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Preface

Under Section 508 of the Rehabilitation Act, agencies must provide employees and members of the public who have disabilities access to electronic and information technology that is comparable to the access available to employees and members of the public who are not individuals with disabilities.  The law applies to all Federal agencies when they develop, procure, maintain, or use electronic and information technology.  Section 508 was enacted to eliminate barriers in information technology, to make available new opportunities for people with disabilities, and to encourage development of technologies that will help achieve these goals.  

This reference manual was developed to provide a starting point for implementation of Section 508 within an agency.  As each agency has it's own way of doing business this document was designed as a reference to assist Section 508 Coordinators with their respective duties and to give them a tailorable product that can be enhanced to fit their specific environment.  

Agency responsibilities for the implementation of Section 508 include incorporating the new requirements into policy and practice as it relates to development, procurement, maintenance, or use of electronic and information technology; managing administrative complaints; and responding to reporting requirements. 

This is a dynamic manual.  As Section 508 interpretation and compliance matures, updates will be issued.  The electronic version of this document (www.section508.gov) will directly link you to referenced on-line resources.  The hard copy, which will be provided to all current Federal Section 508 Coordinators, has been organized to allow the addition of information that is specific to each agency and to provide quick access to information. 

The General Services Administration would like to thank all the people who have given so much to make this initiative a success with the hopes that this manual will make your job as Federal Section 508 Coordinators a little easier.

SECTION 508 REFERENCE MANUAL

“UNDERSTAND THE STANDARDS”
Mission

The purpose of this document is to provide information on the background and issues related to implementation of Section 508 of the Rehabilitation Act and the impact of this Act on your organization.

Introduction 

The electronic and information technology (EIT) revolution offers many challenges, but none perhaps so daunting as the assurance of accessibility and usability of these critical technologies to all people, including those with disabilities.  In many ways, the "wired universe" of EIT has acted as a liberating communications catalyst for people with disabilities.  Yet, the rapid advances in this sector can also pose serious technological barriers for people with disabilities, including Federal employees, if accessibility is not assured.

Section 508 of the Rehabilitation Act, as amended in 1998 (PL 105-220), represents a departure in Federal efforts to assure a "level playing field" for people with disabilities in the EIT sector. On August 7, 1998, President William J. Clinton signed into law the Workforce Investment Act of 1998, which includes the Rehabilitation Act Amendments of 1998.  Section 508 of the Rehabilitation Act requires that when Federal agencies develop, procure, maintain, or use electronic and information technology, they shall ensure that this technology allows: 

· Federal employees with disabilities to have access to and use of information and data that is comparable to that by Federal employees who are not individuals with disabilities, unless an undue burden would be imposed on the agency, and

· Individuals with disabilities, who are members of the public seeking information or services from a Federal agency, to have access to and use of information and data that is comparable to that provided to the public who are not individuals with disabilities. 

The law requires the development of standards to establish a minimum level of accessibility that will be enforceable through Federal procurement regulations, establishes a complaint procedure, and institutes new agency reporting requirements.  

Statement of Need

According to the Survey of Income and Program Participation (SIPP) conducted by the U.S. Bureau of the Census, there are 54 million Americans with some level of disability.  About half of those experience severe disability. Of working age people (age 15-64), 18.7%, or 32.1 million, have a disability.  These numbers are expected to continue to increase due to the aging of the U.S. population. 

According to the Presidential Task Force (Re-charting the Course:  Turning Points) there are 167,902 Federal employees with reportable disabilities or functional limitations.  The Federal government is working to become a “model” employer in terms of hiring, accommodating, and promoting people with disabilities.  The creation of the Presidential Task Force on Employment of Adults with Disabilities, Executive Order 13163 (requiring Federal government to hire 100,000 individuals with disabilities over the next five years), Executive Order 13164 (requiring Federal agencies to establish procedures to promote the development of consistent policies and procedures for providing reasonable accommodation), and most recently, the New Freedom Initiative (http://www.whitehouse.gov/news/freedominitiative/freedominitiative.html) are part of this effort.  Implementation of Section 508 also is a critical element of this coordinated initiative. 

EIT requires a special emphasis as it has fundamentally changed the workplace and is expected to continue to shape the work environment for many years to come. EIT can either be a barrier to or facilitator of employment for many individuals with disabilities depending on whether or not it is accessible. If the technology available is accessible, it will support and facilitate the accommodation process for individuals required by Sections 501 and 504 of the Rehabilitation Act.

Individuals with disabilities may have a range of functional limitations.  These include upper and lower mobility limitations, manipulation limitations, blindness or low vision, deafness or hearing limitations, and speech or cognitive limitations.  Over 800 individuals with these kinds of limitations participated in either a focus group or web survey designed to identify barriers and needs related to EIT.  These data were collected for a Report to the President on Strategy for the Development and Transfer of Assistive Technology and Universal Design in 2000, written by the Interagency Committee on Disability Research.  

Major crosscutting themes that described the needs of individuals with a range of disabilities related to information technology were identified.  Not all of the themes identified in this report were covered by Section 508.  Some are covered by other legislation, such as Section 255 of the Federal Communications Act.  The themes do provide an overview of the needs disabled people have to access electronic and information technology and are worthy of mentioning here in a discussion of EIT.  They include:

· Reduced costs of information technologies.

· Flexibility in both the operation of and customization of technology, including data input and output protocols.

· Compatibility with a range of assistive/adaptive technology devices.

· Compatibility with older products.

· Standards for the development of new technology, especially telecommunications devices and computer-related hardware and software.  

· Effective training and user-friendly instruction manuals.

· Timely and inexpensive maintenance and repair services.

· Technology service and support staff  (i.e., sales, maintenance, help desks) that is flexible and understand accessibility issues.

· Companies should seek more consumer input from a variety of people with disabilities in development of technology products and services.  

Specific barriers raised by individuals who are deaf or hard-of-hearing were:

· Lack of access to audio-based information transmitted via video, on computer, or by telephone. 

· Lack of interface between digital cell phones and most digital hearing aids.
· Limits of email, two-way pagers, and relay services since none offers the ability to communicate in real time. 

Specific barriers raised by individuals who are blind or have visual impairments were:

· Unreliable conversions of both regular print on paper and digitized print to accessible formats (using scanners and screen readers).  

· Difficulty using computers and the Internet, especially on-screen menus, spreadsheets, databases, and graphic interfaces.

· Lack of accessibility of new electronic commerce (particularly on-line banking and shopping) services.

· Lack of accessibility of palm-sized computers. 

· Use of hard to see LCD displays over LED displays on copiers and fax machines.  

Specific barriers raised by individuals with mobility and manipulation limitations were:

· Plugs, jacks and controls on equipment are often too small and close together which makes them difficult to reach and operate.

· Tools to make adjustments or repairs on equipment require too much fine motor control to use.

Specific barriers raised by individuals with cognitive limitations were:

· Too much information can be provided by technology, which is overwhelming.

· Instructions for use are too complex.

· Programming devices are too difficult, thus limiting use of available features.
These needs and barriers illustrate how inaccessibility can negatively affect activities most of us take for granted, such as using the telephone and reading email. Therefore, accessibility of EIT is key to facilitating opportunities for people with disabilities, whether Federal employees or the general public, to access information and services, obtain and maintain employment, participate in community activities, and contribute to society. The Federal government is leading the way with implementation of Section 508.  The Federal procurement system must promptly and effectively deliver accessible EIT incorporating current technologies, including advances in accessibility to effectively meet its mission and mandates. This law is likely to impact the private sector due to a “trickle down” effect, thus improving opportunities for all citizens with disabilities.  

Section 1:
Key Features of Section 508

Section 508 was originally added to the Rehabilitation Act in 1986, establishing non-binding guidelines for technology accessibility.

In 1998, Section 508 was amended to require that EIT developed, procured, maintained, or used by Federal agencies, including the U.S. Postal Service, be accessible to people with disabilities.  This amendment significantly expands and strengthens the technology access requirements in Section 508 by creating binding, enforceable standards and incorporating those standards into Federal procurement regulations.  Federal agencies must now use these standards in all their EIT acquisitions.

Consistent government-wide standards will make it easier for Federal agencies to meet their existing obligations to make their technology systems accessible to people with disabilities, and will promote competition in the technology industry by clarifying the Federal market's requirement for accessibility in products intended for general use. The amended Section 508 also establishes a complaint procedure and reporting requirements, which further strengthen the law.

The requirements of Section 508 apply to an agency’s procurement of EIT, as well as to the agency’s development, maintenance, or use of EIT.  Individuals with disabilities may only enforce section 508 with respect to procurements.  However, they may also enforce rights under sections 501 and 504 of the Rehabilitation Act, which impose related obligations on agencies.

1.1
Definition of EIT

In Section 508, and consistent with the Clinger-Cohen Act of 1996, electronic and information technology is defined to include any equipment or interconnected system or subsystem of equipment that is used in the automatic acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, or reception of data or information. It includes computer hardware, software, networks, telephones, copiers, fax machines and peripherals as well as many electronic and communications devices commonly used in offices.  Video and multimedia products are also covered.

1.2
Standards

The Architectural and Transportation Barriers Compliance Board (Access Board) was charged with developing technical and functional provisions to establish a minimum level of accessibility. The Board issued its Electronic and Information Technology Accessibility Standards on December 21, 2000. Procurements covered by the standards became enforceable on June 21, 2001.  On April 25, 2001, a final rule was published that incorporates the Access Board’s standards into the Federal Acquisition Regulation (FAR).  The FAR changes became effective June 25, 2001.
The new technical provisions include: (1) requirements specific to various types of technologies (Subpart B of the Access Board’s standards); (2) functional performance criteria focusing on the functional capabilities of covered technologies (Subpart C); and (3) requirements for information, documentation, and support (Subpart D).

The technology-specific provisions address software applications and operating systems; web-based information or applications; telecommunications products; video or multi-media products; self contained, closed products such as information kiosks and transaction machines, and desktop and portable computers.  They also address compatibility with assistive technologies that some people with disabilities use for information and communication access.  The technology-specific provisions are summarized as follows:

Software Applications and Operating Systems (1194.21)
Most of the specifications for software pertain to usability for people with vision impairments. For example, one provision requires alternative keyboard navigation, which is essential for people with vision impairments who cannot rely on pointing devices, such as a mouse. Other provisions address animated displays, color and contrast settings, flash rate, and electronic forms, among others.

Web-based Intranet and Internet Information and Applications (1194.22)
The criteria for web-based technology and information are based on access guidelines developed by the Web Accessibility Initiative of the World Wide Web Consortium. Many of these provisions ensure access for people with vision impairments who rely on various assistive products to access computer-based information, such as screen readers, which translate what's on a computer screen into automated audible output, and refreshable Braille displays. Certain conventions, such as descriptive tags or identification of graphics and format devices, like frames, are necessary so that these devices can "read" them for the user in a sensible way. The provisions do not prohibit the use of web site graphics or animation. Instead, they aim to ensure that such information is also available in an accessible format. Generally, this means use of text labels or descriptors for graphics and certain format elements. (HTML code already provides an ALT tag for graphics which can serve as a descriptor for graphics). This section also addresses the usability of multimedia presentations, image maps, style sheets, scripting languages, applets and plug-ins, and electronic forms.

Section 508 applies to Federal web sites but not to private sector web sites (unless a site is provided under contract to a Federal agency, in which case only that web site or portion covered by the contract would have to meet the applicable technical provisions; the contractor’s own web site that is not part of the “contract deliverables” would not have to meet the provisions.). 

Accessible sites offer significant advantages that go beyond ensuring usability for people with disabilities.  Someone without a disability who wants to be able to download a Federal web page faster can turn off graphics and still receive a comprehensible web page.  Sites that meet the Access Board’s technical provisions can facilitate transmission of web-based data to cell phones and personal digital assistants.

Telecommunications Products (1194.23)
The criteria of this section are designed primarily to ensure access to people who are deaf or hard of hearing. This includes compatibility with hearing aids, cochlear implants, assistive listening devices, and TTYs.  TTYs are devices that enable people with hearing or speech impairments to communicate over the telephone; they typically include an acoustic coupler for the telephone handset, a simplified keyboard, and a visible message display. One provision calls for a standard non-acoustic TTY connection point for telecommunication products that allow voice communication but that do provide TTY functionality. Other specifications address adjustable volume controls for output, product interface with hearing technologies, and the usability of keys and controls by people who may have impaired vision or limited dexterity or motor control.

Video or Multimedia Products (1194.24)
Multimedia products involve more than one media and include, but are not limited to, video programs, narrated slide production, and computer-generated presentations. Provisions address caption decoder circuitry (for any system with a screen larger than 13 inches) and secondary audio channels for television tuners, including tuner cards for use in computers. The provisions also require captioning and audio description for certain training and informational multimedia productions developed or procured by Federal agencies. The provisions also provide viewers the ability to turn captioning or video description features on or off.

Self Contained, Closed Products (1194.25)
This section covers products that generally have embedded software but are often designed in such a way that a user cannot easily attach or install assistive technology. Examples include information kiosks, information transaction machines, copiers, printers, calculators, fax machines, and similar types of products. The provisions require that accessibility features be built into the system so users do not have to attach an assistive device to it. Other specifications address mechanisms for private listening (handset or a standard headphone jack), touchscreens, auditory output and adjustable volume controls, and location of controls in accessible reach ranges.

Desktop and Portable Computers (1194.26)
This section focuses on keyboards and other mechanically operated controls, touch screens, use of biometric form of identification, and ports and connectors.

The functional performance criteria in Subpart C of the Access Board’s standards are intended for overall product evaluation and for technologies or components for which there is no specific requirement under the technology-specific provisions in Subpart B. These criteria are designed to ensure that the individual accessible components work together to create an accessible product. They cover operation, including input and control functions, operation of mechanical mechanisms, and access to visual and audible information. These provisions are structured to allow people with sensory or physical disabilities to locate, identify, and operate input, control and mechanical functions and to access the information provided, including text, static or dynamic images, icons, labels, sounds or incidental operating cues. For example, one provision requires that at least one mode of operation and information retrieval that does not require visual acuity greater than 20/70 must be provided in audio and enlarged print output that works together or independently.

Subpart D of the provisions addresses access to all information, documentation, and support provided to end users (e.g., Federal employees) of covered technologies. This includes user guides, installation guides for end-user installable devices, and customer support and technical support communications. Such information must be available in alternate formats upon request at no additional charge. Alternate formats or methods of communication can include Braille, cassette recordings, large print, electronic text, Internet postings, TTY access, and captioning and audio description for video materials.

The Access Board is required to periodically review and, as appropriate, amend the standards to reflect technological advances or changes in electronic and information technology.

1.3
Exemptions

Exemptions include:  

· micro-purchases under $2,500 using government purchase cards until January 1, 2003;

· systems used for national security, military command, weaponry, intelligence, and cryptologic activities, but not routine business and administrative systems used for other defense-related purposes or by defense agencies or personnel; 

· “back office” equipment (i.e., servers, telephone switching equipment) used only by service personnel for maintenance, repair or similar purposes; 

· EIT acquired by a contractor that is incidental to the contract; and

· purchases that would pose an undue burden on the agency.

1.3.1
Undue Burden

The Department of Justice defines undue burden as “a significant difficulty or expense” consistent with language used in the Americans with Disabilities Act (ADA). Section 508 also provides that if a Federal agency determines that compliance with the standards in procurements imposes an undue burden, any documentation by the agency supporting procurement shall explain why compliance creates an undue burden. Additionally, when it is determined that compliance with the standards imposes an undue burden, the Federal agency shall provide individuals with disabilities with the information and data involved by an alternative means of access that allows the individual to use the information and data. 

1.4
Equivalent Facilitation

The Access Board’s standards provide that agencies may accept EIT offered by vendors which uses designs or technologies that do not meet the applicable technical provisions in Subpart B but provide substantially equivalent or greater access to and use of a product for people with disabilities.  (See 36 CFR 1194.5.)  This is referred to as “equivalent facilitation.”  

Equivalent facilitation is not an exception or variance from the requirement to provide comparable access.  Rather, it is a recognition that technologies may be either developed or used in ways not envisioned by the technical provisions in Subpart B but still result in the same or better functional access as would be provided by strictly meeting the provisions in Subpart B.  Functional outcome – not form – is key to evaluating whether a technology results in “substantially equivalent or greater access.”  In effect, meeting the functional performance criteria in Subpart C of the Board’s standards is the test for equivalent facilitation.

For example, an information kiosk which is not accessible to a person who is blind might be made accessible by incorporating a telephone handset connected to a computer that responds to touchtone commands and delivers the same information audibly that is provided on the screen.

In short, the concept of equivalent facilitation is designed to allow the marketplace to offer innovative solutions. For this reason, agencies must draft their solicitations for EIT so that products offering equivalent facilitation are considered along with those that strictly meet the technical provisions of Subpart B of the standards.    

1.5
Complaint Procedure

This law establishes a complaint procedure and reporting requirements that further promote compliance. Section 508 provides that any individual with a disability may file a complaint alleging that a Federal agency fails to comply with Section 508 in providing accessible electronic and information technology.  Complaints shall be filed with the Federal agency alleged to be in noncompliance. The Federal agency receiving the complaint shall apply the complaint procedures established to implement Section 504 of the Rehabilitation Act for resolving allegations of discrimination in a federally conducted program or activity. Under Section 504, individuals may also sue an agency in Federal court to correct an alleged violation. 

1.6
Reporting Requirements

Section 508 requires Federal agencies to report to the Department of Justice on a biennial basis the extent to which their electronic and information technology is accessible and usable by individuals with disabilities.  The first report was submitted to the Department of Justice on June 15, 1999.  In April 2000, the Attorney General submitted a report to the President containing findings and recommendation.  These findings and recommendations can be found at http://www/usdoj.gov/crt/508/report/content.htm.  Every two years, starting in August 2001, the Attorney General will report to the President and Congress on recommendations regarding the state of Federal agency compliance with the requirements of Section 508, including actions regarding individual complaints.

Section 2:
The Federal Acquisition Regulation Final Rule

The Federal Acquisition Regulatory Council revised the Federal Acquisition Regulation (FAR) and published the final rule in the Federal Register on April 25, 2001.  The FAR rule became effective June 25, 2001 and applies as follows:

· For contracts other than indefinite-quantity contracts, it applies to contracts awarded on or after June 25th.

· For indefinite-quantity contracts, it applies to delivery or task orders issued on or after June 25th. 

Indefinite quantity contracts may include Federal Supply Schedule contracts, government-wide acquisition contracts (GWACs), multi-agency contracts (MACs), and other interagency acquisitions.  Indefinite-quantity contracts may include noncompliant items, provided that any task or delivery order issued for noncompliant EIT meets an applicable exception.  The Access Board’s EIT standards do not apply to: 

· Taking delivery for items ordered prior to the effective date of this rule;

· Within-scope modifications of contracts awarded before the effective date of this rule;

· Exercising unilateral options for contracts awarded before the effective date of this rule; or

· Multiyear contracts awarded before the effective date of this rule.

As a matter of policy, purchases from the Committee for Purchase from People Who Are Blind or Severely Disabled, and Federal Prison Industries (UNICOR) are to be treated as procurements in the same way as items from commercial sources. 

2.1
Micro-Purchase Exception

The rule makes an exception for micro-purchases until January 1, 2003, although compliance is encouraged. GSA recommends that agencies modify cardholder training to remind purchase cardholders of EIT accessibility requirements. However, this exception does not exempt all products that cost less than $2,500.  The exception is for a one-time purchase under $2,500 made on the open market. Orders under $2,500 against existing contracts are not considered micro-purchases and must meet the standards or an approved exception. Further, a specific product is not exempt just because its cost is less than $2,500.  If the low-dollar item is included in an order that is over the threshold, the standards apply.

2.2
Availability of Products that Meet the Applicable Technical Provisions

When acquiring commercial items, an agency looks at supplies and services which are available in the commercial marketplace (in time to meet the agency’s delivery requirements) to determine which of the applicable technical provisions can be met.  The requiring official must document individual provisions that cannot be met due to non-availability, with a copy to the contract file.  If products are available that meet some, but not all applicable standards, agencies cannot claim a product as a whole is non-available just because it does not meet all of the standards.  

2.3
Undue Burden Process

Each Agency needs to establish an “undue burden” process for documenting, tracking, and approving instances where the “undue burden” exception is invoked.   

To determine whether acquisition of EIT that meets the applicable technical provisions would impose an undue burden, agencies must consider the difficulty or expense of compliance relative to all agency resources available to the program or component for which the product is being acquired. If an undue burden is justified, agencies must provide an alternative means of access that allow the individual to use the information and data. 

Documentation of an undue burden determination is required.  The requiring official must clearly explain why meeting one or more of the otherwise applicable technical provisions creates an undue burden and describe products or services required, the dollar value of the acquisition, the otherwise applicable technical provision that cannot be met, the market research performed to locate commercial items that meet the applicable standards, the costs and how they were estimated if monetary expense is deemed prohibitive, and the alternative means of access that will be provided.

2.4
Application of the Law

Section 508 applies to Federal departments and agencies and is designed to be implemented through the Federal procurement process. It does not generally apply to recipients of Federal funds, and does not regulate the private sector.  The technical provisions cover technology procured by Federal agencies directly and under contract with private entities, but apply only to those products directly relevant to the contract and its deliverables.  States that receive Federal funds under the Assistive Technology Act of 1998 are required to comply with Section 508 and the standards as published by the Access Board.  For additional information contact Carol Cohen at the National Institute on Disability and Rehabilitation Research (NIDRR) by telephone at (202) 205-5666 or by email at Carol.Cohen@ed.gov. 

While Section 508 does not apply directly to the private sector, EIT vendors selling to Federal agencies should document that their hardware and software meet all applicable Section 508 technical provisions, either directly or through equivalent facilitation.. Manufacturers and providers of EIT products need to be able to make design choices and R&D investments with a clear understanding of the criteria Federal procurement officials will use.  Federal procurement officials in turn need to acquire EIT based on verifiable accessibility.  The Department of Justice must be able to measure agencies’ compliance with Section 508, in order to issue its biennial report to the President and Congress, as required by law.

Section 3:
Roles and Responsibilities 

Under Section 508, agencies must give disabled employees and members of the public access to electronic and information technology that is comparable to the access available to others.  The law applies to all Federal agencies when they develop, procure, maintain, or use electronic and information technology.  Section 508 was enacted to eliminate barriers in information technology, to make available new opportunities for people with disabilities, and to encourage development of technologies that will help achieve these goals.  

Agency responsibilities include:

· incorporating the new requirements into policy and practice, especially related to procurement and acquisitions;

· managing administrative complaints; and

· responding to reporting requirements.   

Most of these responsibilities usually fall within the offices of the agency’s Chief Information Officer (CIO) (the responsibility for managing administrative complaints may reside elsewhere, as discussed below.)  The CIO usually designates a Section 508 IT Accessibility Coordinators to take the lead role in implementing Section 508.  In addition, it is recommended that each agency establish a Section 508 EIT Accessibility Team to involve all the important stakeholders required for an efficient implementation of Section 508.

The following sections provide the suggested roles and responsibilities for the CIO, Section 508 EIT Accessibility Coordinator, and members of the Section 508 EIT Accessibility Team.  These recommendations are provided as guidelines.  Each agency will need to evaluate how to tailor these roles and responsibilities to meet its unique operational environment.

The Department of Justice will shortly provide guidance regarding how agencies should tailor their complaint processing procedures and policies for the Section 508 context.  These responsibilities may be shared among several offices.

3.1
Chief Information Officer

3.1.1
CIO Role

The CIO manages an agency’s EIT resources and, therefore, is responsible for appropriately applying Section 508 within the agency.  On May 10, 2000, G. Martin Wagner, the Associate Administrator for Government Wide Policy, General Services Administration, issued a memorandum for the Chief Information Officers of all federal agencies.  The CIOs were asked to establish an IT Accessibility Coordinator and team to ensure compliance with Section 508. (See Memorandum in Appendix A.)

3.2
Section 508 IT Accessibility Coordinator

3.2.1
Section 508 Coordinator Role

Each Section 508 Coordinator will lead the agency's efforts to assemble a Section 508 IT Accessibility Team and develop and execute a Section 508 Implementation Plan.  It is not necessary for the Coordinator to be an expert in all areas of IT.  The Section 508 Coordinator should establish intra-agency teams according to the structure of their respective agencies and the resources that are available.  Team members will be responsible for understanding, implementing, and disseminating information regarding Section 508 standards to their respective components.  The roles and responsibilities should be defined in accordance with agency policy. Under the leadership of the Coordinator, the team will determine the contents of the Implementation Plan and a strategy for evaluating the success of Section 508 implementation.  A sample plan has been provided in Appendix B. 

3.2.2
Section 508 Coordinator Responsibilities

The Section 508 Coordinator should hold regular meetings with the IT Accessibility Team and provide updates to the CIO office on what the team is accomplishing.  The Coordinator can monitor other agency activities and identify methods to share information about 508 compliance.  Some of the activities the 508 Coordinator could manage include:

· Provide progress reports and ad hoc information to the Critical Infrastructure Protection (CIP) related to the implementation of Section 508.

· Establish a Section 508 IT Accessibility Team.

· Assign responsibilities to the team according to members’ areas of expertise.

· Conduct regular meeting with the Section 508 IT Accessibility Team.

· Coordinate and assure education and awareness of all employees within the agency,

· Monitor the Access Board (www.access-board.gov) and the General Services Administration (GSA) (www.section508.gov) web sites for new guidance and training opportunities.

· Prepare procedures for the development of requirements for promulgation by the CIO.

· Develop and implement methods for monitoring adherence to Section 508 policies and procedures.

· Develop market research procedures and methods to monitor adherence to these procedures.

· Coordinate with personnel and training to add disability awareness and accessibility training into agency training programs.

· Develop an intranet page off the agency web site to share 508 information and link to the Section 508 standards, internal guidelines, points of contact, and available training,

· Provide progress and ad hoc reports to the CIO.

· Contribute input on the CIO’s Report to the Department of Justice.

3.2.3
Section 508 Coordinator Resources

Through meetings and forums sponsored by GSA, the coordinators have been focusing on agency approaches to implementing Section 508. These forums and training sessions are to help the Section 508 Coordinator develop a thorough understanding of the 508 standards.  

It is highly recommended that Section 508 Coordinators share information with each other. GSA has established a chat room that is password protected for use by Section 508 Coordinators.  A list of Section 508 Coordinators, their email addresses and their phone numbers are available on-line at http://www.section508.gov/coord.html. This web address is also the entry point to that chat room.  For more information on obtaining a password, contact Helen.Chamberlain@gsa.gov.

Providing training is an important responsibility of the Section 508 Coordinator. Both the EIT Accessibility Team itself and other agency personnel will need current information on Section 508. The Coordinator should monitor upcoming events and conferences that involve Section 508 related activities and disseminate the information to the EIT Accessibility Team.  A complete list of conferences that address Section 508 related issues can be found at http://www.section508.gov/events.html . 

The Section 508 Coordinator should disseminate information about training classes that are offered through GSA and other organizations.  Up-to-date information about training classes can be found at http://www.section508.gov/classes.html.  Technical assistance materials can be found on the Access Board’s web site (www.access-board.gov.)
3.3
Section 508 EIT Accessibility Team
3.3.1
Section 508 Accessibility Team Role

As part of the memo issued on May 10, 1999, the General Services Administration provided guidelines for establishing the EIT Accessibility Team. (See Appendix A.)  The memorandum 

established the basic guidelines for the EIT Accessibility Coordinator/Team as follows:

· Develop a charter to further define roles and responsibilities of the EIT Accessibility Coordinators in their respective departments/agencies.

· Respond to future Department of Justice Section 508 surveys.

· Integrate Section 508 accessibility needs into agency budget plans, strategic plans, and EIT capital plans. 

· Utilize major systems inventory (from Y2K effort) and agency website inventory to provide a roadmap for required remediation efforts and training requirements.

· Identify current needs for accessible systems and adaptive technology (hardware/software) and identify EIT deficiencies that impact the performance of persons with disabilities in both current and prospective EIT systems.

· Work with software vendors/developers on accessibility issues relating to EIT systems.

· Participate in monitoring, measurement, and disclosure activities including usability testing and priority setting.

· Support validation of accessible EIT systems performance prior to deployment.

· Provide status reports to agency CIO.

· Provide sources of education and training to key personnel within the department/agency on: how Section 508 will affect their organizations, what services and support are available, and procurement changes (FAR) that will affect the purchase of any new equipment or software. 
The Section 508 Coordinator and/or EIT Accessibility Team members should be familiar with the committees or workgroups that exist within an Agency that may need to add accessibility into their policies or plans.  For example, there may be groups that are responsible for implementing the Government Paperwork Elimination Act (GPEA), the Government Performance and Results Act (GPRA), the Agency’s Enterprise Architecture, Security Policies, Change Control Boards, Tools Selection Committees, Standards Workgroups, Electronic Service Delivery Committees, etc.  You may want to consider giving presentations and/or educating these groups on Section 508 to make sure that they are considering the Section 508 standards when developing, procuring, or maintaining EIT.

3.3.2
Section 508 Accessibility Team Responsibilities

In addition to the roles outlined in the memorandum, responsibilities include:

· Provide recommendations and expertise to the Section 508 Coordinator regarding Section 508 implementation issues and solutions.

· Support the development of policies and procedures to ensure Section 508 compliance.

· Assist in the education and training of agency personnel regarding Section 508 compliance requirements, policies, and procedures.

· Develop methods to ensure that requiring officials (purchase requestors) are fully informed about 508 requirements and have tools to determine if their requirement is subject to Section 508.

· Develop language that incorporates Section 508 requirements for use in Statements of Work.

· Monitor web sites for information regarding vendor products’ accessibility and recommend links to vendor sites, as appropriate.

· Develop evaluation factors to ensure that products purchased provide the greatest degree of compliance.

3.4
Section 508 Accessibility Team Membership

Listed below are areas of expertise that should be represented on each agency’s EIT Accessibility Team, along with guidance regarding appropriate responsibilities of each team member. Employees who have disabilities should be included as team members, whenever possible. In many agencies, employees with disabilities have established associations.  Collaborating with such a group if one exists in your agency, provides an excellent opportunity to tap into the knowledge, perspective, and experience of users while implementing 508.

3.4.1
Information Technology Membership Roles and Responsibilities

Members of the Team with expertise in EIT will include Information Technology Specialists, Webmasters, EIT Accessibility Experts, and EIT Security Specialists. 

EIT members of the team should participate in the following activities:

· Review and comment on updates/revisions Section 508 standards.

· Attend training sessions on accessibility and, in turn, train others.

· Utilize major systems inventory (from Y2K effort) and agency web site inventory to provide a roadmap for required remediation efforts and training requirements.

· Identify current needs for accessible systems and adaptive technology (hardware/ software) and identify EIT deficiencies that impact the performance of persons with disabilities in both current and prospective EIT systems.

· Work with software vendors/developers on accessibility issues relating to EIT systems.

· Support validation of accessible EIT systems performance prior to deployment.

· Participate in monitoring, measurement, and disclosure activities including usability testing and priority setting.

3.4.1.1
Resources

GSA sponsors the Accessibility Forum, which is an industry-led partnership among people with disabilities, EIT vendors, and assistive technology vendors.  For more information on the Accessibility Forum, see Appendix F and www.section508.gov.
A number of agencies have established assistive technology centers and other resources that may be helpful in meeting the software development and EIT requirements of Section 508.  A list of the centers and their contact information can be found in Appendix G.  

3.4.2
Procurement Membership Roles and Responsibilities

Contracting offices should be relied upon to employ acquisition strategies to comply with Section 508.   Representatives from procurement offices should be key members of an agency’s Section 508 Implementation Team. 

The procurement members of the EIT Accessibility Team should:

· Monitor the Access Board standards for changes in technology and shall revise agency procurement policies and directives, as necessary, to incorporate the revisions.
· Develop Section 508 contract language for use in procurements.
· Review and comment on updates/revisions to the FAR language.

· Refer agency personnel involved in EIT procurements to appropriate agency and external resources to ensure Section 508 requirements are incorporated in requirements as applicable.

· Ensure that undue burden documentation, when appropriate, is prepared and maintained within that contract file.

· Ensure that all procurements apply the agency’s market research and requirements development procedures to contracting actions.  In accordance with the FAR, the requiring official (not the contracting official) must:

· Identify which standards apply to the procurement.

· Perform market research to determine the availability of compliant products and services (using vendor web sites and the Section 508 web site, which will link to vendors who describe their accessibility).

· Identify which standards, if any, would not apply in a procurement because of non-availability or undue burden and provide written documentation to the contracting officer for inclusion in the contract file.

· Draft technical specifications and minimum requirements to be submitted with the purchase request.  

3.4.2.1
Resources-Buy Accessible Template

Buy Accessible represents a partnership between government and industry to provide a service to federal procurement staff. It will assist government personnel in completing market research necessary to ensure that they are buying the most accessible IT products and services available in order to comply with Section 508.

The Information Technology Industry Council (ITI) is hosting a template on their site (www.itic.org) which will allow vendors who choose to participate the ability to download the document and complete it to describe how a particular product or service they offer complies with Section 508 Access Board standards. They will then link this document with the specified product or service and provide the link information to GSA.

GSA will maintain the Buy Accessible site on www.Section508.gov site.  Government procurement staff will be able to search the site by specific product or service type and see all vendors who have provided links. They can then use the links to reach the template information and product or service descriptions necessary to complete their market research.

Vendor participation is voluntary. Since the vendors will be maintaining their own information on their site, they are solely responsible for its content and GSA can make no warranty of its accuracy or thoroughness.

The database of links is currently under construction.

3.4.3
Human Resources Membership Roles and Responsibilities

Human Resources team members may include human resources specialists, Section 501 and 504 coordinators, union representatives, Equal Employment Opportunity (EEO) specialists, and trainers.  Their responsibilities relevant to Section 508 include the following:

· Develop and include Section 508 awareness into existing training programs.

· Provide expertise on accessibility gained through Section 504 accommodations to ensure web sites are accessible, to identify assistive technology solutions and to identify EIT deficiencies impacting the performance of people with disabilities.

· Establish and implement a complaint process to handle Section 508 issues.  It is anticipated that this will follow Section 504 processes already in place. 

Since training departments are often found in the Human Resources department, they should pay particular attention to the telecommunications and video technical provisions.

3.4.4
Policy and Planning Membership Roles and Responsibilities

Policy and Planning team members may include program managers or officers, legal experts, budget specialists, and other staff responsible for policy and planning. The Policy and Planning team members can help develop your overall 508 plan and evaluation mechanism.  They can further define the roles and responsibilities outlined in this document to better meet your agency’s needs.  Section 508 responsibilities for policy and planning personnel include the following:

· Ensuring accessibility is included in 2003 budget.

· Leveraging Section 508 budget needs with E-FOIA, E-GOV, GPEA, and Security

· Working with CIO and CFO to meet Section 508 compliance
· Briefing Senior Managers and inform them of the need to include Section 508 requirements in their operating plans for FY 01 and FY 02.

3.4.4.1
Resources

Budget issues cut across a number of planning and implementation activities and must be addressed comprehensively. This is an important responsibility of the policy and planning team. The Team members from this area can help estimate the costs of purchasing Section 508 compliant EIT within their respective agencies and add those costs to their IT Capitol Planning process.  To assist in determining the costs, the coordinator should review the “Economic Assessment” report that was developed by the Access Board.  The report can be found at http://www.access-board.gov/sec508/assessment.htm. 
Section 4:
Implementing Section 508

This section offers a number of considerations to keep in mind in the development of your Section 508 strategies.  These include issues from an EIT design and development perspective as well as the ever-important role of the budget process in ensuring appropriate resources are available to support the agency’s Section 508 Implementation Plan.

4.1
Implementation Plan

Developing an executable implementation plan for Section 508 requires a thorough review of the EIT environment.  This includes activities performed internally as well as those achieved through purchase of products or services from vendors.  Therefore, it is important when assessing your agency’s compliance levels, determining strategies for achieving full compliance, and allocating resources to meet agency mission, that the Section 508 requirements be considered and included in a variety of activities.  A sample plan is attached in Appendix B.

4.2
Budget Issues

One of the major thrusts of Section 508 is to ensure that baseline accessibility is “built-in” to EIT that the Federal government uses, thereby broadening access to the general public and reducing expenses related to accommodating individual employees. The following recommendations offer guidance for effectively participating in the Capital Planning and Investment Control Process.  
· Know who is responsible for Capital Planning and Investment Control in your Agency.

· If it is a major cost (i.e., Section 508 specific), then you need to be involved in filling out Exhibit 300B.

· Ensure accessibility requirements are included in Exhibit 300B EIT investment proposals (training, EIT Architecture, etc.).

· Review FY 99 and 00 investment proposals to ensure Section 508 requirements are included in development efforts scheduled for implementation after June 21, 2001  (the process may vary from agency to agency).

· Ensure Section 508 is considered in the review process for FY 03 cycle that will occur in January or February 2001.

· Be involved in developing the Return on Investment (ROI) for initiatives targeted for making EIT software and Web sites accessible.

4.3
Strategic Planning

It is important to link to the strategic planning process in your agency.  The following activities will help ensure implementation:

· Research the procedures your agency uses for strategic planning and identify key contacts

· Link to Strategic Planning Process to ensure Section 508 is included in budget planning

· Use performance measures to measure how budget allocation is used to improve accessibility.

4.4
Work with Developers

Although the Access Board defines the final Section 508 standards, it may be necessary for your software application/web developers to have further guidance through the use of examples, code and checklists.  This will ensure that everyone has a clear understanding within your Agency of what is meant by each requirement.  By providing guidelines and checklists to your developers as a reference tool, there will be less confusion, frustration, and redundancy.  It is suggested that a checklist that can be used by developers to ensure that their products are compliant accompany the guidelines.  There are numerous guideline documents that exist today that can be used as models (e.g., Social Security Administration, Department of Education, and the US Postal Service).  The Section 508 Coordinator should make sure that the guidelines and checklists are available on their Intranet and that the developers are made aware of their existence.  (Some examples of checklists are in Section 5 of this publication)

4.5
Software Development Life Cycle

IT Agencies should add the applicable Section 508 technical provisions—as well as references to equivalent facilitation—into their requirement documents.   Developing accessible applications that are Section 508 compliant does not have to cost an agency a lot of money if the standards are built into the software from the beginning of the development process. If usability testing is conducted during the development process, the application should be tested for usability and accessibility with assistive technologies, if available.  This is a good opportunity to bring in employees with disabilities to test applications.  As an application is developed, it is generally modified numerous times.  Therefore, Section 508 testing should be integrated into the verification and validation that takes place before final deployment of software or web applications. 
Some federal agencies are involved in developing software that is agency specific or mission critical.  This development may be accomplished through in-house developers, contractors, or a combination of both.  Some of the development may be procured and will fall under the FAR regulations, however, not all software is procured.  Therefore, it may be necessary for the Section 508 Coordinator and the EIT Accessibility Team to closely examine the software development life cycle within the agency to ensure that the Section 508 standards are included in all applications whether they are client-server or web-based.

4.6
Section 508 EIT Security Issues 

While security is not addressed in the standards, it is a practicality and reality of system development that may have 508 implications.  The Section 508 EIT Accessibility Team should include the agency EIT Security Officer as a member.  Even though the basic EIT security issues should be addressed in the agency security plan there will be security issues that need to be addressed with regard to accessibility.  Doing a risk assessment for EIT Accessibility will provide a solid base for addressing these areas.

Risk assessment is a very important part of computer security planning. No plan of action can be put into place before a risk assessment has been performed. The risk assessment provides a baseline for implementing security plans to protect assets against various threats. There are three basic questions one needs to ask in order to improve the security of a system: 

· What assets within the organization need protection? 

· What are the risks to each of these assets? 

· How much time, effort, and money is the organization willing to expend to upgrade or obtain new adequate protection against these threats? 

You cannot protect your assets if you do not know what to protect against. Computers need protection against risks, but what are risks? In simple terms, a risk is realized when a threat takes advantage of a vulnerability to cause harm to your system. After you know your risks, you can then create policies and plans to reduce those risks. 

There are many ways to go about identifying all the risks to your assets. One way is to gather personnel from within your organization and have a brainstorming session where you list the various assets and the risks to those assets.  This will also help to increase security awareness within your organization.

Other areas that may be of concern for the Section 508 EIT Accessibility Team are:
Authentication Technologies, Passwords, Encryption Keys, Electronic Signatures, Kiosks, Headphones, EIT Security Training, Integrity Protection, Websites, and Ergonomics.

Section 5:
Checklists

The following checklists were provided by the Department of Education and can serve as a tool for evaluation accessibility.  These checklists are based on Section 508 of the Rehabilitation Act, as amended.

These checklists can be used internally to assess accessibility issues only within an agency’s environment.  It can help Federal software and web developers, and others understand accessibility.

These are not to be used for procurement purposes.  Please check the Buy Accessible templates at www.itic.org/policy/vpat.html for procurement purposes.

5.1
Sample Software & OS Accessibility Checklist

When evaluating your software applications, be sure to test them under the same circumstances that employees or members of the public with disabilities would be using them.  For instance, if you use off-the-shelf software on a network environment, test the software on the same network, not in a stand-alone environment.

	Question
	 Y 
	 N 
	N/A

	(a)  If the software is designed to run on a system that has a keyboard, are product functions executable from a keyboard where the function itself or the result of performing a function can be discerned textually?
	 
	 
	 

	(b.i)  Does the application avoid disrupting or disabling activated features of other products that are identified as accessibility features (where those features are developed and documented according to industry standards)?
	 
	 
	 

	(b.ii)  Does the application avoid disrupting or disabling activated features of any operating system that are identified as accessibility features (where the application programming interface for those accessibility features has been documented by the manufacturer of the operating system and is available to the product developer)?
	 
	 
	 

	(c.i)   Is a well defined on-screen indication of the current focus provided that moves among interactive interface elements as the input focus changes?
	 
	 
	 

	(c.ii)  Is the focus programmatically exposed so that assistive technology can track focus and focus changes?
	 
	 
	 

	(d.i)  Is there sufficient information about a user interface element including the identity, operation and state of the element shall be available to assistive technology?
	 
	 
	 

	(d.ii)  If an image represents a program element, is the information conveyed by the image also available in text?
	 
	 
	 

	(e)  If bitmap images are used to identify controls, status indicators, or other programmatic elements, is the meaning assigned to those images consistent throughout an application's performance?
	 
	 
	 

	(f)  Is textual information provided through operating system functions for displaying text?  (The minimum information that shall be made available is text content, text input caret location, and text attributes.)
	 
	 
	 

	(g)  Does the application avoid overriding user-selected contrast and color selections and other individual display attributes?
	 
	 
	 

	(h)  If animation is displayed, is information displayable in at least one non-animated presentation mode at the option of the user?
	 
	 
	 

	(i)  Does the application avoid using color-coding as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element?
	 
	 
	 

	(j)  If the product permits a user to adjust color and contrast settings, is a variety of color selections capable of producing a range of contrast levels provided?
	 
	 
	 

	(k)  Does the software avoid using flashing or blinking text, objects, or other elements having a flash or blink frequency greater than 2 Hz and lower than 55 Hz?
	 
	 
	 


	(l)  If electronic forms are used, does the form allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues?
	 
	 
	 


5.2
Sample Web Applet & Plug-In

When evaluating your software applications, be sure to test them under the same circumstances that employees or members of the public with disabilities would be using them.  For instance, if you use off-the-shelf software on a network environment, test the software on the same network, not in a stand-alone environment.

	Question
	 Y 
	 N 
	N/A

	(a)  If the software is designed to run on a system that has a keyboard, are product functions executable from a keyboard where the function itself or the result of performing a function can be discerned textually?
	 
	 
	 

	(b.i)  Does the application avoid disrupting or disabling activated features of other products that are identified as accessibility features (where those features are developed and documented according to industry standards)?
	 
	 
	 

	(b.ii)  Does the application avoid disrupting or disabling activated features of any operating system that are identified as accessibility features (where the application programming interface for those accessibility features has been documented by the manufacturer of the operating system and is available to the product developer)?
	 
	 
	 

	(c.i)   Is a well defined on-screen indication of the current focus provided that moves among interactive interface elements as the input focus changes?
	 
	 
	 

	(c.ii)  Is the focus programmatically exposed so that assistive technology can track focus and focus changes?
	 
	 
	 

	(d.i)  Is there sufficient information about a user interface element including the identity, operation and state of the element shall be available to assistive technology?
	 
	 
	 

	(d.ii)  If an image represents a program element, is the information conveyed by the image must also be available in text?
	 
	 
	 

	(e)  If bitmap images are used to identify controls, status indicators, or other programmatic elements, is the meaning assigned to those images consistent throughout an application's performance?
	 
	 
	 

	(f)  Is textual information provided through operating system functions for displaying text?  (The minimum information that shall be made available is text content, text input caret location, and text attributes.)
	 
	 
	 

	(g)  Does the application avoid overriding user-selected contrast and color selections and other individual display attributes?
	 
	 
	 

	(h)  If animation is displayed, is information displayable in at least one non-animated presentation mode at the option of the user?
	 
	 
	 

	(i)  Does the application avoid using color-coding as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element?
	 
	 
	 

	(j)  If the product permits a user to adjust color and contrast settings, is a variety of color selections capable of producing a range of contrast levels provided?
	 
	 
	 

	(k)  Does the software avoid using flashing or blinking text, objects, or other elements having a flash or blink frequency greater than 2 Hz and lower than 55 Hz?
	 
	 
	 

	(l)  If electronic forms are used, does the form allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues?
	 
	 
	 


5.3
Sample Web Site Accessibility Checklist
When evaluating your web sites, be sure to test them under the same circumstances that employees or members of the public with disabilities would be using them.

	Question
	 Y 
	 N 
	N/A

	(a)  Is there a text equivalent (e.g., via "alt", "longdesc", or in element content) for every non-text element?
	 
	 
	 

	(b)  For any multimedia presentations, are there equivalent alternatives and are they synchronized with the presentation?
	 
	 
	 

	(c)  Is all information conveyed with color also available without color (e.g. from context or markup)?
	 
	 
	 

	(d)  Are documents organized so they are readable without requiring an associated style sheet?
	 
	 
	 

	(e)  Are redundant text links provided for each active region of a server-side image map?
	 
	 
	 

	(f)  Are client-side image maps provided, instead of server-side image maps (except where the regions cannot be defined with an available geometric shape)?
	 
	 
	 

	(g)  Are row and column headers identified for data tables?
	 
	 
	 

	(h)  Is markup used to associate data cells and header cells for data tables that have two or more logical levels of row or column headers?
	 
	 
	 

	(i)  Are frames titled with text that facilitates frame identification and navigation?
	 
	 
	 

	(j)  Are pages designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz?
	 
	 
	 

	(k.i)  Is a text-only page, with equivalent information or functionality, provided?  (This is to ensure that a web site complies when compliance cannot be accomplished in any other way.)
	 
	 
	 

	(k.ii)  Is the content of the text-only page updated whenever the primary page changes?
	 
	 
	 

	(l)  If pages utilize scripting languages to display content, or to create interface elements, is the information provided by the script identified with functional text that can be read by assistive technology?
	 
	 
	 

	(m)  If a web page requires that an applet, plug-in or other application be present on the client system to interpret page content, does the page provide a link to a plug-in or applet that complies with §1194.21, the Technical Standards for Software Applications and Operating Systems, (a) through (l)?
	 
	 
	 

	(n)  If electronic forms are designed to be completed on-line, does the form allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues?
	 
	 
	 

	(o)  Is a method provided that permits users to skip repetitive navigation links?
	 
	 
	 

	(p)  If a timed response is required, is the user alerted and given sufficient time to indicate more time is required?
	 
	 
	 


5.4
Sample Telecommunications Accessibility Checklist
When evaluating your telecommunications, be sure to test them under the same circumstances that employees or members of the public with disabilities would be using them.

	Question
	 Y 
	 N 
	N/A

	(a.i)  Does the telecommunications product or system (which provides a function allowing voice communication but which does not itself provide a TTY functionality) provide a standard non-acoustic connection point for TTYs?
	 
	 
	 

	(a.ii)  Are any microphones capable of being turned on and off to allow the user to intermix speech with TTY use?
	 
	 
	 

	(b)  Does the telecommunications product (which includes voice communication functionality) support all commonly used cross-manufacturer non-proprietary standard TTY signal protocols?
	 
	 
	 

	(c)  Are voice mail, auto-attendant, and interactive voice response telecommunications systems usable by TTY users with their TTYs?
	 
	 
	 

	(d.i)  Do voice mail, messaging, auto-attendant, and interactive voice response telecommunications systems (that require a response from a user within a time interval) give an alert when the time interval is about to run out?
	 
	 
	 

	 (d.ii)  Do voice mail, messaging, auto-attendant, and interactive voice response telecommunications systems (that require a response from a user within a time interval) provide sufficient sufficient time for the user to indicate that more time is required?
	 
	 
	 

	(e)  If provided, are caller identification and similar telecommunications functions also available for users of TTYs, and for users who cannot see displays?
	 
	 
	 

	(f.i)  For transmitted voice signals, do telecommunications products provide a gain adjustable up to a minimum of 20 dB? 
	 
	 
	 

	(f.ii)  For incremental volume control, is at least one intermediate step of 12 dB of gain provided?
	 
	 
	 

	(g)  If the telecommunications product allows a user to adjust the receive volume, is there a function provided to automatically reset the volume to the default level after every use?
	 
	 
	 

	(h)  If the a telecommunications product delivers output by an audio transducer which is normally held up to the ear, is there a means provided for effective magnetic wireless coupling to hearing technologies?
	 
	 
	 

	(i)  Is interference to hearing technologies (including hearing aids, cochlear implants, and assistive listening devices) reduced to the lowest possible level that allows a user of hearing technologies to utilize the telecommunications product?
	 
	 
	 

	(j.i)  Have products that transmit or conduct information or communication, been passed through cross-manufacturer, non-proprietary, industry-standard codes, translation protocols, formats or other information necessary to provide the information or communication in a usable format?
	 
	 
	 

	(j.ii)  Have technologies which use encoding, signal compression, format transformation, or similar techniques not removed information needed for access or have the capability to restore it upon delivery?
	 
	 
	 

	(k)(1)  If the product has mechanically operated controls or keys, are controls and keys tactilely discernible without activating the controls or keys?
	 
	 
	 

	(k)(2.i)  If the product has mechanically operated controls or keys, are controls and keys operable with one hand and do not require tight grasping, pinching, or twisting of the wrist?
	 
	 
	 

	(k)(2.ii)  If the product has mechanically operated controls or keys, is the force required to activate controls and keys 5 lbs. (22.2 N) maximum?
	 
	 
	 

	(k)(3.i)  If the product has mechanically operated controls or keys, and key repeat is supported, is the delay before repeat adjustable to at least 2 seconds?
	 
	 
	 

	(k)(3.ii)  If the product has mechanically operated controls or keys, and key repeat is supported, is the repeat rate adjustable to 2 seconds per character?
	 
	 
	 

	(k)(4)  If the product has mechanically operated controls or keys, is the status of all locking or toggle controls or keys visually discernible, and discernible either through touch or sound?
	 
	 
	 


5.5
Sample Video & Multimedia Accessibility Checklist
When evaluating your video and multimedia, be sure to test them under the same circumstances that employees or members of the public with disabilities would be using them.

	Question
	 Y 
	 N 
	N/A

	(a.i)  Are all analog television displays 13 inches and larger, and computer equipment that includes analog television receiver or display circuitry, equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and DVD signals?
	 
	 
	 

	(a.ii)  Are widescreen digital television (DTV) displays measuring at least 7.8 inches vertically, DTV sets with conventional displays measuring at least 13 inches vertically, and stand-alone DTV tuners, whether or not they are marketed with display screens, and computer equipment that includes DTV receiver or display circuitry, equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and DVD signals?  (This checkpoint might not be applicable until July 1, 2002.)
	 
	 
	 

	(b)  Are television tuners, including tuner cards for use in computers, equipped with secondary audio program playback circuitry?
	 
	 
	 

	(c)  Are all training and informational video and multimedia productions (which support the agency's mission, regardless of format, that contain speech or other audio information necessary for the comprehension of the content) open or closed captioned?
	 
	 
	 

	(d)  Are all training and informational video and multimedia productions (which support the agency's mission, regardless of format, that contain visual information necessary for the comprehension of the content) audio described?
	 
	 
	 

	(e)  Is the display or presentation of alternate text presentation or audio descriptions user-selectable unless permanent?
	 
	 
	 


5.6
Sample Self-Contained Products Accessibility Checklist
When evaluating your self-contained products, be sure to test them under the same circumstances that employees or members of the public with disabilities would be using them.

	Question
	 Y 
	 N 
	N/A

	(a)  Are self contained products usable by people with disabilities without requiring an end-user to attach assistive technology to the product?  (Personal headsets for private listening are not assistive technology.)
	 
	 
	 

	(b)  If a timed response is required, is the user alerted and given sufficient time to indicate more time is required?
	 
	 
	 

	(c)(1)  If the product utilizes touchscreens or contact-sensitive controls, are controls and keys tactilely discernible without activating the controls or keys?
	 
	 
	 

	(c)(2.i)  If the product utilizes touchscreens or contact-sensitive controls, are controls and keys operable with one hand and do not require tight grasping, pinching, or twisting of the wrist?
	 
	 
	 

	(c)(2.ii)  If the product utilizes touchscreens or contact-sensitive controls, is the force required to activate controls and keys 5 lbs. (22.2 N) maximum?
	 
	 
	 

	(c)(3.i)  If the product utilizes touchscreens or contact-sensitive controls, and key repeat is supported, is the delay before repeat adjustable to at least 2 seconds?
	 
	 
	 

	(c)(3.ii)  If the product utilizes touchscreens or contact-sensitive controls, and key repeat is supported, is the repeat rate adjustable to 2 seconds per character?
	 
	 
	 

	(c)(4)  If the product utilizes touchscreens or contact-sensitive controls, is the status of all locking or toggle controls or keys visually discernible, and discernible either through touch or sound?
	 
	 
	 

	(d)  If biometric forms of user identification or control are used, is an alternative form of identification or activation, which does not require the user to possess particular biological characteristics, provided?
	 
	 
	 

	(e.i)  If products provide auditory output, is the audio signal provided at a standard signal level through an industry standard connector that will allow for private listening?
	 
	 
	 

	(e.ii)  If products provide auditory output, does the product provide the ability to interrupt, pause, and restart the audio at any time?
	 
	 
	 

	(f.i)  If the product delivers voice output in a public area, is incremental volume control provided with output amplification up to a level of at least 65 dB?
	 
	 
	 

	(f.ii)  If the product delivers voice output in a public area, and the ambient noise level of the environment is above 45 dB, is a volume gain of at least 20 dB above the ambient level user selectable?
	 
	 
	 

	(f.iii)  If the product delivers voice output in a public area, is there a function provided to automatically reset the volume to the default level after every use?
	 
	 
	 

	(g)  Are other of means besides color coding used to conveying information, indicating an action, prompting a response, or distinguishing a visual element?
	 
	 
	 

	(h)  If a product permits a user to adjust color and contrast settings, is a range of color selections capable of producing a variety of contrast levels provided?
	 
	 
	 

	(i)  Is the product designed to avoid screen flickering with a frequency greater than 2 Hz and lower than 55 Hz?
	 
	 
	 

	(j)(1)  If the product is freestanding, non-portable, and intended to be used in one location, and has operable controls, is the position of any operable control (determined with respect to a vertical plane, which is 48 inches in length, centered on the operable control, and at the maximum protrusion of the product) within the 48 inch length?
	 
	 
	 

	 (j)(2)  If the product is freestanding, non-portable, and intended to be used in one location, and has operable controls (where any operable control is 10 inches or less behind the reference plane) is the height 54 inches maximum and 15 inches minimum above the floor?
	 
	 
	 

	 (j)(3)  If the product is freestanding, non-portable, and intended to be used in one location, and has operable controls (where any operable control is more than 10 inches and not more than 24 inches behind the reference plane) is the height 46 inches maximum and 15 inches minimum above the floor?
	 
	 
	 

	(j)(4)  If the product is freestanding, non-portable, and intended to be used in one location, and has operable controls, are operable controls within 24 inches behind the reference plane?
	 
	 
	 


5.7
Sample Desktop & Portables Accessibility Checklist
When evaluating your desktops and portable computers, be sure to test them under the same circumstances that employees or members of the public with disabilities would be using them.

	Question
	 Y 
	 N 
	N/A

	(a)(1)  Are all mechanically operated controls and keys tactilely discernible without activating the controls or keys?
	 
	 
	 

	(a)(2.i)  Are all mechanically operated controls and keys operable with one hand and do not require tight grasping, pinching, or twisting of the wrist?
	 
	 
	 

	(a)(2.ii)  Is the force required to activate controls and keys 5 lbs. (22.2 N) maximum?
	 
	 
	 

	(a)(3.i)  If key repeat is supported, is the delay before repeat adjustable to at least 2 seconds?
	 
	 
	 

	(a)(3.ii)  If key repeat is supported, is the repeat rate adjustable to 2 seconds per character?
	 
	 
	 

	(a)(4)  Is the status of all locking or toggle controls or keys visually discernible, and discernible either through touch or sound?
	 
	 
	 

	(b)(2.ii)  If the product utilizes touchscreens or touch-operated controls, is the force required to activate controls and keys 5 lbs. (22.2 N) maximum?
	 
	 
	 

	(b)(3.i)  If the product utilizes touchscreens or touch-operated controls, and key repeat is supported, is the delay before repeat adjustable to at least 2 seconds?
	 
	 
	 

	(b)(3.ii)  If the product utilizes touchscreens or touch-operated controls, and key repeat is supported, is the repeat rate adjustable to 2 seconds per character?
	 
	 
	 

	(b)(4)  If the product utilizes touchscreens or touch-operated controls, is the status of all locking or toggle controls or keys visually discernible, and discernible either through touch or sound?
	 
	 
	 

	(c)  If biometric forms of user identification or control are used, is there an alternative form of identification or activation, which does not require the user to possess particular biological characteristics?
	 
	 
	 

	(d)  If provided, is at least one of each type of expansion slots, ports and connectors compliant with publicly available industry standards?
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