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Forms Camp Topics

1. Form Design – On Demand

2. Plain Language – On Demand

3. Accessibility – Today!
4. User Testing – 8/10

5. Form Review and Revision – 8/17

6. Automation – 8/24 



Campers are muted and off camera.

Webinar is being recorded and will be available at 
ncsc.org/webinars and on the Forms Camp page at 
ncsc.org/formscamp2022.

Use the Q&A box for questions.

Materials from will be posted
on the Forms Camp page at 
ncsc.org/formscamp2022

Forms Camp Logistics



Connect with NCSC

Follow @StateCourts

#NCSCWebinar
#FormsCamp2022



Forms 
Accessibility:

Accommodating Litigants 
with Limited English 
Proficiency, Low Literacy 
and People with 
Disabilities

The path begins here!

Paula Couselo-Findikoglu 
Deputy Director, Court Services Division
Diversity and Inclusion
New Mexico Administrative Office of the Courts

Peggy Cadwell
Statewide ADA Title II Coordinator
Diversity and Inclusion
New Mexico Administrative Office of the Courts



How did we get here?

And where is New Mexico?.....



New Mexico, The Land of Enchantment



About New Mexico
● 50.1% of population is Hispanic or of Latino origin1

● 23 federally recognized tribes:2

○ 20 Pueblos
○ Diné, Mescalero and Jicarilla Apache Nations

● 10% of population reports speaking English “less than very well”3

● 8.1% of population are LEP speakers of Spanish vs. 5.7% nationally 
● 36% of the population speak a language other than English at home:

• 79% Spanish
• 10% Navajo
• 5% Pueblo languages
• 92 languages other than English spoken at home

12021 US Census Bureau estimates
2 NM Secretary of State
32010 Census Data (MPI-MLA)



● 1 in 5 adults in NM reads at or below a fifth grade level.1

○ 29% of NM adults read at the level of a 5 to 7 year old.2

● 18.2% of New Mexicans live below the poverty line.3

○ 73.4% of NM students participate in the national schools lunch 
program.

1ReadWest.org
2NM Kids Count Data Book (NM Voices for Children)
3 NM DWS



Disabilities in New Mexico

Centers for Disease Control and Prevention (CDC), Disability and Health Data System (DHDS)

https://www.cdc.gov/ncbddd/disabilityandhealth/dhds/data-guide/status-and-types.html#status


Our Mission

Promote universal accessibility to forms in order to foster 
inclusive service in our courts.



Today’s Camp Roadmap:

Forms as 
Vital 

Documents

Multilingual 
Forms

and Filings
Scribing 
Services

Community 
Impact

Steps to 
Getting 
Started

Accessible 
Forms



Let’s get started!



Filling out forms – A fundamental task in almost every court process 
for SRLs to be able to meaningfully participate in their case.

• ADA Title II - Nondiscrimination on the Basis of Disability in State and Local Government Services prohibits discrimination against 
qualified individuals with disabilities in all programs, activities, and services of public entities. It applies to all state and local governments, 
their departments and agencies, and any other instrumentalities or special purpose districts of state or local governments.

• Title VI provides that no person shall: “on the ground of race, color, or national origin, be excluded from participation in, be denied 
the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance.''

• Under Department of Justice (DOJ) regulations implementing Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d, et seq. (Title VI), 
recipients of Federal financial assistance have a responsibility to ensure meaningful access to their programs and activities by Limited 
English Proficient (LEP) persons.

• Title VI further forbids recipients from “restricting an individual in any way of the enjoyment of any advantage or privilege enjoyed by others 
receiving any service.

• Executive Order 13166 signed August 11, 2000 extended Title VI requirements to federal agencies and those agencies which they fund.



• Vital documents: DOJ expects recipients to provide “vital documents” in frequently-encountered languages.
• Criteria used by the NM to determine vital documents are: 

• Frequency of use
• Use by Self-Represented Litigants
• Risk of harm if misunderstood.

• DOJ regulations forbid recipients from “utilizing criteria or methods of administration which have the effect of 
subjecting individuals to discrimination because of their race, color, or national origin, or have the effect of defeating or 
substantially impairing accomplishment of the objectives of the program as respects individuals of a particular race, 
color, or national origin” (28 CFR 42.104(b)(2)). Law requires all recipients of Federal financial assistance from DOJ to 
provide meaningful access to LEP persons. 

• Effective communication at all points of contact: DOJ states that language access implementation “requires ensuring 
effective communication at all points of contact between an LEP person and your agency.”

• Onus on the recipient, not the LEP. Per DOJ: “Agencies should avoid using family members, children, friends, and 
untrained volunteers as interpreters because it is difficult to ensure that they interpret accurately and lack ethical 
conflicts.”

Forms as Vital Documents



Multilingual Forms and Filings



Common 
barriers SRLs 

encounter 
when filling 
out forms

● Lack of familiarity with court processes 
and legal language

● Limited English Proficiency

● Disabilities –Blindness, low vision, color 
blindness, hearing impairments, cognitive 
impairments, motor disabilities

● Low Literacy

● Digital Divide



NM Process
for Creating 
Multilingual 

Forms

● Working Group –Stakeholders
● Priority areas 

○ Domestic Violence
○ Domestic Relations
○ Case specific - court specific
○ Guardianship, Conservatorship
○ Landlord-Tenant, Eviction

● Languages –Spanish, Navajo, Vietnamese, 
Chinese, Arabic

● Format –Interlinear/bilingual vs. monolingual
● Pilots –Domestic Violence and Family Court 
● Funding –Reallocated resources 
● Translation vendors –Issued RFP
● Community Outreach 

○ Advocacy organizations and Judiciary’s website



Translation 
of 

Pleadings? 

● What happens once forms are 
provided in languages other than 
English?

● Can SRLs fill out forms in languages 
other than English?

● What does the translation process 
look like?

● How does the filing process look like? 



Petition for Order of Protection 





Petition for Order of Protection –Narrative 



Post Judgment  application for writ of restitution



3-day Notice of Nonpayment of Rent



Translation Portal





Non-English Filings

The original 
document is 
filed with 
the English 
translation 
in Odyssey 
under CRT 
code. 



Accessible Forms



Guidelines for Accessible Documents
Section 508

Section 508 of the Rehabilitation Act of 1973 (amended in 1998 and codified in 29 U.S.C. 794d) is a federal law requiring all electronic 
and information technology (EIT) used by the government and organizations receiving federal funding to be accessible to people 
with disabilities. 

WCAG

The Web Content Accessibility Guidelines (WCAG) was created by World Wide Web Consortium (W3C) and covers a wide range of 
guidelines for making web content more accessible. 2018 brought the release of version 2.1. We expect version 2.2 soon and version 
3 is in its draft stage.

HHS

The United States Department of Health and Human Services (HHS) establishes policies and responsibilities for implementing 
Section 508 compliance. Originally implemented in 2011, these internal standards apply to web pages, applications, and all attached 
and downloadable files.

PDF/UA

Portable Document Format Universal Accessibility (PDF/UA) ISO 14289 is the standard for universally accessible PDF documents and 
forms. Compliance provides a top-quality reading and navigating experience for people using all types of confirming assistive 
technologies.

https://www.w3.org/TR/WCAG21/
http://www.w3.org/
https://www.hhs.gov/web/section-508/index.html
https://www.pdfa.org/resource/iso-14289-pdfua/


Quick Tips
● Offer forms in alternative formats. –Braille, audio, electronic or large print, etc.
● Let court users know how to obtain copies in alternative formats and languages. –Make 

ADA/LAS contact information publicly available on your website
● Staff training: Make sure staff know what materials are available and how to use them.
● Keep font size large/legible. –Keep in mind multilingual forms will be longer!

○ Don’t use complicated or decorative fonts. 
● Make sure that forms are readable by screen readers.

○ Left aligned text is easiest to read and works best with screen readers.
○ Include alternative text (alt text). –Written description of images

● Evaluate readability using free accessibility checkers. –Intent Based, AChecker, Cynthia 
Says, FAE, Magenta, TAW, WAVE, SA11y

● Use high contrast colors; no red or green. Don’t use colors as identifiers. 



Requesting Accommodations



Scribing Services



Scribing

What is Scribing? 
Court staff or volunteers write in the answers in forms to help individuals who are not able to fill out court 
forms 

Who is it for? 
• LEPs
• Individuals with low Literacy 
• People with disabilities
• Populations with limited access to a computer/internet 

Who can provide assistance?
• Court Staff
• Volunteers: A person who is not employed by the judicial branch, but who is authorized and 

scheduled by the court to provide scribing assistance. 
• MOU with ReadWest –Literacy Organization provides volunteers

https://readwest.org/


Scribing Process

How does the process work?
• Statement of Need from the individual
• Staff Assessment 
• Scheduling with a volunteer and interpreter if needed

What happens during the session?
• Volunteer reads out the form 
• Writes down the exact answer
• Volunteer does not provide legal advice or personal opinions
• Maintains confidentiality
• Documents the interaction by filling out the Needs Assessment Data



Statement of Need – Court User

Part 1:
Volunteer/court staff 
reads the statement to 
the litigant and ask 
them to sign or mark 
the form in any way 
that is appropriate for 
that person.



Statement of Need – Volunteer/Court Staff
Part 2: 
Completed by 
volunteer/court staff 
providing the service, 
including the interpreter or 
Language Access Specialist, 
if present.

Part 3: 
Completed by the 
volunteer/court staff for 
data collection purposes.



Scribing Pilots

Ninth Judicial District Courts
• Low volume court; rural population
• Scribers: Primarily Judicial Specialists and Language Access 

Specialists
• Priority areas: 

• 80% provided to potential jurors who are not able to access a 
computer or the internet 

• 20% of services provided to LEP and individuals with 
disabilities in DV and DR cases

Second Judicial District Court 
• High volume court; metropolitan area
• Scribers: Trained ReadWest Volunteers and Court Interpreters
• Priority areas: Self-Help center –Predominantly domestic 

violence/relations cases



New Mexico Scribing Program: Training and 
Multilingual Communication Resources Grant

2020 State Justice Institute awarded the NM AOC a grant to receive technical 
assistance from NCSC in order to expand the Scribing Pilots. 
Project Phases:

1) Telephonic Interviews 
2) Review of the AOC’s online content and hard-copy resources 
3) Development of multilingual informational resources and online training 

modules for court staff and scribing volunteers



Scribing Materials



Video with infographics let the court user know about 
Scribing services



Scribing video available in English, Spanish and Navajo



Flyers let the court 
users know which 
services are 
available at their 
local courts.



Bilingual flyer 
provides general 
information about 
scribing and 
language access 
services.



Community Outreach



Community Outreach –Spanish 



PSA: Availability of Scribing Services

• English: Availability of Scribing 
Services_PSA_English.mp3

• Spanish: Availability of Scribing 
Services_PSA_Spanish.mp3

• Navajo: Availability of Scribing 
Services_PSA_Navajo.mp3

https://drive.google.com/file/d/1VOMnrwNZwufmkXjE42B2eU28sHAjUdoV/view?usp=sharing
https://drive.google.com/file/d/1eh_uSMVNL5FpIgIa98BDiwSHJ-N1VBQg/view?usp=sharing
https://drive.google.com/file/d/1zuD9srSysAIZJQkDA0A5KATUCkZX7x7R/view?usp=sharing


Scribing Volunteers and Court Staff

● Overview of Court System
● Scribing Process
● Role of the Scribe
● Types of cases
● Population Served
● Remote Scribing Services
● General Rules
● Scenarios

Training Modules



Community Impact



I absolutely love the scribing program!
“In small rural communities such as ours, there are no agencies that assist pro-se filers. There are no free or 
reduced-cost services nor are there any self-help programs. Therefore, the scribing service is greatly needed 
and appreciated in our community.  

Over the past several years, cases have shifted from those where litigants were predominantly represented by 
lawyers to those where pro-se filers are most common. According to the Odyssey case management system, 
in Roosevelt County in 2018 approximately 96% of Domestic Violence cases were filed pro-se. 76% of 
Dissolution with Custody cases had at least one pro-se party and Kinship/Guardianship was at 75% pro-se. I 
think it’s safe to say that in these areas of the courts, pro- se is no longer a matter of growth, but rather the 
status quo at a saturated level.  

The courts have responded to the growth of self-represented litigants by becoming more user-friendly. Pro-se 
packets are available and some courts provide a monthly Domestic Clinic.  Information is available through 
the Internet which includes an online Self-Help Guide and downloadable forms in multiple languages, as well 
as new interactive fillable forms. The larger courts are fortunate enough to have self-help centers that 
provide information, directions and answers for an array of procedural questions. But if the self-represented 
litigant cannot use the tools provided to them due to disability, illiteracy or a language barrier, then they are 
of no value to the filer.  

Again, in our small rural communities, attorney services are out of reach for some, and free or reduced-cost 
services are not readily available to those who need assistance. The New Mexico Courts have taken long 
strides to accommodate people’s differences. Now it is now time to implement the next step: Scribing.”

–Vicki Wilkerson, Judicial Specialist Supervisor, Ninth Judicial District, Portales, NM



Fair Family a little bit fuller

July 22, 2020  John and Grace Fair of Portales, with their newly adopted sons, Josiah, Jeremiah, and 
Jayven. PORTALES — After 40 years of marriage — and at the ages of 70 and 85, respectively —
Grace and John Fair of Portales became new parents. Williamson, Betty. “Fair Family a little bit 
fuller.“ The Eastern New Mexico News, July 2020.

“I walked in one day and Vickie told 
me she was glad to see me and that 
now she could help me fill out the 
paperwork because of this pilot 
program,” Grace said.



Improving Forms Accessibility         
- Getting Started



Tips 
to

Getting 
Started!

1. Identify stakeholders 
2. Identify priority areas
3. Select languages 
4. Decide the format –bilingual/interlinear 

vs. monolingual
5. Launch pilots
6. Assess results and viability of expansion
7. Train courts and provide public notice
8. Implement forms statewide (phased 

approach)
9. Assess progress and make program 

adjustments
10. Move on to the next set of forms



This camp promoted the 
following qualities…

• Intellectual curiosity
• Develop problem-solving skills
• Collaborative Learning
• Team building 
• Service and Support to others



It’s been a pleasure being your 
camp guides today!



Your Guides Today:
Paula Couselo-Findikoglu 
Deputy Director, Court Services Division
Diversity and Inclusion
New Mexico Administrative Office of the Courts
Cell: (505) 270 0206 - Email: aocpvc@nmcourts.gov
Website: nmcourts.gov/services-programs

Peggy Cadwell
Statewide ADA Title II Coordinator
Diversity and Inclusion
New Mexico Administrative Office of the Courts
Cell: (505) 414-5313- Email: aocpxc@nmcourts.gov
Website: www.nmcourts.gov/home/americans-with-
disabilities-ada/

https://urldefense.com/v3/__http:/nmcourts.gov/services-programs__;!!AC6I9WoD!WCQ-HIVaToPro9GsdF_s43dJLMvu19Uo7bcLXoVRduUPYVDCImgyAc2HDTNG_79Qc7YT2A$
http://www.nmcourts.gov/home/americans-with-disabilities-ada/
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