions 
On or before 2:00 p.m., October 
15, 2024 

STATE’s responses to written questions on or about October 21, 2024 
Proposal Due Date/Time 

Proposals will be received through the State of Hawaii 
eProcurement System (HIePRO) at https://hiepro.ehawaii.gov 
until 4:30 p.m., Hawaii Standard Time (HST) 

THERE ARE NO EXCEPTIONS TO THIS PROPOSAL DUE 
DATE UNLESS THE DATE IS AMENDED IN WRITING BY THE 
PROCUREMENT AND CONTRACTS BRANCH. 

4:30 p.m., November 6, 2024 

Evaluation of Proposals November 7 through 15, 2024 

Determination of Priority-Listed Offerors (if necessary) TBD 

Best and Final Offers (if necessary) TBD 

Contractor(s) Selected on or about November 2024 

Contract Award on or about December 2024 

Contract Commencement Date/Notice to Proceed on or about January 2025 

1.6 Cancellation of RFP; Rejection of Proposals 

This RFP may be cancelled and any or all proposals may be rejected in whole or in part, when it is 
determined to be in the best interest of the STATE. 

1.7 Electronic Procurement 

1.7.1 The STATE utilizes the Hawaii State eProcurement (HIePRO) System to promote an 
open and transparent system for vendors to compete for contracts electronically. Offerors 
interested in responding to this solicitation must be registered on HIePRO. Registration 
information is available at the State Procurement Office (SPO) website: 4T 
https://hiepro.ehawaii.gov, select HIePRO Vendor Registration and then Vendor 
Registration Guide. 

1.7.2 The STATE will use HIePRO to issue the RFP, receive Offers, and issue Addenda to the 
RFP.  Addenda and the other information and materials shall be provided by the STATE 
through HIePRO, including additions or changes with respect to the dates specified 
herein. The STATE is not responsible for any delay or failure of any Offeror to receive 
any materials regarding this RFP on a timely basis. 

1.7.3 As part of this procurement process, Offerors are informed that awards made for this 
solicitation, if any, shall be done through the HIePRO and shall, therefore, be subject to a 
mandatory .75% (.0075) transaction fee, not to exceed $5,000 for the total contract term, 
payable to Tyler Hawaii, the vendor administering HIePRO.  
1.7.3.1 For resultant Price and/or Vendor Lists, the mandatory fee (.75%) is applicable 

https://hiepro.ehawaii.gov/welcome.html
https://hiepro.ehawaii.gov/welcome.html
https://hiepro.ehawaii.gov/welcome.html
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for sales calculated on a quarterly basis for the first year only. This transaction 
fee shall be based on the total sales made against this contract, payable to Tyler 
Hawaii, the vendor administering HIePRO.  

1.7.4 HIePRO Special Instructions. Offeror shall review all special instructions located in 
HIePRO.  Offerors are responsible for ensuring that all necessary files are attached to 
their offer prior to the proposal deadline. 

1.7.5 Payment to Tyler Hawaii.  HlePRO is administered by Tyler Hawaii.  Tyler Hawaii shall 
invoice the Contractor(s) directly for payment of transaction fees.  Payment must be 
made to Tyler Hawaii within thirty (30) days from receipt of invoice.  Tyler Hawaii is an 
intended third-party beneficiary of transaction fees, which are used to fund the operation, 
maintenance and future enhancements of the HlePRO system. 
 

Offerors are advised that they should not wait until the last minute to submit their proposal on 
HIePRO.  Offerors should allow ample time to review their submitted proposal, including 
attachments, prior to the proposal deadline. 

 
1.8 Required Review and/or Written Questions  
 
It is the Offeror’s responsibility to carefully review this solicitation for defects and questionable or 
objectionable matter.  Solicitation documents include this RFP, any attachments, plans referred to herein, 
and any other relevant documentation.  
 
Comments concerning defects, discrepancies, omissions, questionable or objectionable matter, or 
questions related to this RFP must be made in writing to allow issuance of any necessary amendments to 
the RFP.  It will also help prevent exposure of Offeror's proposal prepared in response to a defective or 
inaccurate solicitation upon which award could not be made. 
 
Comments related to this solicitation shall be communicated in writing to the RFP Contact Person 
identified via fax or e-mail by the date and time established for submission of written questions to ensure 
an official response.  The STATE will not respond to verbal or informal questions. 
 
Such comments shall contain pertinent information to identify the prospective Offeror, its telephone 
number, e-mail address, the RFP number, as well as reference to the specific page, section, and/or 
paragraph as applicable.   
 
The response(s) to the prospective Offerors’ written questions received by the scheduled date shall be 
compiled, shall omit reference to the source(s) of the questions, shall be issued as an addendum to the 
RFP, and shall become a part of the RFP.  The STATE will publish the questions as they are submitted 
including any background information provided with the question.  The STATE at its sole discretion may 
omit questions which may be combined or may paraphrase questions and background content for clarity. 
 
The STATE’s responses shall be communicated in writing via addenda and will be posted on the 
HIePRO.  The STATE is not responsible for delays or non-receipt of any communications by the 
prospective Offerors. 
 
If an Offeror submits a question after the scheduled date, the STATE may answer the question but does 
not guarantee that the answer will be provided prior to the Proposal due date. 
 
1.9 RFP Addenda 
 
The STATE reserves the right to amend this RFP at any time prior to the closing date, or prior to the due 
date for best and final offers.  All addenda issued shall be incorporated into the resulting contract.  Failure 
of any Offeror’s receipt of any such addenda or interpretations shall not relieve the Offeror of any 
obligation under this solicitation.  It is the responsibility of the prospective Offeror to monitor the HIePRO 
to obtain RFP addenda or other information relating to the RFP. 
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1.10 Notice of Intent to Offer (Letter of Intent) 

A notice of intent to submit a Proposal is NOT required. 

1.11 Pre-Proposal Conference 

Interested Offerors are invited to participate in the Pre-Proposal Virtual Conference.  Attendance shall be 
voluntary but interested Offerors are encouraged to participate to gain an understanding of the breadth 
and scope of work involved under this RFP. Official responses to questions and revisions to the original 
terms will be issued in writing as an addendum to this RFP.  

Pre-Proposal Telephone/Virtual Conference:  October 10, 2024, at 9:00 a.m., HST 

Offerors may participate in the pre-proposal conference with the following information: 

WebEx: https://tinyurl.com/HALrfp2024 
   or: https://signin.webex.com/join 
Meeting Number: 2635 565 8406   
Password: 1234 
Join by Phone:   1-844-621-3956 (toll free) 

1.12 Deadline for Proposals 

Proposals shall be received through HIePRO.  Proposals received after the deadline will not be accepted. 
Timely receipt of offers shall be evidenced by the date and time on HIePRO. 

1.13 Proposal Opening 

Proposals shall not be opened publicly, but the register of proposals and Offerors’ proposals shall be 
open to public inspection upon posting of the award.   

1.14 Disqualification of Offers 

The STATE reserves the right to consider as acceptable only those proposals submitted in compliance 
with all the requirements set forth in this RFP and which demonstrate an understanding of the issues 
involved and the scope of work.   

An Offeror shall be disqualified, and the Offeror’s Proposal shall be rejected for any one or more of the 
following non-exclusive reasons as solely determined by the STATE: 

1.14.1 Proposal received after specified deadline. 

1.14.2 Proposals not received on HIePRO. 

1.14.3 Proposal not properly completed as required herein or containing any unauthorized 
additions or deletions, defects including but not limited to irregularities of any kind which 
may make the Proposal incomplete, indefinite, or ambiguous as to its meaning (e.g. un-
initialed erasures, prices which are obviously unbalanced). 

1.14.4 A Proposal which is incomplete or conditional proposals including but not limited to a 
Proposal which includes any other set of terms and conditions, or any terms or conditions 
contradictory to those included in this RFP. 

1.14.5 A Proposal signed by other than an authorized individual.  

1.14.6 More than one Proposal from an individual, partnership, firm, organization, corporation, 
joint venture, or other legal entity under the same or different names (Offeror), whereby 

https://tinyurl.com/HALrfp2024
https://signin.webex.com/join
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all proposals from the Offeror shall be rejected. 
 

1.14.7 Evidence to the STATE’s sole satisfaction of collusion among Offerors, lack of 
responsibility and cooperation to STATE requests during the RFP process or as shown 
by past work, being in arrears on existing contracts with the State of Hawaii, or defaulting 
on previous contract(s). 

 
1.14.8 Failure to possess proper licenses, facilities, equipment or sufficient experience to 

provide the proposed solution or to perform the work contemplated. 
 

1.14.9 Evidence of any noncompliance with any applicable law or rule. 
 
1.15 Proposal Evaluation 

  
The STATE will conduct a comprehensive, fair, and impartial evaluation of the proposals it receives in 
response to this RFP.  Refer to Section 5 of this RFP for specific requirements and details of the process. 
 
1.16 Proposal as Part of the Contract 
  
This RFP and part or all of the successful proposal may be incorporated into the contract. 
 
1.17 Additional Terms and Conditions 

The STATE reserves the right to add terms and conditions, if any.  These terms and conditions will be 
within the scope of the RFP and will not affect the proposal evaluations. 
 
1.18 Offer Acceptance Period 
 
The STATE's acceptance of a proposal, if any, will typically be made within ninety (90) calendar days 
after the opening of proposals.  Prices quoted by the Offeror shall therefore remain firm for ninety (90) 
calendar days from the receipt of proposals.  
 
1.19 Contract; Contract and Performance Period 
 
The CONTRACTOR receiving the award shall be required to enter into a formal written contract.  Upon 
execution of contract, the STATE will issue a notice to proceed and a fully executed copy of the contract 
to the CONTRACTOR.  No work will be undertaken by the CONTRACTOR prior to the commencement 
date specified on the contract as the STATE is not liable for any work, contract costs, expenses, loss of 
profits, or any damages whatsoever incurred by the CONTRACTOR prior to official starting date. 
 

1.19.1 Contract Term 

The Contract shall commence upon full execution of the contract by the Superintendent of the 
Hawaii State Department of Education and shall end on September 30, 2027. 

 
1.19.2 Multi-Term Contract 
 
Funds are available for only the initial fiscal period of the contract.  Contractual obligation 
of both parties in each fiscal period succeeding the first is subject to the appropriation 
and availability of funds.  Unit price shall be given for each good or service and that unit 
prices shall be the same throughout the contract except to the extent price adjustment is 
allowed.  A multi-term contract will be cancelled if funds are not appropriated or 
otherwise made available to support continuation of performance in any fiscal period 
succeeding the initial fiscal period of the contract and contractor will be reimbursed the 
unamortized reasonably incurred, nonrecurring costs; however, this does not affect either 
party’s rights under any termination clause of the contract.  The State will notify the 
contractor on a timely basis that the funds are, or are not, available for the continuation of 
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the contract for each succeeding fiscal period.   
 
1.19.3 Contract Renewal 

The Contract may be extended for not more than three (3) additional twelve-month periods, i) 
upon mutual written agreement of the parties, ii) prior to expiration and iii) under the same terms 
and conditions of the original agreement or as negotiated between the STATE and the 
CONTRACTOR.  Contract extension(s) shall be contingent upon i) the need for continued 
services and ii) funding availability beyond the current fiscal year.  As each option(s) to extend is 
mutually agreed upon, the CONTRACTOR shall be required to execute a supplement to the 
Contract for each additional period. 

 
1.19.4 Performance Period 

 
The CONTRACTOR shall complete the work within the time limits specified herein.  The time 
specified herein is the maximum time allowed. 

 
1.20 Contract Award  
 
Award, if any, shall be made to the responsible Offeror with the highest number of points and whose 
proposal the STATE deems most advantageous in accordance with the evaluation criteria specified. 
 
1.21 Responsibility of Offerors; Hawaii Compliance Express 
 
The Offeror is advised that if awarded under this RFP, Offeror shall, upon award, furnish proof of 
compliance with the requirements of HRS §103D-310 and HAR § 3-122-112 including: 
 

• Chapter 237, General Excise Tax Law; 
• Chapter 383, Hawaii Employment Security Law; 
• Chapter 386, Workers’ Compensation Law; 
• Chapter 392, Temporary Disability Insurance;  
• Chapter 393, Prepaid Health Care Act; and  
● One of the following: 

 
1. That Offeror is registered and incorporated or organized under the laws of the State of 

Hawaii (hereinafter referred to as a “Hawaii business”); or 
2. That Offeror is registered to do business in the State of Hawaii (hereinafter referred to as 

a “compliant non-Hawaii business”). 
 

Offeror may demonstrate proof of compliance with the above-referenced requirements by submitting a 
Certificate of Vendor Compliance issued by the Hawaii Compliance Express (HCE) online system to the 
Hawaii State Department of Education, Procurement and Contracts Branch upon award.  The HCE 
service allows vendors to register online through a simple wizard interface at http://vendors.ehawaii.gov.  
The Certificate of Vendor Compliance provides current compliance status as of the issuance date, 
satisfies requirements of Chapter 103D-310(c), HRS, and is therefore acceptable for contracting 
purposes.  CONTRACTORs that elect to use HCE services are required to pay an estimated annual 
registration fee of $12.00. 
 
Due to the time required to obtain the HCE Certificate of Vendor Compliance, it is highly recommended 
that the interested Offeror begin the registration process immediately. 
 
1.22 Failure to Execute Contract; Timely Submission of Certificates  
 
At time of award, the above Certificate of Vendor Compliance and any other documentation and 
certification shall be submitted to the Hawaii State Department of Education, Procurement and Contracts 
Branch as soon as possible or by the deadline established by STATE. If a valid certificate or compliant 
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documentation is not submitted on a timely basis for award, award made to an Offeror otherwise 
responsible may be annulled. 
 
Failure to execute a contract as required within ten (10) calendar days or such further time as the STATE 
may allow after the Awardee has received the contract for execution shall be just cause for the annulment 
of the award.  STATE may award the contract to the next responsible Offeror or may call for other offers, 
whichever is deemed to be in the best interest of the STATE. 
 
1.23 Notification of Award; Non-selected Offeror(s) 
 
Upon award to the successful Offeror(s), the STATE shall post publicly, a notice of award on the HIePRO 
and which may be viewed on the Hawaii Awards and Notices Data System (HANDS) website at 
https://hands.ehawaii.gov/hands/awards.   Additionally, the STATE will provide notification of the award to 
any non-selected Offeror(s). The STATE is not responsible for delays or non-receipt of such notification.   
Failure of any Offeror to receive any such notification shall not relieve the Offeror of any obligations or 
requirements herein. 
 
1.24 Debriefing 
 
The purpose of a debriefing is to inform the non-selected Offeror(s) of the basis for the source selection 
decision and award.  An Offeror(s) not selected for award shall submit a written request for a debriefing 
within three (3) working days after the posting of the award.  The debriefing shall be held, to the maximum 
extent possible, within seven (7) working days after the posting of the award. 
 
1.25 Protest 
 
Pursuant to §103D-701, HRS and §3-126, HAR, a protest of the solicitation must be submitted prior to the 
date set for receipt of offers, and a protest of an award or proposed award shall be submitted within five 
(5) working days after the posting of award or within five (5) working days following a debriefing.  The 
award(s), if any, resulting from this solicitation shall be posted on the HIePRO and shall be posted on the 
Hawaii Awards and Notices Data System (HANDS) website at https://hands.ehawaii.gov/hands/awards. 
 
Any protest pursuant to §103D-701, HRS and §3-126, HAR shall be submitted in writing to the Hawaii 
State Department of Education’s, Chief Procurement Officer, c/o Procurement and Contracts Branch at 
the Waipahu Civic Center, 94-275 Mokuola Street, Room 200, Waipahu, Hawaii  96797. 

https://hands.ehawaii.gov/hands/awards


RFP D25-023 9 

2. RFP PURPOSE AND OVERVIEW 
 
2.1. Purpose 
 
The Hawaii State Department of Education (hereinafter referred to as “STATE”) is soliciting for services 
related to the development and administration of the Hawaii Assessment Literacy (HAL) Program as 
described below. 
  

● Item and stimulus development for K-12 interim/benchmark/summative assessments in ELA, 
mathematics, science, and social studies. 

● Professional development in item authoring for K-12 classroom teachers of ELA, mathematics, 
science, and social studies. 

● Hosting computer-based, item authoring system meeting specifications set by Hawaii and 
consistent with Hawaii’s assessment requirements. 

● Instructional resource development for K-12 ELA, mathematics, science, and social studies. 
● Professional development in resource development for K-12 classroom teachers of ELA, 

mathematics, science, and social studies. 
● Hosting computer-based, instructional resource development system meeting specifications set 

by Hawaii. 
  
2.2. Goals and Objectives 
 
The overarching goal of the HAL Program is to empower K-12 educators across Hawaii with the skills and 
tools necessary for effective assessment design and implementation. This initiative aims to enhance 
statewide assessment literacy by providing targeted professional development that enables educators to 
master the art of crafting and administering standards-aligned assessment items in ELA, mathematics, 
science, and social studies. 
 
To support this vision, the HAL Program seeks to develop and maintain a comprehensive item bank. This 
resource will feature a wide array of assessment items and resources that are not only diverse but also 
fully integrated with the latest technology. Rigorous review processes will ensure that these items align 
with the highest standards of educational and psychological testing, promoting fairness and educational 
value. 
 
Collaboration is a cornerstone of the HAL Program. Through sustained partnerships between the STATE, 
educators, and assessment specialists, the program will foster a community of practice that contributes to 
the continuous development and review of assessment materials. These collaborative efforts will ensure 
that the content is validated regularly, maintaining its relevance and effectiveness. 
 
Technological advancement is a key objective, with the program set to implement state-of-the-art item 
authoring and resource development systems. These tools will be customized to meet the specific needs 
of Hawaii’s educational landscape, enhancing the utility and accessibility of instructional resources. 
Furthermore, the integration of innovative practices such as artificial intelligence will revolutionize how 
assessments are crafted, making them more relevant and insightful. 
 
Finally, the HAL Program is committed to ensuring that these educational advancements are accessible 
and equitable across all of Hawaii's diverse educational settings. By promoting innovative practices and 
providing comprehensive support, the program will ensure that all educators and students, regardless of 
location or background, have access to high-quality, effective assessment tools. 
 
2.3. General Requirements 
 
The HAL Program is a state-developed program for item authoring, instructional resource development, 
and professional development. It is comprised of teacher-created stimuli, items and instructional 
development resources. 
  
Proposals for the HAL Program should consider: 



RFP D25-023 10 

● References to Smarter Balanced with respect to ELA and mathematics in the body of the RFP 
are assumed to refer to Hawaii with respect to the HAL Program. 

● The HAL Program is aligned to the Common Core State Standards (CCSS), Next Generation 
Science Standards (NGSS) and the Hawaii Core Standards for Social Studies (HCSSS). 

○ The Standards can be found on the STATE website: 
https://www.hawaiipublicschools.org/TeachingAndLearning/StudentLearning/Pages/stand
ards.aspx 

● The primary mode of administration of the HAL items is computer-based, online testing. 
● The Smarter Balanced Tools for Teachers (https://smartertoolsforteachers.org) will be used as 

the repository of HAL instructional development resources. 
  
Requirements for the HAL Program items for specific sections of the Technical Proposals, beyond or 
different from what is required for the Smarter Balanced ELA and mathematics assessments, are 
described below. If a section is not included below, the expectations for the HAL Program items are the 
same as the expectations for the Smarter Balanced assessments. 
 

2.4. Implementation Timelines 
 
The Hawaii Assessment Literacy (HAL) Program is designed to be implemented in phases, ensuring 
systematic progress and effectiveness. Each phase focuses on specific aspects of the program, with 
certain activities ongoing throughout the year to maintain momentum and ensure continuous 
improvement. 
 
Phase 1: Kick-Off and Initial Training (Months 1-3) 

● Month 1: Conduct an official kick-off meeting to outline project goals, introduce team members, 
and finalize operational plans. 

● Months 2-3: Launch the initial round of professional development sessions for educators in ELA 
and mathematics, focusing on item authoring and utilization of the item authoring system. 

 
Phase 2: Continuous Item and Resource Development (Ongoing throughout the year) 

● Item Development: Engage in ongoing development and refinement of assessment items. This 
includes continuous cycles of writing, reviewing, and adjusting items to ensure alignment with 
educational standards. 

● Performance Assessment Authoring: Implement a yearlong performance assessment authoring 
program, starting with intensive training sessions and followed by continuous writing, piloting, and 
revising of performance assessments. 

● Instructional Resource Development: Facilitate ongoing professional development sessions 
focused on the creation and refinement of instructional resources, ensuring these are aligned with 
current educational standards and teaching practices. 

● Assessment Literacy Program: Offer continuous training and development sessions aimed at 
enhancing assessment literacy among educators, focusing on best practices and effective 
assessment strategies. 

 
Phase 3: Targeted Training for Test Coordinators (Fall each year) 

● New Test Coordinators Training: Provide a one-day virtual training session in October for newly 
appointed test coordinators, focusing on essential duties and responsibilities. 

● All Test Coordinators Training: In December, hold a comprehensive training session for all test 
coordinators to cover updates, refinements, and new protocols for the assessment programs. 

 
Phase 4: Evaluation and Scaling (End of Year 2 and beyond) 

● End of Year 2: Perform a detailed evaluation of the HAL program to measure its impact and 
effectiveness relative to the set goals and objectives. This evaluation will inform necessary 
adjustments and enhancements. 

● Year 3 and Ongoing: Scale up the integration of advanced technologies and expand the reach of 
the program, continuously refining our approach based on feedback and emerging needs in the 
education sector. 

 

https://www.hawaiipublicschools.org/TeachingAndLearning/StudentLearning/Pages/standards.aspx
https://www.hawaiipublicschools.org/TeachingAndLearning/StudentLearning/Pages/standards.aspx
https://smartertoolsforteachers.org/
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The implementation timeline for the HAL Program ensures a framework for ongoing development and 
targeted training, while also providing flexibility to adapt and expand based on evolving educational needs 
and technological advancements. 
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3. SCOPE OF WORK; PROJECT AND OFFEROR REQUIREMENTS 
 

3.1 Scope of Work 
 

ID No Task Requirement 
1. Item Bank 

Development (for 
Classroom-based 
Assessments) 

The CONTRACTOR shall facilitate the ingestion of all existing stimuli and items, including graphics, rubrics, and 
existing accommodation supports from Hawaii’s current service provider. 

 
The CONTRACTOR will ensure all accommodations described in Exhibit 1: Smarter Balanced Usability, 
Accessibility, and Accommodations Guidelines (UAAG) and Exhibit 2: Hawaii State Test Accommodation Guide for 
Low Risk Accommodations), as amended, are applied to both newly developed items and older operational items. 
 
The CONTRACTOR will be responsible for the entry and preparation of newly developed stimuli, items, art, and 
rubrics for inclusion in content-specific item banks in a classroom-based assessment system. The CONTRACTOR 
will ensure items are written according to the most current Smarter Balanced item style guide (Exhibit 4: Style 
Guide for Smarter Balanced Assessments). See Exhibit 3: Smarter Balanced Resources, as amended, for 
additional guidance on item development. 
 
Proposals shall describe the ability of Offeror’s staff to enter new items, to be developed during the life of this 
contract, into the Offeror’s item management system. 
 
Offerors may propose the inclusion of ‘off-the-shelf’ items and/or item banks that are aligned to the STATE’s 
respective content standards. The intent is to build robust, high-quality item banks for classroom teacher selected 
use. 

1.1. Item Development The CONTRACTOR shall develop test items with input and review by the STATE. The STATE also intends to 
involve state educators in the development of the assessment items and tests under the supervision of state 
assessment staff and the facilitation support of CONTRACTOR’s content specialists. 
 
For the purposes of this RFP, the terms "item" or "test item," whether singular or plural, means stimuli, test stems, 
student response choices or mechanisms for open-ended or technology supported responses, and associated 
meta-data, and must comply with the item specifications set out within the Standards for Educational and 
Psychological Testing (2014 Edition), Chapter 4. 
 
Item development is a major and critical component of the project. CONTRACTOR shall work with the STATE and 
educator committees to develop new items. Items consist of stimuli, item stems, student response choices or 
mechanisms for open-ended or technology supported responses, and associated meta-data. 
 
The assessments are to be delivered primarily in an online format, using item types similar to types used with the 
Smarter Balanced assessments. Additional item types specific to the science assessment will be incorporated as 

https://smarterbalanced.alohahsap.org/content/contentresources/en/Hawaii-State-Test-Accommodation-Guide-for-Low-Risk-Accommodations-2024-2025.pdf
https://smarterbalanced.alohahsap.org/content/contentresources/en/Hawaii-State-Test-Accommodation-Guide-for-Low-Risk-Accommodations-2024-2025.pdf
https://drive.google.com/file/d/1ixHZcM06NXfMSy8Da6BYiQ1uyHrja3Vm/view?usp=drive_link
https://drive.google.com/file/d/1ixHZcM06NXfMSy8Da6BYiQ1uyHrja3Vm/view?usp=drive_link
https://drive.google.com/file/d/1ixHZcM06NXfMSy8Da6BYiQ1uyHrja3Vm/view?usp=drive_link
https://drive.google.com/file/d/1-iPfOPwbrNncSm2kOpd9cMkAtXbblIy1/view?usp=drive_link
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appropriate to the design and measurement intent of the science tests. To the extent possible, the science 
assessments should provide opportunities similar to the experience students currently have as they interact with 
the existing test interface. 
 
The STATE is open to innovative approaches to item development and test form development which incorporates 
the three-dimensional aspects of the state science standards. Tests for the general assessment can include 
multiple item types, taking advantage of industry best practices and emerging research in the field of science 
assessment including but not limited to the use of AI and incorporating student voice such as conducting focus 
groups with students to make more informed decisions on item development. 

1.1.1. Item Specification 
Development 

The CONTRACTOR, in collaboration with the STATE, shall refine and enhance item specifications including, but not 
limited to, the following: 

● Requirements for the application of universal design principles, 
● Content to be tested, 
● Construct definitions, including relevant and irrelevant factors, 
● Item types to be employed, 
● Cognitive complexity, 
● Use of visuals which includes, but is not limited to, graphics, tables, charts, simulations, and animations. 
● AI guidelines and considerations for item development 

1.1.2. Item Cluster 
Development 

Members of the item cluster writing committees are solicited and selected by the STATE. Approximately twelve (12) 
teachers from across the state attend each item cluster writing session. Newly-developed items go through several 
stages before going to content reviews. 
 
Content-specific item clusters including stimuli, items, and initial art are planned and drafted by the 
CONTRACTOR’s content specialists in collaboration with STATE test development specialists. The development 
plan shall include, but not be limited to, factors such as number of item clusters and standalone items to be 
developed; item types; cognitive complexities; item difficulties; use of graphics, tables, and charts; and details on 
technology enhanced items. 
 
During item cluster writing workshops, stimuli, items, and rubrics are written by educators with oversight by STATE 
test development specialists and support from CONTRACTOR content specialists. Art is revised and/or added 
during item cluster writing workshops. 
 
Following the item cluster writing workshops, STATE test development specialists and CONTRACTOR content 
specialists collaborate to refine and edit all stimuli, items, art, and rubrics. 
 
Upon STATE approval, CONTRACTOR will take stimuli, items, rubrics, and art through a style and copy editing 
cycle and provides technical feedback. Other review criteria include, but are not limited to: universal design 
principles, alignment to item specifications, alignment to appropriate cognitive and language complexity, fairness, 
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accessibility, reasonableness and completeness of rubrics and scoring criteria, age appropriateness, technology-
based presentation. 
 
STATE staff reviews feedback from CONTRACTOR, recommends adjustments, if necessary, reviews revisions and 
signs off on draft versions of field test items and rubrics that will move forward to content and bias review. 

1.1.3. Stand Alone Item 
Development 

In addition to item clusters, the STATE intends to include standalone items in the item bank. The STATE shall 
specify the performance expectations and content standards targeted for the items. The CONTRACTOR shall 
submit the items to STATE test development specialists for review and comment prior to bringing them to the 
content review committee of educators. 
 
CONTRACTOR shall provide examples of item types appropriate for each End-of-Course (EOC) exam course that 
must be developed. Timelines for item development, including approaches that incorporate the use of Hawaii 
educators in item development as well as item review committees, shall be included in the description of the project. 
 
CONTRACTOR shall be able to provide templates in the form of Word documents for stimuli and item development 
for item writing and the item review processes. 

1.1.4. Content Review 
Meetings 

Stimuli, items, art, and rubrics are reviewed by Content Review committees for alignment to item specifications, 
alignment to appropriate cognitive and language complexity, fairness, accessibility, reasonableness and 
completeness of rubrics and scoring criteria, age appropriateness, and technology-based presentation.  
 
CONTRACTOR will be responsible for coordinating and convening Content Review committees which include 
educators who are representative of students across Hawaii.  
 
Up to four (4) STATE staff will attend each session as well as appropriate CONTRACTOR staff as specified within 
Offeror’s proposal. 
 
Items are identified as accepted, accepted with revisions, or rejected. Stimuli, items, art, and rubrics are edited 
during content review by STATE and CONTRACTOR based on feedback from Content Reviews. 
 
The STATE is open to innovative approaches to item review including but not limited to working with the STATE to 
create a process to conduct student committee item reviews. 
 
For proposal purposes, proposed pricing for these work group sessions will use the following guidelines: 

● A separate 2-day session for ELA comprised of up to six (6) educators; 
● A separate 2-day session for Mathematics comprised of up to six (6) educators; 
● A separate 2-day session for Science comprised of up to six (6) educators; 
● A separate 2-day session for Social Studies comprised of up to six (6) educators. 

1.1.5. Accommodations CONTRACTOR will provide for incorporation of all accommodations stipulated by associated guidance on 
accessibility, as noted in Exhibit 1: Smarter Balanced Usability, Accessibility, and Accommodations Guidelines 

https://www.k12.wa.us/sites/default/files/public/science/pubdocs/WCAS_CDR_Description_for_Posting.pdf
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(UAAG) and Exhibit 2: Hawaii State Test Accommodation Guide for Low Risk Accommodations), as amended, to 
accomplish consistency in the presentation, to the extent possible, of the HAL items. 

2. Professional 
Development 

 

2.1. Item Authoring CONTRACTOR shall coordinate with the STATE to develop and deliver an item authoring professional development 
program for teachers of ELA, mathematics, science, and social studies. First year implementation will include 
professional development for teachers of mathematics, ELA and science in grades 3 through 12. Social studies and 
additional grade levels may be phased in over the course of the contract. 
 
Professional development for teachers is based upon the Smarter Balanced Item Writing Program in which teachers 
learn how to develop and review assessment items aligned to the content standards. STATE content and 
assessment specialists will work with CONTRACTOR to coordinate item development training, item writing 
certification and item review collaboration activities. Item authoring training materials are due to STATE staff at least 
6 weeks prior to the training. Item specifications are the same as the statewide summative item specifications for 
CCSS, NGSS and HCSSS. Training is provided for novice item authors who receive intensive training as item 
authors before becoming certified as an item author. Professional development is provided for approximately 15 
novice participants in each content area each school year. Trainings occur during breaks and include five 
consecutive days during summer break, two consecutive days during fall break and two consecutive days during 
spring break. Over the course of the year-long program novice participants receive training in item authoring for all 
standards in a content area for one grade level. Training is also provided for experienced item authors who attend 
trainings along with novice participants and serve as facilitators and item reviewers during the trainings. 
Approximately five (5) experienced item authors for each content area attend trainings for a total of 20 participants 
per content area per training. 
 
Item authors are trained in the following: 

● Item specifications, including targets and task models 
● Stimulus specifications 
● Item Quality Criteria 
● Depth of Knowledge 
● Style Guide elements specific to content area items 
● Accessibility Guidelines 
● Bias and Sensitivity Guidelines 
● Construct relevant vocabulary 
● EDL Vocabulary lists 
● Rubrics and scoring 

 
CONTRACTOR will provide compensation for item authors and reviewers. Item authors and reviewers are paid 
approximately $200 per day of training. Item authors are expected to deliver 30 items over the course of a school 
year. 

https://smarterbalanced.alohahsap.org/content/contentresources/en/Hawaii-State-Test-Accommodation-Guide-for-Low-Risk-Accommodations-2024-2025.pdf
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CONTRACTOR will ensure that Item Authoring facilitators are introduced to STATE staff at least 8 weeks before the 
trainings and the STATE will determine if the facilitators are suitable. Facilitators need to have at least one year of 
experience conducting item authoring training with educators. Facilitators that are not suitable for the STATE will not 
be invited back. If the facilitators have less than one year of experience conducting item authoring training, they must 
be accompanied during their sessions by an experienced facilitator. 

2.2. Performance 
Assessment 
Authoring 

CONTRACTOR shall provide support with the logistics and execution of performance assessment authoring trainings 
for approximately 50 teachers, who will engage in a yearlong process of writing, piloting and revising performance 
assessments and supporting materials. The trainings will occur in Honolulu or virtually on the following dates: 
 

● June: 5 consecutive full-day sessions in Honolulu during summer break (in-person) 
● October: 2 consecutive full-day sessions during fall break (virtual) 
● March: 2 consecutive full-day sessions in Honolulu during spring break (in-person) 

 
CONTRACTOR will work with STATE staff to provide the following: 

● Training Sessions Execution: The CONTRACTOR shall host training sessions in collaboration with the 
STATE and partner organizations in June (5), fall (2 virtual full days) and spring (2), accommodating 
approximately 50 teachers per session.  

● Logistics Arrangements: The CONTRACTOR is responsible for all logistical arrangements associated with 
the training sessions. This includes but is not limited to:  

○ providing a registration system for participants and communicating with registrants via email and 
phone as necessary (includes, but is not limited to, confirmation emails and reminder emails),  

○ securing hotel banquet rooms for the training venues,  
○ providing meals for all participants, covering parking fees, and any other necessary accommodations 

to ensure a conducive learning environment,  
○ for participants traveling from neighbor islands (30% of total participants), the CONTRACTOR shall 

coordinate and provide flights (Ex: $150 x 15 participants x 2 flights = $4,500) and other travel 
expenses, including accommodations (Ex: $150 x 15 participants x 6 nights = $13,500) 

○ work with venue technology support to ensure adequate sound, access to electricity for participant 
laptops and a reliable internet connection (i.e., sound system support and WiFi access for all 
participants) 

○ provide sign in sheets and send to STATE staff after the training, 
○ printing of training materials and provide supplies as needed, and 
○ provide on-site support. 

● Stipend and Travel Reimbursements: CONTRACTOR is responsible for issuing stipends to qualified (BU5 
employees) participants (Ex: $200 per day x 50 participants x 9 sessions = $90,000) and reimbursing 
neighboring island participants for any expenses incurred traveling to and from the training venue. 

2.3. Assessment 
Literacy  

CONTRACTOR shall provide support with the logistics and execution of assessment literacy trainings to 
approximately 60 teachers. The trainings will occur in hotel banquet rooms in Honolulu on the following times:  
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● Fall: 1 full-day session 
● Winter: 1 full-day session 
● Spring: 1 full-day session 
● Summer: 1 full-day session 

 
CONTRACTOR will work with STATE staff to provide the following: 

● Training Sessions Execution: The CONTRACTOR shall host training sessions in collaboration with the 
STATE and partner organizations in Fall (1), Winter (1), Spring (1) and Summer (1), accommodating 
approximately 60 teachers per session. Estimated cost for meeting space and meals at in-person training 
sessions is $11,000 per session. 

● Logistics Arrangements: The CONTRACTOR is responsible for all logistical arrangements associated with 
the training sessions. This includes but is not limited to: 

○ providing a registration system for participants and communicating with registrants via email and 
phone as necessary,  

○ securing hotel banquet rooms for the training venues,  
○ providing meals for all participants, covering parking fees, and any other necessary accommodations 

to ensure a conducive learning environment,  
○ for participants traveling from neighbor islands (30% of total participants), the CONTRACTOR shall 

coordinate and provide flights (Ex: $150 x 20 participants x 4 flights = $12,000) and other travel 
expenses, including accommodations (Ex: $150 x 20 participants x 1 night = $3,000) 

○ work with venue technology support to ensure adequate sound, access to electricity for participant 
laptops and a reliable internet connection (i.e., sound system support and WiFi access for all 
participants) 

○ provide sign in sheets and send to STATE staff after the training, 
○ printing of training materials and provide supplies as needed, and 
○ provide on-site support. 

● Stipend and Travel Reimbursements: CONTRACTOR is responsible for issuing stipends to qualified (BU5 
employees) participants (Ex: $200 per day x 50 participants x 5 sessions = $50,000) and reimbursing 
neighboring island participants for any expenses incurred traveling to and from the training venue. 

2.4. Test Coordination/ 
Administration 

The CONTRACTOR shall provide test coordination training support for an estimated 400 test coordinators (TCs) 
annually.  
 
The CONTRACTOR shall coordinate an annual Test Coordinator Training for new TCs (approximately 50) in the 
Fall and an annual Test Coordinator Training for all TCs (estimated to be 400 per training) in the Winter.  
 
The New Test Coordinators one-day training occurs virtually. 
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The one-day Test Coordinators Training for all TCs (estimated to be 400 per training) occurs in-person at seven 
different locations/dates. 
 
The CONTRACTOR shall work with STATE staff to provide the following: 

● Training Sessions Execution:  
○ Host two (2) one-day training sessions, accommodating 25 TC participants per session in the Fall, 

and  
○ Host seven (7) one-day training sessions, accommodating 20-90 TC participants per session, in the 

Winter. The total number of participants is estimated to be 400. 
● Logistics Arrangements: The CONTRACTOR is responsible for all logistical arrangements associated with 

the training sessions. This includes, but is not limited to: 
○ providing a registration system for participants and communicating with registrants via email and phone 

as necessary, 
○ securing hotel banquet rooms for the training venues,  
○ providing meals for all participants, covering parking fees, and any other necessary accommodations to 

ensure a conducive learning environment, 
○ for neighbor island trainings, the CONTRACTOR shall coordinate and cover the travel expenses, 

including one-night accommodations, for two State Test Development Specialists and any 
CONTRACTOR staff members that attend the trainings, 

○ for participants from the neighbor islands, the CONTRACTOR shall coordinate and cover the travel 
expenses, including one-night accommodations, for approximately 10 TCs that need to fly to Oahu to 
attend a training, 

○ work with venue technology support to ensure adequate sound, access to electricity for participant 
laptops and a reliable internet connection (i.e., sound system support and WiFi access for all 
participants) 

○ provide sign in sheets and send to STATE staff after the training, 
○ printing of training materials and provide supplies as needed, and 
○ provide on-site support. 

● Feedback Loop and Reporting: Establish a feedback mechanism to collect and analyze participant 
responses post-training. Use this feedback for continuous improvement of the training program. Provide 
comprehensive reports to the STATE detailing training outcomes, participant feedback, and 
recommendations for future sessions. 

3. Item Authoring 
and Test Building 
Tool - Online 

CONTRACTOR shall provide an item authoring online system that is used by item authors to develop items and 
allows item reviewers to provide feedback. Approved items will move to an item bank for secure test administration. 
Test delivery will utilize the same (or similar) system as the system used for Smarter Balanced test delivery. 
CONTRACTOR shall provide at least 8 hours to training STATE educators on the item authoring and/or test 
building tool. 
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4. Tools for 

Teachers 
CONTRACTOR shall provide procedures for establishing users access to Smarter Balanced Tools for Teachers 
and will manage the means to track and implement individualized access to Tools for Teachers. All user roles will 
have access to Tools for Teachers.  

4.1. Tools for Teachers 
Single Sign-On 

The proposal will include the Offeror’s detailed solution to provide Single Sign-On (SSO) functionality for users to 
access through the Smarter Balanced Tools for Teachers such that a user is not required to use multiple login 
credentials to access the totality of tools and features within the comprehensive state assessment program. 

● The proposal shall detail the benefits and drawbacks for using the Smarter Balanced suggested single 
sign-on system structure, or a proprietary Offeror solution provided to Smarter Balanced to integrate into 
the Smarter Balanced system.  

● CONTRACTOR is responsible for coordinating a single sign-on solution with Smarter Balanced. 
● The SSO must include the means of connections between and within the CONTRACTOR’s interim testing 

system with Tools for Teachers resources and identify which connection elements are configurable by the 
STATE. 

4.2. Instructional 
Resource 
Development 
 

CONTRACTOR shall coordinate with the STATE to develop and deliver an instructional resource development 
program that includes professional development for K-12 classroom teachers of ELA, mathematics, science, and 
social studies.  
 
Professional development for teachers is based upon the Smarter Balanced Tools for Teacher Program in which 
teachers learn how to develop instructional and professional development resources aligned to the content 
standards. STATE content and assessment specialists will work with CONTRACTOR to coordinate professional 
development and collaboration activities. Instructional and professional development resources are aligned to 
CCSS, NGSS and HCSSS. The CONTRACTOR shall provide training for novice resource developers to become 
certified instructional resource developers. Professional development is provided for approximately 10 novice 
participants in each content area each school year. Trainings occur during breaks and include five consecutive 
days during summer break, two consecutive days during fall break and two consecutive days during spring break. 
 
Over the course of the year-long program, CONTRACTOR shall provide training to novice participants in resource 
development for all standards in a content area for one grade level. The CONTRACTOR shall also provide training 
for experienced resource developers who attend trainings along with novice participants and serve as facilitators 
and resource reviewers during the trainings. 
 
Approximately five (5) experienced resource developers for each content area attend trainings for a total of 20 
participants per content area per training. 
 
CONTRACTOR shall provide an instructional resource and professional development online system that is used by 
resource developers to develop resources and allows reviewers to provide feedback. Approved resources will 
move to the CONTRACTOR’s online system that Hawaii teachers may access via secure login in order to access 
the teacher-created resources. 
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CONTRACTOR shall provide compensation for resource developers and reviewers. Resource developers and 
reviewers are paid approximately $200 per day of training. Both the resource developer and reviewer may work 
independently and receive $30-40 per resource that is moved to the item bank for test administration. Resource 
developers develop approximately 10 resources over the course of a school year. 

5. Instructional 
Resource 
Authoring Tool 

The CONTRACTOR shall develop and maintain a specialized portal to serve as a centralized repository of high-
quality, instructional resources, strategies, assessments, and activities specifically designed to support general 
education teachers with the delivery of ELA, Mathematics, Science, and Social Studies content. 
 
Key features of the platform will include, but are not limited to: 

● Curated Instructional Resources: A collection of lesson plans, teaching strategies, and assessment tools 
designed to align with the Hawaii Common Core Standards, facilitating effective instruction and meaningful 
learning experiences for students. 

● Professional Development Modules: Online training and professional development opportunities for 
educators to enhance their knowledge and skills in teaching students with diverse learning styles. 

● Community Collaboration Space: A forum for educators to share experiences, strategies, and best 
practices, fostering a collaborative community dedicated to improving educational outcomes for all students. 

● Accessibility and Accommodation Guides: Resources and guides to support the implementation of 
appropriate accommodations and modifications, ensuring all students can access the curriculum and 
demonstrate their learning. 

 
The CONTRACTOR shall ensure that the platform is regularly updated with evidence-based practices and 
responsive to the evolving needs of the educational community. 
 
The STATE seeks to enhance the utility and effectiveness of the platform by integrating it with the STATE’s current 
online reporting system. This integration aims to create a seamless user experience, whereby the results of interim 
assessments directly inform and guide educators to specific resources, strategies, and instructional materials within 
the platform that are most relevant to their students' needs. 

6. Supporting 
Services 

All meetings, inclusive of the kick-off and annual planning meetings, the CONTRACTOR shall: 
● Propose CONTRACTOR staffing to support all meetings on a defined, mutually agreed upon schedule. 
● Work with the STATE to identify required and optional attendees. 
● Collaborate with the STATE to determine dates, times, and convening location. 
● Conduct virtual meetings via Zoom, WebEx, or similar platforms when appropriate and with STATE 

approval. 
● Coordinate calendars and be responsible for sending and updating meeting invites. 
● Prepare and distribute meeting materials (includes, but is not limited to, agenda, supplies, and sign-in 

sheets) 
● Electronically post meeting-specific and supplemental materials for review by the STATE, before and after 

each meeting, in Adobe PDF, Microsoft Word, or Microsoft Excel format to the CONTRACTOR’s secure 
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site according to mutually agreed upon location/site, specifications and timelines. 

● Document meeting conversations, action items, decisions, and outstanding questions discussed. This 
should occur in real time during the meeting allowing the STATE to review and revise as needed. 

● Compensate participants not on a contract (up to five) unless otherwise specified. For the purpose of this 
RFP, the Offeror should estimate $200 per day/per participating educator. 

● Work with the STATE to determine dates, times, location, coordinate payment paperwork, participant 
travel and accommodations, process participant payment, and provide correspondence for up to ten (10) 
full day in-person and twenty (20) virtual Smarter Balanced Member Managed Item Authoring Sessions 
which occur annually over the course of eight months from January through August for up to 20 educators. 
The Offeror should estimate $200 per day/per participating educator, $60 per authored item/per 
participating educator, and $40 per virtual session attended/per participating educator. Assume costs 
associated with establishing and setting up virtual meetings. 

 
All in-person meetings will take place in Hawaii. CONTRACTOR shall be responsible for the support and logistics 
management of in-person meetings. In-person support and logistic requirements includes, but is not limited to the 
following: 

● In collaboration with the STATE, CONTRACTOR shall identify appropriate facilities and necessary 
equipment for the meetings. 

● CONTRACTOR shall reserve agreed upon meeting facilities and required equipment. 
● CONTRACTOR shall provide meals and refreshments during in-person meetings, when appropriate. 
● In collaboration with the STATE, CONTRACTOR shall prepare communication and when appropriate, 

communicate directly with meeting participants to determine most cost-effective travel requirements. 
● CONTRACTOR shall reimburse committee/advisory participating members for any applicable mileage, 

meals, lodging, or other travel-related expenses per guidelines provided by the STATE.  
● The CONTRACTOR will be responsible for all expenses, including travel expenses, incurred by the 

CONTRACTOR’s personnel to attend or participate in all meetings. 
● The CONTRACTOR will not be required to pay for STATE-level staff members’ travel costs. 

6.1. Kick-Off/Planning 
Meeting 

By no later than seven (7) calendar days after the effective date of the contract, the CONTRACTOR will work with 
the STATE to schedule a virtual initial planning or kick-off meeting. The meeting purpose will be to discuss the 
required program specific services, review the CONTRACTOR’s work plan and implementation schedule, and 
obtain specific information, data, criteria, and/or instructions necessary to finalize the CONTRACTOR’s work plan. 
This meeting will be a one-to-two-day activity. 

6.2. Annual Meetings CONTRACTOR will convene a virtual annual planning meeting. The purpose of this meeting will be to ensure 
details associated with program fulfillment are addressed and scheduled for completion. This meeting will be a one-
to-two-day activity. 

 
In preparation for these meetings, the STATE and CONTRACTOR will coordinate meeting details, attendee list, 
facilitator roles of the actual meeting, and post-meeting activities that prepare the items and systems for the next 



RFP D25-023 11 

ID No Task Requirement 
meeting. STATE staff have developed guidelines for these meetings for CONTRACTORs to follow, and these will 
be provided to the CONTRACTOR during a kick-off meeting. 

6.3. Technical Advisory 
Committee 
Meetings 

Technical Advisory Committee (TAC) meetings are convened in the spring and fall each year. The members of the 
TAC provide advice and/or feedback regarding the STATE’s assessment programs. The TAC meets in-person two 
times per year for two eight-hour days. CONTRACTOR shall send a representative(s) to these meetings for the 
purpose of discussing technical issues related to the HAL Program assessments. 
  
In addition, the STATE may convene up to two virtual meetings per year, up to four hours each time. 

6.4. Recurring 
Scheduled 
Meetings 

CONTRACTOR shall plan and coordinate weekly or biweekly virtual meetings with the STATE to review dates, 
discuss deliverables, milestones, current issues, test administration, psychometrics, content development, future 
events, contract matters, and other ad hoc topics. 
 
CONTRACTOR shall designate appropriate personnel, including subcontractors or third-party vendors, to 
participate in established recurring meetings as needed. 
 
CONTRACTOR shall be responsible for scheduling and setting up the meetings, working collaboratively with the 
STATE to develop mutually agreed upon agendas, facilitating meetings, taking notes, and provide timely meeting 
minutes within 24 hours. 
 
CONTRACTOR shall be available to meet virtually with the the STATE on an as needed basis, outside of the 
recurring meetings. 

6.5. Record 
Maintenance 

For the duration of the contract, the CONTRACTOR shall maintain all documentation related to the HAL program. 
Specific to HAL item development and review, this documentation includes but is not limited to demographics of the 
personnel involved in item authoring and reviews, training materials, and agenda. Upon request, the 
CONTRACTOR shall provide the STATE with an electronic copy of any such documentation. 
 
For records retained beyond the contract period, the CONTRACTOR shall electronically transfer all documentation 
to the STATE within one (1) month of the end of the contract. 

6.6. Annual Statewide 
Assessment 
Conference 

The CONTRACTOR shall present at the State’s annual Statewide Assessment Conference for the STATE 
principals, test coordinators, technology coordinators, and others involved in the test development and 
administration processes. The conference shall be held virtually over a two-day period in the fall. 

 
 
3.2 Offeror Qualifications 

 
The purpose of the Offeror Minimum Qualifications section is to provide the STATE the ability to verify the 
experience and knowledge claims made in the proposal by the Offeror and to assess the Offeror's prior 
record in providing services to other organizations. 
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Failure on the Offeror’s part to meet the requirements herein may result in a determination of non-
responsiveness and subsequent disqualification of Proposal. These requirements shall remain in effect 
throughout the entire contract period. Failure to maintain these requirements may result in cancellation of 
award or early, partial or full termination of a contract.   
 
Minimum Qualifications of the Offeror are as follows:  

 
● Offeror shall have the capacity to manage and monitor administrative contract requirements. 

 
● Offeror shall obtain and pay for all permits, certificates, and licenses required and necessary for 

the performance of the work specified herein, shall post all notices required by law, and shall 
comply with all laws, ordinances, and regulations bearing on the conduct of the work specified.    

 
● Offeror shall comply with all business registration requirements prior to commencing work under 

the contract.  
 

 
 

 



RFP D25-023 1 

4. PROPOSAL  
 
4.1 General Requirements 
 

4.1.1 Any and all costs incurred by an Offeror in preparing and submitting a Proposal and 
conducting discussions, if any, shall be at the Offeror’s sole expense and are the 
Offeror’s sole responsibility.  This includes the cost of any visits to client references, and 
STATE locations by an Offeror, but does not include any costs incurred by the STATE or 
its representatives for Offeror demonstrations or site visits. 

 
4.1.2 Before submitting a proposal, each Offeror must examine the solicitation documents 

thoroughly. Solicitation documents include this RFP, any attachments, and any other 
relevant documentation.   

 
4.1.3 Offerors are charged with presumptive knowledge of all requirements of all cited 

authorities.  Offeror must become familiar with state, local, and federal laws, ordinances, 
rules, and regulations that may in any manner affect cost, progress, or performance of 
the work before submitting a proposal.  Submission of a proposal by any prospective 
Offeror shall constitute admission of knowledge on the part of such Offeror. 

 
4.1.4 The Scope of Work, Minimum Contract Provisions, General Conditions and other 

documents referenced in or attached to the proposal shall be considered a part of the 
proposal submitted, whether or not attached to the proposal at the time of submission.  
Such documents shall not be altered in any way; any alterations so made by the Offeror 
may result in rejection of the proposal. 

 
4.1.5 Submission of a proposal shall constitute an incontrovertible representation by the 

Offeror of understanding, acceptance, and compliance with every requirement of this 
RFP, and that the RFP documents are sufficient in scope and detail to indicate and 
convey reasonable understanding of all terms and conditions of performance of the work. 

 
4.1.6 Any proposal may be withdrawn at any time on the HIePRO prior to the deadline for 

receipt of offers.  The withdrawal of a proposal shall not prejudice the right of an Offeror 
to submit a new proposal, but any such new proposal must be received before the stated 
deadline. 

 
4.1.7 A proposal that contains any omission, erasure, addition not called for, conditional offer 

or irregularity of any kind may be rejected.  Corrections, if necessary, may be made by 
submitting a revised proposal on the HIePRO prior to the proposal due date and time. 

 
4.2 Confidential Information in Proposal 

 
The contents of any proposal shall not be disclosed during the review, evaluation, or discussion process. 
Once the notice of the award is posted, all proposals (both successful and unsuccessful) become 
available for public inspection. 
 
If an Offeror believes that any portion of its proposal contains information that should be withheld as 
confidential, then the Procurement and Contracts Branch should be so advised in writing.  Offeror shall 
request in writing nondisclosure of designated trade secrets or other proprietary data to be confidential.  
Such data shall accompany the Proposal, be clearly marked, and shall be readily separable from the 
Proposal in order to facilitate eventual public inspection of the non-confidential portion of the Proposal. 
 
Whether those parts shall remain confidential will be determined under § 3-122-58(b), HAR and Chapter 
92F, HRS.  Pursuant to Section 3-122-58, HAR, if a person requests to inspect the portions of a proposal 
designated as confidential, the head of the purchasing agency or designee shall consult with the 
Department of the Attorney General and make a written determination in accordance with Chapter 92F, 
HRS.  If the request for confidentiality is denied, such information shall be disclosed as public information, 
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unless the Offeror appeals the denial to the Office of Information Practices in accordance with Section 
92F-42(12), HRS. 

 
4.3 Proposal Preparation 
 
One of the objectives of this RFP is to make proposal preparation easy and efficient, giving Offerors 
ample opportunity to highlight their proposals. The evaluation process must also be manageable and 
effective. When an Offeror submits a proposal, it shall be considered a complete plan for accomplishing 
the tasks described in this RFP and any supplemental tasks the Offeror has identified as necessary to 
successfully meet the obligations outlined in this RFP. 
 
The proposal shall describe in detail the Offeror's ability and availability of services to meet the primary 
project goal of this RFP as stated herein.  Proposals shall be prepared in a straightforward and concise 
manner, in a format that is reasonably consistent and appropriate to the purpose of this RFP.  Emphasis 
shall be on completeness and clarity of content.  If any additional information is required by the STATE 
regarding any aspect of an Offeror’s proposal, such information shall be provided within two (2) working 
days of the STATE’s request unless otherwise stated or directed by the STATE. 
 
4.4 Proposal Security 
 
A Bond is not required if submitting a Proposal. 
 
4.5 Proposal Submission and Format 
 
This section prescribes the standard format for a proposal submitted in response to this RFP.  
 
Offeror shall submit a Proposal using the exact forms or reproductions of such forms as provided and as 
otherwise instructed by this RFP.  Failure to comply may result in a determination that the proposal is 
non-responsive. 
 
The standard format will facilitate the STATE’s review, comparison, evaluation of proposals, and 
verification as to whether the minimum requirements are met by each Offeror and the Offeror’s Proposal. 
The format is not intended to limit the content of a proposal in any way. The Offeror may include any 
additional data or information that is deemed pertinent to this RFP.  
 
This electronically submitted offer shall be considered the original.  Any offers received outside of the 
HIePRO shall not be accepted or considered for award, unless otherwise specified herein.  The maximum 
file size that HIePRO can accept is 100MB.  Files larger than 100MB must be reduced into two (2) or 
more files. 
 
Proposals shall be submitted and received electronically by the specified due date and time through the 
HIePRO (http://hiepro.hawaii.gov).  
 
4.6 Proposal Organization and Content 
 
Proposals shall be organized in this order:  
 

Table of Contents:   The table of contents shall clearly identify the material by section and by 
page number. 

Section 1:   Offeror Identification and Information Form (Appendix A) 
Section 2:   Executive Summary 
Section 3:   Offeror Qualifications (including subsections:  Offeror History and 

Background/Relevant Project Experience, Program Management 
Requirements/Internal Controls, Project Team Structure/Staffing, Offeror 
References (Appendix B), and Information/Data Security and Confidentiality) 

Section 4:   Subcontractors (if any) 
Section 5:   Proposed Solution/Technical Proposal 

http://hiepro.hawaii.gov/
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Section 6:   Price Proposal (Appendix C) 
Attachment A: Proof of Compliance Documents 

 
Additional information about specific requirements of each section follow. 
 
4.7 Offeror Identification and Information Form (Appendix A) 
 
Offeror shall submit the Proposal under the company’s exact legal name as registered with the 
Department of Commerce and Consumer Affairs, if applicable, and shall indicate exact legal name in the 
appropriate space on the Offeror Identification and Information Form.  Failure to do so may result in 
rejection of the proposal or delay proper execution of a resulting contract, if any. 

 
The Offeror’s authorized signature on the OFFEROR IDENTIFICATION AND INFORMATION FORM 
shall be an original signature in ink, which shall be required before an award, if any, can be made. The 
submission of the proposal shall indicate Offeror’s intent to be bound. 
 
A hard copy (original signature in ink) of the OFFEROR IDENTIFICATION AND INFORMATION FORM 
must also be received by the Hawaii State Department of Education, Procurement and Contracts Branch, 
94-275 Mokuola Street, Room 200, Waipahu, Hawaii 96797, within five (5) working days after the 
proposal due date.  

 
4.8 Executive Summary  
 
The executive summary shall summarize the contents of the Proposal in a way that gives readers a broad 
understanding of the entire Proposal and must also contain the following:  
 
Terms and Conditions - A statement that the Offeror understands and shall comply with all terms and 
conditions of the RFP (including the General Conditions).  If an Offeror does not plan to comply with one 
or more of the terms or conditions of the RFP, this must be stated; ALL exceptions must be listed and 
fully described.  The STATE reserves the right to accept or not accept any exceptions. 

 
Assumptions or Constraints - A statement on whether the Proposal contains any assumptions or 
constraints and must also identify and describe each such assumption and constraint.  If neither 
assumptions nor constraints are included in the Proposal, a statement to that effect must be made.  

 
Deviations - If the Proposal deviates from the specifications or requirements of the RFP, a statement must 
be included identifying and describing each such deviation.  If no deviations are included in Offeror’s 
Proposal, a statement to that effect must be made. 

 
Subcontracting - A statement that the products and services of the proposed solution shall be provided 
solely by the Offeror and the Offeror’s company or whether a subcontractor(s) shall assist. The Offeror’s 
use of subcontractor(s) requires the prior written approval of the STATE. 
 
Taxable Transaction – Work to be performed under this solicitation is a business activity taxable under 
Chapter 237, HRS, and vendors are advised that they may be liable for payment of the Hawaii General 
Excise Tax (GET).  If an Offeror is a person exempt by the HRS from paying the GET and therefore not 
liable for the taxes on this solicitation, Offeror shall state its tax exempt status and cite the HRS chapter or 
section allowing the exemption. 
 
Pending Litigation – The Offeror shall disclose any pending litigation to which they are a party, including 
the disclosure of any outstanding judgment. If applicable, please explain how litigation may materially 
impact the Offeror or the Offeror’s ability to fully perform and complete any work under the contract. 
 
Other Notable Items - The Offeror shall disclose any other items of note that may have material impact 
the Offeror or the Offeror’s ability to fully perform and complete any work under the contract. 
 
4.9 Offeror Qualifications 
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This section of the Proposal shall include the following: 
 

4.9.1 Offeror History and Background/Relevant Project Experience.  The Offeror shall describe 
its corporate background and experience including its size and resources, details of 
corporate experience relevant to the project and a list of other current or recent related 
projects by providing the following: 

 
4.9.1.1 General information about the Offeror’s organization. 

 
4.9.1.2 Experience of the Offeror - Include relevant experience that indicates the 

qualifications of the Offeror, and any subcontractors, for the performance of the 
potential contract. 
 

4.9.1.3 Established credible history of successful implementation of accountability 
assessments for grades 3 through 8 and high school on a statewide basis and/or 
for a State Education Agency. 
 

4.9.1.4 Documentation showing history of success, specifically: 
• Number of years of credible and proven success with names of states and 

state educational agencies where accountability assessments were 
implemented system wide. Ideally, letters will be provided from states and/or 
state educational agencies where accountability assessments were 
implemented system wide. 

• Research that documents credibility of an accountability assessment system 
for CCSS and NGSS. 

  
4.9.2 Program Management Requirements/Internal Controls. 

4.9.2.1 Offeror shall provide a description of the proposed project team structure and 
internal controls to be used during the course of the project, including any 
subcontractors. Provide an organizational chart indicating lines of authority for 
personnel involved in performance of this potential contract and relationships of 
this staff to other programs or functions.  This chart must also show lines of 
authority to the next senior level of management.  Include who within the firm will 
have prime responsibility and final authority for the work. 
 

4.9.2.2 Proposed Program Manager (PM) will be empowered to authorize and execute 
change orders, make decisions, engage additional resources and execute on 
creative solutions to unusual or unforeseen problems. 
• The STATE reserves the right to approve the proposed Program Manager. 

The Program Manager shall serve as the primary liaison between the Offeror 
and the STATE. The Program Manager will also serve as Offeror’s 
designated customer service representative, ensuring that schools receive 
quick and accurate responses to questions, requests, or concerns. 

• The proposed Program Manager shall have the authority necessary to 
coordinate and establish work priorities on behalf of Offeror, for all assigned 
personnel, including those of any sub-contractors, associated with tasks on 
the assessment program. 

  
4.9.2.3 If the Offeror secures subcontractors to perform any work related to developing 

items/assessments, the Offeror shall provide an effective supervisory structure 
for overseeing the quality of the subcontractor’s work and shall ensure that all 
deliverables are completed in accordance with the requirements of the contract 
and the approved Implementation Schedule. 

  
4.9.2.4 Offeror shall provide a structure for escalating unresolved issues if Offeror’s 

program management team is unable to address them to the satisfaction of the 
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STATE. 
  

4.9.2.5 Offeror shall assign sufficient program personnel to provide accurate, efficient 
customer service to both STATE personnel and school personnel. Offeror shall 
provide a toll-free number and e-mail address through which school personnel 
may direct questions, comments, or requests. Offeror shall ensure that the toll-
free customer service number is dedicated to the STATE and is available and 
staffed from 6:00 a.m. to 6:00 p.m. HST, during the school year. Offeror shall 
provide the STATE with a monthly log of calls to the customer service line, 
issues, and resolutions. Offeror shall also provide a password protected FTP site 
or virtual “conversation room” to allow STATE personnel and Offeror a secure 
forum for interaction and exchange of materials. 

  
4.9.2.6 By June 1st of each year, Offeror shall provide the STATE with a year-long 

calendar (Implementation Schedule) including all deliverables, milestones, review 
dates, and responsible parties for the upcoming school-year item/test 
development activities. Offeror shall update the calendar upon STATE request 
and as needed to accommodate schedule revisions. 

  
4.9.2.7 Offeror shall designate appropriate personnel to participate in weekly or bi-

weekly conference calls with STATE personnel. Offeror’s Program Manager and 
STATE personnel will collaborate to develop a mutually agreed upon agenda for 
the conference calls. Offeror shall be responsible for scheduling and setting up 
the conference calls and any costs associated with the conference call. 

  
4.9.2.8 Except for Offeror’s initial meeting with the STATE following execution of the 

contract and the regularly scheduled weekly or bi-weekly conference calls, the 
STATE will make requests to Offeror for other meetings and conference calls 
between the Offeror and STATE, and any other individuals such as third-party 
consultants or constituents.  Offeror shall coordinate the meetings and shall be 
responsible for all expenses, including travel expenses, incurred by to attend or 
participate in such meetings or conference calls. 

 
4.9.3 Project Team Structure/Staffing.  The Offeror shall include specific information regarding 

the role and function of its assigned staff to support implementation, training, reporting, 
and maintenance efforts.  

  
4.9.3.1 The Offeror shall also provide resume/vita for all staff who will be specifically 

assigned to the contract and provide a narrative description of their roles, 
experience, and qualifications, including education and training in the 
development of large scale statewide assessments. If the Offeror’s solution 
involves use of subcontractors in an amount greater than 10% of the project’s 
budget, resumes of any subcontractors shall also be included. 
 

4.9.3.2 Personnel Expertise - The Offeror shall at a minimum provide information for the 
proposed Program Manager, Test Development Specialist, Content Specialist, 
Psychometrician, Information Technology Specialist, Customer Service 
Supervisor, and all other key personnel proposed to provide the services 
required herein.  If additional personnel resources are available, the Offeror may 
provide information for such personnel. 
 

4.9.3.3 The information provided shall be structured to emphasize relevant qualifications 
and experience of the personnel in completing contracts/performing services of a 
similar size and scope to the requirements of this RFP. 
 

4.9.3.4 The information submitted shall clearly identify previous experience of the person 
in performing similar services and should include beginning and ending dates, a 
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description of the role of the person in such performances, results of the services 
performed, and whether the person is proposed for the same services for this 
project. 
 

4.9.3.5 If personnel are not yet hired, the Offeror shall provide detailed descriptions of 
the required employment qualifications; and detailed job descriptions of the 
position to be filled, including the type of person proposed to be hired. 

  
4.9.4 Offeror References. (Appendix B: Offeror Reference Form). Offeror shall provide a 

minimum of three (3) recent client references. These are to include the name of the client 
organization; name, title, and telephone number of the contact person; date, duration and 
brief description of work performed for the client. The Offeror grants the STATE 
authorization to contact any of the Offeror’s previous clients, including but not limited to 
these client references, to evaluate the Offeror and its work. 

 
4.9.5 Information/Data Security and Confidentiality.  The Offeror shall include specific 

information regarding its internal control environment, security history, legal compliance 
and confidentiality compliance (for example: SAS70/SSAE16/SOC2 reports) to ensure 
processes and policies related to data sharing are performed to STATE’s satisfaction.  

  
The Offeror shall confirm that it complies with State and Federal privacy laws and will 
follow the Department’s requirements relating to privacy, including, but not limited to, the 
Family Educational Rights and Privacy Act (FERPA) and chapters 8-6 and 8-34, HAR.  

 
4.10 Subcontractors 
 
The Offeror may propose to fulfill any of the responsibilities outlined herein by entering into a subcontract 
with an individual, organization, or other entity that possesses the requisite expertise to fulfill the 
requirements of the RFP. The Offeror shall retain sole responsibility for the completion of all tasks and for 
the quality of the work product. The use of subcontractors shall not place additional burdens or demands 
on the STATE (e.g., coordinating with staff from multiple CONTRACTORS).  

 
For any item listed herein to be fulfilled by a subcontractor, the Offeror shall provide a description of the 
proposed partner and the subcontractor’s capability to meet the demands of the RFP. In the event the 
Offeror elects to engage the participation of a subcontractor, the STATE retains the right to approve the 
selection of the subcontractor and the proposed role that the Offeror shall fulfill under this contract.   

 
If a proposal involves the use of any subcontractor, the subcontractor shall also comply with the Offeror 
qualifications requirements identified in the following sections: 
 

Offeror History and Background / Relevant Project Experience 
Program Management Requirements/Internal Controls 
Offeror References 
Project Team Structure/Staffing 
Information/Data Security and Confidentiality 

 
4.11 Proposed Solution/Technical Proposal 
 
The Proposed Solution/Technical Proposal must address tasks described in the Scope of Work, and any 
other tasks necessary to complete the work described, and shall contain a comprehensive description of 
service deliverables while incorporating information responsive to the following five (5) elements into the 
overall proposal: 
 

4.11.1 Project Approach/Methodology – Include a complete description of the Offeror’s 
proposed approach and methodology for the project. This section should convey 
Offeror’s understanding of the proposed project. 
  



RFP D25-023 7 

4.11.2 Work Plan – Include all project requirements and the proposed tasks, services, activities, 
etc. necessary to accomplish the scope of the project defined in this RFP.  This section of 
the Technical Proposal must contain sufficient detail to convey to members of the 
evaluation team the Offeror’s knowledge of the subjects and skills necessary to 
successfully complete the project.  Include any required involvement of corresponding 
STATE staff. 
 

4.11.3 Project Schedule – Include a project schedule indicating when the elements of the work 
will be completed and when deliverables, if any, will be provided. 
 

4.11.4 Deliverables – Fully describe deliverables to be submitted under the proposed contract. 
 

4.11.5 Risks – Define risks you identify as being significant to the success of the 
project.  Include how you would propose to effectively monitor and manage these risks, 
including reporting of risks to the STATE’s Project Coordinator. 

 
The Offeror is required to format the Technical Proposal such that the original RFP language provisions 
and numbering are directly quoted and included in the proposal, followed respectively by the Offeror’s 
response to each provision in formatting which makes the original language and Offeror’s response easy 
to distinguish and read. 
 
Please Note:  Mere repetition of the Scope of Work will not be considered responsive. 
 
4.12 Price Proposal (Appendix C) 
 
The price proposal shall be inclusive of all costs, direct or indirect, and all applicable taxes, as 
required for the fulfillment of the contract.  
 
The price proposal must address tasks described in the scope of work, and any other tasks necessary, 
and specify all costs to be incurred within the contract period. Where cost items are not fixed, the Offeror 
shall estimate the proposed cost and provide an explanation regarding the methodology used to reach 
the cost estimate. This shall include a break-out by contract time/hours as one underlying rationale for the 
cost estimate. The costs in the proposal shall be based on equivalent market prices, and have been 
arrived at independently without consultation, communication, as to any matter related to such prices with 
any other Offeror for this RFP. In the event the Offeror intends to enter into a partnership with a 
subcontractor or a technical assistance provider, Offeror shall provide all necessary cost information 
regarding the subcontracted task.  
 
4.13 Proof of Compliance Documents 
 
Offeror is advised that if awarded under this RFP, Offeror shall, upon award, furnish the required 
certificates and documentation (refer to RFP section regarding Responsibility of Offerors).  In order to 
expedite contract execution, if any, it is highly recommended that the certificates be submitted with the 
Offeror’s Proposal as follows:  
 

A. Certificate of Compliance as issued by the Hawaii Compliance Express online system 
B. Certificate of Insurance  

 
4.14 Certification of Independent Cost Determination  
 
By submitting a proposal in response to this solicitation, Offeror certifies as follows: 
 

4.14.1 The costs in this RFP have been arrived at independently, without consultation, 
communication, or agreement with any other Offeror, as to any matter relating to such 
costs for the purpose of restricting competition. 

 
4.14.2 Unless otherwise required by law, the costs which have been quoted in response to this 
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RFP have not been knowingly disclosed by the Offeror prior to award, directly or 
indirectly, to any other Offeror or competitor prior to the award of the contract. 

 
4.14.3 No other attempt has been made or will be made by the Offeror to solicit or implore any 

other person or firm to submit or not to submit a proposal in response to this RFP for the 
purpose of restricting competition. 
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5. PROPOSAL EVALUATION 
 
The STATE reserves the right to reject any or all Proposals, and waive any defects if the STATE believes 
the rejection or waiver to be in the best interest of the STATE. 
 
The evaluation will be based solely on the evaluation criteria detailed in this RFP, and shall be performed 
by the selected members of the Evaluation Committee consisting of at least three (3) governmental 
employees with sufficient qualifications and experience in this area.   
 
Evaluation criteria and the associated points are listed below.  Quantitative scoring techniques will be 
utilized to maximize the objectivity of the evaluation. 
 
A contract may be awarded on the basis of initial Proposals received, without discussion.  Therefore, 
each initial proposal shall contain the Offeror's best terms from a technical and cost/price standpoint. 
 
Proposals may be classified initially as acceptable, potentially acceptable, or unacceptable.  Discussions 
may be conducted with Offerors who submit proposals determined to be acceptable or potentially 
acceptable of being selected for award, but proposals may be accepted without such discussions. 
 
The final selection of a Successful Offeror(s), if any, will be made in accordance with the evaluation 
criteria as specified herein. 
 
5.1 Evaluation Process Overview  

The Evaluation Committee will apply a numerical rubric to evaluate the proposals.  The following sections 
describe the evaluation process in more detail. 
 

Phase 1:  Preliminary Evaluation of Proposals 
Phase 2:  Rating and Determination of Priority Listed Offerors 
Phase 3:  Discussion with Priority-Listed Offerors (at STATE’s option) 
Phase 4:  Best and Final Offers (at STATE’s option) 
Phase 5:  Selection and Award 

 
5.2 Evaluation Criteria 
 
Scoring under this RFP shall be based on a total of 200 points (if Oral Presentations are necessary 
for Priority Listed Offerors, scoring shall be based on a total of 210 points). Offerors must score a 
minimum of 100 points to be considered for award. Offerors that score less than 100 points will be 
rejected and shall not be considered for award. 
 
For evaluation purposes, pursuant to §103D-1008, HRS, a tax-exempt proposal submitted in response to 
a solicitation shall be increased by the applicable retail rate of general excise tax and the applicable use 
tax. Under no circumstance shall the dollar amount of the award include the aforementioned adjustment. 
 
Offerors shall be evaluated on the following criteria provided below, in the relative order of importance.  

The following points will be assigned to the proposals for evaluation purposes: 
 

Offeror Qualifications – 37.5%    75 points 
Offeror History and Background/Relevant Project Experience 20 points (maximum)   
Program Management Requirements/Internal Controls 20 points (maximum)   
Project Team Structure/Staffing 20 points (maximum)   
Offeror References (Appendix B) 15 points (maximum)   
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Technical Proposal – 50%   100 points 
Conformance with terms of the RFP 30 points (maximum)   
Project Approach/Methodology 20 points (maximum)   
Quality of Work Plan 20 points (maximum)   
Project Schedule 10 points (maximum)   
Deliverables 10 points (maximum)   
Description of Risks 10 points (maximum)   
   
 Price Proposal (Appendix C) – 12.5%    25 points 
A total of 25 points will be awarded to the lowest of the submitted price proposals.  Proposals with 
higher costs will receive a fraction of 25 points; the number of points assigned to higher proposals will 
be determined by the following formula: 
  

[Lowest Price Proposal x 25 points (maximum)] ÷ Offeror’s Price Proposal = Points] 
  

Example:  Lowest price proposal was $500,000 and receives 25 points. The next lowest price proposal 
was $750,000 and would receive 16.7 points ([$500,000 x 25 points (maximum)] ÷ $750,000 = 16.7 
points). 
  
Note:  The fractional value of points to be assigned will be rounded to one decimal place. 
 
TOTAL 200 points 
  
Oral Presentation via Webinar (may be required for Priority Listed Offerors, as 
determined by the STATE) 10 points 

    
 TOTAL (AFTER PRESENTATIONS)  210 points 

 
5.3 Preliminary Evaluation 
 
A preliminary evaluation shall determine whether each proposal is considered responsive, thus justifying 
further evaluation. In its preliminary evaluation, the STATE will examine the completeness of each 
proposal, and its compliance with the instructions, terms and conditions in this RFP. Subsequent review 
and evaluation will be based on the criteria stated in Section 5.2. Any proposals that are incomplete or 
that do not comply with the instructions or terms and conditions may be rejected by the STATE and 
excluded from further consideration. 
 
Responsive proposals must meet all submittal requirements and the minimum eligibility requirements 
described in the RFP. 
 
5.4 Priority-List of Offerors  
 
Before conducting discussions, a priority list shall be generated by the Evaluation Committee.  In order to 
generate a priority list, proposals shall be initially classified as acceptable, potentially acceptable or 
unacceptable.  
 
All responsive Offerors who submit acceptable proposals or potentially acceptable proposals are eligible 
for the prioritized listing. 
 
If numerous acceptable and potentially acceptable proposals are submitted, the Evaluation Committee 
may limit the priority list to at least three (3) responsible Offerors who submitted the highest-ranked 
proposals. 
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5.5 Discussions with Priority-Listed Offerors (at STATE’s Option) 
 
Discussions may be conducted with Priority-Listed Offerors if deemed advantageous by the STATE.  
Discussions will be limited to only "priority-listed" Offerors and are held 1) to promote understanding of the 
STATE requirements and the priority-listed Offeror's proposals and 2) to facilitate arriving at a contract 
that will provide the best value to the STATE, taking into consideration the evaluation factors set forth in 
the RFP.  Discussions may include Offeror presentation of its Proposal, interviews with Offeror’s key 
personnel, demonstrations, site visits, or teleconferences.  Any discussions shall be conducted in an 
organized and consistent manner established by the STATE, and in accordance with the following: 
 

5.5.1 Priority-listed Offerors shall be accorded fair and equal treatment with respect to any 
opportunity for discussions and revisions of proposals. 

 
5.5.2 Any substantial oral clarification of a proposal shall be reduced to writing by the priority-

listed Offeror. 
 

5.5.3 If during discussions there is a need for any substantial clarification or change in the 
RFP, the RFP shall be amended by an addendum to incorporate the clarification or 
change.  Addenda to the RFP shall be distributed only to the priority-listed Offerors. 

 
5.5.4 Priority-listed Offerors may be permitted to amend proposals already submitted, limited to 

the discussions conducted. 
 

5.5.5 If in the opinion of the Evaluation Committee a contemplated amendment will significantly 
change the nature of the procurement, the RFP shall be canceled and a new RFP will be 
issued. 

 
5.5.6 The contents of any proposal shall not be disclosed so as to be available to competing 

Offerors during the discussion process.  
 
5.6 Best and Final Offers (at STATE's Option) 

 
Following discussions between the Evaluation Committee and the Priority-listed Offerors, each Priority-
listed Offeror may be asked to provide their best and final offer.  In that event, the procedure as listed 
below shall apply.   

 
5.6.1 The Evaluation Committee will establish a date and time for submission of best and final 

offers. 
 
5.6.2 Offerors may be afforded the opportunity to revise their proposals, including price, during 

the best and final offer phase.   
 

5.6.3 If an Offeror does not submit a notice of withdrawal or a best and final offer, the Offeror’s 
immediate previous proposal will be construed as their best and final offer.   

 
5.6.4 After best and final proposals are received, final evaluations will be conducted for an 

award. 
 

5.6.5 Best and final offers shall be submitted only once, unless the Head of the Purchasing 
Agency determines that it is in the STATE's best interest to conduct additional 
discussions or change the STATE's requirements by addendum distributed only to 
priority-listed offerors and require another submission of best and final offers.  Otherwise, 
no discussion of or change in the best and final offers shall be allowed prior to award. 
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APPENDICES AND EXHIBITS: 

Appendix A:  Offeror Identification and Information Form 

Appendix B:  Offeror Reference Form 

Appendix C:  Price Proposal 

Appendix D:  Contract Minimum and Special Conditions 

Appendix E:  State of Hawaii’s General Conditions 
 
 
Exhibit 1: Smarter Balanced Usability, Accessibility, and Accommodations Guidelines 

 
Exhibit 2: Hawaii State Test Accommodation Guide for Low Risk Accommodations 
 
Exhibit 3: Smarter Balanced Resources 
 
Exhibit 4: Style Guide for Smarter Balanced Assessments 
 

https://smarterbalanced.alohahsap.org/content/contentresources/en/Usability-Accessibility-and-Accommodations-Guidelines_2024-2025.pdf
https://smarterbalanced.alohahsap.org/resource-list/en/hawaii-state-test-accommodation-guide-for-low-risk-accommodations-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/hawaii-state-test-accommodation-guide-for-low-risk-accommodations-2024-2025
https://drive.google.com/file/d/1-iPfOPwbrNncSm2kOpd9cMkAtXbblIy1/view?usp=drive_link
https://drive.google.com/file/d/1ixHZcM06NXfMSy8Da6BYiQ1uyHrja3Vm/view?usp=drive_link
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 Appendix A 
OFFEROR IDENTIFICATION AND INFORMATION FORM 

 
Exact Legal Name of Offeror, including 
“dba” or “division” of a corporation (furnish 
the exact legal name of the entity under 
which an awarded contract, if any, will be 
executed): 

 

Address: 
Principal Place of Business 

(may not be a P.O. Box): 

 

Mailing Address (only if different): 
 

Payment Address (only if different) 
 

Offeror’s Primary Contact Person: 
Name 

 

Title  

Telephone Number  Fax Number  

Email Address  

Federal Tax Identification Number:  

State of Hawaii General Excise Tax 
License Number: 

 

Type of Business 
Entity (check one): 

  Sole Proprietor         Partnership          Corporation          Joint Venture 
   Limited Liability Company        Other      

If other than a Sole 
Proprietorship:  

Offeror is either:  
 

   A Hawaii business incorporated or organized under the laws of the State of 
Hawaii; OR 

 
   A Compliant Non-Hawaii business incorporated or organized under the 

laws of the State of          on (date) _____________, 
and, if applicable, registered with the State of Hawaii Department of 
Commerce and Consumer Affairs Business Registration Division to do 
business in the State of Hawaii. 

 
Names of all Offeror’s parent, affiliate and subsidiary organizations:  
           

The undersigned has carefully read and understands the terms and conditions specified herein and hereby 
submits the following offer to provide the goods and/or perform the work specified herein, all in accordance 
with the true intent and meaning thereof, and further that the Offeror shall comply with all terms, conditions 
and requirements of the solicitation.  The undersigned further understands and agrees that by submitting 
this offer, 1) the undersigned is declaring the undersigned’s offer is not in violation of Chapter 84, Hawaii 
Revised Statutes, concerning prohibited State contracts, and 2) the undersigned is certifying that the 
price(s) submitted was (were) independently arrived at without collusion. 

 
       
Authorized (Original in ink) Signature  Name (printed) 

       
 

        
Title    Date 
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Appendix B 
OFFEROR REFERENCE FORM 

 
Directions: 

● Please provide information regarding recent projects and the names of three (3) clients who may 
be contacted for whom services were rendered. 

● Any supplemental information related to this project although not required, should be attached to 
the respective Appendix B, Offeror Reference Form. 

 
 

Name of Your Company:  

Name of Client:  

Name of Client Contact Person:  

Client’s Phone Number:  

Date or period of project and/or service:  

 
Description of project and/or services rendered: 

 

 
Other Information or comments: 

 
 

 
☐check here if supplemental information related to this project is attached. 
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Appendix C 
PRICE PROPOSAL 

  
The price proposal shall be inclusive of all costs, direct or indirect, and all applicable taxes, as required for 
the fulfillment of the contract. Appendix C shall be used by the Offeror to provide the necessary pricing 
data for the proposal evaluation. 
 
Hawaii Assessment Literacy (HAL) Program 
 

Item 
No. Description Year 1 Year 2 Year 3 

1 Item Bank Development  $  $  $ 

2 Professional Development  $  $  $ 

3 Item Authoring and Test Building Tool - 
Online  $  $  $ 

4 Tools for Teachers  $  $  $ 

5 Instructional Resource Authoring Tool  $  $  $ 

6 Supporting Services  $  $  $ 

TOTAL Items 1 through 6  $  $  $ 

TOTAL Items 1 through 6, Years 1 through 3  $ 
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Appendix D 
CONTRACT MINIMUM AND SPECIAL CONDITIONS 

 
 
1. Contract Administrator 
 
For purposes of this contract, the person named below or the duly authorized representative or successor 
in office is designated Contract Administrator (CA).  The CA may be contacted as follows: 

 
Contract Administrator: Brian Reiter 
Telephone Number: (808) 307-3636 
e-mail Address:  brian.reiter@k12.hi.us 

 
The CA is responsible for: 

● the terms, conditions, quantities, specifications, scope of services, other contract terms, and all 
decisions relating to the contract; 

● monitoring the CONTRACTOR’s work, documenting that CONTRACTOR maintains the required 
insurance coverage (if applicable), resolving contract disputes and discrepancies, evaluating the 
work of the CONTRACTOR, assuring the services or goods are delivered as required in the 
contract,  and processing payment for services rendered; and 

● notifying Procurement and Contracts Branch in the event of change in scope of work, change in 
the performance period, increase or decrease in total compensation, and/or changes in any other 
contract terms. 

  
Notwithstanding the responsibilities set forth hereinabove, any coordination of services falling outside 
those articulated above shall remain with the head of the purchasing agency, as set forth in the attached 
General Conditions (see General Conditions, paragraph 1, entitled “Coordination of Services by the 
STATE.”). 
 
2. Point of Contact 
 
The CA has designated the following person as Point-of-Contact (POC) for this contract.  As such, the 
POC, or their successor, should be the initial contact on all matters related to this contract.  The POC can 
be contacted as follows: 

  
POC:   Kelsie Pualoa 
Telephone Number: (808) 307-3636 
e-mail Address:  kelsie.pualoa@k12.hi.us   

 
3. Verification of Employees 
 
In accordance with State rules and regulations, CONTRACTOR shall conduct mandatory criminal 
background checks at no cost to the STATE, on any employee or sub-contractor having contact or 
working directly with students. 
 
CONTRACTOR shall notify the STATE, verbally within twenty-four (24) hours, upon learning of the 
occurrence of any of the events indicated below:  

 
3.1 Any employee, agent or volunteer’s license required to perform services under this contract is or 

has been suspended, conditioned, revoked, expired, or  terminated; 
 
3.2 Any employee, agent or volunteer  becomes or has been the subject of any disciplinary 

proceeding or action before any federal or state agency or Board; 
 
3.3 Any employee, agent or volunteer is or has been convicted of a fraud or felony; 
 

mailto:brian.reiter@k12.hi.us
mailto:kelsie.pualoa@k12.hi.us
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3.4 Any claim, judgment or settlement in which the CONTRACTOR or any of its employees, agents 
or volunteers is or has been named a defendant; 
 

CONTRACTOR shall maintain the background check records, and shall make the records available for 
review upon request.  Upon review of these records, the STATE reserves the right to request additional 
background information. 
 
4. Exclusion of Specific Workers 
 
The STATE reserves the right to require the CONTRACTOR to remove an employee, agent, 
subcontractor or volunteer (Worker) from performing work under this contract.  The Contract Administrator 
shall notify the CONTRACTOR in writing and this exclusion of a specific Worker(s) shall take effect as 
indicated on the notice.  The CONTRACTOR may appeal this decision to the Contract Administrator, in 
writing within ten (10) working days of receipt of the notice.  Removal of the employee, agent, 
subcontractor or volunteer shall remain in effect pending the outcome of the appeal.  This provision shall 
not infringe upon the right of the CONTRACTOR to employ the removed individual, but shall apply to any 
work requiring interaction with the STATE, its employees or students.  
 
5. Liability Insurance 
 
The CONTRACTOR shall maintain in full force and effect, during the life of this contract, liability and 
property damage insurance.  This insurance shall protect the CONTRACTOR and the CONTRACTOR’s 
subcontractors, if any, from claims for damages for personal injury, accidental death and property 
damage which may arise from operations under this contract, whether such operations be by the 
CONTRACTOR or by a subcontractor or anyone directly or indirectly employed by either of them. If any 
subcontractor is involved in the performance of the contract, the insurance policy or policies shall name 
the subcontractor as additional insured. 
 
As an alternative to the CONTRACTOR providing insurance to cover operations performed by a 
subcontractor and naming the subcontractor as additional insured, CONTRACTOR may require 
subcontractor to provide its own insurance which meets the requirements herein. It is understood that a 
subcontractor’s insurance policy(ies) are in addition to the CONTRACTOR’s own policy or policies. 
 
The following minimum insurance coverage(s) and limit(s) shall be provided by the CONTRACTOR, 
including its subcontractor(s) where appropriate: 
 

  Coverage     Limits 
 
 General Liability, Commercial   $2,000,000 aggregate  

(Occurrence Form) $1,000,000 combined single limit per 
occurrence for bodily injury and property 
damage 

 
 Automobile Liability    $1,000,000 per accident 

Combined Single Limit     
 

General liability and automobile liability policies required by this contract, including a subcontractor’s 
policy, shall contain the following clauses: 

 
1) "It is agreed that any insurance maintained by the State of Hawaii will apply in excess 

of, and not contribute with, insurance provided by this policy." 
 
2) “The State of Hawaii is added as an additional insured as respects to operations 

performed for the State of Hawaii.” 
 
The minimum insurance required shall be in full compliance with the Hawaii Insurance Code throughout 
the entire term of the contract, including supplemental agreements.  Each insurance policy shall be 
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written by 1) an insurance company licensed to do business in the State of Hawaii, or 2) if not licensed by 
the State of Hawaii, an insurance company which meets §431:8-301, Hawaii Revised Statutes. 
 
Upon execution of the contract, the CONTRACTOR agrees to deposit with the STATE certificate(s) of 
insurance necessary to satisfy the STATE that the insurance provisions of this contract have been 
complied with and to keep such insurance in effect and the certificate(s) therefore on deposit with the 
STATE during the entire term of this contract, including those of its subcontractor(s), where appropriate. 
Upon request by the STATE, CONTRACTOR shall be responsible for furnishing a copy of the policy(ies). 
 
Failure of the CONTRACTOR to provide and keep in force such insurance shall be regarded as material 
default under this contract, entitling the STATE to exercise any or all of the remedies provided herein. 
 
The procuring of such required insurance shall not be construed to limit CONTRACTOR’s liability 
hereunder nor to fulfill the indemnification provisions and requirements of this contract. Notwithstanding 
said policy(ies) of insurance, CONTRACTOR shall be obligated for the full and total amount of any 
damage, injury, or loss caused by the CONTRACTOR, its employees, officers, or agents, in connection 
with this contract. 
 
CONTRACTOR shall notify the STATE, via written notice within twenty-four (24) hours should any of the 
insurance policies evidenced on its Certificate of Insurance form be cancelled, limited in scope, or not 
renewed upon expiration. 
 
6. Federal Funds 

 
6.1 Availability of Funds and Use of Funds – This contract may involve the use of federal funds.  

 
The STATE and CONTRACTOR shall be guided by and subject to the provisions of all Federal 
and State regulations, directives, guidance and circulars issued for the purposes of implementing 
the federal program standards. 
 
STATE shall provide the CONTRACTOR with specific Federal and/or State requirements 
including but not limited to reporting requirements, funding allocations, and timeframes, as they 
are issued or are otherwise made available to the STATE by the Federal and State government, 
which requirements shall be binding on the CONTRACTOR as a condition of the 
CONTRACTOR’s performance and as a condition of receipt of funds under this agreement. 
 
It is expressly understood and agreed that the obligation of the STATE to proceed under this 
contract is conditioned upon the appropriation of funds by the federal government and/or the 
appropriation of funds by the Hawaii State Legislature and the receipt of federal and/or state 
funds.  If the funds anticipated for the continuing fulfillment of the agreement are, at anytime, not 
forthcoming or insufficient, either through the failure of the Federal government to provide funds 
of the State of Hawaii to appropriate funds or the discontinuance or material alteration of the 
program under which funds were provided or if funds are not otherwise available to the STATE, 
the STATE shall have the right to terminate this agreement without damage, penalty, cost or 
expenses to the State of any kind whatsoever.  The STATE shall notify the CONTRACTOR of its 
right to terminate this agreement in writing.  The effective date of termination shall be as specified 
in the notice of termination. 
 

6.2 Suspension and/or Debarment – CONTRACTOR certifies that neither it nor its principals: (a) are 
presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily 
excluded from covered transaction by any federal department or agency; (b) have, within a three 
(3) year period preceding this Contract been convicted of or had a civil judgment rendered 
against them for commission of fraud or a criminal offense in connection with obtaining, 
attempting to obtain or performing a public (federal, state or local) transaction or contract under a 
public transaction; violation of federal or state anti-trust statutes or commission of embezzlement, 
theft, forgery, bribery, falsification or destruction of records, making false statements or receiving 
stolen property; (c) are presently indicted or otherwise criminally or civilly charged by a 
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governmental entity with the commission of fraud or a criminal offense in connection with 
obtaining, attempting to obtain or performing a public (federal, state, or local) transaction or 
contract under a public transaction; violation of federal or state anti-trust statutes or commission 
of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false 
statements of receiving stolen property, and (d) have, within a three (3) year period preceding this 
Contract, had one or more public transactions (federal, state or local) terminated because of 
default.  See System for Award Management at www.sam.gov. 

 
7. Invoicing 
 
The CONTRACTOR shall submit an invoice with each request for payment. Original of the invoice shall 
be submitted to: 

Hawaii State Department of Education 
OSIP, AAB, Assessment Section 
475 22nd Avenue, Room 126 
Honolulu, HI 96816 
Attn:  Kelsie Pualoa 

 
All invoices shall reference the contract number. If a copy is submitted as the original, such invoice must 
bear an original signature certifying that the invoice is being submitted as the original. 
 
8. Payment 
 
Section 103-10, HRS, provides that the STATE shall have thirty (30) calendar days after receipt of an 
accepted invoice or satisfactory delivery of goods or performance of the services, to make payment. For 
this reason, the STATE may reject any Proposal submitted with a condition requiring payment within a 
shorter period. Further, the STATE may reject any Proposal submitted with a condition requiring interest 
payments greater than that allowed by section 103-10, HRS.  The STATE will not recognize any 
requirements established by the Offeror and communicated to the STATE after award, which requires 
payment within a shorter period or interest payment not in conformance with section 103-10, HRS. 
 
9. Final Payment 
 
The final payment on the contract shall be for services rendered during the billing period just prior to the 
contract expiration date.  In addition to the requirements in the General Conditions, the following shall 
accompany the final payment invoice: 

  
A tax clearance certificate, not over two months old and with an original green “certified copy” stamp, 
must accompany the invoice for final payment.  In addition to the tax clearance certificate, the 
“Certification of Compliance for Final Payment” (DOE Form-22) with an original signature will be required 
for final payment. 

 
In lieu of the above, CONTRACTOR may also submit an original CERTIFICATE OF VENDOR 
COMPLIANCE as issued via the online system, “Hawaii Compliance Express”.  Details regarding this 
online application process can be viewed at: http://vendors.ehawaii.gov/hce/. 
 
10. Availability of Funds 
 
This contract is subject to the availability of funds.  Pursuant to Section 103D-309, HRS, except in certain 
instances, no contract entered into between the STATE and the CONTRACTOR shall be binding or of 
any force unless the Chief Financial Officer (CFO) certifies that there is an available unexpended 
appropriation or balance of an appropriation over and above all outstanding contracts sufficient to cover 
the amount required by the contract. 
  
If the contract calls for performance or payment in more than one fiscal year (July 1 to June 30), the CFO 
may certify only that portion of the total funds allocated to satisfy the STATE’s obligations for payments in 
the current fiscal year.  In that event, the STATE will not be liable for the unpaid balance beyond the end 
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of the current fiscal year, and availability of funds in excess of the amount certified shall be contingent 
upon future appropriations or special fund revenues.  All partially-funded contracts shall be enforceable 
only to the extent that funds are certified as available.  The STATE agrees to notify the CONTRACTOR of 
such non-allocation at the earliest possible time.  The STATE shall not be penalized in the event this 
provision is exercised.  This provision is not meant to permit the STATE to terminate the contract in order 
to acquire similar equipment or services from a third party. 
 
11. Subcontracting 
 
Prior to award, no work or services shall be subcontracted or assigned without the prior written approval 
of the CA. After award, no work or services shall be subcontracted or assigned without the prior written 
approval of the CA. No subcontract shall under any circumstances relieve the CONTRACTOR of its 
obligations and liability under its contract with the STATE. All persons engaged in performing the work 
covered by the contract shall be considered employees of the CONTRACTOR. 
 
12. Contract Staffing Requirements 
 
Personnel, whose names and resumes are submitted in the Proposal, shall not be removed from the 
Project without prior acceptance of the CA. Substitute or additional personnel shall not be used for the 
Project until a resume is received by and the CA has accepted the new personnel. The STATE shall have 
the right, and the CONTRACTOR shall comply with any request, to remove and replace any personnel 
from all work on the Project effective immediately upon notification by the STATE.  Personnel changes 
that are not accepted by the CA may be grounds for contract termination. 
 
13. Inspection and Procedural Changes; Relief Available to State  
 
All work is subject to inspection, evaluation, and approval by the CA. The STATE may employ all 
reasonable means to ensure that the work is being performed in compliance with the contract.  Should 
the CA determine that corrections or changes are necessary in order to accomplish the intent or purpose 
of the contract, the CA may direct the CONTRACTOR to make such changes. 
 
In addition to all rights and remedies available to the STATE provided in this contract or otherwise 
provided under law, if the CONTRACTOR is in non-compliance with contract requirements, the STATE 
may: 

 
13.1 Suspend Payments – Temporarily withhold or disallow all or part of the billing cost and/or 

payments pending correction of a deficiency or a non-submission of a required deliverable by the 
CONTRACTOR; 

 
13.2 Suspend Referrals – Suspend referrals to the CONTRACTOR should the CONTRACTOR fail to 

comply with any of the requirements or other term(s) or condition(s) of this contract and, further, 
the STATE may maintain the suspension of referrals until such time as the deficiency or non-
compliance is corrected and the CONTRACTOR’s corrective actions are determined to be 
acceptable by the STATE; and  

 
13.3 Seek Reimbursement – Seek reimbursement from the CONTRACTOR or withhold future 

payments for any funds paid to the CONTRACTOR subsequent to a determination that such was 
unauthorized, fraudulently obtained, or inappropriately billed.  

 
13.4 Seek Market Value – In the event the CONTRACTOR fails, refuses or neglects to perform the 

services in accordance with the requirements of these Special Conditions, the Scope of Services 
or the General Conditions, the STATE reserves the right to purchase, in the open market, a 
corresponding quantity of the services specified herein and to deduct from any monies due or that 
may thereafter become due to the CONTRACTOR, the difference between the price named in the 
contract and the actual cost to the STATE.  In case any money due the CONTRACTOR is 
insufficient for said purpose, the CONTRACTOR shall pay the difference upon demand from the 
STATE.  The STATE may also utilize all other remedies provided by law. 
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14. Confidentiality Obligations 
 
The following serves to supplement provision 24 of the General Condition, entitled "Confidentiality of 
Material" and provision 42, entitled “Confidentiality of Personal Information”: 
 
14.1 Obligations Confidential Information: Infrastructure.  The CONTRACTOR must agree to keep 

confidential and not disclose any information relating to the State’s information processing 
infrastructure.  This includes but is not limited to, all data, computer hardware, computer software, 
network designs, network diagrams, firewalls and other security infrastructure, and Internet 
protocol (IP) addresses. 

 
14.2 General Confidentiality Obligations.  While performing under this contract, the CONTRACTOR 

may receive, be exposed to or acquire confidential information.  Such information may include 
names, addresses, telephone numbers, birthdates, social security numbers, medical information, 
and other educational, student, or personal employment information.  The information may be in 
written or oral form, fixed in hard copy or contained in a computer database or computer readable 
form.  Hereinafter, such language shall be collectively referred to as “Confidential Information.”   

 
The CONTRACTOR, including its employees, agents, representatives, and assigns shall abide by 
the following with regards to Confidential Information:  (i) They shall not disclose to any 
unauthorized party any Confidential Information, except as specifically permitted by the STATE 
and subject to the STATE’s limitations on confidentiality of information and relevant legal 
requirements of the State to include, but not limited to the Family Educational Rights and Privacy 
Act (“FERPA”).  Permission will be granted through a formal written agreement concerning the 
disclosure of personally identifiable information (PII) from student education records, signed by 
the STATE and the CONTRACTOR, and must be provided as an attachment to this contract;  (ii) 
They shall only permit access to Confidential Information to employees, agents, representatives, 
and assigns having a specific need to know in connection with performance under this contract;  
and  (iii) They shall advise each of their employees, agents, representatives, and assigns of their 
obligations to keep such Confidential Information confidential in compliance with all relevant state 
and federal laws.       
 
CONTRACTOR, its employees, agents, representatives, or assigns shall ensure the security of 
the Confidential Information.  The CONTRACTOR shall provide the STATE with a list of 
individuals (by name and position) who are authorized to handle the Confidential Information 
(hereinafter referred to as “Authorized Handlers”).  Authorized Handlers shall ensure the security 
of the Confidential Information.  Only Authorized Handlers shall have access to the Confidential 
Information, which will be kept on password protected computers with the hard copy documents 
kept in a locked file cabinet.  CONTRACTOR shall ensure that procedures exist to prohibit access 
to the Confidential Information by anyone other than an Authorized Handler. 
 
CONTRACTOR will be responsible for safeguarding the confidentiality of all Confidential 
Information it receives from the STATE and shall safeguard and protect such documents from 
unauthorized use, handling, or viewing.  CONTRACTOR shall be liable to the STATE and to any 
person whose records the CONTRACTOR receives custody of under this contract for records 
protection for any unpermitted release, viewing, or loss of such records.  CONTRACTOR shall 
assume liability responsibility for records protection and for the inappropriate or unlawful release 
of Confidential Information.  CONTRACTOR shall return all documents containing Confidential 
Information upon completion of the services CONTRACTOR is contracted to provide under this 
contract. 
 
14.2.1 Prior Written Approval:  CONTRACTOR may not i) share Confidential Information or any 

other data received under this contract, ii) publish, or iii) distribute such information 
without the prior written approval of the STATE. 
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14.2.2 In the event of termination of this contract, CONTRACTOR shall return to STATE all 
Confidential Information, including student information received under this contract and 
further agrees to destroy any and all copies of, or references to, any Confidential 
Information, including student information shared by STATE as a result of this contract. 
CONTRACTOR shall certify in writing that all such copies have been destroyed or 
returned to the STATE. 
 

15. Records Retention 
 
The following serves to supplement provision 31 of the General Condition, entitled "Records Retention”: 
 
Should the CONTRACTOR be aware of or be made aware of any dispute, disagreement, or request relating 
to the files, books, or records prior to their destruction, the CONTRACTOR shall retain the files, books, and 
records until said dispute, disagreement, or request has been fully resolved, including any potential lawsuits 
or appeals. Said files, books, and records may thereafter be destroyed upon obtaining the agreement of 
the STATE. 
 
16. Approvals 
 
Any agreement arising out of this RFP may be subject to the approval of the Department of the Attorney 
General as to form, and if applicable, is subject to all further approvals, including, the approval of the 
Governor, required by statute, regulation, rule, order, or other directive. 
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Appendix E 
STATE OF HAWAII’S GENERAL CONDITIONS 
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GENERAL CONDITIONS 
  
 
1. Coordination of Services by the STATE.  The head of the purchasing agency (“HOPA”)  (which term 

includes the designee of the HOPA) shall coordinate the services to be provided by the CONTRACTOR in 
order to complete the performance required in the Contract.  The CONTRACTOR shall maintain 
communications with HOPA at all stages of the CONTRACTOR'S work, and submit to HOPA for resolution 
any questions which may arise as to the performance of this Contract.  "Purchasing agency" as used in these 
General Conditions means and includes any governmental body which is authorized under chapter 103D, 
HRS, or its implementing rules and procedures, or by way of delegation, to enter into contracts for the 
procurement of goods or services or both.  

 
2. Relationship of Parties:  Independent Contractor Status and Responsibilities, Including Tax Responsibilities. 
 

a. In the performance of services required under this Contract, the CONTRACTOR is an "independent 
contractor," with the authority and responsibility to control and direct the performance and details of 
the work and services required under this Contract; however, the STATE shall have a general right to 
inspect work in progress to determine whether, in the STATE'S opinion, the services are being 
performed by the CONTRACTOR in compliance with this Contract.  Unless otherwise provided by 
special condition, it is understood that the STATE does not agree to use the CONTRACTOR 
exclusively, and that the CONTRACTOR is free to contract to provide services to other individuals 
or entities while under contract with the STATE. 

 
b. The CONTRACTOR and the CONTRACTOR'S employees and agents are not by reason of this 

Contract, agents or employees of the State for any purpose, and the CONTRACTOR and the 
CONTRACTOR'S employees and agents shall not be entitled to claim or receive from the State any 
vacation, sick leave, retirement, workers' compensation, unemployment insurance, or other benefits 
provided to state employees. 

 
c. The CONTRACTOR shall be responsible for the accuracy, completeness, and adequacy of the 

CONTRACTOR'S performance under this Contract.  Furthermore, the CONTRACTOR intentionally, 
voluntarily, and knowingly assumes the sole and entire liability to the CONTRACTOR'S employees 
and agents, and to any individual not a party to this Contract, for all loss, damage, or injury caused by 
the CONTRACTOR, or the CONTRACTOR'S employees or agents in the course of their 
employment. 

 
d. The CONTRACTOR shall be responsible for payment of all applicable federal, state, and county 

taxes and fees which may become due and owing by the CONTRACTOR by reason of this Contract, 
including but not limited to (i) income taxes, (ii) employment related fees, assessments, and taxes, 
and (iii) general excise taxes.  The CONTRACTOR also is responsible for obtaining all licenses, 
permits, and certificates that may be required in order to perform this Contract. 

 
e. The CONTRACTOR shall obtain a general excise tax license from the Department of Taxation, State 

of Hawaii, in accordance with section 237-9, HRS, and shall comply with all requirements thereof.  
The CONTRACTOR shall obtain a tax clearance certificate from the Director of Taxation, State of 
Hawaii, and the Internal Revenue Service, U.S. Department of the Treasury, showing that all 
delinquent taxes, if any, levied or accrued under state law and the Internal Revenue  Code of 1986, as 
amended, against the CONTRACTOR have been paid and submit the same to the STATE prior to 
commencing any performance under this Contract.  The CONTRACTOR shall also be solely 
responsible for meeting all requirements necessary to obtain the tax clearance certificate required for 
final payment under sections 103-53 and 103D-328, HRS, and paragraph 17 of these General 
Conditions. 

 
f. The CONTRACTOR is responsible for securing all employee-related insurance coverage for the 

CONTRACTOR and the CONTRACTOR'S employees and agents that is or may be required by law, 
and for payment of all premiums, costs, and other liabilities associated with securing the insurance 
coverage. 
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g. The CONTRACTOR shall obtain a certificate of compliance issued by the Department of Labor and 
Industrial Relations, State of Hawaii, in accordance with section103D-310, HRS, and section 3-122-
112, HAR, that is current within six months of the date of issuance. 

 
h. The CONTRACTOR shall obtain a certificate of good standing issued by the Department of 

Commerce and Consumer Affairs, State of Hawaii, in accordance with section 103D-310, HRS, and 
section 3-122-112, HAR, that is current within six months of the date of issuance. 

 
i. In lieu of the above certificates from the Department of Taxation, Labor and Industrial Relations, and 

Commerce and Consumer Affairs, the CONTRACTOR may submit proof of compliance through the 
State Procurement Office’s designated certification process. 

 
3. Personnel Requirements. 
 

a. The CONTRACTOR shall secure, at the CONTRACTOR'S own expense, all personnel required to 
perform this Contract. 

 
b. The CONTRACTOR shall ensure that the CONTRACTOR'S employees or agents are experienced 

and fully qualified to engage in the activities and perform the services required under this Contract, 
and that all applicable licensing and operating requirements imposed or required under federal, state, 
or county law, and all applicable accreditation and other standards of quality generally accepted in 
the field of the activities of such employees and agents are complied with and satisfied. 

 
4. Nondiscrimination.  No person performing work under this Contract, including any subcontractor, employee, 

or agent of the CONTRACTOR, shall engage in any discrimination that is prohibited by any applicable 
federal, state, or county law. 

 
5. Conflicts of Interest.  The CONTRACTOR represents that neither the CONTRACTOR, nor any employee or 

agent of the CONTRACTOR, presently has any interest, and promises that no such interest, direct or indirect, 
shall be acquired, that would or might conflict in any manner or degree with the CONTRACTOR'S 
performance under this Contract. 

 
6. Subcontracts and Assignments.  The CONTRACTOR shall not assign or subcontract any of the 

CONTRACTOR'S duties, obligations, or interests under this Contract and no such assignment or subcontract 
shall be effective unless (i) the CONTRACTOR obtains the prior written consent of the STATE, and (ii) the 
CONTRACTOR'S assignee or subcontractor submits to the STATE a tax clearance certificate from the 
Director of Taxation, State of Hawaii, and the Internal Revenue Service, U.S. Department of Treasury, 
showing that all delinquent taxes, if any, levied or accrued under state law  and the Internal Revenue Code of 
1986, as amended, against the CONTRACTOR'S assignee or subcontractor have been paid.  Additionally, no 
assignment by the CONTRACTOR of the CONTRACTOR'S right to compensation under this Contract shall 
be effective unless and until the assignment is approved by the Comptroller of the State of Hawaii, as 
provided in section 40-58, HRS. 

 
a. Recognition of a successor in interest.  When in the best interest of the State, a successor in interest 

may be recognized in an assignment contract in which the STATE, the CONTRACTOR and the 
assignee or transferee (hereinafter referred to as the "Assignee") agree that: 

 
(1) The Assignee assumes all of the CONTRACTOR'S obligations; 

 
(2) The CONTRACTOR remains liable for all obligations under this Contract but waives all 

rights under this Contract as against the STATE; and 
 

(3) The CONTRACTOR shall continue to furnish, and the Assignee shall also furnish, all 
required bonds. 

 
b. Change of name.  When the CONTRACTOR asks to change the name in which it holds this Contract 

with the STATE, the procurement officer of the purchasing agency (hereinafter referred to as the 
"Agency procurement officer") shall, upon receipt of a document acceptable or satisfactory to the 
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Agency procurement officer indicating such change of name (for example, an amendment to the 
CONTRACTOR'S articles of incorporation), enter into an amendment to this Contract with the 
CONTRACTOR to effect such a change of name.  The amendment to this Contract changing the 
CONTRACTOR'S name shall specifically indicate that no other terms and conditions of this Contract 
are thereby changed. 

 
c. Reports.  All assignment contracts and amendments to this Contract effecting changes of the 

CONTRACTOR'S name or novations hereunder shall be reported to the chief procurement officer 
(CPO) as defined in section 103D-203(a), HRS, within thirty days of the date that the assignment 
contract or amendment becomes effective. 

 
d. Actions affecting more than one purchasing agency.  Notwithstanding the provisions of 

subparagraphs 6a through 6c herein, when the CONTRACTOR holds contracts with more than one 
purchasing agency of the State, the assignment contracts and the novation and change of name 
amendments herein authorized shall be processed only through the CPO's office.  

 
7. Indemnification and Defense.  The CONTRACTOR shall defend, indemnify, and hold harmless the State of 

Hawaii, the contracting agency, and their officers, employees, and agents from and against all liability, loss, 
damage, cost, and expense, including all attorneys' fees, and all claims, suits, and demands therefore, arising 
out of or resulting from the acts or omissions of the CONTRACTOR or the CONTRACTOR'S employees, 
officers, agents, or subcontractors under this Contract.  The provisions of this paragraph shall remain in full 
force and effect notwithstanding the expiration or early termination of this Contract. 

 
8. Cost of Litigation.  In case the STATE shall, without any fault on its part, be made a party to any litigation 

commenced by or against the CONTRACTOR in connection with this Contract, the CONTRACTOR shall 
pay all costs and expenses incurred by or imposed on the STATE, including attorneys' fees. 

 
9. Liquidated Damages.  When the CONTRACTOR is given notice of delay or nonperformance as specified in 

paragraph 13 (Termination for Default) and fails to cure in the time specified, it is agreed the CONTRACTOR 
shall pay to the STATE the amount, if any, set forth in this Contract per calendar day from the date set for 
cure until either (i) the STATE reasonably obtains similar goods or services, or both, if the CONTRACTOR is 
terminated for default, or (ii) until the CONTRACTOR provides the goods or services, or both, if the 
CONTRACTOR is not terminated for default.  To the extent that the CONTRACTOR'S delay or 
nonperformance is excused under paragraph 13d (Excuse for Nonperformance or Delay Performance), 
liquidated damages shall not be assessable against the CONTRACTOR.  The CONTRACTOR remains liable 
for damages caused other than by delay. 

 
10. STATE'S Right of Offset.  The STATE may offset against any monies or other obligations the STATE owes 

to the CONTRACTOR under this Contract, any amounts owed to the State of Hawaii by the CONTRACTOR 
under this Contract or any other contracts, or pursuant to any law or other obligation owed to the State of 
Hawaii by the CONTRACTOR, including, without limitation, the payment of any taxes or levies of any kind 
or nature.  The STATE will notify the CONTRACTOR in writing of any offset and the nature of such offset.  
For purposes of this paragraph, amounts owed to the State of Hawaii shall not include debts or obligations 
which have been liquidated, agreed to by the CONTRACTOR, and are covered by an installment payment or 
other settlement plan approved by the State of Hawaii, provided, however, that the CONTRACTOR shall be 
entitled to such exclusion only to the extent that the CONTRACTOR is current with, and not delinquent on, 
any payments or obligations owed to the State of Hawaii under such payment or other settlement plan.  

 
11. Disputes.  Disputes shall be resolved in accordance with section 103D-703, HRS, and chapter 3-126, Hawaii 

Administrative Rules ("HAR"), as the same may be amended from time to time. 
 
12. Suspension of Contract.  The STATE reserves the right at any time and for any reason to suspend this 

Contract for any reasonable period, upon written notice to the CONTRACTOR in accordance with the 
provisions herein. 

 
a. Order to stop performance.  The Agency procurement officer may, by written order to the 

CONTRACTOR, at any time, and without notice to any surety, require the CONTRACTOR to stop 
all or any part of the performance called for by this Contract.  This order shall be for a specified 
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period not exceeding sixty (60) days after the order is delivered to the CONTRACTOR, unless the 
parties agree to any further period.  Any such order shall be identified specifically as a stop 
performance order issued pursuant to this section.  Stop performance orders shall include, as 
appropriate: (1) A clear description of the work to be suspended; (2) Instructions as to the issuance of 
further orders by the CONTRACTOR for material or services; (3) Guidance as to action to be taken 
on subcontracts; and (4) Other instructions and suggestions to the CONTRACTOR for minimizing 
costs.  Upon receipt of such an order, the CONTRACTOR shall forthwith comply with its terms and 
suspend all performance under this Contract at the time stated, provided, however, the 
CONTRACTOR shall take all reasonable steps to minimize the occurrence of costs allocable to the 
performance covered by the order during the period of performance stoppage.  Before the stop 
performance order expires, or within any further period to which the parties shall have agreed, the 
Agency procurement officer shall either: 

 
(1) Cancel the stop performance order; or 

 
(2) Terminate the performance covered by such order as provided in the termination for default 

provision or the termination for convenience provision of this Contract. 
 

b. Cancellation or expiration of the order.  If a stop performance order issued under this section is 
cancelled at any time during the period specified in the order, or if the period of the order or any 
extension thereof expires, the CONTRACTOR shall have the right to resume performance.  An 
appropriate adjustment shall be made in the delivery schedule or contract price, or both, and the 
Contract shall be modified in writing accordingly, if: 

 
(1) The stop performance order results in an increase in the time required for, or in the 

CONTRACTOR'S cost properly allocable to, the performance of any part of this Contract; 
and 

 
(2) The CONTRACTOR asserts a claim for such an adjustment within thirty (30) days after the 

end of the period of performance stoppage; provided that, if the Agency procurement officer 
decides that the facts justify such action, any such claim asserted may be received and acted 
upon at any time prior to final payment under this Contract. 

 
c. Termination of stopped performance.  If a stop performance order is not cancelled and the 

performance covered by such order is terminated for default or convenience, the reasonable costs 
resulting from the stop performance order shall be allowable by adjustment or otherwise. 

 
d. Adjustment of price.  Any adjustment in contract price made pursuant to this paragraph shall be 

determined in accordance with the price adjustment provision of this Contract. 
 
13. Termination for Default.  
 

a. Default.  If the CONTRACTOR refuses or fails to perform any of the provisions of this Contract with 
such diligence as will ensure its completion within the time specified in this Contract, or any 
extension thereof, otherwise fails to timely satisfy the Contract provisions, or commits any other 
substantial breach of this Contract, the Agency procurement officer may notify the CONTRACTOR 
in writing of the delay or non-performance and if not cured in ten (10) days or any longer time 
specified in writing by the Agency procurement officer, such officer may terminate the 
CONTRACTOR'S right to proceed with the Contract or such part of the Contract as to which there 
has been delay or a failure to properly perform.  In the event of termination in whole or in part, the 
Agency procurement officer may procure similar goods or services in a manner and upon the terms 
deemed appropriate by the Agency procurement officer.  The CONTRACTOR shall continue 
performance of the Contract to the extent it is not terminated and shall be liable for excess costs 
incurred in procuring similar goods or services. 

 
b. CONTRACTOR'S duties.  Notwithstanding termination of the Contract and subject to any directions 

from the Agency procurement officer, the CONTRACTOR shall take timely, reasonable, and 
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necessary action to protect and preserve property in the possession of the CONTRACTOR in which 
the STATE has an interest.   

 
c. Compensation.  Payment for completed goods and services delivered and accepted by the STATE 

shall be at the price set forth in the Contract.  Payment for the protection and preservation of property 
shall be in an amount agreed upon by the CONTRACTOR and the Agency procurement officer.  If 
the parties fail to agree, the Agency procurement officer shall set an amount subject to the 
CONTRACTOR'S rights under chapter 3-126, HAR.  The STATE may withhold from amounts due 
the CONTRACTOR such sums as the Agency procurement officer deems to be necessary to protect 
the STATE against loss because of outstanding liens or claims and to reimburse the STATE for the 
excess costs expected to be incurred by the STATE in procuring similar goods and services. 

 
d. Excuse for nonperformance or delayed performance.   The CONTRACTOR shall not be in default by 

reason of any failure in performance of this Contract in accordance with its terms, including any 
failure by the CONTRACTOR to make progress in the prosecution of the performance hereunder 
which endangers such performance, if the CONTRACTOR has notified the Agency procurement 
officer within fifteen (15) days after the cause of the delay and the failure arises out of causes such as: 
 acts of God; acts of a public enemy; acts of the State and any other governmental body in its 
sovereign or contractual capacity; fires; floods; epidemics; quarantine restrictions; strikes or other 
labor disputes; freight embargoes; or unusually severe weather.  If the failure to perform is caused by 
the failure of a subcontractor to perform or to make progress, and if such failure arises out of causes 
similar to those set forth above, the CONTRACTOR shall not be deemed to be in default, unless the 
goods and services to be furnished by the subcontractor were reasonably obtainable from other 
sources in sufficient time to permit the CONTRACTOR to meet the requirements of the Contract.  
Upon request of the CONTRACTOR, the Agency procurement officer shall ascertain the facts and 
extent of such failure, and, if such officer determines that any failure to perform was occasioned by 
any one or more of the excusable causes, and that, but for the excusable cause, the CONTRACTOR'S 
progress and performance would have met the terms of the Contract, the delivery schedule shall be 
revised accordingly, subject to the rights of the STATE under this Contract.  As used in this 
paragraph, the term "subcontractor" means subcontractor at any tier. 

 
e. Erroneous termination for default.  If, after notice of termination of the CONTRACTOR'S right to 

proceed under this paragraph, it is determined for any reason that the CONTRACTOR was not in 
default under this paragraph, or that the delay was excusable under the provisions of subparagraph 
13d, "Excuse for nonperformance or delayed performance," the rights and obligations of the parties 
shall be the same as if the notice of termination had been issued pursuant to  paragraph 14.  

 
f. Additional rights and remedies.  The rights and remedies provided in this paragraph are in addition to 

any other rights and remedies provided by law or under this Contract. 
 

14. Termination for Convenience.  
 

a. Termination.  The Agency procurement officer may, when the interests of the STATE so require, 
terminate this Contract in whole or in part, for the convenience of the STATE.  The Agency 
procurement officer shall give written notice of the termination to the CONTRACTOR specifying the 
part of the Contract terminated and when termination becomes effective. 

 
b. CONTRACTOR'S obligations.  The CONTRACTOR shall incur no further obligations in connection 

with the terminated performance and on the date(s) set in the notice of termination the 
CONTRACTOR will stop performance to the extent specified.  The CONTRACTOR shall also 
terminate outstanding orders and subcontracts as they relate to the terminated performance.  The 
CONTRACTOR shall settle the liabilities and claims arising out of the termination of subcontracts 
and orders connected with the terminated performance subject to the STATE'S approval.  The 
Agency procurement officer may direct the CONTRACTOR to assign the CONTRACTOR'S right, 
title, and interest under terminated orders or subcontracts to the STATE.  The CONTRACTOR must 
still complete the performance not terminated by the notice of termination and may incur obligations 
as necessary to do so. 
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c. Right to goods and work product.  The Agency procurement officer may require the CONTRACTOR 
to transfer title and deliver to the STATE in the manner and to the extent directed by the Agency 
procurement officer: 

 
(1) Any completed goods or work product; and 

 
(2) The partially completed goods and materials, parts, tools, dies, jigs, fixtures, plans, drawings, 

information, and contract rights (hereinafter called "manufacturing material") as the 
CONTRACTOR has specifically produced or specially acquired for the performance of the 
terminated part of this Contract. 

 
The CONTRACTOR shall, upon direction of the Agency procurement officer, protect and preserve 
property in the possession of the CONTRACTOR in which the STATE has an interest.  If the Agency 
procurement officer does not exercise this right, the CONTRACTOR shall use best efforts to sell 
such goods and manufacturing materials.  Use of this paragraph in no way implies that the STATE 
has breached the Contract by exercise of the termination for convenience provision. 

 
d. Compensation. 

 
(1) The CONTRACTOR shall submit a termination claim specifying the amounts due because of 

the termination for convenience together with the cost or pricing data, submitted to the extent 
required by chapter 3-122, HAR, bearing on such claim.  If the CONTRACTOR fails to file 
a termination claim within one year from the effective date of termination, the Agency 
procurement officer may pay the CONTRACTOR, if at all, an amount set in accordance with 
subparagraph 14d(3) below. 

 
(2) The Agency procurement officer and the CONTRACTOR may agree to a settlement 

provided the CONTRACTOR has filed a termination claim supported by cost or pricing data 
submitted as required and that the settlement does not exceed the total Contract price plus 
settlement costs reduced by payments previously made by the STATE, the proceeds of any 
sales of goods and manufacturing materials under subparagraph 14c, and the Contract price 
of the performance not terminated. 

 
(3) Absent complete agreement under subparagraph 14d(2) the Agency procurement officer 

shall pay the CONTRACTOR the following amounts, provided payments agreed to under 
subparagraph 14d(2) shall not duplicate payments under this subparagraph for the following: 

 
(A) Contract prices for goods or services accepted under the Contract; 

 
(B) Costs incurred in preparing to perform and performing the terminated portion of the 

performance plus a fair and reasonable profit on such portion of the performance, 
such profit shall not include anticipatory profit or consequential damages, less 
amounts paid or to be paid for accepted goods or services; provided, however, that if 
it appears that the CONTRACTOR would have sustained a loss if the entire 
Contract would have been completed, no profit shall be allowed or included and the 
amount of compensation shall be reduced to reflect the anticipated rate of loss; 

 
(C) Costs of settling and paying claims arising out of the termination of subcontracts or 

orders pursuant to subparagraph 14b.  These costs must not include costs paid in 
accordance with subparagraph 14d(3)(B); 

 
(D) The reasonable settlement costs of the CONTRACTOR, including accounting, legal, 

clerical, and other expenses reasonably necessary for the preparation of settlement 
claims and supporting data with respect to the terminated portion of the Contract and 
for the termination of subcontracts thereunder, together with reasonable storage, 
transportation, and other costs incurred in connection with the protection or 
disposition of property allocable to the terminated portion of this Contract.  The total 
sum to be paid the CONTRACTOR under this subparagraph shall not exceed the 
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total Contract price plus the reasonable settlement costs of the CONTRACTOR 
reduced by the amount of payments otherwise made, the proceeds of any sales of 
supplies and manufacturing materials under subparagraph 14d(2), and the contract 
price of performance not terminated. 

 
(4) Costs claimed, agreed to, or established under subparagraphs 14d(2) and 14d(3) shall be in 

accordance with Chapter 3-123 (Cost Principles) of the Procurement Rules. 
 
15. Claims Based on the Agency Procurement Officer's Actions or Omissions. 
 

a. Changes in scope.  If any action or omission on the part of the Agency procurement officer (which 
term includes the designee of such officer for purposes of this paragraph 15) requiring performance 
changes within the scope of the Contract constitutes the basis for a claim by the CONTRACTOR for 
additional compensation, damages, or an extension of time for completion, the CONTRACTOR shall 
continue with performance of the Contract in compliance with the directions or orders of such 
officials, but by so doing, the CONTRACTOR shall not be deemed to have prejudiced any claim for 
additional compensation, damages, or an extension of time for completion; provided: 

 
(1) Written notice required.  The CONTRACTOR shall give written notice to the Agency 

procurement officer: 
 

(A) Prior to the commencement of the performance involved, if at that time the 
CONTRACTOR knows of the occurrence of such action or omission; 

 
(B) Within thirty (30) days after the CONTRACTOR knows of the occurrence of such 

action or omission, if the CONTRACTOR did not have such knowledge prior to the 
commencement of the performance; or 

 
(C) Within such further time as may be allowed by the Agency procurement officer in 

writing. 
 

(2) Notice content.  This notice shall state that the CONTRACTOR regards the act or omission 
as a reason which may entitle the CONTRACTOR to additional compensation, damages, or 
an extension of time.  The Agency procurement officer, upon receipt of such notice, may 
rescind such action, remedy such omission, or take such other steps as may be deemed 
advisable in the discretion of the Agency procurement officer; 

 
(3) Basis must be explained.  The notice required by subparagraph 15a(1) describes as clearly as 

practicable at the time the reasons why the CONTRACTOR believes that additional 
compensation, damages, or an extension of time may be remedies to which the 
CONTRACTOR is entitled; and 

 
(4) Claim must be justified.  The CONTRACTOR must maintain and, upon request, make 

available to the Agency procurement officer within a reasonable time, detailed records to the 
extent practicable, and other documentation and evidence satisfactory to the STATE, 
justifying the claimed additional costs or an extension of time in connection with such 
changes. 

 
b. CONTRACTOR not excused.  Nothing herein contained, however, shall excuse the CONTRACTOR 

from compliance with any rules or laws precluding any state officers and CONTRACTOR from 
acting in collusion or bad faith in issuing or performing change orders which are clearly not within 
the scope of the Contract. 

 
c. Price adjustment.  Any adjustment in the price made pursuant to this paragraph shall be determined in 

accordance with the price adjustment provision of this Contract. 
 
16. Costs and Expenses.  Any reimbursement due the CONTRACTOR for per diem and transportation expenses 

under this Contract shall be subject to chapter 3-123 (Cost Principles), HAR, and the following guidelines: 
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a. Reimbursement for air transportation shall be for actual cost or coach class air fare, whichever is less. 

 
b. Reimbursement for ground transportation costs shall not exceed the actual cost of renting an 

intermediate-sized vehicle. 
 

c. Unless prior written approval of the HOPA is obtained, reimbursement for subsistence allowance 
(i.e., hotel and meals, etc.) shall not exceed the applicable daily authorized rates for inter-island or 
out-of-state travel that are set forth in the current Governor's Executive Order authorizing adjustments 
in salaries and benefits for state officers and employees in the executive branch who are excluded 
from collective bargaining coverage. 

 
17. Payment Procedures; Final Payment; Tax Clearance. 
 

a. Original invoices required.  All payments under this Contract shall be made only upon submission by 
the CONTRACTOR of original invoices specifying the amount due and certifying that services 
requested under the Contract have been performed by the CONTRACTOR according to the Contract. 

 
b. Subject to available funds.  Such payments are subject to availability of funds and allotment by the 

Director of Finance in accordance with chapter 37, HRS.  Further, all payments shall be made in 
accordance with and subject to chapter 40, HRS.   

 
c. Prompt payment. 

 
(1) Any money, other than retainage, paid to the CONTRACTOR shall be disbursed to 

subcontractors within ten (10) days after receipt of the money in accordance with the 
terms of the subcontract; provided that the subcontractor has met all the terms and 
conditions of the subcontract and there are no bona fide disputes; and 

 
(2) Upon final payment to the CONTRACTOR, full payment to the subcontractor, 

including retainage, shall be made within ten (10) days after receipt of the money; 
provided that there are no bona fide disputes over the subcontractor's performance 
under the subcontract. 

 
d. Final payment.  Final payment under this Contract shall be subject to sections 103-53 and 103D-328, 

HRS, which require a tax clearance from the Director of Taxation, State of Hawaii, and the Internal 
Revenue Service, U.S. Department of Treasury, showing that all delinquent taxes, if any, levied or 
accrued under state law and the Internal Revenue Code of 1986, as amended, against the 
CONTRACTOR have been paid.  Further, in accordance with section 3-122-112, HAR, 
CONTRACTOR shall provide a certificate affirming that the CONTRACTOR has remained in 
compliance with all applicable laws as required by this section. 

 
18. Federal Funds.  If this Contract is payable in whole or in part from federal funds, CONTRACTOR agrees that, 

as to the portion of the compensation under this Contract to be payable from federal funds, the 
CONTRACTOR shall be paid only from such funds received from the federal government, and shall not be 
paid from any other funds.  Failure of the STATE to receive anticipated federal funds shall not be considered 
a breach by the STATE or an excuse for nonperformance by the CONTRACTOR.   

 
19. Modifications of Contract. 
 

a. In writing.  Any modification, alteration, amendment, change, or extension of any term, provision, or 
condition of this Contract permitted by this Contract shall be made by written amendment to this 
Contract, signed by the CONTRACTOR and the STATE, provided that change orders shall be made 
in accordance with paragraph 20 herein. 

 
b. No oral modification.  No oral modification, alteration, amendment, change, or extension of any 

term, provision, or condition of this Contract shall be permitted.   
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c. Agency procurement officer.  By written order, at any time, and without notice to any surety, the 
Agency procurement officer may unilaterally order of the CONTRACTOR: 

 
  (A) Changes in the work within the scope of the Contract; and 
 
  (B) Changes in the time of performance of the Contract that do not alter the scope of the Contract 

work. 
 

d. Adjustments of price or time for performance.  If any modification increases or decreases the 
CONTRACTOR'S cost of, or the time required for, performance of any part of the work under this 
Contract, an adjustment shall be made and this Contract modified in writing accordingly.  Any 
adjustment in contract price made pursuant to this clause shall be determined, where applicable, in 
accordance with the price adjustment clause of this Contract or as negotiated. 

 
e. Claim barred after final payment.  No claim by the CONTRACTOR for an adjustment hereunder 

shall be allowed if written modification of the Contract is not made prior to final payment under this 
Contract. 

 
f. Claims not barred.  In the absence of a written contract modification, nothing in this clause shall be 

deemed to restrict the CONTRACTOR'S right to pursue a claim under this Contract or for a breach of 
contract. 

 
g. Head of the purchasing agency approval.  If this is a professional services contract awarded pursuant 

to section 103D-303 or 103D-304, HRS, any modification, alteration, amendment, change, or 
extension of any term, provision, or condition of this Contract which increases the amount payable to 
the CONTRACTOR by at least $25,000.00 and ten per cent (10%) or more of the initial contract 
price, must receive the prior approval of the head of the purchasing agency.   

 
h. Tax clearance.  The STATE may, at its discretion, require the CONTRACTOR to submit to the 

STATE, prior to the STATE'S approval of any modification, alteration, amendment, change, or 
extension of any term, provision, or condition of this Contract, a tax clearance from the Director of 
Taxation, State of Hawaii, and the Internal Revenue Service, U.S. Department of Treasury, showing 
that all delinquent taxes, if any, levied or accrued under state law and the Internal Revenue Code of 
1986, as amended, against the CONTRACTOR have been paid. 

 
i. Sole source contracts.  Amendments to sole source contracts that would change the original scope of 

the Contract may only be made with the approval of the CPO.  Annual renewal of a sole source 
contract for services should not be submitted as an amendment. 

 
20. Change Order.  The Agency procurement officer may, by a written order signed only by the STATE, at any 

time, and without notice to any surety, and subject to all appropriate adjustments, make changes within the 
general scope of this Contract in any one or more of the following: 

 
(1) Drawings, designs, or specifications, if the goods or services to be furnished are to be 

specially provided to the STATE in accordance therewith; 
 

(2) Method of delivery; or 
 

(3) Place of delivery. 
 

a. Adjustments of price or time for performance.  If any change order increases or decreases the 
CONTRACTOR'S cost of, or the time required for, performance of any part of the work under this 
Contract, whether or not changed by the order, an adjustment shall be made and the Contract 
modified in writing accordingly.  Any adjustment in the Contract price made pursuant to this 
provision shall be determined in accordance with the price adjustment provision of this Contract.  
Failure of the parties to agree to an adjustment shall not excuse the CONTRACTOR from proceeding 
with the Contract as changed, provided that the Agency procurement officer promptly and duly 
makes the provisional adjustments in payment or time for performance as may be reasonable.  By 
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proceeding with the work, the CONTRACTOR shall not be deemed to have prejudiced any claim for 
additional compensation, or any extension of time for completion. 

 
b. Time period for claim.  Within ten  (10) days after receipt of a written change order under 

subparagraph 20a, unless the period is extended by the Agency procurement officer in writing, the 
CONTRACTOR shall  respond with a claim for an adjustment.  The requirement for a timely written 
response by CONTRACTOR cannot be waived and shall be a condition precedent to the assertion of 
a claim.   

 
c. Claim barred after final payment.  No claim by the CONTRACTOR for an adjustment hereunder 

shall be allowed if a written response is not given prior to final payment under this Contract. 
 

d. Other claims not barred.  In the absence of a change order, nothing in this paragraph 20 shall be 
deemed to restrict the CONTRACTOR'S right to pursue a claim under the Contract or for breach of 
contract. 

 
21. Price Adjustment.  
 

a. Price adjustment.  Any adjustment in the contract price pursuant to a provision in this Contract shall 
be made in one or more of the following ways: 

 
(1) By agreement on a fixed price adjustment before commencement of the pertinent 

performance or as soon thereafter as practicable; 
 

(2) By unit prices specified in the Contract or subsequently agreed upon; 
 

(3) By the costs attributable to the event or situation covered by the provision, plus appropriate 
profit or fee, all as specified in the Contract or subsequently agreed upon; 

 
(4) In such other manner as the parties may mutually agree; or 

 
(5) In the absence of agreement between the parties, by a unilateral determination by the Agency 

procurement officer of the costs attributable to the event or situation covered by the 
provision, plus appropriate profit or fee, all as computed by the Agency procurement officer 
in accordance with generally accepted accounting principles and applicable sections of 
chapters 3-123 and 3-126, HAR. 

 
b. Submission of cost or pricing data.  The CONTRACTOR shall provide cost or pricing data for any 

price adjustments subject to the provisions of chapter 3-122, HAR. 
 
22. Variation in Quantity for Definite Quantity Contracts.  Upon the agreement of the STATE and the 

CONTRACTOR, the quantity of goods or services, or both, if a definite quantity is specified in this Contract, 
may be increased by a maximum of ten per cent (10%); provided the unit prices will remain the same except 
for any price adjustments otherwise applicable; and the Agency procurement officer makes a written 
determination that such an increase will either be more economical than awarding another contract or that it 
would not be practical to award another contract. 

 
23. Changes in Cost-Reimbursement Contract.  If this Contract is a cost-reimbursement contract, the following 

provisions shall apply: 
 

a. The Agency procurement officer may at any time by written order, and without notice to the sureties, 
if any, make changes within the general scope of the Contract in any one or more of the following: 

 
(1) Description of performance (Attachment 1); 
 
(2) Time of performance (i.e., hours of the day, days of the week, etc.); 

 
(3) Place of performance of services; 
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(4) Drawings, designs, or specifications when the supplies to be furnished are to be specially 

manufactured for the STATE in accordance with the drawings, designs, or specifications; 
 

(5) Method of shipment or packing of supplies; or 
 

(6) Place of delivery. 
 

b. If any change causes an increase or decrease in the estimated cost of, or the time required for 
performance of, any part of the performance under this Contract, whether or not changed by the 
order, or otherwise affects any other terms and conditions of this Contract, the Agency procurement 
officer shall make an equitable adjustment in the (1) estimated cost, delivery or completion schedule, 
or both; (2) amount of any fixed fee; and (3) other affected terms and shall modify the Contract 
accordingly. 

 
c. The CONTRACTOR must assert the CONTRACTOR'S rights to an adjustment under this provision 

within thirty (30) days from the day of receipt of the written order.  However, if the Agency 
procurement officer decides that the facts justify it, the Agency procurement officer may receive and 
act upon a proposal submitted before final payment under the Contract. 

 
d. Failure to agree to any adjustment shall be a dispute under paragraph 11 of this Contract.  However, 

nothing in this provision shall excuse the CONTRACTOR from proceeding with the Contract as 
changed. 

 
e. Notwithstanding the terms and conditions of subparagraphs 23a and 23b, the estimated cost of this 

Contract and, if this Contract is incrementally funded, the funds allotted for the performance of this 
Contract, shall not be increased or considered to be increased except by specific written modification 
of the Contract indicating the new contract estimated cost and, if this contract is incrementally 
funded, the new amount allotted to the contract. 

 
24. Confidentiality of Material. 
 

a. All material given to or made available to the CONTRACTOR by virtue of this Contract, which is 
identified as proprietary or confidential information, will be safeguarded by the CONTRACTOR and 
shall not be disclosed to any individual or organization without the prior written approval of the 
STATE. 

 
b. All information, data, or other material provided by the CONTRACTOR to the STATE shall be 

subject to the Uniform Information Practices Act, chapter 92F, HRS. 
 
25. Publicity.  The CONTRACTOR shall not refer to the STATE, or any office, agency, or officer thereof, or any 

state employee, including the HOPA, the CPO, the Agency procurement officer, or to the services or goods, 
or both, provided under this Contract, in any of the CONTRACTOR'S brochures, advertisements, or other 
publicity of the CONTRACTOR.  All media contacts with the CONTRACTOR about the subject matter of 
this Contract shall be referred to the Agency procurement officer. 

 
26. Ownership Rights and Copyright.  The STATE shall have complete ownership of all material, both finished 

and unfinished, which is developed, prepared, assembled, or conceived by the CONTRACTOR pursuant to 
this Contract, and all such material shall be considered "works made for hire."  All such material shall be 
delivered to the STATE upon expiration or termination of this Contract.  The STATE, in its sole discretion, 
shall have the exclusive right to copyright any product, concept, or material developed, prepared, assembled, 
or conceived by the CONTRACTOR pursuant to this Contract.  

 
27. Liens and Warranties.  Goods provided under this Contract shall be provided free of all liens and provided 

together with all applicable warranties, or with the warranties described in the Contract documents, whichever 
are greater. 
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28. Audit of Books and Records of the CONTRACTOR.  The STATE may, at reasonable times and places, audit 
the books and records of the CONTRACTOR, prospective contractor, subcontractor, or prospective 
subcontractor which are related to: 

 
a. The cost or pricing data, and 

 
b. A state contract, including subcontracts, other than a firm fixed-price contract. 

 
29. Cost or Pricing Data.  Cost or pricing data must be submitted to the Agency procurement  officer and timely 

certified as accurate for contracts over $100,000 unless the contract is for a multiple-term or as otherwise 
specified by the Agency procurement officer.  Unless otherwise required by the Agency procurement officer, 
cost or pricing data submission is not required for contracts awarded pursuant to competitive sealed bid 
procedures. 

 
If certified cost or pricing data are subsequently found to have been inaccurate, incomplete, or noncurrent as 
of the date stated in the certificate, the STATE is entitled to an adjustment of the contract price, including 
profit or fee, to exclude any significant sum by which the price, including profit or fee, was increased because 
of the defective data.  It is presumed that overstated cost or pricing data increased the contract price in the 
amount of the defect plus related overhead and profit or fee.  Therefore, unless there is a clear indication that 
the defective data was not used or relied upon, the price will be reduced in such amount. 

 
30. Audit of Cost or Pricing Data.  When cost or pricing principles are applicable, the STATE may require an 

audit of cost or pricing data. 
 
31. Records Retention. 
 

(1) Upon any termination of this Contract or as otherwise required by applicable law, 
CONTRACTOR shall, pursuant to chapter 487R, HRS, destroy all copies (paper or electronic 
form) of personal information received from the STATE.   
 

(2) The CONTRACTOR and any subcontractors shall maintain the files, books, and records that relate to 
the Contract, including any personal information created or received by the CONTRACTOR on 
behalf of the STATE, and any cost or pricing data, for at least three (3) years after the date of final 
payment under the Contract.  The personal information shall continue to be confidential and shall 
only be disclosed as permitted or required by law.  After the three (3) year, or longer retention period 
as required by law has ended, the files, books, and records that contain personal information shall be 
destroyed pursuant to chapter 487R, HRS or returned to the STATE at the request of the STATE.   

 
32. Antitrust Claims.  The STATE and the CONTRACTOR recognize that in actual economic practice, 

overcharges resulting from antitrust violations are in fact usually borne by the purchaser.  Therefore, the 
CONTRACTOR hereby assigns to STATE any and all claims for overcharges as to goods and materials 
purchased in connection with this Contract, except as to overcharges which result from violations 
commencing after the price is established under this Contract and which are not passed on to the STATE 
under an escalation clause. 

 
33. Patented Articles.  The CONTRACTOR shall defend, indemnify, and hold harmless the STATE, and its 

officers, employees, and agents from and against all liability, loss, damage, cost, and expense, including all 
attorneys fees, and all claims, suits, and demands arising out of or resulting from any claims, demands, or 
actions by the patent holder for infringement or other improper or unauthorized use of any patented article, 
patented process, or patented appliance in connection with this Contract.  The CONTRACTOR shall be solely 
responsible for correcting or curing to the satisfaction of the STATE any such infringement or improper or 
unauthorized use, including, without limitation: (a) furnishing at no cost to the STATE a substitute article, 
process, or appliance acceptable to the STATE, (b) paying royalties or other required payments to the patent 
holder, (c) obtaining proper authorizations or releases from the patent holder, and (d) furnishing such security 
to or making such arrangements with the patent holder as may be necessary to correct or cure any such 
infringement or improper or unauthorized use.    
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34. Governing Law.  The validity of this Contract and any of its terms or provisions, as well as the rights and 
duties of the parties to this Contract, shall be governed by the laws of the State of Hawaii.  Any action at law 
or in equity to enforce or interpret the provisions of this Contract shall be brought in a state court of 
competent jurisdiction in Honolulu, Hawaii. 

 
35. Compliance with Laws.  The CONTRACTOR shall comply with all federal, state, and county laws, 

ordinances, codes, rules, and regulations, as the same may be amended from time to time, that in any way 
affect the CONTRACTOR'S performance of this Contract. 

 
36. Conflict Between General Conditions and Procurement Rules.  In the event of a conflict between the General 

Conditions and the procurement rules, the procurement rules in effect on the date this Contract became 
effective shall control and are hereby incorporated by reference. 

 
37. Entire Contract.  This Contract sets forth all of the agreements, conditions, understandings, promises, 

warranties, and representations between the STATE and the CONTRACTOR relative to this Contract.  This 
Contract supersedes all prior agreements, conditions, understandings, promises, warranties, and 
representations, which shall have no further force or effect.  There are no agreements, conditions, 
understandings, promises, warranties, or representations, oral or written, express or implied, between the 
STATE and the CONTRACTOR other than as set forth or as referred to herein. 

 
38. Severability.  In the event that any provision of this Contract is declared invalid or unenforceable by a court, 

such invalidity or unenforceability shall not affect the validity or enforceability of the remaining terms of this 
Contract. 

 
39. Waiver.  The failure of the STATE to insist upon the strict compliance with any term, provision, or condition 

of this Contract shall not constitute or be deemed to constitute a waiver or relinquishment of the STATE'S 
right to enforce the same in accordance with this Contract.  The fact that the STATE specifically refers to one 
provision of the procurement rules or one section of the Hawaii Revised Statutes, and does not include other 
provisions or statutory sections in this Contract shall not constitute a waiver or relinquishment of the 
STATE'S rights or the CONTRACTOR'S obligations under the procurement rules or statutes. 

 
40.  Pollution Control.    If during the performance of this Contract, the CONTRACTOR encounters a "release" or 

a "threatened release" of a reportable quantity of a "hazardous substance," "pollutant," or "contaminant" as 
those terms are defined in section 128D-1, HRS, the CONTRACTOR shall immediately notify the STATE 
and all other appropriate state, county, or federal agencies as required by law.  The Contractor shall take all 
necessary actions, including stopping work, to avoid causing, contributing to, or making worse a release of a 
hazardous substance, pollutant, or contaminant, and shall promptly obey any orders the Environmental 
Protection Agency or the state Department of Health issues in response to the release.  In the event there is an 
ensuing cease-work period, and the STATE determines that this Contract requires an adjustment of the time 
for performance, the Contract shall be modified in writing accordingly. 

 
41. Campaign Contributions.  The CONTRACTOR is hereby notified of the applicability of 11-355, HRS, which 

states that campaign contributions are prohibited from specified state or county government contractors 
during the terms of their contracts if the contractors are paid with funds appropriated by a legislative body. 

 
42. Confidentiality of Personal Information. 
 

a. Definitions. 
 
 "Personal information" means an individual's first name or first initial and last name in 

combination with any one or more of the following data elements, when either name or data 
elements are not encrypted:   

 
(1) Social security number; 
 
(2) Driver's license number or Hawaii identification card number; or 
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(3) Account number, credit or debit card number, access code, or password that would permit 
access to an individual's financial information.   

 
Personal information does not include publicly available information that is lawfully made 
available to the general public from federal, state, or local government records.    
 

 "Technological safeguards" means the technology and the policy and procedures for use of the 
technology to protect and control access to personal information.   

 
b. Confidentiality of Material. 
 

(1) All material given to or made available to the CONTRACTOR by the STATE by virtue 
of this Contract which is identified as personal information, shall be safeguarded by the 
CONTRACTOR and shall not be disclosed without the prior written approval of the 
STATE.   

 
(2) CONTRACTOR agrees not to retain, use, or disclose personal information for any 

purpose other than as permitted or required by this Contract.   
 
(3) CONTRACTOR agrees to implement appropriate "technological safeguards" that are 

acceptable to the STATE to reduce the risk of unauthorized access to personal 
information.   

 
(4) CONTRACTOR shall report to the STATE in a prompt and complete manner any 

security breaches involving personal information.   
 
(5) CONTRACTOR agrees to mitigate, to the extent practicable, any harmful effect that is 

known to CONTRACTOR because of a use or disclosure of personal information by 
CONTRACTOR in violation of the requirements of this paragraph.   

 
(6) CONTRACTOR shall complete and retain a log of all disclosures made of personal 

information received from the STATE, or personal information created or received by 
CONTRACTOR on behalf of the STATE.   

 
c. Security Awareness Training and Confidentiality Agreements. 
 

(1) CONTRACTOR certifies that all of its employees who will have access to the personal 
information have completed training on security awareness topics relating to protecting 
personal information.   

 
(2) CONTRACTOR certifies that confidentiality agreements have been signed by all of its 

employees who will have access to the personal information acknowledging that:   
 

(A) The personal information collected, used, or maintained by the CONTRACTOR 
will be treated as confidential; 

 
(B) Access to the personal information will be allowed only as necessary to perform 

the Contract; and 
 
(C) Use of the personal information will be restricted to uses consistent with the 

services subject to this Contract.   
 

d. Termination for Cause.  In addition to any other remedies provided for by this Contract, if the 
STATE learns of a material breach by CONTRACTOR of this paragraph by CONTRACTOR, the 
STATE may at its sole discretion:   
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(1) Provide an opportunity for the CONTRACTOR to cure the breach or end the violation; or 
 
(2) Immediately terminate this Contract.   
 
In either instance, the CONTRACTOR and the STATE shall follow chapter 487N, HRS, with 
respect to notification of a security breach of personal information.   

 
e. Records Retention. 
 

(1) Upon any termination of this Contract or as otherwise required by applicable law, 
CONTRACTOR shall, pursuant to chapter 487R, HRS, destroy all copies (paper or 
electronic form) of personal information received from the STATE.   

 
(2) The CONTRACTOR and any subcontractors shall maintain the files, books, and records 

that relate to the Contract, including any personal information created or received by the 
CONTRACTOR on behalf of the STATE, and any cost or pricing data, for at least three 
(3) years after the date of final payment under the Contract.  The personal information 
shall continue to be confidential and shall only be disclosed as permitted or required by 
law.  After the three (3) year, or longer retention period as required by law has ended, the 
files, books, and records that contain personal information shall be destroyed pursuant to 
chapter 487R, HRS or returned to the STATE at the request of the STATE.   
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Exhibit 1 
SMARTER BALANCED USABILITY, ACCESSIBILITY, AND ACCOMMODATIONS GUIDELINES  

 
 

Link provided and a current copy is attached for convenience:  
• https://smarterbalanced.alohahsap.org/content/contentresources/en/Usability-Accessibility-and-

Accommodations-Guidelines_2024-2025.pdf   

https://smarterbalanced.alohahsap.org/content/contentresources/en/Usability-Accessibility-and-Accommodations-Guidelines_2024-2025.pdf
https://smarterbalanced.alohahsap.org/content/contentresources/en/Usability-Accessibility-and-Accommodations-Guidelines_2024-2025.pdf
https://smarterbalanced.alohahsap.org/content/contentresources/en/Usability-Accessibility-and-Accommodations-Guidelines_2024-2025.pdf
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INTRODUCTION  

The Smarter Balanced Assessment Consortium (Smarter Balanced) strives to provide every student with a 

positive and productive assessment experience, generating results that are a fair and accurate estimate of 

each student’s achievement. Further, Smarter Balanced is building on a framework of accessibility for 

participating students, including English learners (ELs), students with disabilities, and ELs with disabilities, but 

not limited to those groups. In the process of developing its next-generation assessments to measure 

students’ knowledge and skills as they progress toward college and career readiness, Smarter Balanced 

recognized that the validity of assessment results depends on each and every student having appropriate 

universal tools, designated supports, and accommodations, when needed based, on the constructs being 

measured by the assessment. This document was developed for the Smarter Balanced members to guide the 

selection and administration of universal tools, designated supports, and accommodations.  

The Smarter Balanced assessment is based on the member standards. Thus, the universal tools, designated 

supports, and accommodations that are appropriate for the Smarter Balanced assessment may be different 

from those members allowed in the past. For the secure summative assessments, a member can only make 

available to students the universal tools, designated supports, and accommodations that are included in the 

Smarter Balanced Usability, Accessibility, and Accommodations Guidelines (UAAG). A member may elect not 

to make available to its students any universal tool, designated support, or accommodation that is otherwise 

included in the Guidelines when the implementation or use of the universal tool, designated support, or 

accommodation is in conflict with a member’s law, regulation, or policy.  

These Guidelines describes the Smarter Balanced universal tools, designated supports, and accommodations 

available for the Smarter Balanced assessments at this time (see Appendix A). The specific universal tools, 

designated supports, and accommodations approved by Smarter Balanced may change in the future if 

additional tools, supports, or accommodations are identified for the assessments based on member 

experience and research findings. The Consortium has established a standing committee, including 

representatives from Governing members, who review suggested additional universal tools, designated 

supports, and accommodations to determine whether changes are warranted. 

Proposed changes to the list of universal tools, designated supports, and accommodations are brought to 

Governing members for review, input, and vote for approval. Furthermore, members may issue temporary 

approvals (i.e., for one summative assessment administration based on a student’s unique need that is not 

supported by current UAAG policies) for individual unique student accommodations or designated 

supports. K–-12 Leads will evaluate formal requests for unique accommodations/designated supports and 

determine whether or not the request poses a threat to the measurement of the construct. Upon issuing a 

temporary approval, the member will send documentation of the approval to the Consortium. The 

Consortium will consider all member-approved temporary accommodations/designated supports as part of 

the annual Consortium UAAG review process. If the Consortium determines it requires additional time to 

study the issue before the Consortium can engage in a vote, a member may notify the Consortium that the 

member intends to issue temporary approvals for the same accommodation/designated support during the 

next summative assessment administration. Members should include in their notification to the Consortium 

the intended use of the temporary accommodation/designated support and the rationale for issuing 

temporary authorizations for the next summative assessment administration. The Consortium will provide to 
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members a list of the temporary accommodations/designated supports issued by members that are not 

Consortium-approved accommodations/designated supports and cannot be authorized for the next 

summative assessment administration. 

INTENDED AUDIENCE AND RECOMMENDED USE 

The  Smarter Balanced Assessment Consortium’s Usability, Accessibility, and Accommodations Guidelines are 

intended for district- and school-level personnel and decision-making teams, including English language 

development teams, Individualized Education Program (IEP) or 504 teams, and other teams supporting 

students as they prepare for and implement the Smarter Balanced assessment. The Guidelines provides 

information for classroom teachers, English development educators, special education teachers, and related 

services personnel to use in selecting and administering universal tools, designated supports, and 

accommodations for those students who need them. The Guidelines are also intended for assessment staff 

and administrators who oversee the decisions that are made in instruction and assessment. 

The Smarter Balanced Guidelines apply to participating students. They emphasize an individualized approach 

to the implementation of assessment practices for those students who have diverse needs and participate in 

large-scale content assessments. This document focuses on universal tools, designated supports, and 

accommodations for the Smarter Balanced content assessments of English language arts (ELA)/literacy and 

mathematics (math). At the same time, it supports important instructional decisions about accessibility for 

students who participate in the Smarter Balanced assessments. It recognizes the critical connection between 

accessibility in instruction and accessibility during assessment. The Guidelines are supported by the Smarter 

Balanced Test Administration Manual (TAM). 

SMARTER BALANCED ASSESSMENT DESIGN 

The Smarter Balanced Assessment Consortium has developed a system of valid, reliable, and fair next-

generation assessments aligned to the member standards in English language arts/literacy and mathematics 

for grades 3-8 and High School (HS). The system includes summative assessments for accountability 

purposes, optional interim assessments for local use, and formative tools and processes for instructional use. 

Interim assessments and computer adaptive testing technologies used for the summative assessments 

provide meaningful feedback and actionable data that teachers and other stakeholders can use to help 

students succeed. For more information, visit http://www.smarterbalanced.org/assessments/development/. 

  

http://www.smarterbalanced.org/assessments/development/
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RECOGNIZING ACCESS NEEDS IN ALL STUDENTS 

All students (including students with disabilities, ELs, ELs with disabilities, and other diverse students) are to 

be held to the same expectations for participation and performance on Smarter Balanced assessments. 

Specifically, all students enrolled in grades 3-8 and HS are required to participate in the Smarter Balanced 

mathematics assessment except: 

 Students with the most significant cognitive disabilities who meet the criteria for the mathematics 
alternate assessment based on alternate achievement standards (approximately 1% or fewer of the 
student population).  

All students enrolled in grades 3-8 and HS are required to participate in the Smarter Balanced English 

language arts/literacy assessment except: 

 Students with the most significant cognitive disabilities who meet the criteria for the English language 
arts/literacy alternate assessment based on alternate achievement standards (approximately 1% or fewer 
of the student population). 

 ELs who are enrolled for the first year in a U.S. school. These students instead participate in their 
required English language proficiency assessment. 

Federal laws governing student participation in assessments must meet the requirements of the Every 

Student Succeeds Act (ESSA) of 2016, the Individuals with Disabilities Education Improvement Act of 2004 

(IDEA), and Section 504 of the Rehabilitation Act of 1973 (reauthorized in 2008). 

Recognizing the diverse characteristics and needs of students who participate in the Smarter Balanced 

assessments, the Smarter Balanced members worked together through the Smarter Balanced Test 

Administration and Student Access Work Group to develop an Accessibility and Accommodations Framework 

that guided the Consortium as it worked to reach agreement on the specific tools, supports, and 

accommodations available for the assessment. The Work Group also considered research-based lessons 

learned about universal design, accessibility tools, and accommodations (see Appendix B). 

The conceptual model that serves as the basis for the Usability, Accessibility, and Accommodations Guidelines 

is shown in Figure 1. This figure portrays several aspects of the Smarter Balanced assessment features—

universal tools (available for all students), designated supports (available when indicated by an adult or 

team), and accommodations (available need is documented in an Individualized Education Program (IEP) or 

504 plan). It also portrays the additive and sequentially-inclusive nature of these three aspects. Universal 

tools are available to all students, including those receiving designated supports and those receiving 

accommodations. Designated supports are available to students for whom the need has been indicated by an 

educator (or team of educators with parent/guardian and student). Accommodations are available only to 

those students with documentation of the need through a formal IEP or 504 plan. Those students also may 

use designated supports and universal tools. 

A universal tool for one content focus may be an accommodation for another content focus (see, for 

example, calculator). Similarly, a designated support may also be an accommodation depending on the 

content target (see, for example, scribe). This approach is consistent with the emphasis that Smarter 

Balanced has placed on the validity of assessment results coupled with access. Universal tools, designated 

supports, and accommodations all yield valid scores that count as participation in assessments that meet the 

requirements of ESSA when used in a manner consistent with the Guidelines. 
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Also, as shown in Figure 1, for each category of assessment features—universal tools, designated supports, 

and accommodations—there exists both embedded and non-embedded versions of the tools, supports, or 

accommodations depending on whether they are provided as digitally delivered components of the test 

administration system or separate from it. 

Figure 1: Conceptual Model Underlying the Smarter Balanced Usability, Accessibility, and 
Accommodations Guidelines* 

 

 

*For the Hawai`i State Department of Education conceptual model, refer to the version in the 
Crosswalk of Accessibility Features, 2024-2025 (“Crosswalk”) posted on alohahsap.org. 

The Conceptual Model recognizes that all students should be held to the same expectations for instruction in 

member standards and have available to them universal accessibility features. It also recognizes that some 

students may have certain characteristics and access needs that require the use of accommodations for 

instruction and when they participate in the Smarter Balanced assessments. 

Universal Tools

Embedded
Breaks, Calculator, 
Digital notepad, 
English dictionary, 
English glossary, 
Expandable 
passages and/or 
items, Global notes, 
Highlighter, 
Keyboard 
navigation, Line 
reader, Mark for 
Review, Math tools, 
Periodic Table, 
Spell check, 
Strikethrough, 
Thesaurus, Writing 
tools, Zoom

Non-embedded
Breaks, English 
dictionary, Scratch 
paper, Thesaurus

Designated Supports

Embedded
Color contrast, Illustration glossaries, Masking, Mouse 
pointer, Streamline, Text-to-Speech, Text-to-Speech in 
Spanish, Translated Student Interface Messages 
(Spanish), Translations (glossary), Translations 
(Spanish), Turn off any universal tools 

Non-embedded
Amplification, Bilingual Dictionary, Color Contrast, 
Color Overlays, Illustration Glossaries, 
Magnification, Math Manipulatives, Medical 
supports, Noise buffers, Printed Test Directions in 
English, Read Aloud, Read Aloud in Spanish, Scribe, 
Separate Setting, Simplified Test Directions, 
Translated Student Interface Messages, Translations 
(Glossary)

Accommodations

Embedded
American Sign Language 
(ASL), Braille, Braille 
transcript, Closed 
Captioning, Speech-to-
Text, Text-to-Speech, 
Word Completion

Non-embedded
100s Number Table, 
Abacus, Alternate 
Response Options, 
Braille, Calculator, 
Multiplication Table, 
Print on Demand, Read 
Aloud, Scribe, Speech-to-
Text, Word Completion

https://smarterbalanced.alohahsap.org/resource-item/en/crosswalk-of-accessibility-features-across-state-assessments-in-hawaii-2024-2025
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These Guidelines present the current universal tools, designated supports, and accommodations adopted by 

the Smarter Balanced members to ensure valid assessment results for all students taking its assessments. 

STRUCTURE OF THIS DOCUMENT 

This document is divided into several parts: 

 Introduction: This section introduces the document and the conceptual model that is the basis for the 
universal tools, designated supports, and accommodations in the Guidelines. 

 Section I: This section features the universal tools available on Smarter Balanced assessments.  

 Section II: This section features the designated supports available on Smarter Balanced assessments. 

 Section III: This section features the accommodations available on Smarter Balanced assessments. 

 Appendix A: This appendix provides a summary list of Smarter Balanced universal tools, designated 
supports, and accommodations. 

 Appendix B: This appendix describes lessons learned from research on universal design, accessibility 
tools, and accommodations. 

 Appendix C: This appendix provides answers to Frequently Asked Questions. 

 Appendix D: This appendix provides the Read Aloud Guidelines (June 30, 2020).  

 Appendix E: This appendix provides the Scribing Protocol (June 30, 2020). 

 Appendix F: This appendix provides a Revision Log that lists all changes to this document by section, 
page, description, date, and version. 

SECTION I: SMARTER BALANCED UNIVERSAL TOOLS  

WHAT ARE UNIVERSAL TOOLS? 

Universal tools are accessibility resources of the assessment that are either provided as digitally delivered 

components of the test administration system or separate from it. Universal tools are available to 

participating students based on student preference and selection. The universal tools described in this 

section are not modifications. Universal tools all yield valid scores that count as participation in assessments 

that meet the requirements of ESSA when used in a manner consistent with the Guidelines. 

EMBEDDED UNIVERSAL TOOLS 

The Smarter Balanced digitally delivered assessments include a wide array of embedded universal tools. 

These are available to participating students as part of the technology platform. 

Table 1 lists the embedded universal tools available to participating students for computer-administered 

Smarter Balanced assessments. It includes a description of each tool. Although these tools are available to 

participating students, educators may determine that one or more might be distracting for a particular 

student, and thus might indicate that the tool should be turned off for the administration of the assessment 

to the student (see Section II – Designated Supports). 
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Table 1. Embedded Universal Tools Available to All Students 

Embedded Universal Tool Description 

Breaks  The number of items per session can be flexibly defined based on the 

student’s need. Breaks of more than 20 minutes will prevent the student 

from returning to items already attempted by the student. There is no limit 

on the number of breaks that a student might be given. The use of this 

universal tool may result in the student needing additional overall time to 

complete the assessment.  

Calculator  

(for calculator-allowed 

items only, grades 6–8 

and HS) 

(See Non-embedded 

Accommodations for 

students who cannot use 

the embedded calculator.) 

An embedded on-screen digital calculator can be accessed for calculator-

allowed items when students click on the calculator button. This tool is 

available only with the specific items for which the Smarter Balanced Item 

Specifications indicate that it would be appropriate. When the embedded 

calculator, as presented for all students, is not appropriate for a student 

(for example, for a student who is blind), the student may use the calculator 

offered with assistive technology devices (such as a talking calculator or a 

braille calculator) as a non-embedded accommodation. 

Digital notepad This tool is used for making notes about an item. The digital notepad is 

item-specific and is available through the end of the test segment. Notes 

are not saved when the student moves on to the next segment or after a 

break of more than 20 minutes.  

English dictionary 

(for ELA performance task 

full writes)  

An English dictionary is available for the full write portion of an ELA 

performance task. A full write is the second part of a performance task. The 

use of this universal tool may result in the student needing additional 

overall time to complete the assessment. 

English glossary Grade- and context-appropriate definitions of specific construct-irrelevant 

terms are shown in English on the screen via a pop-up window. The student 

can access the embedded glossary by clicking on any of the preselected 

terms. The use of this universal tool may result in the student needing 

additional overall time to complete the assessment. 

Expandable passages 

and/or items 

Each passage/stimulus and/or associated item can be expanded so that it 

takes up a larger portion of the screen. 
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Embedded Universal Tool Description 

Global notes 

(for ELA performance 

tasks) 

Global notes is a notepad that is available for ELA performance tasks in 

which students complete a full write. A full write is the second part of a 

performance task. The student clicks on the notepad icon for the notepad 

to appear. During the ELA performance tasks, the notes are retained from 

segment to segment so that the student may go back to the notes even 

though the student is not able to go back to specific items in the previous 

segment. 

Highlighter A digital tool for marking desired text, item questions, item answers, or 

parts of these with a color. Highlighted text remains available throughout 

each test segment. 

Keyboard navigation Navigation throughout text can be accomplished by using a keyboard. 

Line reader The student uses an onscreen universal tool to assist in reading by raising 

and lowering the tool for each line of text on the screen. 

Mark for review Allows students to flag items for future review during the assessment. 

Markings are not saved when the student moves on to the next segment or 

after a break of more than 20 minutes. 

Math tools These digital tools (i.e., embedded ruler, embedded protractor) are used for 

measurements related to math items. They are available only with the 

specific items for which the Smarter Balanced Item Specifications indicate 

that one or more of these tools would be appropriate. 

Spell check Writing tool for checking the spelling of words in student-generated 

responses. Spell check only gives an indication that a word is misspelled; it 

does not provide the correct spelling. This tool is available only with the 

specific items for which the Smarter Balanced Item Specifications indicated 

that it would be appropriate. Spell check is bundled with other embedded 

writing tools for math and ELA items with open-ended student responses.  

Strikethrough Allows users to cross out answer options. If an answer option is an image, a 

strikethrough line will not appear, but the image will be grayed out. 

Thesaurus 

(for ELA performance task 

full writes)  

A thesaurus is available for the full write portion of an ELA/literacy 

performance task. A thesaurus contains synonyms of terms while a student 

interacts with text included in the assessment. A full write is the second 

part of a performance task. The use of this universal tool may result in the 

student needing additional overall time to complete the assessment. 
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Embedded Universal Tool Description 

Writing tools 

(for ELA performance task 

full writes) 

Selected writing tools (i.e., bold, italic, bullets, undo/redo) are available for 

the ELA performance task full writes and math short-answer items. (Also 

see Spell Check) Writing tools are not available for ELA short-answer items.  

Zoom A tool for making text or other graphics in a window or frame appear larger 

on the screen. The default font size for all tests is 14 pt. The student can 

make text and graphics larger by clicking the Zoom In button. The student 

can click the Zoom Out button to return to the default or smaller print size. 

When using the zoom feature, the student only changes the size of text and 

graphics on the current screen. To increase the default print size of the 

entire test, the print size must be set for the student in the test registration 

tool or set by the test administrator prior to the start of the test. This is the 

only feature that test administrators can set. The use of this universal tool 

may result in the student needing additional overall time to complete the 

assessment. 

 

NON-EMBEDDED UNIVERSAL TOOLS 

Some universal tools may need to be provided outside of the computer test administration system. These 

tools, shown in Table 2, are to be provided locally for students. They can be made available to any student. 

Table 2. Non-embedded Universal Tools Available to All Students 

Non-Embedded Universal Tool Description 

Breaks Breaks may be given at predetermined intervals or after completion 

of sections of the assessment for students taking a paper-based test. 

Sometimes students are allowed to take breaks when individually 

needed to reduce cognitive fatigue when they experience heavy 

assessment demands. The use of this universal tool may result in the 

student needing additional overall time to complete the assessment. 

English dictionary 

(for ELA performance task full 

writes) 

An English dictionary can be provided for the full write portion of an 

ELA performance task. A full write is the second part of a 

performance task. The use of this universal tool may result in the 

student needing additional overall time to complete the assessment. 
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Non-Embedded Universal Tool Description 

Scratch paper/Graph paper Students may use blank scratch paper to make notes, write 

computations, record responses, or create graphic organizers. Only 

plain paper or lined paper is appropriate for ELA.  

Graph paper may be used on math assessments at all grade levels but 

is required beginning in the sixth grade.  

A whiteboard with a marker may be used as scratch paper. As long as 

the construct being measured is not impacted, assistive technology 

devices, including low-tech assistive technology (Math Window), are 

permitted to make notes, including the use of digital graph paper. The 

assistive technology device needs to be familiar to the student and/or 

consistent with the child's IEP or 504 plan. Access to internet must be 

disabled on assistive technology devices. 

CAT: All scratch paper must be collected and securely destroyed at 

the end of each CAT assessment session to maintain test security. All 

notes on whiteboards or assistive technology devices must be erased 

at the end of each CAT session.   

Performance Tasks: For ELA performance tasks, if a student needs to 

take the performance task in more than one session, scratch paper, 

whiteboards, and/or assistive technology devices may be collected at 

the end of each session, securely stored, and made available to the 

student at the next performance task testing session. Once the 

student completes the performance task, the scratch paper must be 

collected and securely destroyed, whiteboards should be erased, and 

notes on assistive technology devices erased to maintain test 

security. 

Thesaurus 

(for ELA performance task full 

writes) 

A thesaurus contains synonyms of terms while a student interacts 

with text included in the assessment. A full write is the second part of 

a performance task. The use of this universal tool may result in the 

student needing additional overall time to complete the assessment. 

Appendix A provides a summary of universal tools, designated supports, and accommodations (both 

embedded and non-embedded) available for the Smarter Balanced assessments. 
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SECTION II. SMARTER BALANCED DESIGNATED 

SUPPORTS  

WHAT ARE DESIGNATED SUPPORTS? 

Designated supports for the Smarter Balanced assessments are those features that are available for use by 

any student for whom the need has been indicated by an educator or team of educators with 

parent/guardian and student. The designated supports described in this section are not modifications. 

Designated supports all yield valid scores that count as participation in assessments that meet the 

requirements of ESSA when used in a manner consistent with the UAAG. It is recommended that a consistent 

process be used to determine these supports for individual students. All educators making these decisions 

should be trained on the process and should be made aware of the range of designated supports available. 

Smarter Balanced members have identified digitally embedded and non-embedded designated supports for 

students for whom an adult or team has indicated a need for the support. 

Designated supports need to be identified prior to assessment administration. Embedded and non-

embedded supports must be entered into the test registration tool. Any non-embedded designated supports 

must be arranged for prior to testing and provided during testing by staff at the local level. 

WHO MAKES DECISIONS ABOUT DESIGNATED SUPPORTS? 

Informed adults make decisions about designated supports. Ideally, the decisions are made by all educators 

familiar with the student’s characteristics and needs, as well as those supports that the student has been 

using during instruction and for other assessments. Student input to the decision, particularly for older 

students, is also recommended.  

The use of an Individual Student Assessment Accessibility Profile (ISAAP), created and provided by Smarter 

Balanced, is one process that may be used to determine which designated supports should be available for an 

individual student. Schools may choose to use another decision-making process. Regardless of the process 

used, all embedded designated supports must be activated prior to testing by entering information into 

the test registration tool. 

EMBEDDED DESIGNATED SUPPORTS 

Table 3 lists the embedded designated supports available to all students for whom the need has been 

indicated. It includes a description of each support along with recommendations for when the support might 

be needed. 
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Table 3. Embedded Designated Supports 

Embedded 

Designated 
Support 

Description Recommendations for Use 

Color contrast  Enable students to adjust screen 

background or font color, based on 

student needs or preferences. This may 

include reversing the colors for the 

entire interface or choosing the color 

of font and background.  

Students with attention difficulties may need 

this support for viewing test content. It also 

may be needed by some students with visual 

impairments or other print disabilities 

(including learning disabilities). Choice of 

colors should be informed by evidence that 

color selections meet the student’s needs. 

Illustration 

glossaries 

(for math stimuli 

and items) 

Illustration glossaries are a language 

support. The illustration glossaries are 

provided for selected construct-

irrelevant terms for math. Illustrations 

for these terms appear on the 

computer screen when students select 

them. Students with the illustration 

glossary setting enabled can view the 

illustration glossary. Students can also 

adjust the size of the illustration and 

move it around the screen. 

Illustration glossaries for specific items are 

available for students who are:  

 advancing toward English language 
proficiency (including non-ELs, ELs, and 
ELs with disabilities).  

 deaf or hard of hearing, but who are not 
proficient in American Sign Language 
(ASL). 

The use of this support may result in the 

student needing additional overall time to 

complete the assessment. 

Masking Masking involves blocking off content 

that is not of immediate need or that 

may be distracting to the student. 

Students are able to focus their 

attention on a specific part of a test 

item by masking. 

Students with attention difficulties may need 

to mask content not of immediate need or 

that may be distracting during the 

assessment. This support also may be 

needed by students with print disabilities 

(including learning disabilities) or visual 

impairments. Masking allows students to 

hide and reveal individual answer options, as 

well as all navigational buttons and menus. 
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Embedded 

Designated 
Support 

Description Recommendations for Use 

Mouse Pointer 

(size and color) 

This embedded support allows the 

mouse pointer to be set to a larger size 

and also for the color to be changed. A 

test administrator sets the size and 

color of the mouse pointer prior to 

testing. 

Students who are visually impaired and need 

additional enlargement or a mouse pointer 

in a different color to find their mouse 

pointer more readily on the screen will 

benefit from the mouse pointer support. 

Students who have visual perception 

challenges will also find this beneficial. The 

size and color are set during registration and 

cannot be changed during the administration 

of the assessment. Students should have 

ample opportunity to practice during daily 

instruction with the size and color to 

determine their preference. The mouse 

pointer can be used with the zoom universal 

tool. If students are using a magnification 

program (See non-embedded Designated 

Support, magnification.), the mouse pointer 

may not be needed because an enlarged 

mouse pointer is built into the magnification 

programs. 

Streamline This designated support provides a 

streamlined interface of the test in an 

alternate, simplified format in which 

the items are displayed below the 

stimuli. 

This designated support may benefit a small 

number of students who have specific 

learning and/or reading disabilities and/or 

visual impairment in which the text is 

presented in a more sequential format. 

Students should have familiarity interacting 

with items in streamline format. 
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Embedded 

Designated 
Support 

Description Recommendations for Use 

Text-to-Speech in 

English 

(for math stimuli 

and items and 

ELA items, not 

for reading 

passages)0F 

(See Embedded 

Accommodations 

for ELA reading 

passages.) 

Text is read aloud to the student via 

embedded text-to-speech technology. 

The student can control the speed as 

well as raise or lower the volume of the 

voice via a volume control. 

Students who are struggling readers may 

need assistance accessing the assessment by 

having all or portions of the assessment read 

aloud. This support also may be needed by 

students with reading-related disabilities, or 

by students who are blind and are advancing 

toward English braille proficiency. Students 

would need to use this support regularly 

during instruction to meaningfully benefit 

from it on assessments. Students who use 

text-to-speech will need headphones unless 

tested individually in a separate setting. 

Text-to-Speech in 

Spanish  

(for math stimuli 

and items) 

Text in Spanish is read aloud to the 

student via embedded text-to-speech 

technology. The student can control 

the speed as well as raise or lower the 

volume of the voice via a volume 

control. 

Students who are struggling readers, whose 

primary language is Spanish, and who use 

dual language supports in the classroom may 

need assistance accessing the assessment by 

having all or portions of the assessment read 

aloud in Spanish. This support also may be 

needed by students with reading-related 

disabilities, or by students who are 

advancing toward English braille proficiency. 

This support will likely be confusing and may 

impede the performance of students who do 

not regularly have the support during 

instruction. Students who use text-to-speech 

in Spanish will need headphones unless 

tested individually in a separate setting. 

Translated 

student interface 

messages in 

Spanish 

(for math stimuli 

and items) 

Translation of the student interface 

messages is a language support 

available prior to beginning the actual 

test items. Students can see test 

directions in Spanish. As an embedded 

designated support, translated test 

directions are automatically a part of 

the Spanish language translations 

designated support in English/Spanish. 

Students who are advancing toward English 

language proficiency (including non-ELs, ELs, 

and ELs with disabilities) can use the 

translated directions support. This support 

should only be used for students who are 

proficient readers in Spanish and not 

proficient in English. 
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Embedded 

Designated 
Support 

Description Recommendations for Use 

Translated 

glossaries 

(for math stimuli 

and items) 

Translated glossaries are a language 

support. The translated glossaries are 

provided for selected construct-

irrelevant terms for math. Translations 

for these terms appear on the 

computer screen when students click 

on them. Students with the language 

glossary setting enabled can view the 

translated glossary. Students can also 

select the audio icon next to the 

glossary term and listen to the audio 

recording of the glossary.  

Students who are advancing toward English 

language proficiency (including non-ELs, ELs, 

and ELs with disabilities) can use the 

translated glossary for specific items. The 

use of this support may result in the student 

needing additional overall time to complete 

the assessment. 

Full Translations 

(dual language in 

English/Spanish)  

(for math stimuli 

and items) 

Dual language translations are a 

linguistic support that is available for 

some students; dual language 

translations provide the full translation 

of English math test item and stimulus. 

For students whose primary language is 

Spanish and who use dual language supports 

in the classroom, use of the dual language 

translation may be appropriate. Students 

participate in the assessment regardless of 

the language. This support will increase 

reading load and cognitive load. The use of 

this support may result in the student 

needing additional overall time to complete 

the assessment. 

Turn off any 

universal tools 

Disabling any universal tools that might 

be distracting or that students do not 

need to use or are unable to use. 

Students who are easily distracted (whether 

or not designated as having attention 

difficulties or disabilities) may be 

overwhelmed by some of the universal tools. 

Knowing which specific tools may be 

distracting is important for determining 

which tools to turn off. 

NON-EMBEDDED DESIGNATED SUPPORTS 

Some designated supports may need to be provided outside of the digital-delivery system. These supports, 

shown in Table 4, are to be provided locally for those students unable to use the designated supports when 

provided digitally. 
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Table 4. Non-embedded Designated Supports 

Non-embedded 

Designated 
Support 

Description Recommendations for Use 

Amplification The student adjusts the volume control 

beyond the computer’s built in settings 

using headphones or other non-

embedded devices. 

Students may use amplification assistive 

technology (e.g., headphones, FM System) to 

increase the volume provided n the 

assessment platform. Use of this resource 

likely requires a separate setting. If the 

device has additional features that may 

compromise the validity of the test (e.g., 

internet access), the additional functionality 

must be deactivated to maintain test 

security. 

Bilingual 

dictionary 

(for ELA 

performance 

task full writes) 

A bilingual/dual language word-to-

word dictionary is a language support. 

A bilingual/dual language word-to-

word dictionary can be provided for 

the full write portion of an ELA 

performance task. A full write is the 

second part of a performance task. 

For students whose primary language is not 

English and who use dual language supports 

in the classroom, use of a bilingual/dual 

language word-to-word dictionary may be 

appropriate. Students participate in the 

assessment regardless of the language. The 

use of this support may result in the student 

needing additional overall time to complete 

the assessment. 

Color contrast Test content of online items may be 

printed with different colors. 

Students with attention difficulties may need 

this support for viewing the test when 

digitally provided color contrasts do not 

meet their needs. Some students with visual 

impairments or other print disabilities 

(including learning disabilities) also may need 

this support. Choice of colors should be 

informed by evidence of those colors that 

meet the student’s needs. 

Color overlays Color transparencies are placed over a 

paper-and-pencil assessment. 

Students with attention difficulties may need 

this support to view test content. This 

support also may be needed by some 

students with visual impairments or other 

print disabilities (including learning 

disabilities). Choice of color should be 

informed by evidence of those colors that 

meet the student’s needs. 
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Non-embedded 

Designated 
Support 

Description Recommendations for Use 

Illustration 

Glossaries 

(for math stimuli 

and items, 

paper/pencil 

assessment) 

Illustration glossaries are a language 

support. The illustration glossaries are 

provided for selected construct-

irrelevant terms for math. Illustrations 

for these terms appear in a 

supplement to the paper-and-pencil 

test and are identified by item number. 

Illustration glossaries for specific items are 

available for students who are:  

 advancing toward English language 

proficiency (including non-ELs, ELs, and 

ELs with disabilities). 

 deaf or hard of hearing, but who are not 

proficient in American Sign Language 

(ASL). 

The use of this support may result in the 

student needing additional overall time to 

complete the assessment. 

Magnification The size of specific areas of the screen 

(e.g., text, formulas, tables, graphics, 

navigation buttons, and mouse 

pointer) may be adjusted by the 

student with an assistive technology 

device or software. Magnification 

allows increasing the size and changing 

of the color contrast, including the size 

and color of the mouse pointer, to a 

level not provided for by the zoom 

universal tool, color contrast 

designated support, and/or mouse 

pointer designated support. 

Students who are used to viewing enlarged 

text or graphics, or navigation buttons, with 

or without changes to color contrast, may 

need magnification to comfortably view 

content. This support also may meet the 

needs of students with visual impairments 

and other print disabilities. The use of this 

designated support may result in the student 

needing additional overall time to complete 

the assessment. 

Math 

Manipulatives 

Refer to the Crosswalk for more 

information. 

Refer to the Crosswalk for more 

information. 

https://smarterbalanced.alohahsap.org/resource-item/en/crosswalk-of-accessibility-features-across-state-assessments-in-hawaii-2024-2025
https://smarterbalanced.alohahsap.org/resource-item/en/crosswalk-of-accessibility-features-across-state-assessments-in-hawaii-2024-2025
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Non-embedded 

Designated 
Support 

Description Recommendations for Use 

Medical supports Students may have access to medical 

supports for medical purposes (e.g., 

Glucose Monitor, Bluetooth hearing 

aids). The medical support may include 

a cell phone and should only support 

the student during testing for medical 

reasons. 

Educators should follow local policies 

regarding medical supports and ensure 

students’ health is the highest priority. 

Electronic medical support settings must 

restrict access to other applications, or the 

test administrator must closely monitor the 

use of the medical support to maintain test 

security. Use of medical supports may 

require a separate setting to avoid 

distractions to other test takers and to 

ensure test security. 

Noise buffers Ear mufflers, white noise, and/or other 

equipment used to block external 

sounds. 

Student (not groups of students) wears 

equipment to reduce environmental noises. 

Students may have these testing variations if 

regularly used in the classroom. Students 

who use noise buffers will need headphones 

unless tested individually in a separate 

setting. 

Printed test 

directions in 

English 

Available as a supplement to the Test 

Administration Manual, a printed copy 

of oral test direction script in English 

may be provided to the student. 

Students for whom printed reading supports 

for verbally delivered directions, enable them 

to follow along with the verbal directions 

may benefit from this support. Students who 

may be multilingual or have hearing or 

auditory-processing difficulties, with or 

without reading-related disabilities, may 

need this support in English. A student 

should have the option of asking the test 

administrator to slow down or repeat any 

verbal direction provided. The use of this 

support may result in the student needing 

additional overall time to complete the 

assessment. 
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Non-embedded 

Designated 
Support 

Description Recommendations for Use 

Read aloud 

(for math stimuli 

and items and 

ELA items, not 

for reading 

passages) 

(See Non-

embedded 

Accommodations 

for ELA reading 

passages.) 

Text is read aloud to the student by a 

trained and qualified human reader 

who follows the administration 

guidelines provided in the Smarter 

Balanced Test Administration Manual 

and Read Aloud Protocol (see Appendix 

D). All or portions of the content may 

be read aloud. 

Students who are struggling readers may 

need assistance accessing the assessment by 

having all or portions of the assessment read 

aloud. This support also may be needed by 

students with reading-related disabilities, or 

by students who are blind and are advancing 

toward English braille proficiency. If not used 

regularly during instruction, this support is 

likely to be confusing and may impede the 

performance on assessments. Readers 

should be provided to students on an 

individual basis—not to a group of students. 

A student should have the option of asking a 

reader to slow down or repeat text. The use 

of this support may result in the student 

needing additional overall time to complete 

the assessment and/or the use of a separate 

setting. 

Read aloud in 

Spanish  

(for 

mathematics, all 

grades) 

Spanish text is read aloud to the 

student by a trained and qualified 

human reader who follows the 

administration guidelines provided in 

the Smarter Balanced Test 

Administration Manual and the Read 

Aloud Guidelines. All or portions of the 

content may be read aloud. 

Students receiving the translations (dual 

language) designated support and who are 

struggling readers may need assistance 

accessing the assessment by having all or 

portions of the assessment read aloud. This 

support also may be needed by students with 

reading-related disabilities. If not used 

regularly during instruction, this support is 

likely to be confusing and may impede the 

performance on assessments. A student 

should have the option of asking a reader to 

slow down or repeat text. The use of this 

support may result in the student needing 

additional overall time to complete the 

assessment and/or the use of a separate 

setting. 



 

USABILITY, ACCESSIBILITY, AND ACCOMMODATIONS GUIDELINES   |   August 27, 2024  22 

Non-embedded 

Designated 
Support 

Description Recommendations for Use 

Scribe  

(for all items 

except ELA 

performance 

task full write)  

(See 

Accommodations 

for ELA 

performance 

task full write.) 

Students dictate their responses to a 

human who records verbatim what 

they dictate. The scribe must be 

trained and qualified and must follow 

the administration guidelines provided 

in the Smarter Balanced Test 

Administration Manual. 

Students who have documented significant 

motor or processing difficulties, or who have 

had a recent injury (such as a broken hand or 

arm) that make it difficult to produce 

responses, may need to dictate their 

responses to a human, who then records the 

students’ responses verbatim. The use of this 

support may result in the student needing 

additional overall time to complete the 

assessment. 

Separate setting Test location is altered so that the 

student is tested in a setting different 

from that made available for most 

students. 

Students who are easily distracted (or may 

distract others) in the presence of other 

students, for example, may need an alternate 

location to take the assessment. The 

separate setting may be in a different room 

that allows them to work individually or 

among a smaller group. The student may 

read aloud to self, use a device requiring 

voicing (e.g., a Whisper Phone), or use 

Amplification. It may also include a calming 

device or support as recommended by 

educators and/or specialists. Or the separate 

setting may be in the same room but in a 

specific location (for example, away from 

windows, doors, or pencil sharpeners, in a 

study carrel, near the teacher’s desk, or in 

the front of a classroom). Some students may 

benefit from being in an environment that 

allows for movement, such as being able to 

walk around. In some instances, students 

may need to interact with instructional or 

test content outside of school, such as in a 

hospital or their home. A specific adult, 

trained in a manner consistent with the Test 

Administration Manual (TAM), can act as test 

proctor (test administrator) when a student 

requires it. 
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Non-embedded 

Designated 
Support 

Description Recommendations for Use 

Simplified test 

directions 

The test administrator simplifies or 

paraphrases the test directions found 

in the Smarter Balanced Test 

Administration Manual according to 

the Guidelines for Simplified Test 

Directions. 

Students who need additional support 

understanding the test directions may 

benefit from this resource. This designated 

support may require testing in a separate 

setting to avoid distracting other test takers. 

Translated 

student interface 

messages 

PDF of student interface messages 

translated in each of the languages is 

currently supported and posted on 

Alohahsap.org. A bilingual adult can 

read to student. 

Students who are advancing toward English 

language proficiency (including Non-Els, ELs, 

and ELs with disabilities) can use the 

translated student interface messages. In 

addition, a biliterate adult trained in the Test 

Administration Manual can read the test 

directions to the student. The use of this 

support may result in the student needing 

additional overall time to complete the 

assessment. 

Translations 

(glossaries)  

(for math items, 

paper-pencil 

assessment) 

Translated glossaries are a language 

support. Translated glossaries are 

provided for selected construct-

irrelevant terms for math. Glossary 

terms are listed by item and include 

the English term and its translated 

equivalent. 

Students who are advancing toward English 

language proficiency (including Non-Els, ELs, 

and ELs with disabilities) can use the 

translation glossary for specific items. The 

use of this support may result in the student 

needing additional overall time to complete 

the assessment. 

Appendix A provides a summary of universal tools, designated supports, and accommodations (both 

embedded and non-embedded) available for the Smarter Balanced assessments. 

  In addition to the above non-embedded Designated Supports, Hawai'i has temporary use of Math 

Manipulatives (MM) as for state testing in SY 2024-2025 Please see the Appendix C: Hawai’i State 

Assessment Program Guidance Brief: Considering the Assignment of Math Manipulatives (MMs) for the state 

Assessments in the Crosswalk of Accessibility Features Across State Assessments in Hawaii  on the Resources 

page of the AlohaHSAP.org portal for more information. 

 

https://smarterbalanced.alohahsap.org/content/contentresources/en/Crosswalk-of-Accessibility-Features-Across-State-Assessments-in-Hawaii_2024-2025.pdf
https://smarterbalanced.alohahsap.org/resources#school_year_sm=2022-2023
https://smarterbalanced.alohahsap.org/resources#school_year_sm=2022-2023
https://smarterbalanced.alohahsap.org/
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SECTION III. SMARTER BALANCED 

ACCOMMODATIONS  

WHAT ARE ACCOMMODATIONS? 

Accommodations are changes in procedures or materials that increase equitable access during the Smarter 

Balanced assessments. The accommodations described in this section are not modifications. 

Accommodations all yield valid scores that count as participation in assessments that meet the requirements 

of ESSA when used in a manner consistent with the UAAG. They allow students to show what they know and 

can do. Smarter Balanced members have identified digitally embedded and non-embedded accommodations 

for students for whom there is documentation of the need for the accommodations on an Individualized 

Education Program (IEP) or 504 plan. One exception to the IEP or 504 requirement is for students who have 

had a physical injury (e.g., broken hand or arm) that impairs their ability to use a computer. These students 

may use the speech-to-text or the scribe accommodations (if they have had sufficient experience with the 

use of these), as noted in this section.  

Determination of which accommodations an individual student will have available for the assessment is 

necessary because these accommodations must be made available before the assessment, either by entering 

information into the test registration tool, for embedded accommodations, or by ensuring that the materials 

or setting are available for the assessment for non-embedded accommodations. 

The Smarter Balanced Test Administration staff and Student Access Work Group recognized that 

accommodations could increase cognitive load or create other challenges for students who do not need them 

or who have not had experience using them. Because of this possibility, Smarter Balanced members agreed 

that a student’s parent/guardian should know about the availability of specific accommodations through a 

parent/guardian report. This would ensure that parents/guardians are aware of the conditions under which 

their child participated in the assessment. Information included in the parent/guardian report should not be 

the basis for any educational decisions (such as eligibility for an advanced placement class) nor for 

documenting/reporting the use of the accommodation elsewhere (such as on a transcript). 

WHO MAKES DECISIONS ABOUT ACCOMMODATIONS? 

IEP teams and educators make decisions about instructional accommodations as well as recommendations 

for state test accommodations in accordance with IDEA (34 CFR §§300.160(b)(2). These teams (or educators 

for 504 plans) provide evidence of the need for accommodations and ensure that they are noted on the IEP 

or 504 plan. 

The IEP team (or educator developing the 504 plan) is responsible for ensuring that information from the IEP 

is entered into the test registration tool, so that all embedded accommodations can be activated prior to 

testing. This can be accomplished by identifying one person from the team to enter information into the test 

registration tool, or by providing information to the test coordinator who enters into the test registration tool 

a form that lists all accommodations and designated supports needed by individual students on IEPs or 504 

plans. 
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EMBEDDED ACCOMMODATIONS 

Table 5 lists the embedded accommodations available for the Smarter Balanced assessments for those 

students for whom the accommodations are included on an IEP or 504 plan. The table includes a description 

of each accommodation along with recommendations for when the accommodation might be needed and 

how it can be used. For those accommodations that may be considered controversial, a description of 

considerations about the use of the accommodation is provided. 

Table 5. Embedded Accommodations 

Embedded 

Accommodation 

Description Recommendations for Use 

American Sign 

Language (ASL) 

(for ELA 

listening items 

and math items) 

Test content is translated into an ASL 

video. ASL human signer and the 

signed test content are viewed on the 

same screen. Students may view 

portions of the ASL video as often as 

needed. 

Some students who are deaf or hard of hearing 

and who typically use ASL may need this 

accommodation when accessing text-based 

content in the assessment. The use of this 

accommodation may result in the student 

needing additional overall time to complete 

the assessment. For many students who are 

deaf or hard of hearing, viewing signs is the 

only way to access information presented 

orally. It is important to note, however, that 

some students who are hard of hearing will be 

able to listen to information presented orally if 

provided with appropriate amplification and a 

setting in which extraneous sounds do not 

interfere with clear presentation of the audio 

presentation in a listening test. 
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Embedded 

Accommodation 

Description Recommendations for Use 

Braille 

(ELA and Math) 

A raised-dot code that individuals 

read with the fingertips. Graphic 

material (e.g., maps, charts, graphs, 

diagrams, and illustrations) is 

presented in a raised format (paper or 

thermoform). Contracted and non-

contracted braille is available; 

Nemeth and UEB Math code(s) are 

available for math. 

Students with visual impairments may read 

text via braille. Tactile overlays and graphics 

also may be used to assist the student in 

accessing content through touch. Due to 

limitations with refreshable braille technology 

and math braille codes, refreshable braille is 

available only for ELA. For math, braille will be 

presented via embosser; embosser-created 

braille can be used for ELA also. Alternative 

text descriptions are embedded in the 

assessment for all graphics. The type of braille 

presented to the student (contracted or non-

contracted) is set in the test registration tool. 

The use of this accommodation may result in 

the student needing additional overall time to 

complete the assessment. 

Braille transcript  

(ELA listening 

passages) 

A braille transcript of the closed 

captioning created for the listening 

passages. The braille transcripts are 

available in the following braille 

codes:  

ELA 

 UEB uncontracted 

 UEB contracted 

Students may have difficulty hearing the 

listening portion of the passage and also do 

not have enough functional vision to read the 

closed captioning provided for the passage. 

These students who are visually impaired or 

blind and deaf or hard of hearing AND who use 

braille may have access to Braille transcripts. 

These students must be registered in the test 

registration tool for both braille and closed 

captioning. The use of this accommodation 

may result in the student needing additional 

overall time to complete the assessment. 
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Embedded 

Accommodation 

Description Recommendations for Use 

Closed 

captioning  

(for ELA 

listening 

passages) 

Printed text that appears on the 

computer screen as audio materials 

are presented. 

Students who are deaf or hard of hearing and 

who typically access information presented via 

audio by reading words that appear in 

synchrony with the audio presentation may 

need this support to access audio content. For 

many students who are deaf or hard of 

hearing, viewing words (sometimes in 

combination with reading lips and ASL) is how 

they access information presented orally. It is 

important to note, however, that some 

students who are hard of hearing will be able 

to listen to information presented orally if 

provided with appropriate amplification and a 

setting in which extraneous sounds do not 

interfere with clear presentation of the audio 

presentation in a listening test. 
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Embedded 

Accommodation 

Description Recommendations for Use 

Speech-to-text 
in English 

 

(all 
assessments) 

Embedded voice recognition allows 

students to use their voices as input 

devices to the computer to dictate 

responses. Voice recognition software 

generally can recognize speech up to 

160 words per minute. Students may 

use their own assistive technology 

devices instead of embedded Speech-

to-text (see Non-embedded Speech-

to-text). 

Students who have motor or processing 

disabilities (such as dyslexia) or who have had 

a recent injury (such as a broken hand or arm) 

that make it difficult to produce text or 

commands using computer keys may need 

alternative ways to work with computers. 

Students will need to be familiar with the 

software and have had many opportunities to 

use it prior to testing. Speech-to-text software 

requires that the student go back through all 

generated text to correct errors in 

transcription, including use of writing 

conventions; thus, prior experience with this 

accommodation is essential. For many of these 

students, using voice recognition software is 

the only way to demonstrate their composition 

skills. Still, use of speech-to-text does require 

that students know writing conventions and 

that they have the review and editing skills 

required of students who enter text via the 

computer keyboard.    It is important that 

students who use speech-to-text also be able 

to develop planning notes via speech-to-text, 

and to view what they produce while 

composing via speech-to-text. 

Text-to-speech 

(for ELA reading 

passages, all 

grades) 

Text is read aloud to the student via 

embedded text-to-speech technology. 

The student can control the speed as 

well as raise or lower the volume of 

the voice via a volume control. 

This accommodation is appropriate for a very 

small number of students. Text-to-speech is 

available as an accommodation for students 

whose need is documented in an IEP or 504 

plan. Students who use text-to-speech will 

need headphones unless tested individually in 

a separate setting. 
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Embedded 

Accommodation 

Description Recommendations for Use 

Word 

completion  

Word completion allows students to 

begin writing a word and choose from 

a list of single words that have been 

predicted from word frequency and 

syntax rules. Word completion is 

delivered via an embedded software 

program. The program must use only 

single word completion. Functionality 

such as phrase prediction, predict 

ahead, or next word will be 

unavailable. The program must have 

settings that allow only a basic 

dictionary. Expanded dictionaries, 

such as topic dictionaries and word 

banks, must be deactivated. Phonetic 

spelling functionality may be used, as 

well as speech output built into the 

program, which reads back the 

information the student has written. 

If further supports are needed for 

speech output, see text-to-speech or 

read aloud policies. Students who use 

word completion in conjunction with 

speech output will need headphones 

unless tested individually in a 

separate setting. 

Students who have documented motor or 

orthopedic impairments, which severely impair 

their ability to provide written or typed 

responses without the use of assistive 

technology, may use word completion. 

Students with moderate to severe learning 

disabilities that prevent them from recalling, 

processing, or expressing written language, 

may also use word completion. Students will 

need to be familiar with the software and have 

had many opportunities to use it in daily 

instruction. Use of word completion does 

require that students know writing 

conventions and that they have the review and 

editing skills required of all students. It is 

important that students who use word 

completion also be able to develop planning 

notes and review their writing with or without 

text-to-speech. 
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NON-EMBEDDED ACCOMMODATIONS 

Table 6 lists the non-embedded accommodations available for the Smarter Balanced assessments for those 

students for whom the accommodations are documented on an IEP or 504 plan. The table includes a 

description of each accommodation, along with recommendations for when the accommodation might be 

needed and how it can be used. For those accommodations that may be considered controversial, a 

description of considerations about the use of the accommodation is provided. 

Table 6. Non-embedded Accommodations 

Non-embedded 

Accommodation 

Description Recommendations for Use 

100s number table A paper-and-pencil table listing 

numbers from 1–100 available from 

Smarter Balanced for reference. 

Students with visual processing or spatial 

perception needs may find this beneficial, as 

documented in their IEP or 504 plan. 

Abacus This tool may be used in place of 

scratch paper for students who 

typically use an abacus. 

Some students, including students with visual 

impairments or with documented processing 

impairments, who typically use an abacus, 

may use an abacus in place of scratch paper. 

Alternate response 

options 

Alternate response options include 

but are not limited to adapted 

keyboards, large keyboards, Sticky 

Keys, Mouse Keys, Filter Keys, 

adapted mouse, touch screen, head 

wand, and switches. 

Students with some physical disabilities 

(including both fine motor and gross motor 

skills), may need to use the alternate response 

options accommodation. Some alternate 

response options are external devices that 

must be plugged in and be compatible with 

the assessment delivery platform. 
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Non-embedded 

Accommodation 

Description Recommendations for Use 

Braille 

(paper/pencil 

assessment) 

A raised-dot code that individuals 

read with the fingertips. Graphic 

material (e.g., maps, charts, graphs, 

diagrams, and illustrations) is 

presented in a raised format (paper 

or thermoform). Codes available on 

paper-and-pencil tests:  

ELA 

 UEB uncontracted 

 UEB contracted 

Mathematics 

 UEB uncontracted with Nemeth 

 UEB contracted with Nemeth 

 UEB uncontracted with UEB 
math 

 UEB contracted with UEB math 

Students with visual impairments may read 

text via braille. Tactile overlays and graphics 

also may be used to assist the student in 

accessing content through touch. The type of 

braille presented to the student (contracted or 

non-contracted) is set in the test registration 

tool. The use of this accommodation may 

result in the student needing additional overall 

time to complete the assessment. 

Calculator  

(for calculator 

allowed items only, 

grades 6–8 and HS) 

A non-embedded, stand-alone 

calculator for students needing a 

specialized calculator, such as a 

braille calculator or a talking 

calculator, currently unavailable 

within the assessment platform. 

Students who are unable to use the embedded 

calculator for calculator-allowed items, can 

use the calculator that they typically use, such 

as a braille calculator or a talking calculator. 

Test administrators should ensure that the 

calculator is available only for designated 

calculator items and that calculator functions 

are consistent with those of the embedded 

calculator for each grade level. The non-

embedded calculator should have no internet 

or wireless connectivity, and all security 

procedures need to be followed. 

Multiplication 

table 

A paper-based multiplication table 

containing numbers 1–12 will be 

available from Smarter Balanced for 

reference. 

For students with a documented and 

persistent calculation disability. 
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Non-embedded 

Accommodation 

Description Recommendations for Use 

Print on demand Paper copies of either 

passages/stimuli and/or items are 

printed for students. For those 

students needing a paper copy of a 

passage or stimulus, permission for 

the students to request printing 

must first be set in the test 

registration tool. For those students 

needing a paper copy of one or 

more items, the member’s help 

desk must be contacted by the 

school or district coordinator to 

have the accommodation set for 

the student. 

Some students with disabilities may need 

paper copies of either passages/stimuli and/or 

items. A very small percentage of students 

need this accommodation. The use of this 

accommodation may result in the student 

needing additional time to complete the 

assessment. 

Read aloud  

(for ELA reading 

passages, all 

grades) 

(See Designated 

Supports for ELA 

items and math 

items.) 

Text is read aloud to the student via 

an external screen reader or by a 

trained and qualified human reader 

who follows the administration 

guidelines provided in the Smarter 

Balanced Test Administration 

Manual and Read Aloud Guidelines. 

All or portions of the content may 

be read aloud. Members can refer 

to the Guidelines for Choosing TTS 

or Read Aloud in Grades 3–5 when 

deciding if this accommodation is 

appropriate for a student. 

This accommodation is appropriate for a very 

small number of students. Read aloud is 

available as an accommodation for students 

whose need is documented in an IEP or 504 

plan. A student should have the option of 

asking a reader to slow down or repeat text. 

The use of this accommodation may result in 

the student needing additional time to 

complete the assessment and/or the use of a 

separate setting. 
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Non-embedded 

Accommodation 

Description Recommendations for Use 

Scribe 

(for ELA 

performance task 

full write) 

(See Designated 

Supports for math 

and other ELA 

items) 

Students dictate their responses to 

a human who records verbatim 

what they dictate. The scribe must 

be trained and qualified and must 

follow the administration 

guidelines provided in the Smarter 

Balanced Test Administration 

Manual. 

Students who have documented significant 

motor or processing difficulties, or who have 

had a recent injury (such as a broken hand or 

arm) that makes it difficult to produce 

responses, may need to dictate their 

responses to a human, who then records the 

students’ responses verbatim on the ELA 

performance task full write. The full write is 

the second part of the performance task. The 

use of this accommodation may result in the 

student needing overall additional time to 

complete the assessment. For many of these 

students, dictating to a human scribe is the 

only way to demonstrate their composition 

skills. It is important that these students be 

able to develop planning notes via the human 

scribe, and to view what they produce while 

composing via dictation to the scribe. 
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Non-embedded 

Accommodation 

Description Recommendations for Use 

Speech-to-Text in 

English 

Voice recognition allows students 

to use their voices as input devices 

to the computer, to dictate 

responses or give commands (e.g., 

opening application programs, 

pulling down menus, and saving 

work). Voice recognition software 

can recognize speech up to 160 

words per minute. Students may 

use their own assistive technology 

devices. 

Students who have motor or processing 

disabilities or who have had a recent 

injury (such as a broken hand or arm) that 

make it difficult to produce text or 

commands using computer keys may 

need alternative ways to work with 

computers. Students will need to be 

familiar with the software and have had 

many opportunities to use it prior to 

testing. Speech-to-text software requires 

that the student go back through all 

generated text to correct errors in 

transcription, including use of writing 

conventions; thus, prior experience with 

this accommodation is essential.  

If students use their own assistive 

technology devices, all assessment 

content should be deleted from these 

devices after the test for security 

purposes. For many of these students, 

using voice recognition software is the 

only way to demonstrate their 

composition skills. Still, use of speech-to-

text does require that students know 

writing conventions and that they have 

the review and editing skills required of 

students who enter text via the computer 

keyboard. It is important that students 

who use speech-to-text also be able to 

develop planning notes via speech-to-

text, and to view what they produce while 

composing via speech-to-text. 
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Word Completion Word completion allows students 

to begin writing a word and choose 

from a list of single words that have 

been predicted from word 

frequency and syntax rules. Word 

completion is delivered via a non-

embedded software program. The 

program must use only single word 

completion. Functionality such as 

phrase prediction, predict ahead, or 

next word will be unavailable. The 

program must have settings that 

allow only a basic dictionary. 

Expanded dictionaries, such as 

topic dictionaries and word banks, 

must be deactivated. Phonetic 

spelling functionality may be used, 

as well as speech output built into 

the program, which reads back the 

information the student has 

written. If further supports are 

needed for speech output, see text-

to-speech, or read aloud policies. 

Students who use word completion 

in conjunction with speech output 

will need headphones unless tested 

individually in a separate setting. 

Students may use their own 

assistive technology devices. Word 

completion allows students to 

begin writing a word and choose 

from a list of single words that have 

been predicted from word 

frequency and syntax rules. Word 

completion is delivered via a non-

embedded software program. The 

program must use only single word 

prediction. Functionality such as 

phrase prediction, predict ahead, or 

next word will be unavailable. The 

program must have settings that 

allow only a basic dictionary. 

Expanded dictionaries, such as 

Students who have documented 

motor or orthopedic 

impairments, which severely 

impair their ability to provide 

written or typed responses 

without the use of assistive 

technology, may use word 

completion. Students with 

moderate to severe learning 

disabilities that prevent them 

from recalling, processing, or 

expressing written language, may 

also use word completion. 

Students will need to be familiar 

with the software and have had 

many opportunities to use it in 

daily instruction. Use of word 

completion does require that 

students know writing 

conventions and that they have 

the review and editing skills 

required of all students. It is 

important that students who use 

word completion also be able to 

develop planning notes and 

review their writing with or 

without text-to-speech. If 

students use their own assistive 

technology devices, all 

assessment content should be 

deleted from these devices after 

the test for security 

purposes.Students who have 

documented motor or orthopedic 

impairments, which severely 

impairs their ability to provide 

written or typed responses 

without the use of assistive 

technology, may use word 

completion. Students with 

moderate to severe learning 

disabilities that prevent them 

from recalling, processing, or 
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Non-embedded 

Accommodation 

Description Recommendations for Use 

topic dictionaries and word banks, 

must be deactivated. Phonetic 

spelling functionality may be used, 

as well as speech output built into 

the program which reads back the 

information the student has 

written. If further supports are 

needed for speech output, see text-

to-speech or read aloud policies. 

Students who use word completion  

in conjunction with speech output 

will need headphones unless tested 

individually in a separate setting.  

expressing written language may 

also use word completion. 

Students will need to be familiar 

with the software, and have had 

many opportunities to use it in 

daily instruction. Use of word 

completion does require that 

students know writing 

conventions and that they have 

the review and editing skills 

required of all students. It is 

important that students who use 

word completion also be able to 

develop planning notes and 

review their writing with or 

without text-to-speech. If 

students use their own assistive 

technology devices, all 

assessment content should be 

deleted from these devices after 

the test for security purposes. 

   

Appendix A provides a summary of universal tools, designated supports, and accommodations (both 

embedded and non-embedded) available for the Smarter Balanced assessments. 
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APPENDIX A: SUMMARY OF SMARTER BALANCED 

UNIVERSAL TOOLS, DESIGNATED SUPPORTS, AND 

ACCOMMODATIONS  

Embedded Universal Tools, Designated Supports, and Accommodations 

Universal Tools Designated Supports Accommodations 

Breaks 

Calculator1 

Digital notepad 

English dictionary2 

English glossary 

Expandable passages and/or items 

Global notes3 

Highlighter 

Keyboard navigation 

Line reader 

Mark for review 

Math tools4 

Spell check 

Strikethrough 

Thesaurus5 

Writing tools6 

Zoom 

Color contrast 

Illustration glossaries7 

Masking 

Mouse pointer 

Streamline 

Text-to-speech8 

Text-to-speech in Spanish 

Translated Student Interface 

Messages9 

Translations glossary10 

Full Translations (dual 

language)11 

Turn off any universal tools 

American Sign 

Language12 

Braille 

Braille transcript 

Closed captioning13 

Speech-to-text 

Text-to-speech14 

Word completion 

 

 
1 For calculator-allowed items only in grades 6–8 and HS 
2 For ELA performance task full writes 
3 For ELA performance tasks 
4 Includes embedded ruler, embedded protractor 
5 For ELA performance task full writes 
6 Includes bold, italic, underline, indent, cut, paste, spell check, bullets, undo/redo 
7 For math stimuli and items 
8 For math stimuli and items, and ELA items (not for reading passages) 
9 For math stimuli and items 
10 For math stimuli and items 
11 For math stimuli and items 
12 For ELA listening Items and math items 
13 For ELA listening passages 
14 For ELA reading passages, all grades 
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Non-embedded Universal Tools, Designated Supports, and Accommodations 

Universal Tools Designated Supports Accommodations 

Breaks 

English dictionary15 

Scratch paper 

Thesaurus16 

Amplification 

Bilingual dictionary17 

Color contrast 

Color overlays 

Illustration glossaries18 

Magnification 

Medical supports 

Noise buffers 

Printed test directions in English 

Read aloud19 

Read aloud in Spanish20 

Scribe21 

Separate setting 

Simplified test directions 

Translated Student Interface 

Messages in American Sign 

Language 

Translated Student Interface 

Messages 

Translations glossary22 

100s number table 

Abacus 

Alternate response 

options23 

Braille24 

Calculator25 

Multiplication table 

Color contrast with Print 

on demand 

Read aloud26 

Scribe27 

Speech-to-text 

Word completion 

15 For ELA performance task full writes 
16 For ELA performance task full writes 
17 For ELA performance task full writes 
18 For math items, paper-and-pencil assessment 
19 For math stimuli and items, and ELA items (not for reading passages) 
20 For math, all grades 
21 For all items except ELA performance task full writes 
22 For math items on the paper-and-pencil assessment 
23 Includes adapted keyboards, large keyboards, Sticky Keys, Mouse Keys, Filter Keys, adapted mouse, touch screen, 

head wand, and switches 
24 For math and ELA paper-pencil assessment 
25 For calculator-allowed items only, grades 6–8 and HS 
26 For ELA reading passages, all grades 
27 For ELA performance task full writes 

In addition to the above non-embedded accessibility support, Hawai'i has temporary use of Math Manipulatives (MM) as for state 

testing in SY 2024-2025 Please see the Appendix C: Hawai’i State Assessment Program Guidance Brief: Considering the Assignment of 

Math Manipulatives (MMs) for the state Assessments in the Crosswalk of Accessibility Features Across State Assessments in Hawaii  

on the Resources page of the AlohaHSAP.org portal for more information. 

https://smarterbalanced.alohahsap.org/content/contentresources/en/Crosswalk-of-Accessibility-Features-Across-State-Assessments-in-Hawaii_2024-2025.pdf
https://smarterbalanced.alohahsap.org/resources#school_year_sm=2022-2023
https://smarterbalanced.alohahsap.org/
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APPENDIX B: RESEARCH-BASED LESSONS LEARNED 

ABOUT UNIVERSAL DESIGN, ACCESSIBILITY TOOLS, 

AND ACCOMMODATIONS  

More than half of all Consortium members participated in research spurred by the opportunity that members 

had to develop alternate assessments based on modified achievement standards (AA-MAS). The research 

conducted since 2007 provides numerous findings that are relevant to the next-generation assessments. 

Lessons learned from this research that are relevant to the Smarter Balanced Assessment System are 

highlighted here.28F

15 

WHO MIGHT BENEFIT FROM ACCESSIBILITY FEATURES IDENTIFIED BY AA-

MAS RESEARCH? 

Several studies explored the characteristics of students who might benefit from an AA-MAS and the 

accessibility features incorporated in the assessment. These studies consistently found: 

 Students with and without Individualized Education Programs (IEPs) and 504 plans would likely benefit 
from assessments with increased accessibility features. 

 Students identified for the AA-MAS or who were among the lowest performing students in a member 
state/territory tended to be males, ethnic or racial minorities, English learners, or from low 
socioeconomic backgrounds. 

 Students identified for the AA-MAS tended to have difficulty with: 

 Print materials 
 High vocabulary load materials 
 Directions 
 Multistep problem solving 

 Students identified for the AA-MAS tended to have: 

 Distractibility 
 Limited metacognitive skills 
 Poor organizational skills 
 Poor self-monitoring skills 
 Slower work pace 
 Limited working memory capacity 

WHAT CHANGES CAN BE MADE TO TEST ITEMS AND TESTS THAT DO NOT 

 
15 The research used to develop this summary was highlighted in the document Lessons Learned in Federally Funded 

Projects That Can Improve the Instruction and Assessment of Low Performing Students with Disabilities, edited by M. 

Thurlow, S. Lazarus, and S. Bechard (2012), available at https://nceo.umn.edu/docs/OnlinePubs/LessonsLearned.pdf, 

and presentations by the authors of three of the chapters in the Lessons Learned report, Sue Bechard, Vince Dean, 

Sheryl Lazarus, and Shelly Loving-Ryder, along with representatives from the two general assessment consortia (PARCC–

Tamara Reavis; Smarter Balanced – Magda Chia). 

https://nceo.umn.edu/docs/OnlinePubs/LessonsLearned.pdf


 

USABILITY, ACCESSIBILITY, AND ACCOMMODATIONS GUIDELINES   |   August 27, 2024  41 

CHANGE THE CONSTRUCT BEING ASSESSED? 

Many studies examined the effects of changes to test items or the tests themselves. Among those changes 

that did not violate the construct were: 

 Enhanced directions 

 Increased size of text and visuals 

 Increased white space 

 Simplified formats, including simplified visuals 

 Underlining 

Among those changes that might not violate the construct, depending on how the construct was specifically 

defined, were: 

 Adding visuals 

 Bolding text 

 Simplifying language in item stems 

 Changing distractors by editing the attractive distractor or changing the order of distractors 

 Chunking text by embedding questions within a passage 

 Reordering items 

 Providing thought questions or hint boxes 

 Scaffolding for vocabulary, definition, context, inference, or complex questions 

Other findings highlighted the need for individualized decisions about some accessibility features. For 

example: 

 Read-aloud features are differentially effective for and preferred by students. 

 Some features increase engagement and motivation in students. 

 Too many features can be confusing to students. 

Researchers found that students needed to have the opportunity to practice new item types and new 

accessibility features. In addition, their research emphasized the benefits of cognitive labs and item tryouts 

with students. 

WHAT CAN TEST DEVELOPERS DO TO BUILD ON THE LESSONS LEARNED 

FROM AA-MAS RESEARCH AND IMPLEMENTATION? 

Many studies and AA-MAS implementation efforts pointed to considerations for test developers. For 

example: 

 Require item-writer training that focuses on universal design and accessibility principles. 

 Develop items from scratch rather than attempting to modify existing items to increase universal design 
and accessibility characteristics. 

 Ensure that all users understand the purpose of the assessment through professional development 
activities. 
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 Always consider format changes that might increase the accessibility of items and tests, but make 
changes to content and cognitive load only after careful delineation of the purpose and content targets 
of the assessment. 

 Engage in research on the effects of individual changes and combinations of changes intended to 
increase universal design and accessibility. 

 Implement innovative items with caution, and only after exploring the accessibility implications of the 
innovative items. 
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APPENDIX C: FREQUENTLY ASKED QUESTIONS  

Smarter Balanced members identified frequently asked questions (FAQs) and developed applicable responses 

to support the information provided in the Smarter Balanced Assessment Consortium Usability, Accessibility, 

and Accommodations Guidelines. These questions and responses, as well as the information in the Guidelines 

document apply to the Smarter Balanced interim and summative assessments. 

Members may use these FAQs to assist districts and schools to understand the universal tools, designated 

supports, and accommodations available for the Smarter Balanced assessments. Schools may use them with 

decision-making teams (including parents) as decisions are made and implemented with respect to the use of 

the Smarter Balanced Usability, Accessibility, and Accommodations Guidelines. 

Additional information to aid in the implementation of the Guidelines is available in the Individual Student 

Assessment Accessibility Profile (ISAAP) Module, the Test Administration Manual, and the Implementation 

Guide. These documents may be found on the Smarter Balanced website. 

The FAQs are organized into four sections. First are general questions. Second is a set of questions about 

specific universal tools and designated supports. Questions that pertain specifically to English learners (ELs) 

comprise the third set of FAQs, and questions that pertain specifically to students with disabilities comprise 

the fourth set of FAQs. 

OVERVIEW OF FAQS 

1. What are the differences among the three categories of universal tools, designated supports, and 
accommodations? 

2. Which students should use each category of universal tools, designated supports, and accommodations? 

3. What is the difference between embedded and non-embedded approaches? How might educators decide 
what is most appropriate? 

4. Who determines how non-embedded accommodations (such as read aloud) are provided? 

5. Are any students eligible to use text-to-speech or read aloud for ELA reading passages on the Smarter 
Balanced assessments? 

6. Why are some accommodations that were allowed on previous assessments not listed in the UAAG? 

7. Under which conditions may a member elect not to make available to its students an accommodation 
that is allowed by Smarter Balanced? 

8. Can members allow additional universal tools, designated supports, or accommodations to individual 
students on a case-by-case basis? 

9. What is to be done for special cases of “sudden” physical disability? 

10. Who reviewed the UAAG? 

11. Where can a person go to get more information about making decisions on the use of designated 
supports and accommodations? 

12. What security measures need to be taken before, during, and after the assessment for students who use 
universal tools, designated supports, and/or accommodations? 

https://www.smarterbalanced.org/
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13. Who is supposed to input information about designated supports and accommodations into the test 
registration tool? How is the information verified? 

14. Are there any supplies that schools need to provide so that universal tools, designated supports, and 
accommodations can be appropriately implemented? 

15. What happens when accommodations listed in the UAAG do not match any accommodations presented in 
the student’s IEP or 504 plan? 

16. Are there accessibility resources that members have discussed and agreed not to include in the Smarter 
Balanced test? 

17. What are the process and timeline for updating and making changes to the UAAG? 

18. Is the digital notepad universal tool fully available for ELA and math? Will a student’s notes be saved if the 
student takes a 20-minute break? 

19. For the global notes universal tool, if a student takes a 20-minute break, do the notes disappear? 

20. For the highlighter universal tool, if a student pauses a test for 20 minutes, do the highlighter marks 
disappear? 

21. How are students made aware that the spell check universal tool is available when moving from item to 
item? 

22. For the zoom universal tool, is the default size specific to certain devices? Will the Test Administration 
Manual provide directions on how to do this adjustment? 

23. For the English glossary universal tool, how are terms with grade- and context-appropriate definitions 
made evident to the student? 

24. For the mark for review universal tool, will selections remain visible after a 20-minute break? 

25. Can universal tools be turned off if it is determined that they will interfere with the student’s performance 
on the assessment? 

26. How are the language access needs of ELs addressed in the UAAG? 

27. Why are resources to support English language proficiency needs classified as universal tools and 
designated supports?  

28. Is text-to-speech available for ELs to use? 

29. What languages are available to ELs in text-to-speech? 

30. For which content areas will the Consortium provide translation supports for students whose primary 
language is not English? 

31. Does a student need to be identified as an English learner to receive translation and language supports? 
What about foreign language exchange students? 

32. For the translated student interface messages designated support, what options are available for 
students who are advancing toward English language proficiency and need support with understanding 
test directions? Can a human reader in the native language be provided? 

33. How is the translations glossary non-embedded designated support different from the bilingual 
dictionary? 

34. Will translations be available in language dialects/variants? 

35. What accommodations are available for students with disabilities (including ELs with disabilities)? 

36. Is an embedded ASL accommodation available on ELA items that are not part of the listening portion of 
the test? 
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37. Will sign languages other than ASL (including signing in other languages) be available? 

38. Can interpreters be used for students who are deaf or hard of hearing who do not use ASL? 

39. What options do districts have for administering Smarter Balanced assessments to students who are 
blind? 

40. Why is the non-embedded abacus an accommodation for the non-calculator items? Doesn’t an abacus 
serve the same function as a calculator? 

41. Can students without documented disabilities who have had a sudden injury use any of the Smarter 
Balanced accommodations? 

42. How will the test administrator know prior to testing that the print on demand accommodation may be 
needed? 

43. For the print on demand accommodation, how are student responses recorded—by a scribe or some other 
method? 

44. How do member officials monitor training and qualifications for the non-embedded read aloud 
accommodation? 

45. For students taking the paper-and-pencil test, can read aloud be provided in small groups? 

46. If students are using their own devices that incorporate word prediction, will this impact their score? 

47. How are assistive technology (AT) devices certified for use for the Smarter Balanced assessments? 

48. What kind of medical supports may be used by students? What monitoring is needed? 

49. For text-to-speech designated support and text-to-speech accommodation, can the student have their 
responses read back to them? 

GENERAL FAQS 

1. What are the differences among the three categories of universal tools, designated supports, and 
accommodations? 

Universal tools are access features that are available to all students based on student preference and 

selection. Designated supports for the Smarter Balanced assessments are those features that are available for 

use by any student (including English learners, students with disabilities, and English learners with disabilities) 

for whom the need has been indicated by an educator or team of educators (with parent/guardian and 

student input as appropriate). Accommodations are changes in procedures or materials that increase 

equitable access during the Smarter Balanced assessments by generating valid assessment results for 

students who need them and allowing these students the opportunity to show what they know and can do. 

The UAAG identifies accommodations for students for whom there is documentation of the need for the 

accommodations on an Individualized Education Program (IEP) or 504 plan. 

Universal Tools, designated supports, and accommodations may be either embedded in the test 

administration system or provided locally (non-embedded). 

2. Which students should use each category of universal tools, designated supports, and 
accommodations? 

Universal tools are available to all students, including those receiving designated supports and those 

receiving accommodations. Designated supports are available only to students for whom an adult or team 
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(consistent with member-designated practices) has indicated the need for these supports (as well as those 

students for whom the need is documented). 

Accommodations are available only to those students with documentation of the need through either an 

Individualized Education Program (IEP) or a 504 plan. Students who have IEPs or 504 accommodation plans 

also may use designated supports and universal tools. 

What Tools Are Available for My Student? 

 All Students English Learners 
(ELs) 

Students with 
Disabilities 

ELs with 
Disabilities 

Universal Tools  Yes Yes Yes Yes 

Designated 

Supports 

Yes29F

16 Yes30F

17 Yes Yes 

Accommodations No No Yes Yes 

 

3. What is the difference between embedded and non-embedded approaches? How might educators 
decide what is most appropriate? 

Embedded versions of the universal tools, designated supports, and accommodations are provided digitally 

through the test delivery system while non-embedded versions are provided at the local level through means 

other than the test delivery system. The choice between embedded and non-embedded universal tools and 

designated supports should be based on the individual student’s needs. The decision should reflect the 

student’s prior use of, and experience with, both embedded and non-embedded universal tools, designated 

supports, and accommodations. It is important to note that although print on demand is a non-embedded 

accommodation, permission for students to request printing must first be set in the test registration tool. 

4. Who determines how non-embedded accommodations (such as read aloud) are provided? 

IEP teams and educators make decisions about non-embedded accommodations. These teams (or educators 

for 504 plans) provide evidence of the need for accommodations and ensure that they are noted on the IEP 

or 504 plan. Members are responsible for ensuring that districts and schools follow Smarter Balanced 

guidance on the implementation of these accommodations. 

5. Are any students eligible to use text-to-speech or read aloud for ELA reading passages on the Smarter 
Balanced assessments? 

For students in all grades, text-to-speech or read aloud is available on ELA reading passages as a non-

embedded accommodation for students whose need is documented on an IEP or 504 plan, subject to each 

member's laws, regulations, and policies. Text-to-speech and read aloud are available on reading passages in 

all grades. Text-to-speech and read aloud for ELA reading passages are not available for ELs (unless the 

 
16 Only for instances that an adult (or team) has deemed the supports appropriate for a specific student’s testing needs. 
17 Only for instances that an adult (or team) has deemed the supports appropriate for a specific student’s testing needs. 
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student has an IEP or 504 plan). Whenever text-to-speech is used, appropriate headphones must be available 

to the student, unless the student is tested individually in a separate setting. Similarly, if the student receives 

a read aloud accommodation, the student may need to be tested in a small group or individual setting (also 

see FAQ 45). 

6. Why are some accommodations that were allowed on previous assessments not listed in the UAAG? 

After examining the latest research and conducting numerous discussions with external and member experts, 

Smarter Balanced members approved a list of universal tools, designated supports, and accommodations 

applicable to the current design and constructs being measured by its tests and items within them. Upon 

review of new research findings or other evidence applicable to accessibility and accommodations 

considerations, the list of specific universal tools, designated supports, and accommodations approved by 

Smarter Balanced may be subject to change. The Consortium has established a standing committee, including 

members from Governing members, to review suggested adjustments to the list of universal tools, 

designated supports, and accommodations to determine whether changes are warranted. 

Proposed changes to the list of universal tools, designated supports, and accommodations will be brought to 

Governing members for review, feedback, and approval. Furthermore, members may issue temporary 

approvals (i.e., one summative assessment administration) for individual students. 

Member leads will evaluate formal requests for temporary approvals and determine whether the request 

poses a threat to the measurement of the construct. The formal requests will include documentation of the 

student need, the specific nature of the universal tools, designated supports, or accommodations, and the 

plan for follow-up monitoring of use. Upon issuing a temporary approval, the member will send 

documentation of the approval to the Consortium. The Consortium will consider all member-approved 

temporary accommodations as part of the Consortium accommodations review process. The Consortium will 

provide to members a list of the temporary accommodations issued by members that are not Consortium-

approved accommodations. In subsequent years, members will not be able to offer as a temporary 

accommodation any temporary accommodation that has been rejected by the Consortium. 

7. Under which conditions may a member elect not to make available to its students an accommodation 
that is allowed by Smarter Balanced? 

The Consortium recognizes that there should be a careful balance between the need for uniformity among 

members and the need for members to maintain their autonomy. To maintain this balance, individual 

members may elect not to make available an accommodation that is in conflict with the member's laws, 

regulations, or policies. 

8. Can members allow additional universal tools, designated supports, or accommodations to individual 
students on a case-by-case basis? 

Yes, only in certain restricted and emergent circumstances. To address emergent issues that arise at the local 

level, authorized staff members will have the authority to provide temporary approvals for individual 

students. Authorized staff members include only those individuals who are familiar with the constructs the 

Smarter Balanced assessments are measuring, so that students are not inadvertently provided with universal 

tools, designated supports, or accommodations that violate the constructs being measured. 
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The temporary approvals for individual students will be submitted to Smarter Balanced for review. 

Temporary approvals accepted by Smarter Balanced will be incorporated into the official guidelines released 

by Smarter Balanced in the following year or continue to be investigated for acceptance. Authorized staff 

members are not to add any universal tools, designated supports, or accommodations to the Smarter 

Balanced Guidelines; only the Smarter Balanced Consortium may do so. 

9. What is to be done for special cases of “sudden” physical disability? 

One exception to the IEP or 504 requirement is for students who have had a physical injury (e.g., broken hand 

or arm) that impairs their ability to use a computer. For these situations, students may use the speech-to-text 

or scribe accommodations (if deemed appropriate based on the student having had sufficient experience 

with the use of the accommodations). 

10. Who reviewed the Smarter Balanced Usability, Accessibility, and Accommodations Guidelines? 

In addition to individuals and officials from the Smarter Balanced Governing members, several organizations 

and their individual members provided written feedback during the creation of the UAAG. Furthermore, 

Smarter Balanced facilitates an annual process to solicit feedback from both members and interest holders.  

11. Where can a person go to get more information about making decisions on the use of designated 
supports and accommodations? 

Practice and training tests provide students with experiences that are critical for success in navigating the 

platform easily. The practice and training tests may be particularly important for those students who will be 

using designated supports or accommodations because the practice tests can provide data that may be 

useful in determining whether a student might benefit from the use of a particular designated support or 

accommodation. It is important that students have ample opportunities to use selected designated supports 

and accommodations in daily instruction. Practice and training tests are available at Practice Tests and Sample 

Questions. 

In addition, it is recommended that decision makers refer to professional development materials provided by 

Smarter Balanced or state offices on the Individual Student Assessment Accessibility Profile (ISAAP) or 

member-developed process, as well as other member-developed materials consistent with the Smarter 

Balanced Implementation Guide. 

Additional information on the decision-making process, and ways to promote a thoughtful process rather 

than an automatic reliance on a checklist or menu, is available through materials developed by groups of 

members.31F

18 

 
18 These materials were developed by collaboratives of members to address decision making for students with 

disabilities, ELs, and ELs with disabilities: 

• Accommodations Manual: How to Select, Administer, and Evaluate Use of Accommodations for Instruction and 

Assessment of Students with Disabilities (3rd ed.). Washington, DC: Assessing Special Education Students State 

Collaborative on Assessment and Student Standards, Council of Chief State School Officers.  

http://www.smarterbalanced.org/assessments/samples/
http://www.smarterbalanced.org/assessments/samples/
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12. What security measures need to be taken before, during, and after the assessment for students who 
use universal tools, designated supports, and/or accommodations? 

Test security involves maintaining the confidentiality of test questions and answers and is critical in ensuring 

the integrity of a test and validity of test results. Ensuring that only authorized personnel have access to the 

test and that test materials are kept confidential is critical in technology-based assessments. In addition, it is 

important to guarantee that (a) students are seated in such a manner that they cannot see each other’s 

terminals, (b) students are not able to access any unauthorized programs or the internet while they are 

taking the assessment, and (c) students are not able to access any externally saved data or computer 

shortcuts while taking the test. Prior to testing, the IEP team should check the compatibility of assistive 

technology devices and make appropriate adjustments if necessary. When a non-embedded designated 

support or accommodation is used that involves a human having access to items (e.g., reader, scribe), 

procedures must be in place to ensure that the individual understands and has agreed to security and 

confidentiality requirements. Test administrators need to (a) keep testing materials in a secure place to 

prevent unauthorized access, and (b) keep all test content confidential and refrain from sharing information 

or revealing test content. 

Printed test items/stimuli, including embossed braille printouts, must be collected and inventoried at the end 

of each test session and securely shredded immediately. DO NOT keep printed test items/stimuli for future 

test sessions. 

The following test materials must be securely stored between each testing session and destroyed 

immediately after the student’s completion of the test: 

 Scratch paper and all other paper handouts written on by students during testing; 

 Please note, for ELA performance tasks, if a student needs to take the performance task in more than 
one session, scratch paper may be collected at the end of each session, securely stored, and made 
available to the student at the next performance task testing session. Once the student completes 
the performance task, the scratch paper must be collected and securely destroyed to maintain test 
security. If the student is using an assistive technology device, the test administrator must ensure 
that all test materials are deleted from the device. 

 Any reports or other documents that contain personally identifiable student information; and 

 Printed test items or stimuli. 

Additional information on this topic is provided in the Test Administration Manual (TAM). 

 

• Accommodations Manual: How to Select, Administer, and Evaluate Use of Accommodations for Instruction and 

Assessment of English Language Learners. Washington, DC: Assessing English Language Learners State 

Collaborative on Assessment and Student Standards, Council of Chief State School Officers.  

• Accommodations Manual: How to Select, Administer, and Evaluate Use of Accommodations for Instruction and 

Assessment of English Language Learners with Disabilities. Washington, DC: Assessing Special Education 

Students and English Language Learners State Collaboratives on Assessment and Student Standards, Council of 

Chief State School Officers. 
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13. Who is supposed to input information about designated supports and accommodations into the test 
registration tool? How is the information verified? 

Generally, a school or district will designate a person to enter information into the test registration tool. 

Often this person is a test coordinator. For those students for whom an IEP team (or educator developing the 

504 plan) is identifying designated supports as well as accommodations, that team or educator is responsible 

for ensuring that information from the IEP (or 504 plan) is entered appropriately so that all embedded 

accommodations can be activated prior to testing. 

Entry of information for IEP and 504 students can be accomplished by identifying one person from the team 

to enter information or by providing information to the person designated by the school or district to enter 

data into the test registration tool. For students who are ELs, an educator who knows the student well and is 

familiar with the instructional supports used in the classroom should provide information to the person 

designated to enter information into the test registration tool. 

14. Are there any supplies that schools need to provide so that universal tools, designated supports, and 
accommodations can be appropriately implemented? 

Schools should determine the number of headphones they will provide (for text-to-speech, as well as for the 

listening test) and other non-embedded universal tools (e.g., thesaurus), designated supports (e.g., bilingual 

dictionary), and accommodations (e.g., multiplication table) for students. An alternative is to identify these as 

items that students will provide on their own. 

15. What happens when accommodations listed in the Smarter Balanced Usability, Accessibility, and 
Accommodations Guidelines do not match any accommodations presented in the student’s IEP or 504 
plan? 

IEP or 504 teams should consider accommodations a student needs in light of the Smarter Balanced 

Guidelines. If it is decided that a specific accommodation is needed that is not included in the Guidelines, the 

team should submit a request for a temporary approval to the member. The member contact will judge 

whether the proposed accommodation poses a threat to the constructs measured by the Smarter Balanced 

assessments; based on that judgment, the member contact will either issue a temporary approval or will 

deny the request. 

Temporary approvals will be forwarded to a standing committee; this committee makes a recommendation 

to the Governing members about future incorporation of new accommodations into the Smarter Balanced 

Guidelines. 

16. Are there accessibility resources that members have discussed and agreed not to include in the 
Smarter Balanced test? 

There are several accessibility resources that members discussed with external experts, discussed with 

members, and agreed not to include in the Smarter Balanced test: 

 Translated “word list” for ELA tests 

 Bilingual dictionary for all ELA items except for the full write portion of the ELA Performance Task; the full 
write is the second part of a Performance Task. 
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 Calculator on mathematics items in grades 3–-5 

 External protractor/ruler for online mathematics tests 

 Members also agreed to keep the current scribing policy; members agreed not to restrict it. 

 Members also agreed not to change the font style. 

 Graphic organizers that are not created by the student (see Scratch paper policy) 

UNIVERSAL TOOLS AND DESIGNATED SUPPORTS FAQS (AVAILABLE TO 

ALL STUDENTS) 

17. What are the process and timeline for updating and making changes to the Smarter Balanced Usability, 
Accessibility, and Accommodations Guidelines? 

Smarter Balanced asks members to request changes to the Guidelines once each year. The process for making 

changes to the Usability, Accessibility, and Accommodations Guidelines is initiated by a survey that Smarter 

Balanced administers in March and April. Member leads or designees then submit requests via the survey. 

Upon collecting the survey results, Smarter Balanced engages in a process during April and May to examine 

research, solicit feedback from external experts and advisory committees, and discuss the requests with the 

UAAG Committee. Any new policy and/or change to an existing policy that the UAAG committee 

recommends is brought to member leads for a vote. Smarter Balanced then updates the Guidelines as 

necessary, and posts the updated version the last week of June. 

18. Is the digital notepad universal tool fully available for ELA and math? Will a student’s notes be saved if 
the student takes a 20-minute break? 

The digital notepad is available on all items across both content areas. As long as a student or test 

administrator activates the test within the 20-minute break window, the notes will still be there. There is no 

limit on the number of pauses that a student can take in one test sitting. 

19. For the global notes universal tool, if a student takes a 20-minute break, do the notes disappear? 

Global notes, which are used for ELA performance tasks only, will always be available until the student 

submits the test, regardless of how long a break lasts or how many breaks are taken. 
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20. For the highlighter universal tool, if a student pauses a test for 20 minutes, do the highlighter marks 
disappear? 

If a student is working on a passage or stimulus on a screen and pauses the test for 20 minutes to take a 

break, the student will still have access to the information visible on that particular screen. However, 

students do lose access to any information highlighted on a previous screen. 

21. How are students made aware that the spell check universal tool is available when moving from item 
to item? 

When appropriate, items include universal tools available for students to use. For the spell check tool, a line 

will appear under misspelled words. 

22. For the zoom universal tool, is the default size specific to certain devices? Will the Test Administration 
Manual provide directions on how to do this adjustment? 

The default size is available to all students and is not specific to certain devices. Information on how to use 

the zoom universal tool is included in the directions at the beginning of each test. Please note that in addition 

to zoom, students may have access to mouse pointer (embedded designated supports) and enlarged mouse 

pointer built in magnification (non-embedded designated support). 

23. For the English glossary universal tool, how are terms with grade- and context-appropriate definitions 
made evident to the student? 

Selected terms have a light rectangle around them. If a student hovers over the terms, the terms with the 

attached glossary are highlighted. A student can click on the terms and a pop-up window will appear. In 

addition, a student can click on the audio button next to each term to hear it. 

24. For the mark for review universal tool, will selections remain visible after a 20-minute break? 

If a student takes a break for longer than 20 minutes, the student will not be able to access items from 

previous screens. 

25. Can universal tools be turned off if it is determined that they will interfere with the student’s 
performance on the assessment? 

Yes. If an adult (or team) determines that a universal tool might be distracting or that students do not need 

to use them or are unable to use them, that universal tool can be turned off. This information must be noted 

in the test registration tool prior to test administration. 
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FAQS PERTAINING TO ENGLISH LEARNERS (ELS) 

26. How are the language access needs of ELs addressed in the  Smarter Balanced Usability, Accessibility, 
and Accommodations Guidelines? 

The language access needs of ELs are addressed through the provision of numerous universal tools and 

designated supports. These include universal tools, such as English dictionaries and thesauri for full writes 

and English glossaries, and designated supports such as translated student interface messages and glossaries. 

These are not considered accommodations in the Smarter Balanced Assessment System. 

27. Why are resources to support English language proficiency needs classified as universal tools and 
designated supports? 

 Resources that support students’ needs regarding English language proficiency are different from 
resources that support students’ needs associated with disabilities. Historically, assessment systems 
have confounded these two types of student needs.  

 Students who are not formally classified as English learners may benefit from access to language supports 
on Smarter Balanced assessments. Therefore, associating language supports exclusively with formal 
English learner classification is unnecessarily limiting and potentially harmful.  

 Smarter Balanced makes available resources to support English language proficiency needs as embedded 
universal tools and designated supports to ensure that the greatest number of students has access to 
these resources. 

 English learners who also have disabilities can be provided access to accommodations as identified in 
their IEPs/504 plans. 

28. Is text-to-speech available for ELs to use? 

Text-to-speech is available as a designated support to all students (including ELs) for whom an adult or team 

has indicated it is needed for math items and for ELA items (but not ELA reading passages). Text-to-speech 

for ELA reading passages is available for an EL in all grades only if the student has an IEP or 504 plan. For text-

to-speech to be available for an EL, it must be entered into the test registration tool. 

29. What languages are available to ELs in text-to-speech? 

Text-to-speech is currently available only in English. However, the translated glossaries include an audio 

component automatically available to any student with the translated glossaries embedded designated 

support. 

30. For which content areas will the Consortium provide translation supports for students whose primary 
language is not English? 

For mathematics, the Consortium will provide full translations in American Sign Language, dual language 

translations in Spanish (with the ability to toggle among content in Spanish, English, or both languages with 

Spanish translation presented directly above the English item), and primary language pop-up glossaries in 

various languages and dialects including Arabic, Burmese, Cantonese, Filipino, Hmong, Korean, Mandarin, 

Punjabi, Russian, Somali, Spanish, Ukrainian, and Vietnamese. For the listening portion of the English 

Language Arts assessment, Smarter Balanced will provide full translations in American Sign Language 

delivered digitally through the test delivery system. 
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Only translations that have gone through the translation process outlined in the Smarter Balanced 

Translation Accommodations Framework for Testing English Language Learners in Mathematics would be an 

accepted support. 

31. Does a student need to be identified as an English learner to receive translation and language 
supports? What about foreign language exchange students? 

Translations and language supports are provided as universal tools and designated supports. Universal tools 

are available to all students. Designated supports are available to those students for whom an adult (or team) 

has determined a need for the support. Thus, these are available to all students, regardless of their status as 

an EL. Foreign language exchange students would have access to all universal tools and those designated 

supports that have been indicated by an adult (or team). 

32. For the translated student interface messages designated support, what options are available for 
students who are advancing toward English language proficiency and need support with understanding 
test directions? Can a human reader in the native language be provided? 

If a student would benefit from a read aloud/text-to-speech designated support in another language, then 

the student interface messages should be provided in that other language. Available as supplements to the 

Test Administration Manual, the directions include translated test administration scripts. The reader or text-

to-speech device should be able to provide the information in the student’s language without difficulty due 

to accent or register. To ensure quality and standardized information, the reader or text-to-speech device 

should only use text that have undergone professional translation by the Consortium prior to testing. Smarter 

Balanced provides a PDF of the translated student interface messages in Arabic, Burmese, Cantonese, 

Dakota, French, Haitian-Creole, Hmong, Ilokano, Japanese, Korean, Lakota, Mandarin, Punjabi, Russian, 

Somali, Spanish, Tagalog, Ukrainian, Vietnamese, and Yup’ik. 

33. How is the translations glossary non-embedded designated support different from the bilingual 
dictionary? 

The translations glossary non-embedded designated support includes the customized translation of pre-

determined construct-irrelevant terms that are most challenging to English learners. The translation of the 

terms is context specific and grade appropriate. Bilingual dictionaries often do not provide context-specific 

information nor are they customized. In addition, the translated glossary includes an audio support. 

34. Will translations be available in language dialects/variants? 

Translated glossaries are available in different languages and dialects including Arabic, Burmese, Cantonese, 

Filipino, Hmong, Korean, Mandarin, Punjabi, Russian, Somali, Spanish, Ukrainian, and Vietnamese. 
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FAQS PERTAINING TO STUDENTS WITH DISABILITIES 

35. What accommodations are available for students with disabilities (including ELs with disabilities)? 

Students with disabilities (including those who are ELs) can use embedded accommodations (e.g., American 

Sign Language, braille) and non-embedded accommodations (e.g., abacus, alternate response options, 

speech-to-text, word prediction) that have been documented on an IEP or 504 plan. These students also may 

use universal tools and designated supports. A full list of accommodations can be found in the , Tables 5 and 

6. 

36. Is an embedded ASL accommodation available on ELA items that are not part of the listening portion of 
the test? 

The embedded ASL accommodation is not currently available on any ELA items that are not part of the 

listening claim. For the listening portion of the test, a student who is deaf or hard of hearing who has a 

documented need in an IEP or 504 plan may use the embedded ASL. 

37. Will sign languages other than ASL (including signing in other languages) be available? 

Currently, only ASL is available. 

38. Can interpreters be used for students who are deaf or hard of hearing who do not use ASL? 

Smarter Balanced has consulted with external experts who have unanimously advised against this practice. 

Research indicates severe challenges with standardization and quality. 

39. What options do districts have for administering Smarter Balanced assessments to students who are 
blind? 

Students who are blind, and who prefer to use braille, should have access to either screen reader support 

with refreshable braille (only for ELA) or screen reader support with on-site embosser-created braille (for ELA 

or math). Students who are blind may also take a paper-and-pencil form of the assessment in braille. Various 

braille codes are offered for both online and paper-and-pencil braille. 

For those students who are blind and prefer to use text-to-speech, access to text-to-speech should be 

provided for the math test and for ELA items only (text-to-speech is not available on ELA reading passages 

without a specific documented need in the student’s IEP or 504 plan). 

Non-embedded read aloud accommodation in all grades is available for students who have an indicated need 

on ELA reading passages in their IEP or 504 plan. Students should participate in the decision about the 

accommodation they prefer to use and should be allowed to change during the assessment if they ask to do 

so. Students can have access to both braille and text-to-speech that are embedded in the Smarter Balanced 

Assessment System. 
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40. Why is the non-embedded abacus an accommodation for the non-calculator items? Doesn’t an abacus 
serve the same function as a calculator? 

An abacus is similar to the sighted student using paper and pencil to write a problem and do calculations. The 

student using the abacus must have an understanding of number sense and must know how to do 

calculations with an abacus. 

41. Can students without documented disabilities who have had a sudden injury use any of the Smarter 
Balanced accommodations? 

Students without documented disabilities who have experienced a physical injury that impairs their ability to 

use a computer may use some accommodations, provided they have had sufficient experience with them. 

Both speech-to-text and scribe are accommodations that are available to students who have experienced a 

physical injury such as a broken hand or arm, or students who have become blind through an injury and have 

not had sufficient time to learn braille. Prior to testing a student with a sudden physical injury, regardless of 

whether a 504 plan is started, test administrators should contact their district test coordinator or other 

authorized individuals to ensure the test registration system accurately describes the student’s status and 

any accommodations that the student requires. 

42. How will the test administrator know prior to testing that the print on demand accommodation may 
be needed? 

The test administrator will know this information prior to testing because accommodations need to be 

documented beforehand and print on demand is an accommodation. Any accommodations—including both 

embedded and non-embedded accommodations—need to be entered into the test registration tool. The 

print on demand accommodation applies to either passages/stimuli or items, or both. 

43. For the print on demand accommodation, how are student responses recorded—by a scribe or some 
other method? 

The method of recording student responses depends on documentation in the IEP or 504 plan (e.g., after first 

recording responses on the paper version, the student could enter responses into the computer or the scribe 

could enter responses into the computer). All individuals acting as a scribe must have read, agreed to, and 

signed a test security agreement. 

44. How do member officials monitor training and qualifications for the non-embedded read aloud 
accommodation? 

Members will need to develop processes and procedures to monitor training and the qualifications of 

individuals who provide the read aloud accommodation when text-to-speech is not appropriate for a student. 

Member officials can use the Smarter Balanced ELA Audio Guidelines and Mathematics Audio Guidelines 

available online to obtain additional information about recommended processes to follow. Members can also 

use the Smarter Balanced Read Aloud Guidelines (see Appendix D). 

  

https://portal.smarterbalanced.org/library/en/ela-audio-guidelines.pdf
https://portal.smarterbalanced.org/library/en/mathematics-audio-guidelines.pdf
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45. For students taking the paper-and-pencil test, can read aloud be provided in small groups? 

For a paper-pencil test, read aloud can be administered to a small group of students as long as the students 

are taking the same test (e.g., grade, content area) and students have experience testing under this 

condition. The number of students in the small group should allow a student to ask the reader to slow down 

or to repeat text without the request distracting others. For online assessments, readers should be provided 

to students on an individual basis. 

46. If students are using their own devices that incorporate word completion, will this impact their score? 

Word completion is an allowable non-embedded accommodation. The students’ score will not be affected 

under these circumstances. Students using these devices must still use their knowledge and skills to review 

and edit their answers. 

47. How are assistive technology (AT) devices certified for use for the Smarter Balanced assessments? 

Assistive technology device manufacturers may use the Smarter Balanced practice test through a secure 

browser as a method of determining whether a device works with the assessment. In addition, schools and 

districts can use the practice test through a secure browser to evaluate devices to ensure their functions are 

consistent with those allowed in the UAAG. 

48. What kind of medical supports may be used by students? What monitoring is needed? 

Medical supports would encompass any supports that have been prescribed or recommended by a medical 

professional who supports the student’s health. The student’s health and well-being are the highest priority. 

Medical supports may require the use of an app on a cell phone or tablet. These supports are not exhaustive 

but may include: glucose monitors, durable medical equipment, hearing aids, FM systems, service animals, 

etc. The use of medical supports may require a separate setting or additional monitoring by the test 

administrator to ensure the student is not accessing the internet for any other purpose. 

49. For text-to-speech designated support and text-to-speech accommodation, can the student have their 
responses read back to them? 

Text-to-speech is available as a designated support to all students for whom an adult or team has indicated it 

is needed for math items and for ELA items (but not ELA reading passages). Text-to-speech for ELA reading 

passages is available for students in all grades only if the student has an IEP or 504 plan. Both policies allow 

text to be read to the student, including student responses. For text-to-speech (designated support 

or accommodation) and text-to-speech student responses to be available for a student, they must be entered 

into the test registration tool. 
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APPENDIX D: READ ALOUD GUIDELINES 

Refer to Hawai`i State Department of Education’s Test Administration Read Aloud Guidelines, which is 

posted here on alohahsap.org.  

When a student cannot access text-to-speech, an embedded resource available on the Smarter Balanced 

assessment, the student may be eligible to work with a test reader. A test reader is an adult who provides an 

oral presentation of the assessment text to an eligible student. The student depends on the test reader to 

read the test questions accurately, pronounce words correctly, and speak in a clear voice throughout the 

test. The test reader must be trained and qualified and must follow the Smarter Balanced Read Aloud 

Guidelines presented here. The guiding principle in reading aloud is to ensure that the student has access to 

test content. 

On Smarter Balanced assessments, test readers are allowable across all grades as a designated support for 

mathematics stimuli and items and ELA items as appropriate (not ELA reading passages). Test readers are 

allowable for ELA reading passages in addition to items as a documented accommodation in all grades. Note 

that this accommodation is appropriate for a very small number of students (estimated to be approximately 

1–2% of students with disabilities participating in a general assessment). For information on documentation 

requirements and decision-making criteria for use of test readers and all other Smarter Balanced resources, 

please see the Smarter Balanced Usability, Accessibility, and Accommodations Guidelines. 

QUALIFICATIONS FOR TEST READERS 

 The test reader should be an adult who is familiar with the student, and who is typically responsible for 
providing this support during educational instruction and assessments. 

 Test readers must be trained on the administration of the assessment in accordance with member policy 
and familiar with the terminology and symbols specific to the test content and related conventions for 
standard oral communication. 

 Test readers must be trained in accordance with Smarter Balanced and member administration, as well 
as security policies and procedures as articulated in Smarter Balanced and Consortium member test 
administration manuals, guidelines, and related documentation. 

PREPARATION 

 Test readers should read and sign a test security/confidentiality agreement prior to test administration. 

 Test readers are expected to familiarize themselves with the test environment and format in advance of 
the testing session. Having a working familiarity with the test environment and format will help facilitate 
reading of the test. 

 Test readers should have a strong working knowledge of the embedded and non-embedded universal 
tools, designated supports, and accommodations available on Smarter Balanced assessments. 

 Test readers should be aware of and familiar with all additional supports and/or accommodations 
provided to a student in accordance with the student’s Individualized Education Program (IEP) or 504 
plan. This will ensure that there are plans in place for providing all needed designated supports and 
accommodations. 

https://smarterbalanced.alohahsap.org/resources#school_year_sm=2023-2024
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 In addition to a test reader, students may make use of any other approved specialized tools or equipment 
during the test as appropriate and in accordance with the Usability, Accessibility, and Accommodations 
Guidelines. Test readers should be familiar with any assistive technology or approved supports the 
student requires. 

 Test readers should have extensive practice in providing read aloud support and must be familiar and 
comfortable with the process before working directly with a student.  

 The reader should be knowledgeable of procedures for reading aloud text by content area (see Table 1 
below). 

 The test reader should meet with the student in advance and inform the student of the parameters of 
the support. A suggested test reader script is included at the end of the Read Aloud Guidelines. 

 Unless otherwise specified by a student’s IEP or 504 plan, the test reader does not have a role in 
manipulating the test or assisting with any other support tools. Test readers should be ready with an 
appropriate script that reinforces the parameters during the test session. 

GENERAL GUIDELINES 

 The test reader’s support should ideally be provided in a separate setting so as not to interfere with the 
instruction or assessment of other students. 

 Read each question exactly as written and as clearly as possible. 

 Throughout the exam, strive to communicate in a neutral tone and maintain a neutral facial expression 
and posture. 

 Avoid gesturing, head movements, or any verbal or non-verbal emphasis on words not otherwise 
emphasized in text. 

 Avoid conversing with the student about test questions as this would be a violation of test security; 
respond to the student’s questions by repeating the item, words, or instructions verbatim as needed. 

 Do not paraphrase, interpret, define, or translate any items, words, or instructions as this would be a 
violation of test security. 

 Spell any words requested by the student. 

 Adjust your reading speed and volume if requested by the student. 

POST-ADMINISTRATION 

 The test reader must collect scratch paper, rough drafts, and login information immediately at the end of 
the testing session and deliver it to the test administrator in accordance with Smarter Balanced and 
Consortium member policies and procedures. 

 The test reader must not discuss any portion of the test with others. 
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ENGLISH USAGE/CONVENTIONS 

 Punctuation: Read all text as punctuated, unless reading the text compromises the construct being 
measured. 

 Ellipses: When an ellipsis is used to signify missing text in a sentence, pause briefly, and read as “dot, dot, 
dot.” 

 Quotations: Quotation marks should be verbalized as “quote” and “end quote” at the beginning and end 
of quoted material, respectively. 

 Emphasis: When words are printed in boldface, italics, or capitals, tell the student that the words are 
printed that way. In order not to provide an unfair advantage to students receiving this support, test 
readers should be cautious not to emphasize words not already emphasized in print. Emphasis is 
appropriate when italics, underlining, or bold is used in the prompt, question, or answers. 

 Misspellings: In some cases, a test item may present a word or phrase that is intentionally misspelled as 
part of the assessment. In these instances, the student is required to respond in a specific way. When 
presented with intentionally misspelled words test readers should not attempt to read the word(s) aloud 
as pronunciation is somewhat subjective. 

IMAGES/GRAPHICS/DIAGRAMS 

 Before describing an image or graphic, the test reader should determine whether the details of the 
picture are necessary to understanding and responding to the item(s). In many cases, an image or graphic 
will be used to accompany a passage or reading excerpt as a piece of visual interest that is not essential 
in responding to the item. Typically, diagrams are imperative to student understanding and should be 
read in a logical order. 

 Describe the image/graphic/diagram as concisely as possible following a logical progression. Focus on 
providing necessary information and ignoring the superfluous. Use grade-appropriate language when 
describing the image/graphic/diagram. 

 Read the title or caption, if available. 

 Any text that appears in the body of the image/graphic/diagram may be read to a student. Read text in 
images/graphics/diagrams in the order most suited for the student’s needs. Often the reader moves top 
to bottom, left to right, in a clockwise direction, or general to specific in accordance with teaching 
practices. 

PASSAGES 

 Read the passage in its entirety as punctuated (e.g., pauses at periods and commas; raised intonation for 
questions). Do not verbalize punctuation marks other than ellipses and quotation marks as noted above. 

 If the student requires or asks for a specific section of the passage to be reread with the punctuation 
indicated, the test reader should reread those specific lines within the passage and indicate all 
punctuation found within those lines as many times as requested by the student. 

 When test questions refer to particular lines of a passage, read the lines referenced as though they are 
part of the item. 
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MATHEMATICAL EXPRESSIONS 

 The test reader must read mathematical expressions precisely and with care to avoid misrepresentation 
for a student who has no visual reference. For mathematics items involving algebraic expressions or 
other mathematical notation, it may be preferable for the reader to silently read the mathematical 
notations or the entire question before reading it aloud to the student. 

 Test readers must read mathematical expressions with technical accuracy. Similar expressions should be 
treated consistently. 

 In general, numbers and symbols can be read according to their common English usage for the student’s 
grade level. 

 Additional examples may be found in the table below. 

 Abbreviations and acronyms should be read as full words. For example, 10 cm needs to be read as “ten 
centimeters.” Some abbreviations may be read differently by different readers. For example, cm3 may be 
read as “cubic centimeters” or “centimeters cubed.” 

Test Reader Guidance for Mathematics 

Numbers 

Description Example(s) Read as: 

Large whole numbers 632,407,981 

45,000,689,112 

“six hundred thirty-two million, four 

hundred seven thousand, nine hundred 

eighty- one” 

“forty-five billion, six hundred eighty- 

nine thousand, one hundred twelve” 

Decimal numbers 0.056 

4.37 

“zero point zero five six” 

“four point three seven” 

Fractions – common 

Fractions – not common – 

read as “numerator over 

denominator” 

1

2
, 
1

4
, 
2

3
, 
4

5
 

14

25
 

487

6972
 

“one half, one fourth, two thirds, four 

fifths”  

Other common fractions include “sixths, 

eighths, tenths” 

“fourteen over twenty-five” 

“four hundred eighty-seven over six 

thousand nine hundred seventy-two” 

Mixed numbers - read with 

“and” between whole 

number and fraction 

3 
1

2
 

57 
3

4
 

“three and one half” 

“fifty-seven and three fourths” 
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Description Example(s) Read as: 

Percents 62% 

7.5% 

0.23% 

“sixty- two percent” 

“seven point five percent” 

“zero point two three percent” 

Money - if contains a decimal 

point, read as “dollars AND 

cents” 

$4.98 

$0.33 

$5368.00 

“four dollars and ninety-eight cents” 

“thirty-three cents” 

“five thousand three hundred sixty-eight 

dollars” 

Negative numbers  do NOT 

read negative sign as “minus” 

- 3 

- 
5

8
 

-7.56 

“negative three” 

“negative five eighths” 

“negative seven point five six” 

Dates (years) 1987 

2005 

“nineteen eighty-seven” 

“two thousand five” 

Roman Numerals I 

II 

III 

IV 

“Roman Numeral one” 

“Roman Numeral two” 

“Roman Numeral three” 

“Roman Numeral four” 

Ratios 𝑥: 𝑦 “x to y” 

Square roots and cube roots √6 

√16
3

 

“the square root of six”  

“the cube root of sixteen” 

Operations 

Description Example(s) Read as: 

Addition    13
+ 27

       13 + 27 = 

13 + 27 =? 

“thirteen plus twenty-seven equals” 

“thirteen plus twenty-seven equals 

question mark” 
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Description Example(s) Read as: 

Subtraction   487
- 159

    487 - 159 = 

487 - 159 =? 

“four hundred eighty-seven minus one 

hundred fifty-nine equals” 

“four hundred eighty-seven minus one 

hundred fifty-nine equals question 

mark” 

Multiplication    63
x 49

          63 x 49 = 

63 x 49 =? 

“sixty-three times forty- nine equals” 

“sixty-three times forty- nine equals 

question mark” 

Division – Vertical or 

Horizontal 

120

15
 =8 

120 ÷ 15 = 8 

“one hundred twenty divided by fifteen 

equals eight” 

Operations with boxes 3 + □ = 8 “three plus box equals eight” 

Expressions 

Description Example(s) Read as: 

Expressions containing 

variables (any letter may be 

used as a variable) 

N + 4 

8x — 3 

4 (y — 2) + 5 =7 

V = 
4

3
 𝜋r3 

∣t∣ — 2

6 
 ≤ 15 

x2y3 = —36 

156x ≥ 4 

“’N’ plus four” 

“eight ‘x’ minus three” 

“four open parenthesis ‘y’ minus two 

close parenthesis plus five equals seven” 

“’V’ equals four thirds pi ‘r’ cubed” 

“the absolute value of ‘t’ (pause) minus 

two (pause) over six is less than or equal 

to fifteen” 

“’x’ squared ‘y’ cubed equals negative 

thirty-six” or “’x’ to the second power 

times ‘y’ to the third power equals 

negative thirty-six” 

“one hundred fifty-six ‘x’ is greater than 

or equal to four” 
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Description Example(s) Read as: 

Functions and inverse 

functions 

(Read “of” instead of 

parentheses) 

𝑓(𝑥) 

𝑓(𝑥 + 2) 

𝑓(𝑔(𝑥)) 

“F of x” 

“F of x plus 2” 

“F of g of x” 

Coordinate pairs 

Answer choices with no other 

text 

the point (-1, 2) 

the point A is at (6, 3) 

A. (-3, -4) 

“the point (pause) negative one comma 

two” 

“the point ‘A’ is at (pause) six comma 

three” 

“’A’ (pause) negative three comma 

negative four” 

Comparing Lines, Shapes, and Angles 

Description Example(s) Read as: 

Parallels AB ∣∣ CD “line segment AB is parallel to line 

segment CD” 

Perpendiculars AB ⊥ CD “line segment AB is perpendicular to line 

segment CD” 

Similar and congruent ∆𝐴𝐵𝐶~∆𝐷𝐸𝐹 

∠𝐴𝐵𝐶 ≅ ∠𝐷𝐸𝐹 

“triangle A B C is similar to triangle D E 

F” 

“angle A B C is congruent to angle D E F” 

Lines, line segments, rays, arcs 
𝐵𝐶
↔  

𝐶𝐷 

𝐵𝐶
→  

𝐵𝐶⏜  

“line B C” 

“line segment C D” 

“ray B C” 

“arc B C” 

 

  



 

USABILITY, ACCESSIBILITY, AND ACCOMMODATIONS GUIDELINES   |   August 27, 2024  65 

Trigonometry 

Description Example(s) Read as: 

Sine sin25° “sine twenty-five degrees” 

Cosine cos35° “cosine thirty-five degrees” 

Tangent tan10° “tangent ten degrees” 

 

IMAGES/GRAPHICS/DIAGRAMS/TABLES 

From Top to Bottom 

 

“From top to bottom the figure is labeled: Hawaii thirteen degrees Fahrenheit, North Carolina negative thirty-

five degrees Fahrenheit, South Dakota negative sixty-eight degrees Fahrenheit, Montana negative seventy- 

two degrees Fahrenheit” 
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From Left to Right 

 

“From left to right, the figure reads: Grass, Rabbit, Fox” 

Clockwise (Start Wherever Makes Sense.) 

 

“Clockwise from the top, the figure reads: Sandwich, Pizza, Hot lunch, Salad” 
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Tables 

1. Read title. 

2. Total up the columns and rows. 

3. Read column/row headings. 

4. Read cell values (only as directional language for the first one). 

Results from School Walk-a-Thon 

Number of Students Number of Miles Walked 

30 112 

46  214 

37 98 

41 189 

“The title of the table is Results from School Walk-a-Thon. The table has 2 columns and 4 rows. From left to 

right, the column headings read Number of Students, Number of Miles Walked. From left to right the first 

row reads thirty, one hundred twelve. The second row reads forty-six, two hundred fourteen. The third row 

reads thirty-seven, ninety-eight. The fourth row reads forty-one, one hundred eighty-nine.”  
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SUGGESTED TEST READER SCRIPT 

To be used with student in advance of the day of testing. 

Hi , 

I'm the person who will be reading your test to you when you take your Smarter Balanced assessment next 

week in [math/ELA]. I wanted to let you know how we'll work together. When I'm reading a test to you, it's 

very different from when I'm reading to you during class time. I have to follow certain rules. 

 I cannot help you with any answers. 

 I cannot click on anything on the screen.32F

19 

 I will not be using different character voices or changes in my tone when I read. I will be using a very 
direct voice that does not change very much, no matter how exciting the story or test item gets. 

 If there is a picture that has words in it, I will read those words. If you ask, I will reread the words as well. 

 Sometimes there may be something about a word or phrase that might give you a hint if I read it out 
loud. In those cases, I will skip the word, point to it on screen [**or on your booklet if braille or print on 
demand], and continue to read. 

 I can still help you with your [**list any assistive technology that the student may require that would 
need adult support—if that support is provided by you]. 

 You can ask me to re-read parts of the test if you didn’'t hear me or you need more time to think. 

 You can ask me to pause my reading if you need to take a break. 

 You can ask me to slow down or speed up my reading, or read louder or softer, if you are having trouble 
understanding what I read. 

 I will only read certain types of punctuation, but if you need me to re-read a sentence and tell you how it 
was punctuated, I can do that. 

 If you ask me a question about the test all I will say is: “"Do your best work. I cannot help you with that.”" 

 Do you have any questions for me about how we’ll work together during the test? 

  

 
19 A reader may click on something on the screen only if this is an identified need in the student’s IEP or 504 plan and 

the reader has received appropriate training on when and how to do so. 



 

USABILITY, ACCESSIBILITY, AND ACCOMMODATIONS GUIDELINES   |   August 27, 2024  69 

REFERENCES 

Educational Testing Service. (2002). Guidelines for a Test Reader. Retrieved from ETS Home: 

https://www.ets.org/disabilities/resources/test-reader-

guidelines.html#:~:text=The%20expression%20on%20your%20face,words%20are%20printed%2 

Measured Progress / ETS. (2012, April 16). Mathematics Audio Guidelines. Retrieved from Smarter Balanced 

Assessment Consortium: https://portal.smarterbalanced.org/library/en/mathematics-audio-guidelines.pdf 

Measured Progress/ETS. (2012, April 16). ELA Audio Guidelines. Retrieved from Smarter Balanced Assessment 

Consortium: https://portal.smarterbalanced.org/library/en/ela-audio-guidelines.pdf 

Oregon Department of Education Office of Student Learning and Partnerships. (2012, December). Guidelines 

for the Read Aloud Accommodation. Retrieved from Oregon Department of Education. 

State of Washington Office of Superintendent of Public Instruction. (2013, September). Access Supports and 

Accommodations Guidelines for State Assessments. Retrieved from State of Washington Office of 

Superintendent of Public Instruction. 

West Virginia Department of Education. (December, 2013). West Virginia Guidelines for Participation in State 

Assessments, 2013–-2014. Retrieved from: West Virginia Department of Education Office of Assessment and 

Accountability Guidance on Accommodations for Students with Disabilities and/or Limited English Proficiency 

in State and District-Wide Testing: http://wvde.state.wv.us/osp/ParticipationGuidelines-2013-2014.pdf 
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APPENDIX E: SCRIBING PROTOCOL FOR SMARTER 

BALANCED ASSESSMENTS  

Refer to Hawai`i State Department of Education’s Test Administration Scribing Protocol, which is posted 

here on alohahsap.org. 

A scribe is an adult who writes down what a student dictates in a variety of ways (e.g., speech, American Sign 

Language (ASL), braille, assistive communication device). The guiding principle in scribing is to ensure that the 

student has access to and is able to respond to test content. 

Scribes are allowable on Smarter Balanced assessments as a documented accommodation for ELA 

performance task full writes and a designated support for mathematics and ELA items (except ELA 

performance task full writes). For information on documentation requirements and decision-making criteria 

for use of scribes and all other Smarter Balanced supports please see the Smarter Balanced Usability, 

Accessibility, and Accommodations Guidelines. 

QUALIFICATIONS FOR SCRIBES 

 The scribe should be an adult who is familiar with the student, such as the teacher or teaching assistant 
who is typically responsible for scribing during educational instruction and assessments. 

 Scribes must have demonstrated knowledge and experience in the subject for which scribing will be 
provided. 

 Scribes should have extensive practice and training in accordance with Smarter Balanced and member 
administration, as well as security policies and procedures as articulated in Smarter Balanced and 
member test administration manuals, guidelines, and related documentation. 

PREPARATION 

 Scribes should read and sign a test security/confidentiality agreement prior to test administration. 

 Scribes are expected to familiarize themselves with the test format in advance of the scribing session. 
Having a working familiarity with the test environment will help facilitate the scribe’s ability to record the 
student’s answers. Scribes may wish to review the practice test to become familiar with the assessment. 

 Scribes should be familiar with the Individualized Education Program (IEP) or 504 plan, if the student for 
whom they are scribing has a disability, so that there are plans in place for providing all needed 
designated supports and accommodations. 

 Scribes should also have a strong working knowledge of the embedded and non-embedded universal 
tools, designated supports, and accommodations available on Smarter Balanced assessments. 

 Scribes should review the Scribing Protocol for Smarter Balanced Assessments with the student at least 
one to two days prior to the test event. 

 Scribes should practice the scribing process with the student at least once prior to the scribing session. 

  

https://smarterbalanced.alohahsap.org/resources#school_year_sm=2023-2024
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GENERAL GUIDELINES 

 Scribing must be administered so that the interaction between a scribe and a student does not interrupt 
other test takers, or inadvertently reveal the student’s answers. 

 If not in a separate setting, the scribe should be situated near enough (adhering to local health and 
safety protocol) to the student to prevent their conversations from reaching other students in the 
room. 

 For computer-based administrations, scribes must enter student responses directly into the test 
interface, making use of the embedded and non-embedded tools available for a given item and student. 

 Scribes are expected to comply with student requests regarding use of all available features within the 
test environment. 

 Scribes may respond to procedural questions asked by the student (e.g., test directions, and navigation 
within the test environment). 

 Scribes may not respond to student questions about test items if their responses compromise validity of 
the test. The student must not be prompted, reminded, or otherwise assisted in formulating his or her 
response during or after the dictation to the scribe. 

 Scribes may ask the student to restate words or parts as needed. Such requests must not be 
communicated in a manner suggesting that the student should make a change or correction. 

 Scribes may not question or correct student choices, alert students to errors or mistakes, prompt or 
influence students in any way that might compromise the integrity of student responses. A scribe may 
not edit or alter student work in any way, and must record exactly what the student has dictated. 

 Students must be allowed to review and edit what the scribe has written. If necessary, the student can 
request the scribe to read aloud the completed text before final approval. 

CONTENT AREA SPECIFIC GUIDELINES 

Content Area Guidelines 

English Language Arts  Selected Response Items (Single and Multiple Answer) 

 The student must point to or otherwise indicate the student’s selection(s) 
from the options provided. 

 Scribes are expected to comply with student directions regarding screen 
and test navigation and use of test platform features available for a given 
item. 

 The student will confirm the selected answer and indicate to the scribe 
when the student is ready to move on to the next item. 

Constructed Response Items (Short -Text) 

 The scribe will write verbatim student responses on paper or on screen in 
an area where the student’s answers will not be accessible to other 
students. 

 The scribe will correctly spell all words as dictated. 

 The scribe will not capitalize words or punctuate text. 
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Content Area Guidelines 

 The scribe will orally confirm spelling of homonyms and commonly 
confused homophones, e.g., than and then; to, two, and too; there, their, 
and they're. 

 The student will proofread to add punctuation, capitalization, formatting, 
and make other edits. 

 The scribe will make student-requested changes, even if incorrect. 

 The student will confirm the fidelity of the response. 

 The student will indicate to the scribe when the student is ready to move 
on to the next item. 

Long Essay (Full Write) 

 The scribe will write verbatim student responses on paper or on screen in 
an area where the student’s answers will not be accessible to other 
students. 

 The scribe will correctly spell all words as dictated. 

 The scribe will not capitalize words or punctuate text. 

 The scribe will orally confirm spelling of homonyms and commonly 
confused homophones, e.g., than and then; to, two, and too; there, their, 
and they're. 

 The student will proofread to add punctuation, capitalization, formatting, 
and other edits. 

 The scribe will make student-requested changes, even if incorrect. 

 The student will confirm the fidelity of the response. 

 The student will indicate to the scribe when he/she is ready to move on to 
the next item. 

 Scribes should request clarification from the student about the use of 
capitalization, punctuation, and the spelling of words, and must allow the 
student to review and edit what the scribe has written. 
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Content Area Guidelines 

Mathematics Selected Response Items (Single and Multiple Answer) 

 The student must point to or otherwise indicate the student’s selection 
from the options provided. 

 The scribe will comply with student directions, including requests 
regarding screen and test navigation and use of test platform features 
available for the question. 

 The student will confirm the student’s selections and indicate to the scribe 
when the student is ready to move on to the next item. 

Constructed/Equation Response Items 

 The student must point or otherwise direct the scribe in developing the 
student’s response. 

 The scribe will input student work directly onscreen and in view of the 
student. 

 For responses requiring equations, the student must specify where to 
place figures and operands. 

 For responses requiring text, the scribe will correctly spell all words as 
dictated and conform to standard writing conventions. 

 For responses requiring text, the student will proofread to add 
punctuation, capitalization, formatting, and other edits. 

 The scribe will make student-requested changes, even if incorrect. 

 The student will confirm the fidelity of the response. 

 The student will indicate to the scribe when the student is ready to move 
on to the next item. 

CONSIDERATIONS FOR STUDENTS USING SIGN SYSTEMS 

 The scribe should be proficient in the sign system utilized (e.g., ASL) or the scribe should be working with 
an interpreter proficient in the sign system, as determined by the Consortium member. 

 When a constructed response is required, the interpreter/scribe should convey the meaning behind the 
student’s indicated response. 

 The interpreter/scribe should show the student the written response, but NOT sign the response to the 
student. 

 Probing or clarifying is allowed in the case of classifiers for students using ASL or other sign systems. 

 Students may review the written or typed response on paper or on the computer screen and indicate any 
changes or revisions to the scribe. 
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CONSIDERATIONS FOR STUDENTS USING BRAILLE 

 The scribe should be proficient in reading (visually or tactually) braille in all braille codes used by the 
student, as determined by the Consortium member. 

 The scribe should enter the responses on paper or online exactly as the student has brailled. In addition 
to following the content-specific guidelines above, errors in braille code should not be corrected. 

 The scribe may ask for the student to read back brailled responses for clarification if the brailled response 
is difficult to read due to student corrections.  

 Students may review the written or typed response on paper or on the computer screen by either using 
the scribe to read back the entered response or using assistive technology. Students may indicate any 
changes or revisions to the scribe. 

POST -ADMINISTRATION 

 The scribe will submit online or paper-based student responses and collect scratch paper, rough drafts, 
and login information immediately at the end of the testing session and deliver it to the test 
administrator in accordance with Consortium and member policies and procedures. 
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APPENDIX F: REVISION LOG  

Updates to the Smarter Balanced Usability, Accessibility, and Accommodations Guidelines are captured in this 

Revision Log. Updates are based on requests from members that do not impact policy. Any changes 

impacting policy require discussion and a vote by Governing members. Updates captured in the Revision Log 

are separated into two categories:  

 Clarification: Updates of this type add details to existing information included in the Guidelines.  

 Increased Flexibility: Updates of this type reflect explicatory information included in the Guidelines that 
result in augmented access to Smarter Balanced assessments. 

Revisions are captured in tracking tables according to category. In cases where both Clarification and 

Increased Flexibility edits are made, changes to the Guidelines will be captured in the Increased Flexibility 

tracking table. 

Clarification 

Section Page Clarification: Description of Changes Date Version 

Table 3 9 Consistently used the term “ELA reading passages” instead of 

“ELA passages” to clarify availability of text-to-speech as an 

embedded designated support. 

03/12/14 1.2 

Table 4 12 Consistently used the term “ELA reading passages” instead of 

“ELA passages” to clarify availability of read aloud as a non-

embedded designated support. 

03/12/14 1.2 

Table 5 17 Consistently used the term “ELA reading passages” instead of 

“ELA passages” to clarify availability of text-to-speech as an 

embedded accommodation. 

03/12/14 1.2 

Table 6 19 Consistently used the term “ELA reading passages” instead of 

“ELA passages” to clarify availability of read aloud as a non-

embedded accommodation. 

03/12/14 1.2 

Table 3 10 Added verbiage clarifying the audio component of translated 

glossaries. 

08/01/14 2.1 

Table 3 10 Added clarifying language for the translated test directions 

embedded designated support, “As an embedded designated 

support, translated test directions are automatically a part of the 

stacked translation designated support.” 

11/5/14 2.2 
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Section Page Clarification: Description of Changes Date Version 

Appendix C 32 Added question 16 to FAQs, which reflects information about a 

state vote addressing accessibility resources discussed and not 

included. 

11/5/14 2.2 

Global  References to Consortium “states” were changed to “members.” 6/1/15 3.1 

Global  References to TIDE were changed to ART. 6/1/15 3.1 

Figure 1  Updated graphic to reflect new resources. 6/1/15 3.1 

Introduction 5 Updated to include all appendices (A–E) and descriptions. 6/1/15 3.1 

Table 1 

Table 6 

Appendix A 

6 

19 

23 

Inserted grade levels for which calculators are permitted. 6/1/15 3.1 

Table 4 15 Updated the description of non-embedded Translations 

(Glossaries) to reflect that it is a resource available only for paper-

pencil tests. 

6/1/15 3.1 

Appendix C 36 Added question 43 to FAQs to clarify small-group administration 

of the Read Aloud. 

6/1/15 3.1 

Appendix D 39 Example added to guidance regarding misspellings in the Read 

Aloud Protocol. 

6/1/15 3.1 

Table 4 14 Updated description of Separate Setting to include, “or to use a 

device requiring voicing (e.g., a Whisper Phone).” 

8/15/15 3.2 

Appendix C 32 Added FAQ 17 to describe the process for updating the UAAG. 8/15/15 3.2 

Introduction 9 Elementary and Secondary Education Act (ESEA) (reauthorized as 

the No Child Left Behind Act of 2001 – NCLB) replaced with: Every 

Student Succeeds Act (ESSA) of 2016 and/or ESSA 

7/1/16 4.1 

Introduction 

FAQ 2 

3 

27 

To maintain consistency throughout the document, the 

description of DS updated to: Designated supports are available 

to students for whom the need has been indicated by an educator 

(or team of educators with parent/guardian and student). 

7/1/16 4.1 
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Section Page Clarification: Description of Changes Date Version 

Section 

Introductory 

Text 

6 

9 

16 

Added verbiage to introductory text to clarify impact of using 

accessibility resources: “The following [Universal 

Tools/Designated Supports/Accommodations] are not 

modifications. Universal tools all yield valid scores that count as 

participation in assessments that meet the requirements of ESSA 

when used in a manner consistent with the Guidelines.” 

7/1/16 4.1 

Table 4 

Table 6 

13 

20 

Read Aloud policy clarified and updated for consistency through 

document to indicate use of separate setting may be needed. 

7/1/16 4.1 

Table 5 18 Incorrect reference to “Read Aloud” corrected to Text-to-speech. 7/1/16 4.1 

Table 6 21 To maintain consistency in the document, a footnote referencing 

appendix A was added. 

7/1/16 4.1 

FAQ 1 26 Formatting updated to increase readability. 7/1/16 4.1 

FAQ 10 29 Verbiage updated to more clearly reflect current process for 

soliciting feedback. 

7/1/16 4.1 

FAQ 11 29 Updated link to the Practice test 7/1/16 4.1 

FAQ 12 30 Update verbiage to align with new policy on scratch paper, which 

includes use of white boards and assistive technology devices 

7/1/16 4.1 

FAQ 29 35 Updated the link to the translations accommodation framework 7/1/16 4.1 

Global  English language learner updated to English learner 6/30/17 4.2 

Global  Formatting updates to increase readability. Editorial changes to 

increase consistency within and across documentation and to 

include updated information and references. 

6/30/17 4.2 

Table 4 14 Added verbiage to Magnification, “Magnification allows 

increasing the size and changing of the color contrast, including 

the size and color of the mouse pointer, to a level not provided 

for by the zoom universal tool, color contrast designated support, 

and/or mouse pointer designated support.” 

6/30/17 4.2 

Table 3, 

Table 4 

11, 14 To Read aloud and Text-to-speech, added clarifying verbiage, “for 

math stimuli and items.” 

6/30/17 4.2 
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Section Page Clarification: Description of Changes Date Version 

Table 4 15 To Separate Setting, added verbiage, “use Amplification” and “It 

may also include a calming device or support as recommended by 

educators and/or specialists.” 

6/30/17 4.2 

Table 4 15 For Scribe, added clarifying verbiage, “(for all items except ELA 

performance task full write. (See Accommodations for ELA 

performance task full write)” 

6/30/17 4.2 

Table 5 18 Included updated verbiage on technology, “Due to limitations 

with refreshable braille technology and math” and “Alternative 

text descriptions are embedded in the assessment for all 

graphics.” 

6/30/17 4.2 

Table 6 20 Inserted grade levels to the 100s Number Table 6/30/17 4.2 

Table 6 20 For Scribe, added clarifying verbiage, “(for ELA performance task 

full write.) (See Designated Supports for all items except ELA 

performance task full write)” 

6/30/17 4.2 

Global  Carried out minor editorial changes to the text of the document 

to remove spelling or grammatical errors and to increase 

consistency in terminology and capitalization. 

6/28/18 6.1 

FAQ 27 41 Added FAQ, Why are resources to support English language 

proficiency needs classified as universal tools and designated 

supports? 

6/28/18 6.1 

Read Aloud 

Protocol 

49-53 Removed “numbers greater than 99, however, should be read as 

individual numbers” and updated the examples that follow for 

this removal 

6/28/18 6.1 

Read Aloud 

Protocol 

50-52 Added examples for square roots, functions, comparing lines, 

shapes and angles, trigonometry, and images/graphics, diagrams. 

Removed example for graphic organizer. 

6/28/18 6.1 

Read Aloud 

Protocol 

60 Updated reference links 6/28/18 6.1 

Scribing 

Protocol 

61 From the section guiding scribing for selected responses, 

removed “Scribes should request clarification from the student 

about the use of capitalization, punctuation, and the spelling of 

words, and must allow the student to review and edit what the 

scribe has written.” 

6/28/18 6.1 
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Section Page Clarification: Description of Changes Date Version 

Global  Carried out minor editorial changes to the text of the document 

to remove spelling or grammatical errors and to increase 

consistency in terminology and capitalization 

6/27/19 7.1 

Table 4 15 Changed “Medical Device” to “Medical Supports” and updated 

the verbiage to reflect the change 

6/27/19 7.1 

Table 5 20 Updated verbiage for Braille, “Contracted and non-contacted 

Braille is available; Nemeth and UEB technical code(s) are 

available for math.” 

6/27/19 7.1 

Appendix A 28 Changed “Medical Device” to Medical Supports” 6/27/19 7.1 

FAQ 11 39 Removed reference links 6/27/19 7.1 

FAQ 32 44 Added Burmese, Hmong, and Somali 6/27/19 7.1 

FAQ 34 46 Added Burmese, Hmong, and Somali; removed Tagalog and 

Ilokano 

6/27/19 7.1 

Appendix C 48 Added FAQ, “What kind of medical supports may be used by 

students? What monitoring is needed?” 

6/27/19 7.1 

Scribing 

Protocol 

 Updated reference links 6/27/19 7.1 

Global  Changed “Translated Test Directions” to “Translated Student 

Interface Messages” per Hawai'i State Department of Education 

policy. 

8/6/21 9.2 

Global  Removed references to EBAE Braille options. 8/6/21 9.2 

Table 6 31 Removed “(i.e. dyscalculia)” in the Recommendations for Use 

column of the Multiplication table accommodation. 

8/6/21 9.2 

Table 6 33 Removed “(such as dyslexia)” in the Recommendations for Use 

column of the Speech-to-text accommodation. 

8/6/21 9.2 

Table 6 34 Added an informational box regarding the temporary use of Math 

Manipulatives (MM) as accommodations for state testing in SY 

2021-2022. 

8/6/21 9.2 
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Section Page Clarification: Description of Changes Date Version 

Figure 1, 

Table 3, 

Appendix A 

 Removed “Translated Student Interface Messages” from the list 

of Embedded Designated Supports. 

8/9/21 9.3 

Global  Carried out minor editorial changes to the text of the document 

to remove spelling or grammatical errors and to increase 

consistency in terminology and capitalization. 

4/8/24 12.1 

Global  Changed “stakeholder” to “interest holder.” 4/8/24 12.1 

Global  Changed “word prediction” to “word completion’ for a more 

accurate description of the feature. 

4/8/24 12.1 

Calculator 10 Added language to clarify that the use of a calculator offered with 

assistive technology devices is considered a non-embedded 

accommodation.  

4/8/24 12.1 

Writing Tools 12 Revised the description to clarify that writing tools are not 

available for ELA short-answer items.  

4/8/24 12.1 

Scratch/ 

Graph Paper 

14 Added “Graph Paper” and revised the description to make it clear 

that graph paper is allowed at all grade levels but required 

beginning in grade 6. 

4/8/24 12.1 

Full 

Translations/

dual 

language  

19 Added “Full” and “in English/Spanish” to avoid confusion with the 

translated glossaries. 

4/8/24 12.1 

Translated 

Test 

Directions  

19 Revised descriptions to clarify that embedded translated test 

directions are available in Spanish, as part of the dual language 

English/Spanish resource.  

4/8/24 12.1 

Closed 

captioning 

30 Revised the incorrect reference to ELA listening items to ELA 

listening passages.  

4/8/24 12.1 

Speech-to-

Text 

31 Added “in English” and specified availability in math and ELA. 4/8/24 12.1 
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Table 2 8 Scratch paper, the non-embedded universal tool, description has 

additional details regarding the performance task testing 

sessions:  

“For mathematics and ELA performance tasks, if a student needs 

to take the performance task in more than one session, scratch 

paper may be collected at the end of each session, securely 

stored, and made available to the student at the next 

performance task testing session. Once the student completes 

the performance task, the scratch paper must be collected and 

securely destroyed to maintain test security.” 

03/12/14 1.2 

Table 4 14 Added information regarding the availability of translated test 

directions in PDF format. New accessibility resource also added to 

Figure 1 and Appendix A. 

08/01/14 2.1 

Table 4 14 To separate setting, added that, “A specific adult, trained in a 

manner consistent with the TAM, can act as test proctor (test 

administrator) when student requires it.” 

08/01/14 2.1 

Table 4 13 Added information regarding the availability of noise buffers. New 

accessibility resource also added to Figure 1 and Appendix A. 

08/01/14 2.1 

Appendix C 26 Added the FAQs section. 08/01/14 2.1 

Table 4 13 Moved noise buffers from non-embedded accommodations to 

non-embedded designated support. Same change was made to 

graphic and Appendix A table. 

11/5/14 2.2 

Table 5 18 Added descriptive information on the Streamline 

accommodation. Streamline was also added to graphic and 

Appendix A table. 

11/5/14 2.2 

Table 6 20 Throughout document, updated the policy on Read Aloud non-

embedded Accommodation, per member vote on 3/6/15 

3/9/15 2.3 

Appendix D 38 Added Read Aloud protocol reflecting change in policy as per 

member vote on 3/6/15 

3/9/15 2.3 

Intro, 

Appendix C 

1 

28 

Added descriptive information regarding temporary approvals for 

individual unique student accommodations or designated 

supports. Language to address this language included in FAQ 6. 

6/1/15 3.1 
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Table 4 13 Added information regarding the availability of Read Aloud in 

Spanish. New accessibility resource also added to Figure 1 and 

Appendix A. 

6/1/15 3.1 

Table 4 14 Updated the information on Translated Test Directions to include 

ELA  

6/1/15 3.1 

Table 6, 

Appendix C 

20 

35 

Removed the conditional school year 2014-2015 for the Read 

Aloud non-embedded accommodation on ELA passages. Language 

consistent with this change included in FAQ 37. 

6/1/15 3.1 

Appendix C 34 Added languages to reflect all languages offered for Translated 

Test Directions to FAQ 30. 

6/1/15 3.1 

Table 2 9 To Scratch Paper, added verbiage, “A whiteboard with marker 

may be used as scratch paper. As long as the construct being 

measured is not impacted, assistive technology devices, including 

low-tech assistive technology (Math Window) are permitted to 

make notes.”… “Access to internet must be disabled on assistive 

technology devices.” … “All notes on whiteboards or assistive 

technology devices must be erased at the end of each CAT 

session.” … “whiteboards should be erased, and notes on assistive 

technology devices erased to maintain test security.” 

7/1/16 4.1 

Table 4 14 Added information regarding the availability of Designated 

Support, Simplified Test Directions. New accessibility resource 

also added to Figure 1 and Appendix A. 

7/1/16 4.1 

Table 6 19 Added information regarding the availability of Accommodation, 

100s Number Table. New accessibility resource also added to 

Figure 1 and Appendix A. 

7/1/16 4.1 

Table 1 7 Added information regarding the availability of the embedded 

Universal Tool, Line reader. New accessibility resource also added 

to Figure 1 and Appendix A. 

6/30/17 5.1 

Table 1 7 Updated information to acknowledge the availability of the 

embedded Universal Tool, Thesaurus. Resource also added to 

Figure 1 and Appendix A. 

6/30/17 5.1 

Table 3 11 Added information regarding the availability of the embedded 

Designated Support, Mouse pointer. New accessibility resource 

also added to Figure 1 and Appendix A. 

6/30/17 5.1 
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Table 4 13 Added information regarding the availability of the non-

embedded Designated Support, Amplification. New accessibility 

resource also added to Figure 1 and Appendix A. 

6/30/17 5.1 

Table 5 19 Added information regarding the availability of the embedded 

Accommodation, Braille Transcript. New accessibility resource 

also added to Figure 1 and Appendix A. 

6/30/17 5.1 

Table 6 20 Added information to acknowledge the availability of the non- 

embedded (paper-pencil) Accommodation, Braille. Resource also 

added to Figure 1 and Appendix A. 

6/30/17 5.1 

Table 6 23 Added information regarding the availability of the non-

embedded Accommodation, Word Prediction. New accessibility 

resource also added to Figure 1 and Appendix A. 

6/30/17 5.1 

Table 2 8 Added to the description for the non-embedded universal tool, 

scratch paper, “including the use of digital graph paper” and 

“familiar to the student and/or” and removed “and acceptable to 

the member.” 

6/28/18 6.1 

Table 3 11 Streamline added as an embedded designated support. 6/28/18 6.1 

Table 4 14 Added policy for non-embedded designated support, medical 

device. New accessibility resource also added to Figure 1 and 

Appendix A. 

6/28/18 6.1 

Table 5 20 Added the UEB codes that will be available for embedded braille 

in the 18-19 school year. 

6/28/18 6.1 

Table 5 20 Removed the embedded accommodation, streamline. As 

described above, streamline was added as an embedded 

designated support. 

6/28/18 6.1 

Table 6 21 Added “including students with visual impairments or with 

documented processing impairments” to the recommendations 

for use for the abacus policy. 

6/28/18 6.1 

Table 3 11 Added information regarding the availability of embedded 

Designated Support, Illustration Glossaries. New accessibility 

resource also added to Figure 1 and Appendix A. 

6/27/19 7.1 
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Table 4 15 Added information regarding the availability of non-embedded 

Designated Support, Illustration Glossaries. New accessibility 

resource also added to Figure 1 and Appendix A. 

6/27/19 7.1 

Global  References to “ART” were changed to “test registration tool.” 6/30/20 8.1 

Global  Carried out minor editorial changes to the text of the document 

to remove spelling or grammatical errors and to increase 

consistency in terminology and capitalization. 

6/30/20 8.1 

Table 1 9 For Calculator, changed grade levels from “6-8 and 11” to “6-8 

and HS.” Change also applied in Table 6 and Appendix A. 

6/30/20 8.1 

Table 1 10 Added “and/or items” to Expandable passages resource name. 6/30/20 8.1 

Table 1 10 Added to the description for the non-embedded universal tool, 

Expandable passages and/or items, “passage/stimulus and/or 

associated item” 

6/30/20 8.1 

Table 2 11 For Scratch paper, updated verbiage “Scratch paper to make 

notes, write computations, or record responses may be available” 

to “Students may use blank scratch paper to make notes, write 

computations, record responses, or create graphic organizers.” 

6/30/20 8.1 

Table 3 15 For Text-to-speech, updated verbiage “This support will likely be 

confusing and may impede the performance of students who do 

not regularly have the support during instruction” to “Students 

would need to use this support regularly during instruction to 

meaningfully benefit from it on assessments.” 

6/30/20 8.1 

Table 6 25 Removed grade levels from 100s number table. 6/30/20 8.1 

Table 6 26 For Calculator, updated verbiage “A non-embedded, stand-alone 

calculator for students needing a specialized calculator…” to the 

resource description. 

6/30/20 8.1 

Table 6 26 For Calculator, removed “with visual impairments” from the 

recommendations for use and updated verbiage “Test 

administrators should ensure that the calculator is available only 

for designated calculator items and that calculator functions are 

consistent with those of the embedded calculator for each grade 

level. The non-embedded calculator should have no internet or 

wireless connectivity, and all security procedures need to be 

followed.” 

6/30/20 8.1 
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Table 6 26 Removed grade levels from Multiplication table. Updated 

resource description verbiage from “A paper-based multiplication 

table will be available from Smarter Balanced for reference” to “A 

paper-based multiplication table containing numbers 1 – 12 will 

be available from Smarter Balanced for reference.” 

6/30/20 8.1 

FAQ 16 43 Removed “Multiplication table for mathematics items in grade 3” 

and added “Graphic organizers that are not created by the 

student (see Scratch paper policy). 

6/30/20 8.1 

Global  Carried out minor editorial changes to the text of the document 

to remove spelling or grammatical errors and to increase 

consistency in terminology and capitalization. 

4/15/21 9.1 

Table 1 10 For English glossary, removed “accommodation” and updated 

description verbiage “The use of this universal tool may result in 

the student needing additional overall time to complete the 

assessment.” 

4/15/21 9.1 

Table 3 16 For Translated test directions (for math items), removed 

“stacked” and updated description verbiage “As an embedded 

designated support, translated test directions are automatically a 

part of the dual language translations designated support.” 

4/15/21 9.1 

Table 3 16 For Translated test directions (for math items), removed “have 

limited English language skills” and updated recommendations for 

use verbiage “Students who are advancing toward English 

language proficiency (including non-ELs, ELs, and ELs with 

disabilities) can use the translated directions support.” 

4/15/21 9.1 

Table 3 16 For Translations (glossaries) (for math items), removed “have 

limited English language skills (whether or not designated as ELs 

or ELs with disabilities)” and updated recommendations for use 

verbiage “Students who are advancing toward English language 

proficiency (including non-ELs, ELs, and ELs with disabilities) can 

use the translation glossary for specific items.” 

4/15/21 9.1 

Table 3 17 Changed “Translations (stacked)” to “Translations (dual 

language). Change also applied to Figure 1. 

4/15/21 9.1 

Table 3 17 For Translations (dual language), updated description verbiage 

“Dual language translations are a linguistic support that is 

4/15/21 9.1 
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available for some students; dual language translations provide 

the full translation of each English test item and stimulus.” 

Table 3 17 For Translations (dual language), removed “stacked” from the 

recommendations for use and updated verbiage “For students 

whose primary language is not English and who use dual language 

supports in the classroom, use of the dual language translation 

may be appropriate.” 

4/15/21 9.1 

Table 4 21 For Read aloud in Spanish (for mathematics, all grades), removed 

“stacked” and updated recommendations for use verbiage 

“Students receiving the translations (dual language) designated 

support and who are struggling readers…” 

4/15/21 9.1 

Table 5 27 For Braille transcript (ELA listening passages), removed EBAE 

uncontracted and EBAE contracted. 

4/15/21 9.1 

Table 6 30 For Braille transcript (paper/pencil assessment), removed EBAE 

uncontracted, EBAE contracted, EBAE uncontracted with Nemeth, 

and EBAE contracted with Nemeth. 

4/15/21 9.1 

Appendix C 51 For FAQ 30, updated verbiage for answer. 4/15/21 9.1 

Appendix C 55 Added FAQ #49, For text-to-speech designated support and text-

to-speech accommodation, can the student have their responses 

read back to them? 

4/15/21 9.1 

 

Global  Carried out minor editorial changes to the text of the document 

to remove spelling or grammatical errors and to increase 

consistency in terminology and capitalization. 

4/14/22 10.1 

Figure 1 7 Updated graphic to add new embedded designated support: Text-

to-speech in Spanish. 

4/14/22 10.1 

Figure 1 7 Updated graphic to add new embedded accommodation: Speech-

to-text. 

4/14/22 10.1 

Table 1 11 For Spell check, updated description verbiage “Spell check is 

bundled with other embedded writing tools for math and ELA 

items with open-ended student responses.” 

4/14/22 10.1 

Table 3 17 For Text-to-speech, updated recommendations for use verbiage 

“This support also may be needed by students with reading-

4/14/22 10.1 
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related disabilities, or by students who are blind and are 

advancing toward English braille proficiency.” 

Table 3 17 Added new resource: embedded Text-to-speech in Spanish. 4/14/22 10.1 

Table 4 22 For Read aloud, updated recommendations for use verbiage “This 

support also may be needed by students with reading-related 

disabilities, or by students who are blind and are advancing 

toward English braille proficiency.” 

4/14/22 10.1 

Table 4 25 For Translated test directions, updated recommendations for use 

verbiage “Students who are advancing toward English language 

proficiency (including non-ELs, ELs, and ELs with disabilities) can 

use the translated test directions.” 

4/14/22 10.1 

Table 4 25 For Translations (glossaries), updated recommendations for use 

for verbiage “Students who are advancing toward English 

language proficiency (including non-ELs, EL, and ELs with 

disabilities).” 

4/14/22 10.1 

Table 5 28 Added new resource: embedded Speech-to-text. 4/14/22 10.1 

Table 5 30 For Braille, changed UEB Technical to UEB math per Braille 

Authority of North America changed standard. 

4/14/22 10.1 

Table 6 32 For Braille, changed UEB Technical to UEB math per Braille 

Authority of North America changed standard. 

4/14/22 10.1 

Appendix A 38 Added embedded resources Text-to-speech in Spanish as a 

designated support and Speech-to-text as an accommodation. 

4/14/22 10.1 

Appendix C 44, 54 For FAQ #32, updated verbiage for FAQ and answer. 4/14/22 10.1 

Appendix C 51 For FAQ #17, updated verbiage for answer. 6/30/22 10.2 

Appendix C 53 For FAQ #29, updated verbiage for answer. 6/30/22 10.2 

Global  Carried out minor editorial changes to the text of the document 

to remove punctuation or grammatical errors and to increase 

consistency in terminology and clarity of table headers. 

4/12/23 11.1 

Table 4 20 For Amplification, removed “, noise buffers, white noise 

machines” from the recommendations for use. 

4/12/23 11.1 
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Table 4 22 For Medical supports, added “, Bluetooth hearing aids” to the 

description. 

4/12/23 11.1 

Table 4 23 Added new resource: non-embedded printed test directions in 

English.  

4/12/23 11.1 

Table 5 32 Added new resource: embedded word prediction. 4/12/23 11.1 

Table 6 38 Updated the description for non-embedded word prediction to 

align it with the embedded word prediction description. 

4/12/23 11.1 

Table 4 26 HIDOE removed: non-embedded translated test directions in ASL. 8/03/23 11.1 

Figure 1 7 Update the Conceptual Model Underlying the Crosswalk of 

Accessibility Features Across Hawai‛i State Assessment to include 

Speech-to-Text as a non-embedded accommodation. 

02/09/24 11.2 
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Exhibit 2 
HAWAII STATE TEST ACCOMMODATION GUIDE FOR LOW RISK ACCOMMODATIONS 

 
  

Link provided and a current copy is attached for convenience:  
• https://smarterbalanced.alohahsap.org/resource-list/en/hawaii-state-test-accommodation-guide-

for-low-risk-accommodations-2024-2025  
 

https://smarterbalanced.alohahsap.org/resource-list/en/hawaii-state-test-accommodation-guide-for-low-risk-accommodations-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/hawaii-state-test-accommodation-guide-for-low-risk-accommodations-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/hawaii-state-test-accommodation-guide-for-low-risk-accommodations-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/hawaii-state-test-accommodation-guide-for-low-risk-accommodations-2024-2025


 
 

Guide for IEP/504 Teams Considering the 100s Number Table (NT), Abacus 
(AB), Alternate Response Options (ARO), American Sign Language (ASL), 
Braille (BR), Braille Transcript (BT), and Closed Captioning (CC) State Test 

Accommodations (Updated September 12, 2024) 
 
This document contains guidelines for the 100s Number Table (NT), Abacus (AB), Alternate Response 
Options (ARO), American Sign Language (ASL), Braille (BR), Braille Transcript (BT), and Closed 
Captioning (CC) state test accommodation. It is organized into four sections: (I) general principles; (II) 
legal foundation; (III) critical considerations for teams; and (IV) decision guidance for teams. Sections 
I, II, and IV are provided in Appendix A. 
 
The low-risk state test accommodations are described as follows: 

• The seven “low-risk” accommodations that support state testing are: The 100s Number Table 
(NT), Abacus (AB), Alternate Response Options (ARO), American Sign Language (ASL), Braille 
(BR embedded/online form) and (BR non-embedded/paper form), Braille Transcript (BT), and 
Closed Captioning (CC). Refer to Table 1 for their descriptions, applicable tests and test 
sections, and recommended use based on student disability category/categories. Table 1 is 
adapted from the Usability, Accessibility, and Accommodations Guidelines (UAAG). 

• They are available to IEP/504 students with documented physical, sensory, or motor 
disabilities to access content, demonstrate understanding, and meaningfully participate in 
statewide interim and summative assessments. 

• They are considered “low-risk” given the limited potential for accommodation misuse and 
minimal risk for artificial elevation of student test scores. For example, the accidental 
exposure of test content in braille would not pose a security breach for student(s) who do not 
know how to read braille and would not unfairly enhance their performance on state tests.  

• Care must be taken by the School Test Coordinator (TC) to ensure that test security protocols 
are followed and qualified proctors, if required, are available to monitor the provision of all 
accommodations.  

• The BR accommodation most likely will require student proctoring and/or assistance. This is 
especially true for the BR embedded accommodation where each item is printed one by one 
on braille paper form for the student.  

• Test coordinators (TCs) need to ensure that proctors follow the specific guidelines found in 
the Smarter Balanced Summative Test Administration Manual, including the completion of 
these two forms before live testing: 1) Test Security Acknowledgement Form and 2) the Test 
Administrator and Proctor Acknowledgement of Security and Confidentiality Statement (forms 
are available on the AlohaHSAP.org Smarter Balanced Portal via 
https://smarterbalanced.alohahsap.org/resources/test-administration-forms). TCs should 
keep the completed forms on file at their school. 

• Test Administrators must ensure that the procedures for the secure handling of printed test 
materials are followed. Test items/passages, including embossed braille printouts, and scratch 
paper must be collected and inventoried at the end of each test session, and be immediately 

https://smarterbalanced.alohahsap.org/resource-item/en/usability-accessibility-and-accommodations-guidelines-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/smarter-balanced-summative-test-administration-manual-2024-2025
https://smarterbalanced.alohahsap.org/resources/test-administration-forms
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shredded as described under Secure Handling of Printed Materials in the Smarter Balanced 
Summative Test Administration Manual.  

• Test Administrators (TA) need to ensure that emboss files are deleted following the guidance 
provided under “Removing Files from the Web Browser Download Archive” in the Assistive 
Technology Manual. 

 
Table 1: Information Regarding the 100s Number Table (NT), Abacus (AB), Alternate Response 
Options (ARO), American Sign Language (ASL), Braille (BR), Braille Transcript (BT), and Closed 

Captioning (CC) State Test Accommodations 
 

Test Accommodation Description Disability 
Category 

Applicable 
Assessments 

100s Number Table (NT) - A paper-based table listing 
numbers from 1–100 in a ten-by-ten grid available from 
Smarter Balanced.  
 
*Also available as a designated support for these 
assessments: HSA Science, Biology, Algebra 1 and Algebra 2 
EOC exams (a digital or specialized calculator is allowed on 
all items for these assessments). 

Visual processing 
or spatial 
perception needs 

Smarter 
Balanced Math 

Abacus (AB) - A tactile tool for performing math 
calculations which may be used in place of scratch paper. 
 
*Also available as a designated support for these 
assessments: HSA Science, Biology, Algebra 1 and Algebra 2 
EOC exams (a digital or specialized calculator is allowed on 
all items of these assessments). 

Visual 
impairments or 
with documented 
processing 
impairments  

Smarter 
Balanced Math 

Alternate Response Options (ARO) - A method of 
responding using alternate modes of response signification 
and/or entry including, but not limited to, adapted 
keyboards, large keyboards, Sticky Keys, Mouse Keys, 
FilterKeys, adapted mouse, touch screen, head wand, and 
switches. Any external device that is used must be 
compatible with the assessment delivery system. 

Physical (or 
sensory) 
disabilities, 
including fine 
motor and gross 
motor skills  

All HSAP 
assessments  

American Sign Language* (ASL) - A method of 
communication based on hand and body signs in which 
spoken language is translated into signed language. An 
embedded video showing an ASL signer and the signed test 
content is available to students. The ASL video is 
repeatable.  
 
*Note: ASL (embedded) is not available for SB Science or 
EOC exams. For these exams, a human signer may be 

Deaf or hard of 
hearing  

Smarter 
Balanced  
ELA-CAT 
listening 
items, Smarter 
Balanced 
Math, Grades 
3 – 8, and 11 

https://smarterbalanced.alohahsap.org/resource-list/en/smarter-balanced-summative-test-administration-manual-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/smarter-balanced-summative-test-administration-manual-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/assistive-technology-manual-and-braille-resources-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/assistive-technology-manual-and-braille-resources-2024-2025
https://smarterbalanced.alohahsap.org/resource-item/en/smarter-balanced-100s-number-table-non-embedded-accommodation
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requested for the IEP/504 student by submitting the Unique 
State Test Accommodation Verification Form to the 
Assessment Section.  

Braille (BR) - A raised-dot alphabet code that students 
translate into words by “reading” the code with their 
fingertips. Braille versions of graphic material (e.g., maps, 
charts, graphs, diagrams, and illustrations) are presented in 
a raised format on paper or thermoform so that students 
can “see” presented visuals provided on the test through 
their sense of touch. The two forms of braille 
accommodation that are available to students—embedded 
(online form) and non-embedded (paper form)—are 
described below *. 

Visual 
impairments  

See below for 
the applicable 
tests for the 
embedded and 
non-
embedded 
braille forms 

*Braille - Embedded/online form - The embedded form of 
braille uses the JAWS or other computer screen reader 
software that allows blind and visually impaired students to 
read the screen either with a text-to-speech output or a 
refreshable braille display. The student uses either an 
attached refreshable braille device or an embosser to view 
or print-off the braille version of the item. To prepare for 
printing the test item(s) using the embosser via the braille 
embedded accommodation, consult the section on “Testing 
with Assistive Technology for Braille Tests” in the Assistive 
Technology Manual and view the Online Testing with the 
Refreshable Braille Display Video (posted on the Assistive 
Technology Manual and Braille Resources 2024-2025 
resource page. Also, a separate setting and one-on-one test 
administrator or proctor support must be considered for 
the embedded braille accommodation given the high-
volume sound emitted by the embosser. 

Visual 
impairments  

Smarter 
Balanced ELA 
and Math, HSA 
Science and 
Biology EOC 
exam (not 
available for 
Alg. 1 and 2 
EOC exams) 

*Braille - Non-embedded/paper form - The non-embedded 
form of the braille test accommodation is an optional paper 
version of the assessment for students who are unable to 
use software (e.g., JAWS) to navigate through an online 
braille-based assessment. The paper version of the braille 
accommodation is delivered as a fixed form assessment 
that is mailed as an entire booklet to the student. The 
braille test booklet includes all necessary embossed visuals, 
teacher script, etc. To avoid delays in processing returned 
materials and scoring of braille tests, be sure to print the 
Pre-ID label from TIDE and attach it to the student’s braille 
answer documents before mailing them. 

Visual 
impairments  
 

Smarter 
Balanced ELA 
and Math, and 
HSA Science 
assessments 
(not available 
for Biology 
and Alg. 1 and 
2 EOC exams) 

https://smarterbalanced.alohahsap.org/resources/test-administration-forms
https://smarterbalanced.alohahsap.org/resources/test-administration-forms
https://smarterbalanced.alohahsap.org/resource-list/en/assistive-technology-manual-and-braille-resources-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/assistive-technology-manual-and-braille-resources-2024-2025
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Braille Transcript (BT) - On the listening portion of the ELA 
assessment, closed captioning (CC) is available for auditory 
limited students. This CC is translated into braille for 
students who are also visually impaired. The braille 
transcripts are available in the UEB braille codes 
(contracted and uncontracted). 

Visually impaired 
or blind and deaf 
or hard of hearing 
AND who use 
braille  

Smarter 
Balanced  
ELA-CAT 
listening 
passages 

Closed Captioning (CC) - Printed text that appears on the 
computer screen as audio materials are presented.  

Deaf or hard of 
hearing 

Smarter 
Balanced  
ELA-CAT 
listening items 

 
Section III: Critical Considerations Before Assigning 100s Number Table (NT), Abacus (AB), Alternate 
Response Options (ARO), American Sign Language (ASL), Braille (BR), Braille Transcript (BT), and 
Closed Captioning (CC) State Test Accommodations  
 
Decisions about assigning the 100s Number Table (NT), Abacus (AB), Alternate Response Options 
(ARO), American Sign Language (ASL), Braille (BR), Braille Transcript (BT), or Closed Captioning (CC) 
state test accommodation should be based on the general principles and laws governing state test 
accommodations presented in Sections I and II and the specific low-risk guidelines found below. 
 
Purpose of 100s Number Table (NT), Abacus (AB), Alternate Response Options (ARO), American Sign 
Language (ASL), Braille (BR), Braille Transcript (BT), and Closed Captioning (CC) State Test 
Accommodations 
  
The purpose of the low-risk accommodations is to provide students with disabilities (e.g., physical, 
sensory, or motor disabilities) access to state test content and the ability to demonstrate 
understanding. Without these test accommodations, these students would be unable to respond to 
the state tests. 
 
Documented Need for the 100s Number Table (NT), Abacus (AB), Alternate Response Options (ARO), 
American Sign Language (ASL), Braille (BR), Braille Transcript (BT), and Closed Captioning (CC) State 
Test Accommodations 
  
The low-risk test accommodations should only be assigned when a student has a documented 
disability that, as shown on Table 1, prevents the student from demonstrating their knowledge, skills, 
and abilities on the state tests. To request verification, it is necessary to show the following evidence 
in the student’s IEP/504 Plan: 
  

1. Student documented disability limits access to the computer-delivered assessment; 
2. Consistent use of the NT, AB, ARO, ASL, BR, RT, or CC accommodation during classroom 

instruction and assessments for learning across content areas; and 
3. Improved student demonstration of knowledge and skills across content areas when the NT, 

AB, ARO, ASL, BR, RT, or CC accommodation is provided. 
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Documented Familiarity with the 100s Number Table (NT), Abacus (AB), Alternate Response Options 
(ARO), American Sign Language (ASL), Braille (BR), Braille Transcript (BT), or Closed Captioning (CC) 
State Test Accommodation 
  
If students are to use a low-risk accommodation on state tests, they must know how to work with 
these test accommodation(s). Students should have familiarity with these test accommodation(s) and 
be able to operate them independently or semi-independently (e.g., Braille accommodation) as no 
external assistance beyond test administration and proctoring is allowed during the test.    
 
Documentation of Designated Supports and State Test Accommodations for IDEA and Section 504 
Students 

IDEA, Section 504, and English Learner (EL) students with disabilities who may have certain 
characteristics and access needs that require accessibility supports on statewide assessments must 
document those supports in their IEPs/504 Plans.  
 
Students’ use of designated supports and state test accommodations must be documented in the 
students’ IEP or 504 plan.  

Designated Support:  

• For IEPs: under the “Clarification of Supports and Services” section of the “Services” tab; or 

• For 504 Plans: under the “PLEP” and “Accommodations and Related Services” tab; 
 
Designated supports are provided to any student based on their school’s testing policies. Test 
Coordinators (TCs) and/or authorized school contacts must set/record designated supports in the 
Test Information Distribution Engine (TIDE) for all students who are assigned designated supports for 
state testing.  

Accommodations:  

• For IEPs: under the “PLEP”, “Clarification of Supports and Services” section of the “Services” 

tab; and under the “Statewide Accommodation” Tab. 

• For 504 Plans: under the “PLEP For 504 Plans: under the “PLEP” and “Accommodations and 

Related Services” tab; and the “Statewide Accommodation” Tab 

 
In accordance with the IDEA, Sec. 300.160 (b), School IEP and Section 504 Teams are instructed to 
select only those state test accommodations that do not invalidate test scores. If directed by their 
school Teams, Test Coordinators are to submit state test accommodation verification forms to the 
Assessment Section (refer to the “Guidelines for Verifying Accommodations on Statewide 
Assessments” below. The Assessment Section will verify state test accommodations based on the 
IDEA, Sec. 300.160 (b) and documentation in the students’ IEPs/504 Plans.  
 
Upon verification, the state test accommodations will be set/recorded in TIDE by the Assessment 
Section. Further, Test Coordinators and/or authorized school contacts should 
follow established procedures to ensure the state test accommodations listed under the “Statewide 
Assessment” tab of their students’ IEPs/504 Plans represent their verified state test accommodation 
settings in the TIDE. 

https://www.hitide.org/
https://sites.ed.gov/idea/regs/b/b/300.160
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Guidelines for Verifying Accommodations on Statewide Assessments 
 
The guidance on and deadlines for submitting the SY 2024-2025 Hawai'i State Test Accommodation 
Verification Request Form (“Form”) for IEP/504 students are as follows: 
 

1. School IEP/504 team meets to review and discuss accessibility supports (universal 
2. tools, designated supports, and state test accommodations) as shown in the Crosswalk of 

Accessibility Features Across State Assessments in Hawai’i 2024-2025. 
a. Universal Tools are available to all students based on student preference and 

selection. 
b. Designated Supports are available to any students when determined for use by an 

educator or team of educators with parent and student input, or specified in the 
student’s IEP or 504 plan. (The school can enable Designated Supports in TIDE.) 

c. Accommodations are only available for students with documented IEPs or Section 504 
plans. (The Assessment Section enables accommodations in TIDE after the verification 
process has been completed.) 

3. The school IEP/504 team documents the Designated Supports and Accommodations in the 
IEP/504 Plan in the electronic Comprehensive Student Support System (eCSSS). 

4. The school test coordinator requests the verification of the state test accommodation(s) by 
logging in to TIDE (hitide.org) and selecting Preparing for Testing; Submit Test Administration 
Forms; Submit a Form; State Test Accommodations Verification Request. 

5. The Assessment Section will review the submitted Form, email its decision to the TC (via TIDE 
and/or hsa@k12.hi.us), and set/record the student’s state test accommodation in TIDE if it is 
verified. TCs should ensure that records of verified state test accommodations in eCSSS 
(IEPs/504 Plans) match those in TIDE; if these records are inconsistent, then TCs will need to 
follow established procedures to update the eCSSS records. 

 
All state test accommodations and designated supports were removed from TIDE on July 19, 2024, 
except American Sign Language “ASL”, Braille (including Audio Transcriptions and Emboss), and 
Closed Captioning “CC”. The test coordinator still needs to submit the Hawai’i State Accommodation 
Verification Request Form to the Assessment section for carried-over accommodations to use in SY 
2024-2025 state test. 
 
The Hawai’i State Accommodation Verification Request Form is to be submitted in TIDE no later than 
30 days before the opening of a test window. If a student transfers into a school or has an annual IEP 
meeting after the start of a test window, test coordinators are advised to submit the  
Hawai’i State Accommodation Verification Request Form in TIDE no later than 14 days prior to the 
administration of an interim or summative assessment to the student. 
 
Hawai'i State Accommodation Verification Request Forms are not needed for students who do not 
require accommodations or who will take the HSA-Alt assessments in SY 2024-2025.  
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Additional Resources in the Accessibility and Accommodations folder on alohahsap.org 

• Hawai‘i State Test Accommodation Guides 

• Crosswalk of Accessibility Features Across State Assessments in Hawai‘i (CAF) 

• Smarter Balanced Assessment Consortium: Usability, Accessibility, and Accommodations 
Guidelines 2024-2025 (UAAG) 

• Assistive Technology Manual and Braille Resources SY 2024-2025 
 
If there are any questions, please contact Hwa Hee Sohn in the Assessment Section by email at 
hwa_hee.sohn@k12.hi.us or by phone at (808) 307-3636. 
 

https://smarterbalanced.alohahsap.org/resources#folder=Accessibility%20and%20Accommodations
https://alohahsap.org/
https://smarterbalanced.alohahsap.org/resources/accessibility-and-accommodations-state-guides
https://smarterbalanced.alohahsap.org/resource-item/en/crosswalk-of-accessibility-features-across-state-assessments-in-hawaii-2024-2025
https://smarterbalanced.alohahsap.org/resource-item/en/usability-accessibility-and-accommodations-guidelines-2024-2025
https://smarterbalanced.alohahsap.org/resource-item/en/usability-accessibility-and-accommodations-guidelines-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/assistive-technology-manual-and-braille-resources-2024-2025
https://smarterbalanced.alohahsap.org/resource-list/en/assistive-technology-manual-and-braille-resources-2024-2025
mailto:hwa_hee.sohn@k12.hi.us


 
 

Guide for IEP/504 Teams Considering the 100s Number Table (NT), Abacus 
(AB), Alternate Response Options (ARO), American Sign Language (ASL), 
Braille (BR), Braille Transcript (BT), and Closed Captioning (CC) State Test 

Accommodations (September 12, 2024) 
 
Appendix A 
 
Section I: General Principles Regarding State Test Accommodations   
 
The statewide assessments are designed to measure student proficiency and growth over time, 
curriculum impact and effect, and school achievement and gains. Tests are aligned to standards for 
learning that are established at the grade-level. Statewide assessments measure our students against 
those standards and the grade-level expectations for achievement found there. In order to yield valid 
and comparable results, it is essential that our tests measure what students know and can do when 
measured to the grade-level standard expectations. In Hawai'i, the Common Core and Next Generation 
Science Standards are used as the metric.  
 
The purpose of state test accommodations is to enable students with disabilities to participate “with 
adjustments that do not alter the assessed construct” and that are “applied to test presentation, 
environment, content, format (including response format), or administration conditions” (Standards for 
Educational and Psychological Testing, 2014). State test accommodations are intended to remove 
obstacles to student demonstration of knowledge and skills resulting from student disability. State test 
accommodations are not intended to reduce expectations for learning, modify the curriculum, or 
artificially inflate a student’s test score. The key for appropriate accommodation provision during 
statewide assessments is to ensure that the student’s individual needs are met and the assessed 
“construct” (what a test measures) is not modified or altered.   
 
Additionally, state test accommodations should: 
 

1. Not be confused with instructional accommodations that support student learning. Instructional 
accommodations may be applied to support emerging skills or reinforce the acquisition of new 
skills; however, these accommodations are strategically adjusted or removed in the classroom to 
monitor and/or assess student progress. Removal of the instructional accommodation during 
classroom assessment in many cases is the only way to acquire an accurate measurement of the 
student’s current level of skill.  

 
2. Be shown to specifically overcome a student’s disability. The student should have used the 

support in the past with success in both classroom assessments and interim assessments that are 
measuring the same skills (construct). This evidence should be documented under the Present 
Levels of Educational Performance (PLEP) in the student’s IEP/504 Plan. 
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3. Be assigned only when supported with substantial evidence of need. Documentation of student 
disability mediation and classroom use during tests of the same construct must be found in the 
IEP/504 record. This evidence should be documented in the “Services or Accommodations and 
Related Services” and the “Statewide Assessment” pages of the student’s IEP/504 Plan record. 

 
State test accommodations are different from modifications. Modifications are allowances made for 
IDEA students that provide for adjustment(s) to the curriculum or assessment that change what is to be 
learned or what is to be measured. Examples of testing modifications that reduce expectations for 
learning and affect the construct of the test include: 1) simplification, clarification, or explanation of test 
questions or items; 2) use of spell-checking devices on a test of the student's spelling skills; and 3) use of 
a calculator on a test of the student's computational skills. While modifications may be used with 
caution during instruction to support students as they develop their knowledge and skills over time, they 
are not used in the general summative test.  
 
Section II: Legal Foundation for State Test Accommodations 
 
Under the IDEA, State has the responsibility to: 

 
● Ensure that children with disabilities are provided appropriate accommodations on Title I, Part A 

assessments, where necessary, as determined on an individualized case-by-case basis by their 
IEP/504 team. 

● Develop guidelines for the provision of appropriate accommodations. Under 34 CFR 
§§300.160(b)(2), the State’s guidelines must identify only those accommodations for each 
assessment that do not invalidate the score; and instruct IEP teams to select, for each 
assessment, only those accommodations that do not invalidate the score.  

 
These State guidelines apply to the provision of appropriate accommodations under the IDEA on regular 
and alternate assessments (34 CFR §300.160 (a)). 
 
Section IV: Guidance for IEP/504 Teams for Verifying the Need for the 100s Number Table (NT), 
Abacus (AB), Alternate Response Options (ARO), American Sign Language (ASL), Braille (BR), Braille 
Transcript (BT), or Closed Captioning (CC) Test Accommodation 
 
This section provides IEP/504 Teams a tool with a set of questions to help guide the NT, AB, ARO, ASL, 
BR, RT, and CC test accommodation decision-making process. The questions are intended to support 
team discussion and to help frame criteria that can serve as supporting evidence when considering 
student need(s) for one or more of these accommodations. These questions and the answers that are 
generated may be used to determine when and if there is sufficient evidence of student need supporting 
the provision of one or more these state test accommodation(s). The intent is for IEP/504 Teams to use 
the questions found in Table 2 as a starting point from which to engage in dialogue, examine evidence, 
record data, and indicate the team decision based upon knowledge of the student and the evidence 
found in the student’s IEP/504 Plan. A preponderance of evidence as well as care should be used when 
making this team decision. (Table 2 is not intended to be a tally sheet.) 



 
 
Table 2: Questions to Guide IEP/504 Team Decision about the Need for the 100s NUMBER TABLE (NT), 

ABACUS (AB), ALTERNATE RESPONSE OPTIONS (ARO), AMERICAN SIGN LANGUAGE (ASL), BRAILLE 
(BR), BRAILLE TRANSCRIPT (BT), or CLOSED CAPTIONING (CC) State Test Accommodations 

 
The purpose of this table is to guide IEP/504 team discussions about student state test accommodation 
need and help generate appropriate decisions and recommendations regarding the 100s Number Table 
(NT), Abacus (AB), Alternate Response Options (ARO), American Sign Language (ASL), Braille (BR), Braille 
Transcript (BT), or Closed Captioning (CC) state test accommodation. The completion of this table is 
optional. 
 

Questions Team 
Response 

Evidence/ 
Comments 

Check the box under “Team Response” for the state test accommodation the 
IEP/504 team is considering for the student: 100s Number Table (NT), Abacus (AB), 
Alternate Response Options (ARO), American Sign Language (ASL), Braille (BR), 
Braille Transcript (BT), or Closed Captioning (CC). Recommend using a separate 
table for each state test accommodation being considered by the IEP/504 Plan 
Team. 

□ 100s NT 
□ AB 
□ ARO 
□ ASL 
□ BR 
□ BT 
□ CC 

 

1. Is there evaluative information indicating that the student’s disability prevents 
the student from accessing instructional and assessment materials? 

□ Yes 
□ No 

 

2. Does the student have a documented disability that would prevent the student 
from accessing the presented stimulus and items of the state test? If so, explain. 

□ Yes 
□ No 

 

3. Does the student consistently use the NT, AB, ARO, ASL, BR, BT, or CC 
accommodation to see, hear, or respond to classroom assignments and 
assessments for learning?  

□ Yes 
□ No 

 

4. Is there evidence that the student’s demonstration of content knowledge, skills, 
and abilities improves when the NT, AB, ARO, ASL, BR, BT, or CC accommodation is 
provided during assessments of learning?  

□ Yes 
□ No 

 

5. Has the student provided input or stated a preference for using the NT, AB, ARO, 
ASL, BR, BT, or CC accommodation as a means of demonstrating understanding in 
classroom assignments and assessments?  

□ Yes 
□ No 
 

 

6. If applicable, is the braille online form (embedded) or the paper form (non-
embedded) version being considered for the student? 

□ Yes/online 
□ Yes/paper 
□ N/A 

 

7. Are there additional considerations for recommending the NT, AB, ARO, ASL, BR, 
BT, or CC state test accommodation for this student, specific to his/her unique 
disability-related needs? If so, explain. 

□ Yes 
□ No 
 

 

 



 

RFP D25-023 Exhibit 3 

 
Exhibit 3 
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Link provided and a current copy is attached for convenience:  
• https://drive.google.com/file/d/1-iPfOPwbrNncSm2kOpd9cMkAtXbblIy1/view  

 
 

 
 

 
 

https://drive.google.com/file/d/1-iPfOPwbrNncSm2kOpd9cMkAtXbblIy1/view?usp=drive_link
https://drive.google.com/file/d/1-iPfOPwbrNncSm2kOpd9cMkAtXbblIy1/view


EXHIBIT B

Smarter Balanced Resources
The following are two main resource sites available to prospective vendors interested in
learning more about Smarter Balanced:

Smarter Balanced Public Site
Smarter Balanced public website: https://www.smarterbalanced.org

Links to Key sites and publications:

● Development and Design
● Sample Items
● Meeting the Needs of Diverse Learners
● Practice Tests and Sample Questions
● Smarter Reporting
● Service Provider Support
● Smarter Balanced Reporting System User Guide, Oct 31, 2022
● Smarter Balanced Enhanced CAT Blueprints for Students Participating in Smarter

Balanced Embedded Field Test of Performance Tasks
● Smarter Balanced Usability, Accessibility, and Accommodations Guidelines (UAAG)

SmarterApp Site
Smarter Balanced Open-Source Applications (SmarterApp): http://www.smarterapp.org

Sample applications posted include:

● Individual Student Assessment Accessibility Profile (ISAAP) Accessibility Feature
Codes

● Secure Browsers
● Single Sign-on and Access Management Recommended Requirements
● Test Results Transmission (TRT) format
● Smarter Balanced Administration and Registration Tools User Guide
● Hosting Requirements - Smarter Balanced Assessment Consortium – Test Delivery

System

https://www.smarterbalanced.org/
https://smarterbalanced.org/our-system/smarter-system/development/
https://sampleitems.smarterbalanced.org/
https://smarterbalanced.org/our-system/accessibility/
https://smarterbalanced.org/our-system/students-and-families/samples/
https://smarterbalanced.org/our-system/smarter-reporting/
https://smarterreporting.org/vendors/
https://portal.smarterbalanced.org/library/en/reporting-system-user-guide.pdf
https://portal.smarterbalanced.org/library/en/enhanced-cat-blueprints-pt-eft.pdf
https://portal.smarterbalanced.org/library/en/enhanced-cat-blueprints-pt-eft.pdf
https://portal.smarterbalanced.org/library/en/usability-accessibility-and-accommodations-guidelines.pdf
http://www.smarterapp.org/
http://www.smarterapp.org/documents/ISAAP-AccessibilityFeatureCodes.pdf
http://www.smarterapp.org/documents/ISAAP-AccessibilityFeatureCodes.pdf
http://www.smarterapp.org/securebrowsers.html
http://www.smarterapp.org/documents/Single_Sign-On_Requirements.pdf
http://www.smarterapp.org/documents/TestResultsTransmissionFormat.pdf
http://www.smarterapp.org/documents/Administration_and_Registration_Tools_User_Guide.pdf
http://www.smarterapp.org/documents/Smarter_Balanced_Hosting_Requirements_V4.pdf
http://www.smarterapp.org/documents/Smarter_Balanced_Hosting_Requirements_V4.pdf
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STYLE GUIDE FOR SMARTER BALANCED ASSESSMENTS 
 
 

Link provided and a current copy is attached for convenience:  
• https://drive.google.com/file/d/1ixHZcM06NXfMSy8Da6BYiQ1uyHrja3Vm/view    

 
 

 

https://drive.google.com/file/d/1ixHZcM06NXfMSy8Da6BYiQ1uyHrja3Vm/view?usp=drive_link
https://drive.google.com/file/d/1ixHZcM06NXfMSy8Da6BYiQ1uyHrja3Vm/view
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This is the purpose-setting statement (PSS). Read 

the text. Then answer the questions. 
 
Title of Passage 

Subtitle of Passage 

by Author’s Name 

 
This is the body text of the passage. This is the 

body text of the passage. This is the body text of 

the passage. This is the body text of the passage. 

This is a text feature. 



     Figure 1 

 
 
Subheading 

This is the body text of the passage. This is the 

body text of the passage. This is the body text of 

the passage.  

     Figure 2 

 

This is the body text of the passage. This is the 

body text of the passage. This is a footnoted term.* 

This is the body text of the passage. 

*footnoted term: footnote definition 

[“Passage Title”] by [Author], from [Source Title]. Copyright © [YEAR] 

by [Copyright Holder]. Reprinted by permission of [Author or 

Publisher]. 



This is the purpose-setting statement (PSS). Read 

the passage. Then answer the questions. 
 
Title of Poem 
by Author’s Name 

 

 
This is a caption. 

 
This is the body text of the poem 

This is the body text of the poem, 

This is the body text of the poem 

This is the body text of the poem: 

This is a text feature. 
 
This is the body text of the poem 

This is the body text of the poem, 

This is the body text of the poem 

This is the body text of the poem. 
 



[“Poem Title”] by [Author], from [Source Title]. Text copyright © 

[YEAR] by [Copyright Holder]. Reprinted by permission of [Author or 

Publisher]. Photograph copyright © [YEAR] by [Copyright Holder]. 

Reprinted by permission of [Photographer or Stock Photo Company]. 

Title of Presentation 
This is the purpose-setting statement (PSS). Listen 

to the presentation. Then answer the questions. 

Click to hear the meaning of the term below. 

footnoted term 

 
Excerpt from [Source Title] by [Author]. Copyright © [YEAR] by 

[Copyright Holder]. Reused by permission of [Author or Publisher]. 
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Note: The specifications in this section are for all graphics, including graphics used 
in technology-enhanced items (TEIs).

A. Text Elements
This section provides specifications for text that appears in graphics.

Fonts
Face: Verdana, Kind: OpenType TrueType, Version: 5.02, Copyright: 2008 Microsoft Corporation. (OpenType 
fonts are designed to display the same across platforms: PC, Mac OS, and Unix systems.)

Exceptions shall be made for graphics that require a special look (e.g., advertisements, posters), and for 
special characters not present in Verdana. Table 11 shows default specifications for text in graphics.

Table 11. General font speciÀcations for text elements in graphics.

Element Typestyle Typesize Capitalization
Title Bold 16-point Title case

Heading Bold 14-point Title case

Labels/
text

Regular 14-point Sentence case

Credit Regular 10-point Lowercase single words or sentence 
fragments. Lettercase complete 
sentences. Proper nouns remain 
uppercase.
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Special Characters
The table that follows shows special character typeface and usage. These specifications shall apply to special 
characters in graphics and in text. Special characters shall be set in the same size and style as adjacent text 
except where noted.

Table 12. Specifications for special characters in graphics and text.

Character Typeface Description

& Verdana • Ampersand
• Used in place of “and” when space is an issue

© Verdana • Copyright symbol
• Used in acknowledgments and credit lines

$2.00 
50¢

Verdana • Dollar sign/ cent symbol
• Used in dollar amounts

% Verdana • Percent symbol
• Used in percentages

‘,  ’,  “ ,  ” Verdana
• Single quotation marks/ apostrophe, and

double quotation marks.
• Used to indicated posession, contractions, and quotes.

′ ,  ″ Verdana
• Prime and double-prime marks
• Used to indicate feet and inches, and the results

of transformation

0 ° C 
45°  angle

Verdana

• Degree symbol
• Used in temperatures and angle measures
• No space between number and degree symbol in

angle measures. No space between degree symbol and C 
or F in temperature measures.

+ Verdana • Addition symbol
• Used in equations/ expressions

− Verdana
• Subtraction symbol
• Used as subtraction symbol in equations/ expressions;

also with negative numbers

× , • Verdana • Multiplication symbol and product dot
• Used in equations/ mathematical expressions

÷ Verdana • Division symbol
• Used in equations/ mathematical expressions

= Verdana • Equal sign
• Used in equations/ mathematical expressions

> , < , ≥ ,  ≤ Verdana
• Greater-than, less-than, greater-than-or-equal-to

less-than-or-equal-to symbols
• Used in inequalities
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Character Typeface Description

3 
4 Verdana

• Vertically stacked fraction
• Scaled to 90% of text size: 16 pt. = 14.4 pt.; 14 pt. =

12.6 pt. Linespace is 120% of text size.Vinculum (fraction
bar) stroke thickness is the same as the font’s en-dash, is
vertically centered between integers, and extends a total
of two points wider than the longest integer.

π Symbol Std.
• Pi
• Not italicized
• Used in equations/ mathematical expressions

√ ⎯ ⎯ Verdana • Square root symbol (shown with overline)
• Used in equations/  mathematical expressions

~ Verdana • “Similar to” symbol
• Used to indicate similar lines, shapes, and angles

≅ Symbol Std. • “Congruent” symbol
• Used to indicate congruent lines, shapes, and angles

(4, 3) Verdana
• Coordinates and ordered pairs
• Enclosed in parentheses
• Comma, followed by space, after Àrst number

1 :  2 Verdana • Ratio
• Hairspace before and after colon

V =  l ×  w ×  h Verdana

• Variables
• Italicized
• Uppercase or lowercase as tradition and context dictate
• Used in equations/ expressions and formulas

x, y Verdana

• � x-axis and y-axis labels
• Lowercase
• Italicized
• Used to label x- and y-axes in line graphs, scatter plots,

and
• coordinate grids

A, B, C Verdana

• Point label
• Boldface, italicized, uppercase letter (in graphics only; see

“Points” in Part IV for point labels in text)
• Used to label points and other geometric objects

ℓ Verdana • Script lowercase l
• Used as a variable and label (e.g., line ℓ)

│ Verdana • Vertical line
• Used in keys for stem-and-leaf plots

1st , 2nd Verdana • Ordinals
• Positioned on baseline (not superscripted)
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Character Typeface Description

132

H2O
Verdana

• Superscript/ subscript
• Scaled to 70% of base text size:
• 16 pt. = 11.2 pt.; 14 pt. = 9.8 pt.
• Baseline raised 60% of scaled text size, or lowered by
• 40% of scaled text size.

9: 00 a.m . 
3: 00 p.m .

Verdana • Used to indicate times of day
• Lowercase (not small caps)

100 BC/ BCE 
AD/ CE 1800

Verdana • Used to indicate eras, epochs, etc.
• Uppercase (not small caps)

Note: Special characters shall be used at the content specialist’s discretion.

B. Maximum Dimensions, Conventional Item Graphics

Table 13. Maximum dimensions for conventional item graphics

Graphic Type Width Height

Stem/ Stimulus
432 points/ pixels 
36 picas 
6 inches

288 points/ pixels 
24 picas 
4 inches

Answer-choice
180 points 
15 picas 
2.5 inches

180 points 
15 picas 
2.5 inches

Graphics shall be created as small as possible, and large enough for elements to remain distinct from one 
another. Text shall have enough white space to be read easily. Excess white space shall be eliminated.

Scaled Graphics
Graphics that are not drawn to the correct scale shall be labeled with the phrase “not drawn to scale”. Note 
that “not drawn to scale” is not punctuated.

C. Color
Color shall not be used. All elements shall be black, white, or shades of gray.
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D. Common Graphic Elements
This section provides specifications for elements that often appear in graphics.

Default Specifications
All elements shall be 100% black, and all strokes shall be 1-point, except

• Plot lines which shall be 1.5-point,
• Number-line plots and Spinner Arrows which shall be 3 points,
• Leader Lines and Gridlines which shall be 0.5-point, and

• Gridlines which shall be 50% black.

All type shall be 14-point Verdana Regular except

• Titles and Headings which shall be Bold,
• Titles which shall be 16-point, and

• Acknowledgement text which shall be 10-point

Linespacing shall be body size plus two points, i.e., 14/ 16, 16/ 18, or 10/ 12. Data 

points shall be 5.75 points in diameter. 

Note: Within individual graphics, the sizes of elements such as data points, 
tick marks, and labels may be adjusted as needed to emphasize or 
de-emphasize certain content.

Units of Measure
• In graphics, units shall be abbreviated or expressed as symbols. (See Part IV for correct abbreviations 

of units.) The abbreviated unit or symbol shall not be preceded by the word in. Units shall be enclosed 
in parentheses at the ends of titles. 

�

Correct�
Incorrect�

• Units shall not be included in
both the column/ row heading 
and in the individual cells.

Each label, heading, and title shall 
be horizonally and/ or vertically 
centered within a frame or relative 
to the element it identifes, except

• Columns of numbers which
shall be right aligned.
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Arrows
The table that follows shows specifications for arrowhead style and scale corresponding with stroke weight. 
Arrows are used in graphics such as line graphs, scatter plots, grids, and spinners.

Table 14. Arrowhead style and scale per stroke weight

Adobe Illustrator 
CS5 Arrow Stroke Scale Example

Style 9 1 point 75%

Style 9  1.5 points 65%

Style 9 2 points 55%

Style 9 3 points 55%

Keys and Scales
Keys and scales are used to provide information that helps students understand graphics. The diagrams that 
follow provide specifications for keys and scales that appear in graphics.

Fills and strokes of the Key symbol shall match those areas referred to in the figure. If an item requires the 
student to determine size or distance, the dimensions of the key symbol shall also match those in the figure.
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Key vs. Scale
A key shall be used to provide students with information that helps them identify parts of a graphic or interpret 
information in a graphic. A scale shall be used to provide students with ratios and conversions.

In the diagrams that follow, Example 1 tells students the values of graphic elements (e.g., bars in a graph, 
parts of a shape) filled with grays and patterns; Example 2 tells students how to interpret information in a stem-
and-leaf plot; and Example 3 provides students with a ratio for converting inches to feet.

Example 1: Patterns Example 2: Stem-and-Leaf Plot Example 3: Scale/ Ratio

E. Raster Images (Photographs)

Border
All cropped raster images shall be enclosed by a 1-point border.

Acknowledgment Text
Acknowledgment text shall be included in the image file for 
all images taken from copyrighted sources including print 
publications, the Internet, stock photo agencies or discs, and 
other commercial and noncommercial sources. For images that 
do not appear in selections, acknowledgment text shall appear 
as shown in this diagram. (See “Acknowledgments” in Part III for 
information about images that appear in selections.) 

Print Resolution
For paper-based tests, the number of pixels in a raster image shall be more than 1.6 times and less than 2 times 
the linescreen. If, for example, an image is to be printed 1 inch wide at 150 lines per inch, the image must be more 
than 240 and less than 300 pixels wide (> 1.6 × 150, and < 2 × 150).

Note: Print resolution does not apply to images used online.

10-point�Verdana�aligned�to�the�
right�edge�of�the�image.�T-height�
4�points�beneath�the�border.
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F. Graphs
The diagrams in this section provide specifications for bar graphs, histograms, circle graphs, line 
graphs, and scatter plots.

Bar Graphs

12�points

6�points

12�points

Top�row�or�
rightmost�column�
shall�be�empty�and�
unlabeled.

Bars�shall�be�of�
equal�height�and�
equally�spaced.

6�points

12�points

Bars�shall�be�of�equal�width�and�equally�spaced.

Labels shall have  
sufficient space 
between  to remain 
distinct from one 
another.
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Multibar Graph
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Key

Long�Labels�
rotated�45º
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Histogram
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St ack ed :  1 8  p t . Lin esp acin g
1 6  p t . Ver d an a Bo ld

61–70 71–80 81–90
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91–100

Circle Graph

St ack ed  Ti t le :  1 8  p t . Lin esp acin g
1 6  p t . Ver d an a Bo ld

Stacked
label

Label

Label Label

Label that  
doesn’t  fit

Label that  
doesn’t  fit
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Line Graphs
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1 4  p t . Ver d an a Bo ld  ( cm )

1 2 3 4 5 6 7H
ea

d
in

g
: 

1
4

 p
t.

 V
er

d
an

a 
B

o
ld

0 x
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Shared�zero�
positioned�45° �

from�vertex

Tick�Mark��
length�8�pts
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Scatter Plot
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G. Tables and Charts
The diagrams in this section provide speciÀcations for tables and charts, including pictographs and tally charts.

Text Alignment in Tables
The diagrams in this section are examples for the position and alignment of text and numbers in tables.

Tex t Nu m b er s Do l lar
Am ou n t s

Text  ent ry

Text  ent ry

Widest  text  ent ry

2

20

200

$    1.00

$  10.00

$100.00

Fr act ion s Mix ed
Nu m b er s

71
3

3
52

3
16

1
4

300.00
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Tab le Row Heig h t s

One line

Cell with
two lines

Cell with
three lines
of text

Cell with
four lines
of regular
text

Tables

Head in g St ack ed  Head in g :
1 4  p t . Ver d an a Bo ld

14 pt . Verdana

Sentence case

Stacked text
ent ry

$  10.00

$  40.00

$100.00

St ack ed  Ti t le : 1 8 p t . Lin esp acin g
1 6  p t . Ver d an a Bo ld

Head in g  ( $ )

St ack ed  Head in g :
1 4  p t . Ver d an a Bo ld

10

5

Ti t le :  1 6 p t . Ver d an a Bo ld

20

6

30

7

40

8

50

9
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Pictograph

Fav or i t e Kin d s o f Ap p les

Ap p le Nu m b er  o f  Vo t es

Washington

Golden

Granny Sm ith

Fuj i

Key

represents 1

Note: People and animals shall not be represented as half symbols in 
pictographs.

Tally Chart

Ti t le :1 6 p t . Ver d an a Bo ld

Head in g Head in g :  1 4  p t .
Ver d an a Bo ld

Text

Text  ent ry

14 pt .

Verdana

Sentence
case
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H. Coordinate Grids
The diagram in this section provides a coordinate grid example which includes plotted points, a shape, 
and a line.

Plotted Points, Shape, and Line

Note: Graphing software shall be used to render plots of functions (parabolas, etc.), 
These shall not be drawn by hand.
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I. Geometric Shapes
The diagrams in this section provide specifications for different two- and three-dimensional geometric 
shapes, including shapes with points, variables, angle measures, and color fills.

Two-Dimensional Shapes

h

b

E

D
F G

H

59° 73°
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Three-Dimensional Shapes

h

b

h

b

h

B

J. Other Types of Graphics
The diagrams in this section show specifications for miscellaneous graphics, including number lines, 
box-and-whisker plots, line plots, stem-and-leaf plots, spinners, maps, and graphic organizers.

Number Lines

–2 0 2 4 6 8 10

–2 0 2 4 6 8 10

A B C D

Box-and-Whisker Plot

Ti t le :  1 6 p t . Ver d an a Bo ld

20
Head in g :  1 4  p t . Ver d an a Bo ld
21 22 23 24 25 26 27 28 29 30



Smarter Balanced Style Guide: 
Graphic Specifications

Last revised: October 2014 97

Line Plot

St ack ed :  1 8  p t . Lin esp acin g
1 6  p t . Ver d an a Bo ld
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×
×
×
×
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×
×
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×
×

×
×
×
×

×
×
× ×

×
× × ×

Stem-and-Leaf Plot

1 6  p t . Ver d an a Bo ld
1 8  p t . Lin esp acin g

1 2 3 4 8 9 9

2 1 1 5 6 7 8 0

3 0 0 2 4 5 7

4 0 1 3 6 9 9

5 1 4 5

Key
4   6 represents 46
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Spinner

Label Label

Stacked
label

Label
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Maps
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Graphic Organizer
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Printed test  booklets must  be provided as an accommodat ion for students with disabilit ies who 
cannot  take the test  on a computer.

Test  Booklet  Speci�cat ions

Naming Convent ion
a#######_gg_CA_s15SBAC
• " a" = standard ordering character (for individual �les of the student book)
• " #######" = commodity code
• " gg = grade (03 – 08 or HS)
• " CA" = content area (“ ma” or “ el” )

Test  Book Template

Major differences between ELA, Math and Math/Spanish
test booklet templates primarily occur in the master pages
(e.g., STOP, Do Not Mark, etc.).

Page Numbering
• Continuous across sections

Item Numbering
• Continuous across sections
• Number is followed by a period, no box

Color
• Greyscale

Page dimensions
• Magazine (50p3 x 65p3)

Misc
• Session Start : Any Page
• No acknowledgement  page: Copyrights are placed 2p0 below passage.
• Spanish test  books: English and Spanish text use the same styles but English text is 60% Black.
• STOP pages: Typically placed only on right-hand pages between sessions, if the previous session ends

on a left-hand page. However, exceptions may apply, in particular in lower grades. No STOPpage
required after the last session.

ELA/Math

Scannable No

Orientat ion Portrait

Base Font Verdana

Base Face Regular

Base Size/Leading 12/14.4

Colors 1-color

D
es

ig
n 

A
sp

ec
t

121Last revised: December 12, 2014 
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General
• Designator type: GLD (with period)
• Designator pattern: Repeating
• Ligatures: No
• Column layout: 2 column
• Primary Indent: 2p6
• VAC indent: 4p6
• Item – Item spacing: 5p0
• Direction – Stimulus spacing: 1p8
• Direction/Stimulus – Item spacing: 3p0
• Header – Image spacing: 0p6
• Sample item placement: No sample items
• SAC (images) designator positions: Left center
• SAC pattern: Reverse-N

Text

The font is the same between Online-Based and Print-Based Testing. The type size however in
Print-Based Testing is smaller. See chart below for details.

Element  Type Font Face Size/Leading
Body (item) Verdana Regular 12/14.4

Item Number Verdana Bold 12/14.4
St imulus Sentence Verdana Regular 12/14.4

Sequence Verdana Bold 12/14.4
ACs Verdana Regular 12/14.4

CR Text Verdana Regular 12/14.4
Notes Verdana Regular 12/14.4

Capt ion Verdana Bold 9/11
Item-Part  Header Verdana Bold Italic 12/14.4

Direct ions Body Verdana Bold 12/14.4
St imulus Headers Verdana Bold 12/14.4

Tit le Verdana Bold 14/16
Byline Verdana Regular 12/14.4

Passages/SSt imulus Verdana Regular 12/14.4
Paragraph Numbers Verdana Bold 10

Copyright Verdana Regular 10/12
Footnote Verdana Regular 9/11

Footnote Number (in Passage) Verdana Regular 9
Footnote Number (underneath Passage) Verdana Regular 7

Graphic Let ter Designator (GLD) Verdana Bold 12

Last revised: December 12, 2014 122
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Passages
• Title – Byline spacing: 0p4
• Byline – Body spacing: 1p8
• Paragraph spacing: 0p10
• First line indent: 1p6
• Passage offset (L & R): 0
• Paragraph number offset: 0p9
• Passage – Copyright spacing: 2p0

Special Paragraph Style Aspects

Stem
Tabs: 0p0.1, 2p5.9 (any type)
Embedded: " ItemNum"  through 2 tabs

Footnote
Embedded: "FootnoteNum"  through 1 digit

"Bold"  through 1 " :"
Rule above: .5 pt , 50% black, 18p0 long (right  indent= 25p0), offset=1p0

Addit ional Paragraph Styles
CRArea 2, CRChecklist, List Lettered, VAC Header

Special Character Style Builds
Superscript: 9pt  w /  5pt  baseline shif t  
Fraction: -7pt  baseline shif t

Object  Styles
Note Box: 1 pt  black line, 10 pt  inset  all sides
CRBox: 1 pt  black line, 0 insets (12p0 or 20p0 high)

123Last revised: December 12, 2014 
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Special Inst ruct ions
• Based on " [None]"

Master

Margins
Top: 5p8
Outside: 3p5
Bottom: 5p4
Inside: 3p10 

Columns
Number: 2
Gutter: 2p0
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Grade-Content  Area
Font: Verdana
Face: Bold
Size: 14pt

Sect ion
Font: Verdana
Face: Bold
Size: 14pt

Header Line
Weight: 1 pt
Color: Black
Position: 4p1.5

Footer Line
Weight: 1 pt
Color: Black
Position: 61p7.5

T1 GoOn

Page Number
Font: Verdana
Face: Regular
Size: 12pt

Security
Font: Verdana
Face: Bold
Size: 9pt
Box: 30% Black, 9p2 x 1p2.4

Special Inst ruct ions
• Based on " Master"
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T1 Hdr

Content  Area text
Font: Verdana
Face: Bold
Size: 38/38pt
Color: Black

Grade Text
Font: Verdana
Face: Bold
Size: 32/38pt
Color: Black

Session Text
Font: Verdana
Face: Bold
Size: 28/38pt
Color: Black

Special Inst ruct ions
• Based on " Master"
• Right page only used

SBAC STOP.eps



Smarter Balanced Style Guide: 
Print-Based Testing

127Last revised: December 12, 2014 

Special Inst ruct ions
• Based on " T1 GoOn"

T1 Stop

"Do Not  Go On"
Font: Verdana
Face: Bold Italic
Size: 11/14pt

Box
Weight:  1pt
Size:  15p10 x 3p0
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Special Inst ruct ions
• Based on " Master"

DNM

Text
Font: Verdana
Face: Regular
Size: 72/86pt
Color: White

Background
Color: 20% Black
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Special Inst ruct ions
• Based on " T1 GoOn"

T2 GoOn

"Sect ion 2"
Font: Verdana
Face: Bold
Size: 10pt
Color: White

Box
Size: 5p6 x 1p2.4
Color: Black
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T2 Hdr

Content  Area Text
Font: Verdana
Face: Bold
Size: 38/38pt
Color: Black

Grade Text
Font: Verdana
Face: Bold
Size: 32/38pt
Color: Black

Session Text
Font: Verdana
Face: Bold
Size: 28/38pt
Color: Black

Special Inst ruct ions
• Based on " Master"
• Right page only used
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Special Inst ruct ions
• Based on " T2 GoOn"

T2 Stop

"Do Not  Go On"
Font: Verdana
Face: Bold Italic
Size: 11/14pt

Box
Weight:  1pt
Size:  15p10 x 3p0
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T3 GoOn

"Sect ion 3"
Font: Verdana
Face: Bold
Size: 10pt
Color: 60% Black

Box
Size: 5p6 x 1p2.4
Weight: 1pt
Color: 60% Black

Special Inst ruct ions
• Left based on " T1 GoOn"
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T3 Hdr

Content  Area Text
Font: Verdana
Face: Bold
Size: 38/38pt
Color: Black

Grade Text
Font: Verdana
Face: Bold
Size: 32/38pt
Color: Black

Session Text
Font: Verdana
Face: Bold
Size: 28/38pt
Color: Black

Special Inst ruct ions
• Based on " Master"
• Right page only used
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T3 Stop

"Do Not  Go On"
Font: Verdana
Face: Bold Italic
Size: 11/14pt

Box
Weight: 1pt
Size: 15p10 x 3p0

Special Inst ruct ions
• Left based on " T3 GoOn"
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At tn Stop

"Do Not  Go On"
Font: Verdana
Face: Bold Italic
Size: 36/43pt

Special Inst ruct ions
• Left based on " Master"

SBAC STOP.eps 
@ 485%

The following pages show dummy items in a test  booklet  environment . 
The examples show one content  area per session: Session1: ELA, Session 2: 
Math/English, Session 3: Math/Spanish. This setup is for demonst rat ion  
purposes only; SBAC test  books only contain one content  area per booklet .



<Content Area> 
Summative Assessment

Paper-PenciI Test Booklet 
Grade 4

XXXXXXX



Copyright Text Placeholder. Henda ere net que o�ciis et explit aut la con por alique suntur. Et o�ciam vernam sin reperatus, 
optaero vitatibus alit, simi, con pelesci blatur autem aceatem. Vit que paria nosam am, simodit evellest volupta periantianda  
volorpor re velesendi cone re volectotatur magnam, nonem laceseq uidelit es molenis voluptat. Et o�ciam vernam sin reperatus, 
optaero vitatibus alit, simi, con pelesci blatur autem aceatem. Vit que paria nosam am, simodit evellest volupta periantianda  
volorpor re velesendi cone re volectotatur magnam, nonem laceseq uidelit es molenis voluptat.



En g l ish  Lan g u ag e Ar t s
Gr ad e 4

Session  1

1



SECURE MATERI ALS 2

Gr ad e 4  ENGLI SH LANGUAGE ARTS Session  1

f r om  Passag e Ti t le
by Author

Passage -  adit  lam  se ir it  ut  lor sed t in utem  elit   qui blaor in ut  dolore acipis augueri 
liquat  lutem  zzrit  wisis euip et  lort ie te dolore m in, vulla cor atum  ing essit  loreriure 
volore vel.

St im u lu s Head er

Shared I m age

Passage -  Feugait  vel in henim  zzr iliqui t ionsenisit ,  suscin henim  ir iuscilisim  ea 
consecte diam  quis non ut  volort ie facil enisse eum eu feuisit  augue t ionsent  acil 
ulput  lorero dolut  

Passag e Su b h ead
Passage -  Xer sequis nost ie te doluptat is augiam, con vel ir iliquis dunt  vulputatue 
corem zzril dolobor er iust ing eum  veniam  zzrit  ad modipit .
I  am , si t ing c-style Underline zzrit  ad c-style Underline Descend euipit  amet  nos ad 
diab m incidunt  aute m agna aliquibissi.

Di r ect ion s –  Qu at u e v o lo r er ost o  co r t in g  eu g iam c t ar i t u m  qu ar v is on seq u i  
b lao r  p er iu r e d o  eu g ai t .

A l iq u at  in  eu m  zzr i l l a  m con u l lam et  ea f acin  er aeseq u is n u m  d u n t .

Copyright  -  Quatue volorerosto cort ing eugiamc onsequi blaorperiure do eugait  aliquat  in eum zzrilla 
mconullamet  ea facin eraesequis num  dunt  eraessi.
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Gr ad e 4  ENGLI SH LANGUAGE ARTSSession  1

   1 .  Stem  -  Autatumque a dipsandi dolorer ibus aruptatur m odat .

Stem  2 -  Duis acil eugue tem quatum eraest rud.

St im ulus I m age

Stem  2 -  Delenit  ver sequat . Magnit  ir iure b est  od m agna.

VAC -  Magnit  ir iure exero od magna aliquiscilit

VAC -  Wtoisil ir il et  quat

VAC -  Dipum in ut  euguer

VAC -  Wonton um pa ta

   2 .  Stem  -  Putpat  del ea facilit .

Stem  2 -  Putpat  del ea facilit , conulputat . Duis acil eugue tem.

• �List  -  Greanpu kaj lsd as m orgulus var lilis
• �List  -  Sodfigg
• �List  -  Kr ilomuff as dori

Stem  2 -  Putpat  del ea facilit , conulputat . Duis acil eugue tem.

VAC -  Answer choice 1

VAC -  Answer choice 2

VAC -  Answer choice 3

VAC -  Answer choice 4

St im ulus I m age
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Gr ad e 4  ENGLI SH LANGUAGE ARTS Session  1

f r om  Passag e Ti t le
by Author

1   Passage Numbered -  se m olorem ir it  ut  lor wiyol elit  adit  buroni blaor in ut  dole 
venit  dit   vullam  nonse dunt .

Shared I m age
 

Pu t p at  d el  ea f aci l i t

2   Sequat , si ea conulputem 1 nissism  olessequat  nit  iure consequam zzriure 
dolorem  at  alis aut  nonsequate nos. 

3   Eratetum  alisim  zzr illu ptat ing er sisci esed tet  lor am  quisi. Hent  iurer susci te 
facidunt  autet  er iusci psuscidunt

1
Footnote:  quat ie consed dolore

f r om  Passag e Ti t le
by Author

St imulus Expanded -  For use with st im ulus text  that  will include either fract ions or 

other inline objects.

Oressit  is est  apit i odio voluptam fogget ry doluptanobis idi nam  nonse nis nos 

eosapeliae dolupt i aut   untusci m inctur?

Me id qui dolesed esequiberum eum  re, nonet  ra 
1
2 qui od enecat intur? Quisit  

acernat iat is nis dolupta nim ilique sam  que.
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Gr ad e 4  ENGLI SH LANGUAGE ARTSSession  1

 4 .  Stem  -  Putpat  del ea facilit ,  conulputat .

St imulus Sentence -  Dufo ywf gfj iol j lj o asa.

Stem  2 -  Putpat  del ea facilit ,  conulputat . Duis acil eugue.

VAC -  Answer choice 1

VAC -  Answer choice 2

VAC -  Answer choice 3

VAC -  Answer choice 4

 3 .  Stem  -  Putpat  del ea facilit ,  conulputat .

Stem  2 -  Putpat  del ea facilit ,  conulputat . Duis acil eugue.

VAC I m age

VAC I m age

VAC I m age

VAC I m age



SECURE MATERI ALS 6

Gr ad e 4  ENGLI SH LANGUAGE ARTS Session  1

End of  English  Language Ar t s—Session 1 .
Do Not  Go On.

5 .  Stem  -  Eraa conse m in hent  ip elesto odo.

Par t  A

Stem  2 -  Eu feugait  wis num ver sed magnit  velisis eugiate dio comm odi 
onsendre tatum  in ero el ilit  am  vullaore conulla.

VAC -  Answer choice 1

VAC -  Answer choice 2

Par t  B

Stem  2 -  Comm odi onsendre tatum  in ero el ilit  am  vullaore conulla.

VAC -  Answer choice 1

VAC -  Answer choice 2

VAC -  Answer choice 3

VAC -  Answer choice 4



Do Not  Go On.

End of  English  
Language Ar t s— 

Session 1 .
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DO NOT
MARK
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Mat h em at ics
Gr ad e 4

Session  2
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SECURE MATERI ALS 10

Gr ad e 4  MATHEMATI CS Session  2

  6 .  Stem  Fract ion -  Putpat  del ea facilit ,  conulputat . Putpat  del ea facilit ,  

conulputat . Duis acil eugu Di dem  
1
2 adi quia  vel id quo.

VAC -  Answer choice 1

VAC -  Answer choice 2

VAC -  Answer choice 3

VAC -  Answer choice 4

  8 .  VAC AnsC -  Answer choice 1 only. Magnit  ir iure exero od magna.

VAC -  Answer choice 2. Wtoisil ir il et  quat  vullum s andigna.

VAC -  Answer choice 3. Dipum in ut  euguer delenit  ver sequat .

VAC -  Answer choice 4. Exerot  odmagna aliquiscillit  wisl ir il.

   7 .  Stem -  Putpat  del ea facilit ,  conulputat .

St im u lu s Seq  -  1 , 2 , 4

Stem  2 -  Putpat  del ea facilit ,  conulputat?

VAC -  
1
2

VAC Fract ion ( for consistent  spacing am id VACs w/ fract ions)

VAC -  
1
2

VAC -  
1
2



SECURE MATERI ALS11

Gr ad e 4  MATHEMATI CSSession  2

  9 .  Stem  -  Autatum que a dipsandi doloreribus aruptatur mod?

SAC -  AC 1   SAC -  AC 3

SAC -  AC 2   SAC -  AC 4

1 0 .  Stem  -  As autatum que a dipsandi doloreribus aruptatur mod. Ed magna. Dipum  
in ut  delenit?

SAC 
I m age

   

SAC 
I m age

   

1 1 .  Stem  -  Autatum que a dipsandi doloreribus aruptatur mod. Num dolut  accum  
ing. Lorperos num  zzr ilisl illumm o dolore magna faciduipis adigna feuisissi.

 

HAC 
I m age

   



SECURE MATERI ALS 12

Gr ad e 4  MATHEMATI CS Session  2

End of  Mat hem at ics—Session 2 .
Do Not  Go On.

 1 2 .  HAC AnsC Hasdsds Jgdg tdt tds Lkingtom  st

1 3 .  Stem  -  Eraa conse m in hent  ip elesto odo. Eu feugait  wis num  ver sed magnit  
velisis eugiate dio com modi onsendre tatum  in ero el ilit  am  vullaore conulla.

 Yes No

a. List  Let tered ( Y)  ( N)

b . List  Let tered ( Y)  ( N)

c. List  Let tered ( Y)  ( N)

1 4 .  Stem  -  Eraa conse m in hent  ip elesto odo.

Par t  A:  (unlike ELA, Math has “Part  A”  and “Part  B”  set  in italic, with colon)

Stem  2 -  Eu feugait  wis num ver sed magnit  velisis eugiate dio comm odi 
onsendre tatum  in ero el ilit  am  vullaore conulla.

VAC -  Answer choice 1

VAC -  Answer choice 2

Par t  B:

Stem  2 -  Comm odi onsendre tatum  in ero el ilit  am  vullaore conulla.

VAC -  Answer choice 1

VAC -  Answer choice 2

VAC -  Answer choice 3

VAC -  Answer choice 4



End of  Mathem at ics— 
Session 2 .

Do Not  Go On.
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Fin  sesión 2— 
Matem át icas.

No cont inues.

NO
MARCAR

ESTA
PÁGI NA



Mat em át icas
Gr ad o  4

Sesión  3
( Tar ea d e d esem p eñ o)

15



SECURE MATERI ALS 16

Gr ad o  4  MATEMÁTI CAS  Sesión  3

Est a sesión  con t ien e u n a t ar ea de desem p eñ o . Lee la  sig u ien t e in f o r m ación  
sob r e t u  t ar ea. Lu ego  r esp on de a los t r es p r ob lem as qu e apar ecen  a 
con t in u ación , v o lv ien do  a  u t i l i zar  est a  in f o r m ación  cad a v ez q u e sea 
n ecesar io . Asegú r at e d e escr ib i r  t u s r esp u est as en  t u  cu ad er n i l l o  d e 
r esp u est as. 

Th is session  con t a in s a p er f o r m an ce t ask . Read  t h e f o l low in g  in f o r m at ion  
ab ou t  y ou r  t ask . Th en  r esp on d  t o  t h r ee p r ob lem s t h at  f o l low , r ef er r in g  b ack  
t o  t h is in f o r m at ion  as o f t en  as n eed ed . Be su r e t o  w r i t e  y ou r  an sw er s in  
y ou r  an sw er  b ook let .

ACESERESTO I PI S
NI MUSA VI TAEPEL

Deruptate corehent , qui nos ut  haribust io. Nam  earistem  reperibus, sunt iat is magnis 
renim int , ut  eum quo quo essim pore, od quisim  quat ia dit ibus. 

Aquis re volorehenit  resto con cor as m in porenim  poreres t iossim  porestem . I s adita 
aut  m aio conectates dolupta ipsunt  asped et .



SECURE MATERI ALS17

 Gr ad o  4  MATEMÁTI CAS  Sesión  3

 1 . Adit  aut  fugia prem  quos dolor ia in eruptatur. Rum enim  illabor uptat ianim in 
nat io elique cuscillisqui blant  evelenis ad que dit .

Omnia et  enit ium  est , undi bearchi ligenias etur repernatus dolupta niscidel 
m osae et  es es vendele ct iunt ias qui rerci unt  estorerit  labo. 

Et  ese int  verum et  rerorae ct ibus volumet  occum  cus eos res dem quiaecus.

Adit  aut  fugia prem  quos dolor ia in eruptatur. Rumenim  illabor uptat ianim in 
nat io elique cuscillisqui blant  evelenis ad que dit .

Omnia et  enit ium  est , undi bearchi ligenias etur repernatus dolupta niscidel 
m osae et  es es vendele ct iunt ias qui rerci unt  estorerit  labo. 

Et  ese int  verum et  rerorae ct ibus volumet  occum  cus eos res dem quiaecus.

¿I genias etur repernatus dolupta niscidel mosae et  es es vendele? 

Vendele ct iunt ias qui rerci unt  estorer it  labo?



SECURE MATERI ALS 18

Gr ad o  4  MATEMÁTI CAS  Sesión  3

Fin  sesión 3—Matem át icas.
No cont inues.

 2 . Dae int ior it  la voles ullatus, nonest ia sim olecto est iis doloriae. Nam , sunt  
fugit  es re dolum  fugit  ium  re latem pero et  venet  ligendipsam quiae ducieni 
m agnates adis reptat  asperum dus dolectorro blandem.

¿Equiatur so lo r i s unt , ut  at iant?

  Dae int ior it  la voles ullatus, nonest ia sim olecto est iis doloriae. Nam , sunt  
fugit  es re dolum  fugit  ium  re latem pero et  venet  ligendipsam quiae ducieni 
m agnates adis reptat  asperum dus dolectorro blandem.

Equiatur so lo r is unt , ut  at iant?

3 .  Sed quos seditem. Omnim agnim o berist i atatquo dignis dolorept iam  facipide 
quo tet  faccum  doluptatum aliquat  issitatur sin comni.

  Sed quos seditem. Omnim agnim o berist i atatquo dignis dolorept iam  facipide 
quo tet  faccum  doluptatum aliquat  issitatur sin comni.

 Sí  No  
 Yes No

a. 

 ( Y)  ( N)

b . 
 ( Y)  ( N)

c.  ( Y)  ( N)



Fin  sesión 3— 
Matem át icas.

No cont inues.
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NO
MARCAR

ESTA
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NO
MARCAR
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