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Introduction
All recipients of federal financial assistance are required to comply with all Federal and State statutes, applicable executive orders, regulations, policies manuals, administrative memos, and review guides issued in connection with the administration and provision of programs, services, training and other activities sponsored or subsidized with Workforce Innovation and Opportunity Act of 2014 (WIOA) funds.  
Section 188 of the WIOA prohibit discrimination on the basis of age under the Age Discrimination Act of 1975 (42 U.S.C. 6101 et seq.), on the basis of disability under Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), on the basis of sex under Title IX of the Education Amendments of 1972 (20 U.S.C.1681 et seq.), or on the basis of race, color, or national origin under Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d et seq.), in any program, services or activities funded or otherwise financially assisted in whole or in part under this Act.
The following nondiscrimination statutes, executive orders and regulations apply to recipients and sub-recipients of WIOA:

Statutory Authority
· Title VI of the Civil Rights Act of 1964, as amended 

· Title VII, Civil Rights Act of 1964, as amended. Section 2000e-16, Employment by Federal Government 
· Civil Rights Act of 1991 

· Age Discrimination in Employment Act of 1967, as amended (DOC)

· Age Discrimination Act of 1975, as amended
· American with Disabilities Amendments Act of 1990, as amended (PDF)

· Title IX of the Education Amendments of 1972, as amended
· Equal Pay Act of 1963, as amended
· Section 167 of the Job Training Partnership Act, as amended
· Lilly Ledbetter Fair Pay Act of 2009
· Rehabilitation Act of 1973, as amended (DOC)
· Section 508 of the Rehabilitation Act of 1973, as amended
· 
Section 188 of the Workforce Investment Act of 1998
· Personal Responsibility and Work Opportunity Reconciliation Act of 1996, (PRWORA)

 
Executive Orders

Executive Order 13160 (PDF) - Nondiscrimination on the Basis of Race, Sex, Color, National Origin, Disability, Religion, Age, Sexual Orientation, and Status as a Parent in Federally Conducted Education and Training Programs. 

Executive Order 13166 (PDF) - Improving Access to Services for Persons With Limited English Proficiency

Executive Order 11246, As Amended  The Executive Order prohibits federal contractors and federally–assisted construction contractors and subcontractors, who do over $10,000 in Government business in one year from discriminating in employment decisions on the basis of race, color, religion, sex, sexual orientation, gender identity or national origin. The Executive Order also requires Government contractors to take affirmative action to ensure that equal opportunity is provided in all aspects of their employment.
Federal Regulations and Policy Guidance:

· Title 29 CFR Part § 31.  Nondiscrimination in Federally-assisted programs of the Department of Labor, effectuation of Title VI of the Civil Rights Act of 1964. 29 CFR Part 31 in: [pdf] [html] 

· Title 29 CFR Part § 32.  Nondiscrimination on the Basis of Disability in Programs and Activities Receiving or Benefiting from Federal Assistance.  29 CFR Part 32 in: [pdf] [html] 

· Title 29 CFR Part § 33.  Enforcement of Nondiscrimination on the Basis of Disability in Programs or Activities conducted by the Department of Labor.   29 CFR Part 33 in: [pdf] [html] 

· Title 29 CFR Part § 34.  Implementation of the Nondiscrimination and Equal Opportunity Requirements of the Job Training Partnership Act of 1982.  29 CFR Part 34 in: [pdf] [html] 

· Title 28 CFR Part § 35.  Nondiscrimination on the Basis of Disability in the State and Local Government Services 28 CFR Part § 35 in: (PDF) (HTML) 

· Title 29 CFR Part § 37.  Implementation of the Nondiscrimination and Equal Opportunity provisions of the Workforce Investment Act of 1998. 29 CFR Part § 37 in: [pdf] [html] 

· Federal Register Notice 64 FR 61692. [pdf] [html]
· Title 29 CFR Part § 1614.  Federal Sector Equal Employment Opportunity. 29 CFR Part § 1614 in: (PDF) (HTML) 

· Equal Employment Opportunity Commission's Management Directive 110 Complaint Processing 

· Equal Employment Opportunity Commission's Management Directive 715 Affirmative Action Programs 
This Monitoring Reviewer’s Guide is applicable to any entity that administers a program, service or activity from the United States Department of Labor (USDOL), or any other federal financial assistance received from the Department of Workforce Development, Division of Employment and Training (DET). The federal financial assistance may be direct or indirect. The use of the term "recipient” in this guide is use to denote the entity receiving assistance from DET and sub-recipient when the primary funded recipient extends the federal assistance to another entity.
I. Monitoring Process and Procedures
Desk Monitoring Review:
· Prior to conducting an on-site monitoring visit, recipients will be asked to submit data needed for a desk review.
· The desk review will consist of reviewing of recipient's plan, data, and other obligations made at the time the plan was submitted and approved prior to a site visit.

· A statistical or quantifiable analysis of the records and data kept by the recipient, including analyses by race/ethnicity, sex, age, and disability status.

· An investigation of any significant differences found across groups in participation in the programs, activities, and employment as a result of the analysis.

· An assessment to determine if administrative assurances and obligations have been fulfilled, including recordkeeping, public notices and communication.

· Review of the recipients policies and procedures to ensure they are in place and nondiscriminatory;

· Review of job training plans, subcontracts, letters of assurances and similar agreements to ensure they are nondiscriminatory and cite proper Federal and State statutes, and contractual obligations.

· Review policies, procedures, and agency's websites to ensuring compliance with Section 504, Section 508, and Title II of the American with Disability Act of 1990 as it relates to program and physical accessibility by person with disabilities.

· A system to ensure that individuals assigned responsibility for carrying out nondiscrimination requirements can do so effectively.

· Review of procedures for obtaining prompt corrective action when noncompliance is found; and, supporting documentation to show that commitments made in the WIOA MOA are carried out (WIOA only).
· Review the agency's complaint policies and procedures for resolving discrimination complaints, grievances filed by applicants and participants including the Job Center Complaint Coordinators system. 
Scheduled Monitoring Site Visit Reviews: 
· Civil rights monitoring reviews are scheduled on an annual basis.  Site Reviews may also be scheduled as a result of a request from the DOL, DWD, and/or due to participant complaint(s) alleging a violation of the civil rights statutes or regulations.   
Monitoring Team

· The DWD – DET Equal Opportunity Officer (EOO) is the lead person within the Division of Employment and Training (DET) who is responsible for monitoring the recipient's civil rights compliance program.  The EOO is a member of the Bureau of Program Management and Special Populations (BPMSP). 
· The Monitoring Team is comprised of the lead EO Officer, (David Durán) and may include other auxiliary staff as needed for monitoring visits.

· Review team members are trained in and have an understanding of the monitoring requirements of Section 188 of the Workforce Innovation and Opportunity Act of 2014 (WIOA), 29 CFR Part 37, Title VI of the Civil Rights Act of 1964, as amended; Section 504 of the Rehabilitation Act of 1973, Title IX of the Education Amendments Act of 1972, as amended; the Age Discrimination Act of 1975; and the Americans with Disabilities Act of 1990 Title VII of the Civil Rights Act of 1964, as amended and other laws applicable to funded recipients.
Monitoring Review Guide

· This review guide includes the specific equal opportunity and nondiscrimination statutory and regulatory requirements that must be adhere to by DWD – DET and its sub-recipients in the administration of WIOA programs, services, and activities.  The guide is developed is such a manner to allow DWD – DET to determine if a sub-recipient and their sub-contracts are administering the WIOA program in accordance to 29 CFR Part 37, as well as the other cross-cutting civil right statutes applicable to program accessibility as well as to buildings and facilities used In the delivery of program services.  These statutes include but not limited to: Title VI of the Civil rights Act of 1964, DOL Limited English Proficiency (LEP) Guidance, Section 504 and 508 of the Rehabilitation Act of 1973, as amended, the American with Disability Act of 1990 as amended, the Age Discrimination Act of 1975, and Title IX of the Educational Amendments of 1972.

· The guide was developed following the same 9 elements that the DET addressed in the Method of Administration (MOA) DWD must submit to DOL, Civil Rights Center.  The  MOA is a document that describes the actions DWD – DET will take to ensure that its WIOA Title I-financially assisted programs, activities, and our sub-recipients are complying, and will continue to comply, with the nondiscrimination and equal opportunity requirements of WIOA and its implementing regulations.
· The MOA regulatory requirements apply to DWD – DET as well as to WIOA funded sub-recipients when Federal funds are extended.
· Prior to the onsite monitoring visit, agencies may be asked to submit data and other information needed for the desk review.

· As a result of any monitoring visit, a written report will be produced along with corrective action measures that may be needed. Follow up visits are conducted as needed and indicated in the reports.

· The report will be sent to the contract manager and agency signatory(s) with a copy being kept by the Civil Rights Unit of DET.

Notification and Request for Preliminary Information. 

Prior to conducting an on-site compliance review of a recipient, the reviewer will notify the appropriate Director/Administrator/contract manager approximately two to four weeks prior to the review.  A request may be made for staffing data, which collects demographic information on staff, may be forwarded at this time along with a request for preliminary data as appropriate, such as data on applicants and clients, random sample applications, non-monetary determinations, reports, discrimination complaints, etc. The data is reviewed onsite, during the review.

This monitoring instrument is provided prior to the on-site review to allow the recipient time to prepare for our visit.

On-Site Review

The focus of the on-site review is to determine compliance with civil rights, equal opportunity and non-discrimination requirements and to review significant differences or disparities identified during the desk review. Upon entering the site, the reviewer will meet with the appropriate Director/Administrator/Contract Manger and the Local EO Officer to discuss the scope of the review, make arrangements for client and staff interviews or file reviews, and to discuss preliminary findings of the data analysis from the desk review.

Areas of emphasis during the on-site review may include, but are not necessarily limited to:

1. Staff composition (agency labor force);

2. Management and client interviews;

3. Staff awareness of civil rights, equal opportunity and nondiscrimination laws;

4. Complaint files (if appropriate);

5. Client files;
6. Client Interviews
7. Physical aspects of the site – programmatic and architectural accessibility;
8. Observance of reception, intake, and assessment processes – if applicable;

9. Maintenance of relevant policies and complaint files;

10. Interview minority and/or community-based advocacy organizations – when complaints or equal opportunity concerns have been identified or expressed;

11. Agreements with local organizations to provide needed services to persons with special needs; and,

12. Display of announcements, mandatory posters, and posters or signs for clients with limited English-speaking abilities and visual or hearing disabilities.

Exit Conference 
Immediately following the review the reviewer will conduct an exit meeting with the appropriate Director/Administrator/Contract Manager or designee to discuss the findings and clarify areas in question. A preliminary compliance status will be given at this time and preliminary corrective action(s) suggested.

CORRECTIVE ACTION PROCESS

Follow-up

1. Within approximately thirty (30) working days of the completion of the review, the reviewer will prepare a written report.

a. The report will be disseminated to the appropriate Director/Administrator/Contract Manager

b. The report will discuss, in detail, areas of pending or non-compliance and outline those areas that are found to be in compliance.

2. When areas of non-compliance are found, the reviewer will make recommendations for corrective action(s) in the report and the following may occur:

a. Where agency management agrees with the recommendations, an implementation plan may requested by the reviewer within approximately thirty (30) days of the date recommendations are received.

b. Where agency management disagrees with recommendations, management may contact the reviewer to request an informal resolution of the issue(s).

(1) Where an informal resolution is reached, an implementation plan may be requested by the reviewer within approximately thirty (30) days of the date recommendations are accepted.

(2) Where an informal resolution is not reached, a meeting may be requested by the State EO Officer and the appropriate agency staff.
(3) Where no agreement is reached at this level, the negotiations may be escalated to the next, or highest, level of review.

c. At some point (usually 6 to 9 months) after the recommendations are implemented; a follow-up review may be scheduled to assess the progress made in resolving the identified problem areas.

Data Analysis Check List

The following are the routine data analyses to be performed as part of the desk review:

Employment services

· from job applicant to job referral



· from job referral to job placement



· average referral wage


· average placement wage


· receipt of core services


· receipt of intensive services


Unemployment insurance

· payment to nonpayment


· by reason for nonpayment
· alleged misconduct

· job refusal

· not able to or available for work
· reporting requirement not met

· denials by adjudicator


· results of appeal


· profiling


WIOA Title I

· from population eligible to be served to applicant



· from applicant to eligible applicant



· from eligible applicant to participant



· completed WIOA or partner services


· received supportive services


Adult and Dislocated-Worker Programs

· adult education/basic skills/literacy activities


· on-the-job training


· occupational skills training


· nontraditional training


Youth Programs

· education achievement services


· employment services


· summer youth employment opportunities


Terminations

· received follow-up services


· entered training-related employment


· entered nontraditional employment


· attained certificate/diploma/degree


· entered postsecondary/advanced training


· other exits (institutionalized/health-medical/deceased)
· Earnings at program completion (structure of the analysis is to be determined)

Younger Youth

· goal attainment

· basic skills


· occupational skills


· work-readiness skills


· education
· attained diploma/GED/is attending school


· placement


(structure of the analysis is to be determined)

Any of the preceding analyses may be applied to specific groups, where appropriate, to include:

· migrant and seasonal farm workers

· veterans

· individuals with disabilities

· TANF recipients

· welfare-to-work program participants

· Job Corps participants and to programs for Native Americans, where appropriate.
Monitoring Review Instrument
	Element 1: Designation of EO Officer

	Local EO Officer Name

	To whom does the EO Officer report? Please provide a copy of the job description for the EO Officer.

	1. Describe any non-EO related job functions that may create a conflict of interest or the appearance of a conflict of interest.

	2. How is the EO Officer’s identity made known to participants and service providers?

	3. On what internal and external communications concerning the recipient’s nondiscrimination and equal opportunity programs does the EO Officer’s identity and contact information appear? 
Please provide examples.

	4. Does the Equal Opportunity Officer:

	Yes
	No
	

	____
	____
	Process complaints?

	____
	____
	Review participant reports for equity of service?

	____
	____
	Conduct on-site visits to service providers and contractors or review monitoring reports to ensure that the recipient and its contractors are not violating their nondiscrimination obligations?

	____
	____
	Provide EO training to staff and contractors?

	____
	____
	Review written policies to make sure they are nondiscriminatory?

	____
	____
	Develop and publish discrimination complaint procedures?

	5. What equal opportunity training has been provided to staff? (Please specify dates and locations – may attach a log)

	6. What training has been provided to recipient’s service providers and contractors? (Please be specific – may attach a log)

	7. Has the EO attended or been provided Civil Rights training (either in person or via web cast)?
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  If Yes, identify the training and dates:
8. Describe staffing support for the EO Officer, if any.



	Element 2: Notice and Communication

	1. Where are the posters displayed?

	a. Which versions are displayed? (Identify additional languages required based on the desk review of LEP data)? Check all that apply: 


 FORMCHECKBOX 
 English (E),    FORMCHECKBOX 
 Spanish (S),    FORMCHECKBOX 
 Hmong (H) or    FORMCHECKBOX 
 all

	b. Required Posters
	Language
	Number
	Location

	
	Equal Opportunity Policy
	
	
	

	
	Limited English Proficiency Policy
	
	
	

	
	Complaint Information (WIOA only)
	
	
	

	
	“I Speak Card” (Publication)
	
	
	

	
	Job Center Complaint Coordinator Poster (WIOA)
	
	
	

	

	2. Notice of Equal Opportunity and Nondiscrimination: (Please provide copies of applicable documents)

	a. How are participants notified?

	b. Who provides the notice to the participant?

	c. Does the notice include the required language? (WIOA has specific requirements)

	3. Are additional steps taken, beyond the required posters, to ensure continuing notice of the right to file a discrimination complaint is provided to Limited English Proficient populations in their language?  

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	4. What equal opportunity “tagline” is included in brochures, pamphlets, flyers, and materials distributed or communicated in written, oral or electronic form to applicants, staff and the general public?  (Example: We are an equal opportunity employer/program service provider. If you need assistance to access services or material in an alternate format please contact…etc.)  (Please provide samples/examples of materials in which this is included.)
Is the “tagline” included in public announcements and broadcasts?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	5. How does the recipient ensure that continuing notice of equal opportunity and nondiscrimination are provided to the following groups?

Provide examples for each group:

____ Applicants, registrants, and participants

____ Employees and applicants for employment

____ Other recipients of funds

____ Members of the public

____ Members of the public with disabilities, including impaired vision and hearing

____ Unions or professional organizations that hold collective bargaining or professional agreement with your organization



	6. If the recipient produces their own public information, describe how photographs and other pictorial displays include and portray positive images of women, minorities, and individuals with disabilities and persons of varying age groups engaged in a variety of workplace and skilled training capacities. (Please provide examples)

	7. How has the recipient communicated the requirement not to discriminate on the basis of disability and the obligation to provide reasonable accommodations to its sub-recipients?

	8. What efforts does the recipient make to ensure that communications with individuals with disabilities are equally as effective as communications with other non-disabled individuals? 

	9. In all communications indicating that the Recipient/Agency may be contacted by telephone, is the telephone number for the TDD/TTY or relay services provided?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
10. How is the Equal Opportunity Notice provided in alternative formats for individuals with visual impairments?     


	Element 3: Assurance

	1. Do contracts contain the approved equal opportunity assurance language appropriate to:

____ WIOA Programs

“…discrimination on the grounds of race, color, religion, sex, national origin, age, disability, political affiliation or belief, and for beneficiaries only, citizenship or participation in a WIOA Title I financially assisted program or activity, is prohibited.“ (29 Code of Federal Regulations (CFR), Part 37.1 Purpose)

____ Example provided of sub-contract Equal Opportunity Assurance section

	2. Is the sub-contractor or service provider aware of the EO assurances requirements in the contract or agreement? 

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   If Yes, provide an example(s) of how this is accomplished.

	3. What equal opportunity and nondiscrimination policies are in place for employees? 

(Please provide a copy)


	Element 4: Universal Access

	1. Describe the efforts to analyze the demographic profile of the population to be served in the service area?

	2. What steps has the recipient taken to ensure services and other information is provided to Limited English Proficient persons?

	3. In what languages is information routinely provided within the service area, other than English?

	4. What, if any, documents have been determined “vital” and translated into languages designated as meeting the LEP requirement to be translated? (Please provide examples)
____ Examples provided

	5. How are the required notifications provided in alternative formats for the visually impaired and hearing impaired?

	6. How do training providers provide programmatic and architectural accessibility for individuals with disabilities? (Please provide specific examples)

	7. What outreach plans, strategies, and activities have been identified for various groups (various racial and ethnic groups, gender, individuals with disabilities, individuals in differing age groups) served?

	8. Do these measures include:

	Yes
	No
	

	____
	____
	Advertising?

	____
	____
	Notices to schools and community service groups?

	____
	____
	Consultation with community service groups?


	Element 5: Compliance with Section 504 of the Rehabilitation Act of 1973 & The Americans with Disabilities Act of 1990


Section 188 of the Workforce Investment Act of 1998 (WIOA) and its implementing regulations at 29 C.F.R. Part § 37, require funded recipients to fully comply with all the nondiscrimination and equal opportunity provisions protecting individuals by civil rights laws.  Section 504 of the Rehabilitation Act of 1973 (Section 504) as amended, and the American with Disability Act of 1990 as amended (ADA) prohibit discrimination on the basis of disability in all federally assisted programs, services, and activities.
The prohibitions extend to the administration of programs, policies, services, and physical accessibility to facilities used in the provision of service delivery.  The prohibitions also apply to funded recipient's employment practices used in the administration of WIOA program services or activities funded recipient are engaged in;  Recipients and sub-recipients must ensure that their programs, policies, facilities, and employment practices are accessible to and do not discriminate against individuals with disabilities. The method institutionalized for determining ongoing compliance with these requirements is for each entity to conduct an annual self-assessment survey of their programs policies, procedures and physical locations to ensure continued compliance with Federal nondiscrimination statutes.

For WIA programs:
Workforce Development Boards have completed Section 188 Disability Checklists during 2013.  WDB participating in the Disability Employment Initiative Project received funding to upgrade and or install accessible equipment and software making Job Centers accessible to persons with disabilities.  Some WDBs conducted ADA Plus inspections and during 2014 and provided funding to upgrade and or make Job Center services more accessible.  

	1. Did the local Workforce Development Board conducted a Program and Physical Accessibility to determine ongoing compliance with Section 504 & 508?  
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No.
If yes, please indicate what was recommended and what steps the recipient took to address the recommendations.
____ Please provide a copy of the most recent survey conducted If you have reduced these actions to writing.  

	2. Have similar Program and Facility (Section 504/508) assessments been completed for service providers not located in a Job Center?

.

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No.  Please provide a sample of the language or copy of the contract used to obligate sub-recipient's compliance.


	For recipients of WIOA funding source the following questions should be considered in conjunction with any prior self-assessments and any resulting actions taken

	3. If structural changes are needed does the recipient have a transition plan on file?  

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No.  If Yes, please provide a copy. If No, please explain when they are anticipated to be completed.

	4,       Are contractor and service providers programs, services, activities, and physical sites accessible to individuals with disabilities?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	a. Is there at least one entrance to the building that is wheel chair accessible? 

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No.  If Yes, does it have the international symbol for accessibility for individuals with disabilities posted? If No, where are these clients directed to go? Explain.


	b. Do inaccessible entrances have signs indicating the location of the nearest accessible entrance?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No.  (Please  explain)

	c. Are public notices and other vital information routinely posted and made available in alternate formats (i.e., audio recording, Braille,), and in non-English languages as recommended by the recipient's LEP population data analysis in accordance to the DOL Guidance published in the Federal Register Volume 68 No. 103 on Thursday May 29, 2003 
            FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


	d. Is there TTY – TDD equipment readily available for use by customer and/or participants?              FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
e. If no, is there Wisconsin Relay (711) phone made public in posters, websites, and equal opportunity statements or clients rights and responsibilities to inform customers and participants?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


	5. How often are contractor’s facilities monitored to ensure accessibility?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


	6. Describe efforts to prohibit discrimination on the basis of disability in employment practices by the recipient and its partners.

____ Requiring the provision of reasonable accommodations in employment, when appropriate.

____ Reviewing job qualifications to ensure that they do not use selection criteria that screen out or tend to screen out an individual with a disability on the basis of that disability unless the criteria is job related for the position in question and consistent with business necessity.
____ Prohibiting pre-employment inquiries regarding disability except to ask for the individual to self-identify himself or herself as a person with a disability on a voluntary basis for reporting purposes and will be maintained confidentially.



	Reviewer’s additional questions to consider in this Element.



	7. How does the recipient insure that it does not aid or perpetuate discrimination by providing significant assistance to a person or recipient that discriminates on the basis of disability

	8. How does the recipient insure that programs and activities are administered in the most integrated settings possible?

	9. How does the recipient insure that, in determining the site or location of a facility, selections are not made that have a discriminatory effect?

	10. How does the recipient insure that eligibility criteria that screen out or tend to screen out an individual with a disability or class of individuals with disabilities are not imposed unless such criteria can be shown to be necessary for the provision of the aid, benefit, service, training, program or activity being offered?

	Reviewer’s additional questions to consider in this Element. 


	11. How does the recipient insure that an individual with a disability is not required to accept an accommodation, aid, benefit, service, training, or opportunity that the individual chooses not to accept?

	12. How does the recipient insure that, employment-related training selection criteria are reviewed to ensure that they neither screen out, nor tend to screen out, individuals with disabilities or any class of individuals with disabilities from fully and equally enjoying the training unless the criteria can be shown to be necessary for the training being offered?

	13. Describe the availability of assistive equipment for individuals with disabilities. 

	14. Describe the recipient’s web site in regards to its accessibility
a. Has the recipient completed a Section 508 Checklist for Software Applications and Operating Systems of web sites?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

b. When was the last time the recipient completed a Section 508 compliance review _____________________?  Provide a copy of the checklists. 



	15. Describe any reasonable accommodations that have been provided for applicants, participants, or employees with disabilities.

	a. How are reasonable accommodations provided regarding the registration for, and the provision of, aid, benefits, services or training-including core and intensive training-and support services to qualified individuals with disabilities? 

	b. Describe how you meet the obligation to operate programs or activities which when viewed in their entirety are readily accessible to qualified individuals with disabilities, through leans such as: redesign of equipment; reassignment of classes or other services to accessible buildings, assignment of aids to beneficiaries; home visits; delivery of services at alternative accessible sites; alteration of existing facilities and construction of new facilities in conformance with standards for new construction; or any other method that results in making its program or activity accessible to individuals with disabilities?

	c. Does the recipient have a written reasonable accommodation policy? 

 FORMCHECKBOX 
Yes    FORMCHECKBOX 
 No  If yes, please provide a copy


	16. Describe how medical information is maintained separate from other files and secured.


	Element 6: Data and Information Collection and Maintenance

	1. Please explain EO customer demographic data collection procedures in your agency: race/ethnicity, sex, age, and where known, disability status.

	2. Please explain how you conduct statistical/quantifiable analysis on the population being served?

	a. How are these data maintained under safeguards that will restrict access to authorized personnel only?  Please explain.

	b. Are the records kept for a period of three years?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	c. How are these records destroyed?

	d. How is staff made aware that customer demographic data must be collected?

	e. How is the data collected by staff?


	Element 7: Primary Recipient's Compliance with Monitoring Sub-Recipients/Subcontractors Civil Rights Compliance Requirements

	1. List the EO Officer monitoring site visits conducted of sub-recipients/subcontractors compliance with civil rights statutory and regulatory requirements:
a. __________________________

b. __________________________

c. __________________________

d. __________________________

e. __________________________


	2. How often are on-site monitoring review visits conducted to subcontractors?

____ Please provide a record and/or summary report of the EO monitoring visits (dates, locations, entities and findings) since your last Monitoring review.


	3. If the EO Officer is not responsible for conducting on-site compliance monitoring reviews of sub-recipients/subcontractors, how does the primary recipient carry-out this part of its obligations?  


	4. If the recipient subcontracts monitoring activities to another entity or other individual, how does the primary recipient assures those conducting civil rights compliance monitoring review are qualified and/or trained on Federal and State civil rights laws effecting service delivery and employment? 
a. Recipients subcontracting oversight responsibilities must provide verification personnel conducting monitoring activities are qualified and/or training to complete the comprehensive reviews.



	Element 8: Complaint Processing Procedures

	1. What discrimination complaint policies and procedures are used in the recipient agency? 
(Please provide copies)

	2. Explain how customers and employees obtain a copy of the discrimination complaint policy and procedures and/or discrimination complaint form?

	3. Does the discrimination complaint log for formal discrimination complaints include the following:

	Yes
	No

	____
	____
	Name and address

	____
	____
	Basis of complaint

	____
	____
	Brief description of complaint

	____
	____
	Date filed

	____
	____
	Disposition

	4. Please provide a copy of the discrimination complaint log for review



	Please list any formal complaints that have been filed with the recipient since the last EO monitoring visit.

	4.a
Please respond to the following questions concerning each complaint:  continued

	Yes
	No

	____
	____
	Was the complaint filed within 180 days?

	____
	____
	Was the complainant provided a written notification of receipt of the complaint within 10 days?

	____
	____
	Was the complainant provided a written statement of each of the issues raised in the complaint and whether you would accept or reject each issue?

	____
	____
	Was the complainant sent a written notice of lack of jurisdiction when the recipient determined that it did not have jurisdiction over a complaint?

	____
	____
	Was the complainant notified that they have the right to representation in the complaint process?

	____
	____
	Was the complainant offered Alternative Dispute Resolution as an effort to resolve the complaint?

	____
	____
	Was the complainant provided a written Notice of Final Action within 90 days of the date the complaint was filed?

	____
	____
	Did the Notice of Final Action contain your decision on each issue and an explanation of the reason underlying the decision?

	____
	____
	Did the Notice of Final Action inform the complainant that he/she has a right to file a complaint with CRC within 30 days of the date in which the Notice of Final Action is issued if he/she is dissatisfied with your final action on the complaint?

	____
	____
	Has the State EO Officer been advised of the complaint?

	4   b            Are the discrimination complaint records kept for a period of seven years?

	5. How is the identity of the complainant or any individual kept who furnishes information relating to, or assisting in, an investigation confidential to the extent possible, consistent with a fair determination of the issues?

	6 How is an individual who filed a complaint, opposed a practice prohibited by the nondiscrimination and equal opportunity provisions, or assisted or participated in any manner in an investigation protected from discharge, intimidation, retaliation, threat or coercion?

	7 What is the recipient’s policy (attach) for handling discrimination complaints from contractors regarding participants? (Please attach a copy of the policy)


	Element 9: Corrective Actions/Sanctions

	1. What are the recipient’s procedures for obtaining voluntary compliance when equal opportunity violations are found?

	2. What is the follow up policy for violations?

	3. What, if any, corrective actions/sanctions were taken against contractors since the last monitoring review?

	Reviewer Signature 
	Completed Review Date


Entrance Conference

	Date of Visit
	Reviewer Name

	Service Provider Information

	Name
	Telephone Number

(       )

	Address (street, city, St. & zip)

	Representative Information

	Director/Administrator Name
	Local EO Office/Manager Name

	Items Covered In Initial Meeting
	Programs Reviewed

	Check all that apply:

____ Introduction

____ Reason for the review

____ Purpose of the review

____ Elements of the Review

____ File Review

____ Walk-through

____ Employee Interview(s)

____ Client Interview(s)

____ Other: _______________________

____ Exit meeting/Conference to be held
	____ WIOA

Other:_____________________________


Document questions and responses in this space below:

Program Recruitment and Assessment

OPTIONAL 
(For use if other related information is not available)

	Recipient Name
	Location

	Recruitment/Outreach service provider
	Programs

	Person(s) Interviewed

	Name (first, last)
	Position Title

	Name (first last)
	Position Title

	Name (first, last) 
	Position Title

	Interviewer Name
	Interview Date

	Questions with an asterisk (*) are related to WIOA Funded programs only

	Program Recruitment



	1. Describe your recruitment (marketing and outreach) process (e.g., school visits, media ads, etc.).
2. Describe your recruitment (marketing and outreach) process targeted at recruiting and enrolling protected groups required to be served under WIOA ( e.g., Blacks, Hispanic/Latinos, Native Americans living off the reservation, Asian, Migrant & Seasonal Farmworkers, Veterans, Persons with Disabilities, Welfare-to-Work (W-2) and Job Corps participants, Females, Refugees properly authorized to work)?


	3. Who is responsible for recruitment? List by name and job title. 

	4. How is the eligible population determined (for the program(s) listed above)?

	5. What media are used to recruit applicants?
5. a.  What non-English media is used to notify the general public considered to be LEP and potentially eligible of available employment and training services?

 

	6. What specific resources are used to recruit racial/ethnic minorities, Females, Veterans, Persons with Disabilities, Migrant and Seasonal Farmworkers, Black African American Native Americans living off the reservation, and Asian, Refugees and other immigrants properly authorized to work in the U.S.?



	7. *When does a customer officially become an applicant?

	8. *How often is orientation offered to potential applicants?

	9. *What is the “typical” number of attendees?

	10. *Who is responsible for conducting the orientation?  List by name and title

	11. *What is the format of the orientation? i.e. lecture only, video, question and answer, etc.

	12. *How is it determined whether a customer will need an accommodation (because of a disability) in order to attend orientation or to apply for services?

13. How is orientation offered and provided to individuals considered to be LEP?

   

	14. *What attendance records are kept for each orientation session?

	15. *Are there follow-up contacts with individuals who attend orientation but do not complete an application?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	16. *Are there occupations that are in high demand in your region?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  If Yes,  list the occupations

	Program Assessment



	1. Describe the assessment process.

	2. Are there locally developed forms (that is, forms developed within the region) that are used in the process? 

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  If yes, please list the form names and describe how the forms are used.

3. Are forms translated to those language groups that meet the criteria for translation of vital documents in according to Executive Order 13166 and DOL LEP Guidance?
□ Yes  □ No
If  yes, list the language groups for which forms and or other vital documents/vital information has been translate to:________________________________________________________________________________________________________________________________________________________________________________________________________________


	4. Who evaluates the information provided on the application for services?

	5. Are all applicants tested?  

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No. If No, who or what determines which applicants are tested?

	5. How are the tests scored? 

	6. Is there a cut-off score to indicate “failed” or “passed”?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 

	7. What tests, by name, are administered, and have they been validated?

	8. Who administers the tests, and where?

	9. Who scores the tests, and interprets the results?

	10. How is consistency of interpretation determined?

	11. Do test scores determine eligibility and placement in all programs or just in certain programs? (Name, if appropriate)

	12. Are service providers, other than assessment staff, involved in assessment, selection, and placement of individuals into programs? (If so, describe)

	13. What happens to someone who is not accepted into a particular program of his or her choosing?

	14. Are individuals who do not qualify for federal assisted programs informed of possible alternatives? (If so, describe)

	15. Are individuals who are not selected for federal assisted programs tracked?  If so, is any data retained on those individuals, and where is the information kept?

	16. What accommodations are available for the applicant with disabilities or impairments during application and assessment, and are readers available to visually impaired persons who do not use Braille?

	17. Discuss the percentage of women and racial/ethnic minority applicants and participants who go into nontraditional jobs. How are applicants informed of opportunities in nontraditional jobs?


18. How does the local system assure that Core services are delivered in each of self-serve, staff facilitated and staff-assisted (one on one) modes to MSFWs and others? 
19. Has the LWIB or system decided that a minimum set of intensive services are to be provided within the One Stop Center or local workforce system?  If so, what are they and what reports are made to the Board about this (examine to see if MSFW receipt of intensive services is covered)
20. What policies or guidance other than state policy has the LWIB created about priority for receiving intensive services?  What are they, how were they set, what’s the process and frequency for reviewing them and what reports are provided the Board?  (examine for impact on MSFWs receiving intensive services if MSFW population is present during the program year)

21. What policies or guidance has the LWDB created for use of training money, including priorities?
22. What outreach about workforce system services have occurred in the last year to MSFW customers, refugees and other LEP job seeker customers?

23. Does the MOU(s) address the employment and training needs of MSFWs adults and MSFW youth, including refugees, work authorized immigrants (i.e., career counseling, referral to vocational training, supportive services or educational ESL, ABE, GED classes)?
24. Does the MOU indicate how the service delivery process of each partner is customized and integrated to better serve the special needs of MSFW and other protected customers?  
25. Is the unified/integrated WIOA-WP Local Plan consistent with the unified/integrated State Plan as regards services to MSFWs?
26. Does the local service plan describe the services required to be provided to MSFW authorized under Wagner-Peyser Act?
27. Does the plan explain how the "full range" of core services, benefits and protections will be made accessible and provided to MSFWs by mandated partners in the One-Stop Center(s).  (If not, ask manager and staff to explain how the full range of services are made accessible.)
28. Does the plan explain how services are going to be monitored to assure or improve performance levels set in the MSFW Equity and Minimum Service indicators? Describe what monitoring occurs by the Center operator or others in the local system to determine whether qualitatively equivalent and quantitatively proportionate service delivery actually occurs.
29. Does the plan identify the local MSFW partner organizations or farm worker groups contacted to provide input on the local WIOA Plan?
30. Was the plan distributed to MSFW community service organizations or agencies and MSFW advocates to review and provide public comment?
31. Does the local WIOA/W-P plan include correspondence to and the comments from MSFW community organizations and other groups and the local board’s responses to those comments?  What, if any, changes were made and disagreements identified?
32. Does the local plan discuss marketing and outreach of system services to job seekers?  Does this specifically discuss MSFWs? Marketing/outreach in Spanish?
Current Staffing Data

This form collects demographic information on staff. It should be completed and returned prior to the on-site review.

	Agency Name
	Site Location

	Staff Positions
	All Employees
	White
	Black
	Asian
	Am. Indian or AK. Native
	Native Hawaiian or Pacific Islander
	Hispanic or Latino
	Not Hispanic or Latino
	With a Disability

	
	Total
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F
	M
	F

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Equal Opportunity and Nondiscrimination

Monitoring
Client Interview
Interviewer:

Location:

Date:

Client City of Residence:

“The following is strictly voluntary and will be treated confidentially.  It will not affect your status in receiving benefits or services:”

Please indicate the following:

Gender:
 FORMCHECKBOX 
  Male
 FORMCHECKBOX 
  Female

Ethnic Origin:    FORMCHECKBOX 
  Hispanic or Latino
 FORMCHECKBOX 
  Not Hispanic or Latino

Race (Check all that apply):
 FORMCHECKBOX 
  American Indian or Alaskan Native

 FORMCHECKBOX 
  Asian

 FORMCHECKBOX 
  Black or African American

 FORMCHECKBOX 
  Native Hawaiian or Other Pacific Islander

 FORMCHECKBOX 
  White

Are you an individual with a disability?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


1. Please describe the frequency of your visits or contacts here:

2. Do you feel that this office is accessible to all, regardless of their: 

· Race/Color/Ethnicity?

· Sex or Gender?

· Disability?

· Religion?

· National Origin? 

· Age?

· Limited ability to speak or understand English?

· Citizenship?

· Political Affiliation or Belief?

3. What recommendations, if any, do you have in order to assist the office in providing universal access?

4. What is your opinion of the quality of service provided here?

5. Did anyone inform you of your equal opportunity/nondiscrimination rights as a program applicant or participant? (For example, did anyone inform you of what to do if you believe you were discriminated against based on your race, gender, age, disability, national origin, etc.?)

When you registered, did you get a copy of those rights?

6. Do you have any comments, concerns, or suggestions about the program?


Name:

Address:

City, State, Zip:

Phone:


Summary - Interview Results from Interviews with Clients
____ Number of clients interviewed

____ Overall knowledge of rights

____ Overall understanding of illegal job orders

____ Overall understanding of access for LEP persons

____ Overall understanding of access for individuals with disabilities

Summary Comments

Employee/Staff Interview

Assure the employee that his/her name will not be a part of the review record, only the nature of his/her response.

	Interviewer Name
	Interview Date

	Location

	Employee Function in the office

	1. What training have you received regarding Equal Opportunity requirements related to your work? When and where?

	2. Does your local supervisor or manager discuss equal opportunity and equal access for clients with the staff?

	3. What arrangements are made to provide services to limited English proficient individuals? (Identify staff and partners used to help customers)

	4. Are you aware of languages spoken by customers in this area who are limited English proficient? What are they?

	5. Where do you obtain the unit’s policies, procedures or guidance regarding limited English proficiency?

	6. Do you have any questions on how to serve limited English proficient individuals?  
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    If Yes, what are they? 

	7. What arrangements are made to provide services to the visually impaired, deaf clients, and non-ambulatory clients? (Please be specific).

	8. What do you do if a person comes in with a need for an American Sign Language interpreter?

	9. Do you know who to ask when you have a question about services to individuals with a disability? Please explain and be specific.

	10. Are you aware of local policies and procedures regarding individuals with disabilities? Where do you find the policies, procedures or information?

	11. Do you have any questions on how to serve individuals with disabilities? If so, what are they? 

	12. Are you involved with job orders? 

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No If so, what is your understanding of nondiscriminatory job orders?

	13. What do you do if a client tells you that she feels she has been discriminated against by you or someone in your office because of her race/ethnicity, color, religion, sex, national origin, age, disability, political affiliations or belief, *(or for WIOA Title I program beneficiaries, her citizenship or participation in a WIOA Title I financially-assisted program)?  

               Do you know what her rights are? Please explain.   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


	14. What do you do if you feel you have been discriminated against because of your race/ethnicity, color, religion, sex, national origin, age, disability, political affiliation or belief, *(or for WIOA Title I program beneficiaries, citizenship or participation in the WIOA Title I financially assisted program)?
             Do you know what your rights are?  Please explain.   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


	15. Do you have any questions or comments?

	14. Do you know what your rights are? Please explain.

	15. Do you have any questions or comments?


Summary - Interview results from Interviews with Staff

____ Number of staff interviewed.
· Frequency WDB, One-Stop-Center Operator, or Partner agency provides CRC training to staff?    

· What is the level of employee's knowledge regarding Civil Right Compliance laws and there applicability to beneficiaries?

· How often do supervisors, managers review the CRC & EO policies and procedures in regular meetings and or annual training?
· Overall employee understanding of participant's policies & procedures to request a disability accommodation?  Under what circumstances are accommodations provided.
· Overall employee understanding of Executive Order 13166, Title VI of the Civil Rights Act of 1964, DOL's Limited English Proficiency Guidance, DET LEP policies, and the WDB, One-Stop Centers policies and procedures for providing language access services to LEP individuals.

· Do employees know which vendors must be used to provide language services to LEP customers?  Who is the vendor under contract? 
· Are employees know what vital document have been translated to other languages 
· Do employees know what 

· Overall employees understanding of the LEP population groups language assistance needs of those living in the workforce development service area and.  What are the largest LEP groups?   

· Do employees know who the EO Officer is for their WDA?

· Can employees articulate the functions of an EO Officer vs., the Job Center Complaint Coordinator's function within the One-Stop-Center system?
· Do employees know what discrimination complaint system is in place?  
· Do employees what types of complaints can be filed with Job Center Complaint Coordinator?  
· Do employees know what rights they have under Federal and/or State employment laws?
Summary Comments

Participant File Review Worksheet

OPTIONAL

	File Review Date
	File Reviewer Name

	Recipient / One-Stop / Service Provider: 

	#
	Participant’s Name
	Last Four SSN
	Program
	Gender
	Race/

Ethnicity
	LEP
	Disability
	Medical Condition Information
	Inappropriate Comments
	Notice

	1
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	3
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	

	8
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	22
	
	
	
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	
	
	
	

	24
	
	
	
	
	
	
	
	
	
	


Key

Last Four: Last four digits of the Social Security number

Disability: Is the participant registered as a person with a disability on the registration sheet?

Medical Condition Information: Is there any medical condition information in the file that could be construed as revealing a disability or relating to a disability? This Includes information in case notes.

Inappropriate Comments: Subjective or Inappropriate Comments?
Notice: Is a signed copy of the “Equal Opportunity is the Law” notice (29 CFR 37.30) retained in the participant File? 

Civil Rights Compliance, Equal Opportunity and Nondiscrimination Survey of Local WIOA Federally Funded Programs

Advocacy Organizations Survey
	Advocacy Organization's Name:__________________________________________________

	Address:_____________________________________________________________________

	City:___________________________ State:____________________ Zip Code:____________       

	Name of Person Interviewed/Completing Survey:______________________________________

	Phone No:____________________________________________________________________

	Email Address:________________________________________________________________

	Date Survey Completed:_________________________________________________________

	Survey Questions

	1. Does your organization encounter customers potentially eligible for Workforce Investment Act (WIA)/Workforce Innovation Opportunity Act (WIOA), and services offered at the local Workforce Development Center?

· Workforce Investment Act of 1998

· Workforce Innovation and Opportunity Act 2014

· Wagner-Pesyer Act – Job Service

· Unemployment Insurance


	2. How would you define the characteristics of the customer you serve?
· Adults

· Dislocated-Workers (Receiving Unemployment Insurance)

· In-school youth between the ages of 14 - 21
· Out-of-school Youth between the ages of 16 - 24


	3. Does the organization serve customers who identify themselves as:
· Veterans

· Migrants and/or Seasonal Farmworkers

· Individuals with Disabilities (Job Seeking or in need of WIA – WIOA Training) 

· Welfare-to-Worker (W-2) Program Participants

· Job Corps Participants

· Native Americans (Not living on a Reservation)

· Black and/or African Americans

· Asian

· Recent Refugees, Other Immigrants (Granted Work Authorization or Legal Permanent Resident Status)
  

	4. Does your organization have a working relationship with the local Workforce Development Board and the One-Stop-Operator, One-Stop Job Center?

· Yes

· No


	5. What is the nature of your organization's working relationship with the Board and/or One-Stop Operator/Job Center?
· Have a written Memorandum of Understanding (MOU)

· Receive a WIA – WIOA grant from the local Workforce Development Board or sub-grant from a WIA – WIOA grantee

· Formal referral agreement to refer eligible WIA – WIOA customers to Workforce Development Board programs, services and/or activities



	6. If no formal or informal agreements exist between the Workforce Development Board, One-Stop-Operator, and or One-Stop-Job Center.  Does your organization document and follow-up your customer's progress in receiving services from the Workforce Development Board, One-Stop-Operator, One-Stop Job Center and partner agencies collocated within the Workforce Development Center?

· Yes 
· No


	7. Are you aware of any barriers encountered by your organization and/or staff when referring customers to the Workforce Development Board's WIOA programs, services and activities?

· Physical accessibility to the building

· Accessibility to programs

· Accessibility to Services

· Accessibility to sponsored activities

· Lack of sign-language-interpreters

· Lack of oral language interpreters for Limited English Proficient (LEP) customer


	8. Please elaborate on the nature of  barriers encountered and/or identified by the organization, staff and/or customers



	9. Is the organization aware of any equal opportunity complaints regarding the manner services are provided by the Workforce Development Board, One-Stop-Operator and/or with a partner agency collocated at the Workforce Development Center?
· Yes

· No


	10. Is the organization aware of any issues or concerns preventing customers from accessing services form any of the Workforce Development Center's Partner agencies? 

· Yes

· No

   Please elaborate on the nature of the issue(s) 



	11. Do you have any recommendations for improving services at the local Workforce Development Center?




Exit Meeting/Exit Conference

	Reviewer(s)
	Recipient /agency Representatives(s):

	Preliminary Observations and Recommendations/Findings and Required Actions

	Feedback from the recipient /agency


DETS-16607 (N. 6/2009)

APPENDIXES

Civil Rights Compliance and Equal Opportunity

Nondiscrimination Monitoring Review User Guide

 2015 - 2017

WIA – WIOA Section 188 Disability Checklist
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Section 508 of the Rehabilitation Act of 1973 Electronic and Information Technology Standards

Self-Assessment Checklist
Uniform Federal Accessiblity Standards (UFAS) Checklist
WIOA Section 188 Disability Checklist 

	Name of Workforce Development Area or Sub-recipients Name
	 Section 188 Assessment

 Accessibility Plan Document

	
	

	Name – Agency
	Date

	
	

	Division/Office
	Bureau

	
	

	Address
	City
	State
	Zip Code

	
	
	
	

	County
	

	
	Secondary Site

	
	

	Name – Person Completing Plan
	Date Completed

	
	


	
	Item
	Compliance
 Status
	Corrective Action/Comments

	1. 
	ELEMENT 1: DESIGNATION OF EQUAL OPPORTUNITY OFFICER


	
	

	1.1. Has the recipient (except small recipients and service providers) designated an Equal Opportunity Officer who meets the eligibility criteria and assumes prescribed responsibilities (such as monitoring, investigating, reviewing written policies, undergoing training) with regard to persons with disabilities? [29 CFR 37.23-.28; see also Section 188 Guidance, 65 FR at 51985]
	
	

	1.2. Has the recipient satisfied the prescribed general obligations relating to the Equal Opportunity Officer in regard to persons with disabilities (such as making public EO Officer's TDD/TTY number, assigning sufficient staff and resources and ensuring training necessary and appropriate to maintain competency)? [29 CFR 37.26]
	
	

	ELEMENT 2: NOTICE AND COMMUNICATION


	
	

	2.1. Is the recipient providing for initial and continuing notice that the recipient does not discriminate on the basis of disability? [29 CFR 37.29-.36. See also Section 188 Guidance, 65 FR at 51985-51986]
	
	

	2.2.Is the Notice provided by the recipient to persons with disabilities who are: registrants, applicants, eligible applicants/registrants; participants; applicants for employment and employees; unions or professional organizations that hold collective bargaining or professional agreements with the recipient; WIA Title I sub-recipients; and members of the public, including those with impaired vision and hearing? [29 CFR 37.29(a)]


	
	

	2.3. Is the recipient taking appropriate steps to ensure that communications with individuals with disabilities are as effective as communications with others? [29 CFR 37.9(a) and 37.29(b)] [12] 

	
	

	2.4. Does the recipient indicate in recruitment brochures and other materials that the WIA Title I-financially assisted program or activity is an "equal opportunity employer/program" and that "auxiliary aids and services are available upon request to individuals with disabilities"? [29 CFR 37.34(a)]


	
	

	2.5. Does the recipient that publishes or broadcasts program information in the news media indicate that auxiliary aids and services are available upon request to individuals with disabilities? [29 CFR 37.34(b)]


	
	

	2.6. Does the Notice meet the general posting and dissemination requirements [29 CFR 37.31(a)] and is the Notice provided in appropriate formats to individuals with visual impairments? Where the Notice has been given in an alternate format to a participant with a visual impairment, is a record that such Notice has been given made a part of the participant's file? [29 CFR 37.31(b)]
	
	

	2.7. Where marketing, recruitment, and other materials indicate that the recipient may be reached by telephone, do the materials state the telephone number of the TDD/TTY or relay service used by the recipient? [13] [

HYPERLINK "http://www.dol.gov/oasam/programs/crc/citations.html" \l "29cfr37-34-a" \o "opens in a pop-up window"29 CFR 37.34(a)]


	
	

	ELEMENT 3: ASSURANCES

Does the assurance provided by each grant applicant and subrecipient (such as each training provider) in applications for WIA Title I financial assistance and the assurances incorporated into each grant, cooperative agreement, contract, or other arrangement include the assurance not to discriminate on the basis of disability under Section 188 of WIA and Section 504 of the Rehabilitation Act of 1973? Does the grant applicant also assure that it will comply with 29 CFR Part 37 and 29 CFR Part 32? [29 CFR 37.20-.22; see also Section 188 Guidance, 65 FR at 51986] [14] 
	
	

	ELEMENT 4: UNIVERSAL ACCESS
Is the recipient taking appropriate steps to ensure that it is providing universal access to its WIA Title I-financially assisted programs and activities? Do these steps involve reasonable efforts (including advertisement, recruitment, outreach, and targeting) to include participation of persons with disabilities in the recipient's programs and activities? [29 CFR 37.42; see also Section 188 Guidance, 65 FR at 51987].
	
	

	ELEMENT 5: OBLIGATION NOT TO DISCRIMINATE ON THE BASIS OF DISABILITY

Requirement
	
	

	5.1  GENERAL PROHIBITIONS

Does the recipient prohibit discrimination in the registration for and the provision of aid, benefits, services or training, including core, intensive, training, and support services, on the basis of disability, including the types of discrimination listed in 29 CFR 37.7? [15] The types of discrimination listed in 29 CFR 37.7 are set out below.


	
	

	5.1.1  In providing any aid, benefits, services, or training, a recipient must not deny the opportunity to participate in or benefit from the aid, benefits, services, or training; afford an opportunity that is not equally effective; provide different, segregated or separate aid, benefits, services, or training unless such actions are necessary to provide effective opportunity; deny the opportunity to participate as a member of planning or advisory boards; or otherwise limit enjoyment of any right, privilege, advantage, or opportunity enjoyed by others.


	
	

	5.1.2 The recipient must not aid or perpetuate discrimination by providing significant assistance to a person or an entity that discriminates on the basis of disability.


	
	

	5.1.3 The recipient must not deny the opportunity to participate in WIA Title I-financially assisted programs or activities despite the existence of permissibly separate programs or activities.


	
	

	5.1.4 The recipient must administer its programs and activities in the most integrated setting appropriate. [16] 
	
	

	5.1.5 The recipient must not use standards, procedures, criteria or administrative methods that have the purpose or effect of discrimination; defeating or substantially impairing the accomplishment of the objectives of the WIA Title I-financially assisted programs or activities; or perpetuating discrimination of another entity if both entities are subject to common administrative control.


	
	

	5.1.6 In determining the site or location of a facility, the recipient must not make selections that have a discriminatory effect.


	
	

	5.1.7 The recipient, in the selection of contractors, may not use discriminatory criteria.


	
	

	5.1.8 A recipient must not administer a licensing or certification program in a discriminatory manner.


	
	

	5.1.9 The recipient must not impose or apply eligibility criteria that screen out or tend to screen out an individual with a disability or class of individuals with disabilities unless such criteria can be shown to be necessary for the provision of the aid, benefit, service, training, program or activity being offered.


	
	

	5.1.10 The recipient must not place a surcharge on an individual with a disability to cover the cost of measures such as provision of auxiliary aids.


	
	

	5.1.11 The recipient must not discriminate against an individual or an entity because of the known disability of an individual with whom the individual or entity is known to have a relationship or an association.


	
	

	5.1.12 An individual with a disability is not required to accept an accommodation, aid, benefit, service, training, or opportunity that such individual chooses not to accept.


	
	

	5.2  PROVIDE REASONABLE ACCOMMODATION FOR INDIVIDUALS WITH DISABILITIES [17] 
Does the recipient provide reasonable accommodations regarding registration for and the provision of aid, benefits, services or training, including core, intensive, training, and support services to qualified individuals with disabilities? [29 CFR 37.8; see also 29 CFR 32.13]


	
	

	5.3.   PROVIDE REASONABLE MODIFICATIONS OF POLICIES PRACTICES, AND PROCEDURES

Does the recipient provide reasonable modifications regarding its policies, practices, and procedures for the registration for and provision of core, intensive, training, and support services to individuals with disabilities? [29 CFR 37.8]
	
	

	5.4    ADMINISTER PROGRAMS AND ACTIVITIES IN THE MOST INTEGRATED SETTING APPROPRIATE
	
	

	5.4.1 Does the recipient administer its programs and activities in the most integrated setting appropriate to the needs of qualified individuals with disabilities? [29 CFR 37.7(d)]


	
	

	5.4.2 Does the recipient not provide different, segregated, or separate aid, benefits, services, or training to individuals with disabilities or any class of individuals with disabilities unless such action is necessary to provide qualified individuals with disabilities with aid, benefits, services, or training that are as effective as those provided to others? [29 CFR 37.7(a)(4)]


	
	

	5.4.3 Does the recipient permit a qualified individual with a disability the opportunity to participate in WIA Title I-financially assisted programs and activities despite the existence of permissibly separate or different programs or activities? [29 CFR 37.7(c)]


	
	

	5.5  ABLE TO COMMUNICATE WITH PERSONS WITH DISABILITIES AS EFFECTIVELY AS WITH OTHERS
	
	

	5.5.1 Are steps being taken to ensure that communications with individuals with disabilities are as effective as communications with others? [29 CFR 37.9 and .29(b). See also Section 188 Guidance, 65 FR at 51986]


	
	

	5.5.2 Does the recipient furnish appropriate auxiliary aids and services where necessary to afford individuals with disabilities an equal opportunity to participate in, and enjoy the benefits of, the WIA Title I-financially assisted program or activity? Does the recipient give primary consideration to the requests of the individual with a disability when determining what type of auxiliary aid or service is appropriate? [29 CFR 37.9(b)]


	
	

	5.5.3 Where a recipient communicates by telephone with beneficiaries and others, does the recipient use telecommunication devices for individuals with hearing impairments (TDDs/TTYs) or equally effective communication systems, such as telephone relay services? [29 CFR 37.9(c)]


	
	

	5.5.4 Does the recipient ensure that interested individuals, including individuals with visual and hearing impairments, can obtain information as to the existence or location of accessible services, activities, and facilities, including the provision of appropriate signage at the primary entrances to its inaccessible facilities? [29 CFR 37.9(d) and (e)]


	
	

	 5.6    PROVIDE PROGRAMMATIC ACCESSIBILITY FOR PERSONS WITH DISABILITIES
	
	

	5.6.1 Is the recipient operating each program or activity so that the program or activity, when viewed in its entirety, is readily accessible to qualified individuals with disabilities?  [29 CFR 32.27(a) and 29 CFR 37.3(b).  See Footnote 8]
	
	

	5.6.2 Does the recipient comply with its obligation to operate its program or activity so that, when viewed in its entirety, it is readily accessible to qualified individuals with disabilities, through such means as redesign of equipment, reassignment of classes or other services to accessible buildings, assignment of aides to beneficiaries, home visits, delivery of services at alternative accessible sites, alteration of existing facilities and construction of new facilities in conformance with standards for new construction, or any other method that results in making its program or activity accessible to individuals with disabilities? In choosing among available methods, does the recipient give priority to those methods that offer programs and activities to individuals with disabilities in the most integrated setting appropriate? [29 CFR 32.27(c)]


	
	

	5.7    PROVIDE ARCHITECTURAL ACCESSIBILITY FOR INDIVIDUALS WITH DISABILITIES
	
	

	5.7.1 Is each facility or part of a facility constructed by, on behalf of, or for the use of a recipient designed and constructed in such a manner that the facility or part of the facility is readily accessible to and usable by qualified individuals with disabilities? [29 CFR 32.28(a)]
	
	

	5.7.2 Is each facility or part of a facility which is altered by, on behalf of, or for the use of a recipient in a manner that affects or could affect the usability of the facility or part of the facility altered in such a manner that the altered portion of the facility is readily accessible to and usable by qualified individuals with disabilities? [29 CFR 32.28(b)]


	
	

	5.7.3  Does the design, construction, or alteration of facilities meet the most current standards for physical accessibility prescribed by the General Services Administration under the Architectural Barriers Act or does the recipient adopt alternative standards when it is clearly evident that equivalent or greater access to the facility or part of the facility is thereby provided? [29 CFR 32.28(c)] 


	
	

	5.8  EMPLOYMENT PRACTICES [18] 

	
	

	5.8.1 Nondiscrimination In General
Does the recipient prohibit discrimination on the basis of disability in employment practices engaged in by recipients? [29 CFR 37.10]
	
	

	5.8.2 Provide Reasonable Accommodation for Individuals with Disabilities
Does the recipient require the provision of reasonable accommodation, when appropriate? [29 CFR 37.8, 37.10; 29 CFR 32.13] 


	
	

	5.8.3 Provide for and Adhere to a Schedule to Evaluate Job Qualifications to Ensure That the Qualifications Do Not Discriminate on the Basis of Disability
For employment, does the recipient review job qualifications to ensure that it does not use qualification standards, employment tests or other selection criteria that screen out or tend to screen out an individual with a disability on the basis of that disability, unless the standard, test or other selection criteria, as used, is job-related for the position in question and consistent with business necessity? [29 CFR 37.10(d) and 29 CFR 32.14]

For employment-related training, does the recipient review selection criteria to ensure that they do not screen out or tend to screen out an individual with a disability or any class of individuals with disabilities from fully and equally enjoying the training unless the criteria can be shown to be necessary for the training being offered? [29 CFR 37.10(d) and 29 CFR 32.14]

For employment and employment-related training, does the recipient select and administer employment and training tests that, when administered to an individual with a disability that impairs sensory, manual, or speaking skills, accurately reflect the skills, aptitude, or other factors that the test purports to measure, rather than reflecting the impaired sensory, manual, or speaking skills of the individual? [29 CFR 37.10(d) and 29 CFR 32.14]
	
	

	5.8.4 Limit Pre-employment/Employment Medical Inquiries/Confidentiality 
Does the recipient prohibit pre-employment inquiries and pre-selection inquiries regarding disability? [29 CFR 37.10(d) and 29 CFR 32.15]


	
	

	ELEMENT 6: DATA AND INFORMATION COLLECTION AND MAINTENANCE 


	
	

	6.1 Does the recipient comply with the requirements of 29 CFR 37.37 through 37.41 related to data and information collection and maintenance? Does each grant applicant and recipient promptly notify the Director of the Civil Rights Center when any administrative enforcement actions or lawsuits are filed against it alleging discrimination on the basis of disability? [29 CFR 37.38]
	
	

	ELEMENT 7: MONITOR FOR COMPLIANCE 


	
	

	7.1 Does the EO Officer monitor and investigate the recipient's activities, and the activities of the entities that receive WIA Title I financial assistance from the recipient, to make sure that the recipient and its sub-recipients are not violating their nondiscrimination and equal opportunity obligations? [29 CFR 37.25(b); see also 37.7(e)]


	
	

	7.2 Has the recipient conducted a self-evaluation in accordance with 29 CFR 32.6(c) (i.e., evaluate current policies and practices and their effects on persons with disabilities and take remedial steps to eliminate the effects of any discrimination, and consult with interested parties such as individuals with disabilities and organizations representing persons with disabilities)?


	
	

	ELEMENT 8: COMPLAINT PROCESSING PROCEDURES 


	
	

	8.1 Does the EO Officer develop and publish the recipient's procedures for processing discrimination complaints and make sure that those procedures are followed? [29 CFR 37.25(d); and 37.70-37.80. See also 37.7(e)]


	
	

	ELEMENT 9: CORRECTIVE ACTIONS/SANCTIONS 


	
	

	9.1 Does the EO Officer, after monitoring and investigating the recipient's activities and the activities of the entities that receive WIA Title I financial assistance from the recipient, take corrective action to ensure that the recipient and its sub-recipients are not violating their nondiscrimination and equal opportunity obligations? [29 CFR 37.25(b); see also 37.7(e)]
	
	


Section 508 Checklist for Functional Performance Criteria

NOTE: The Functional Performance Criteria Checkpoints presented here are intended to support the requirements of other Section 508 subparts, including §1194.21 and §1194.22. Refer to the Section 508 Standard Checklists for Web-based Internet Information and Applications and Software Applications and Operating Systems to assure your products meet all applicable requirements.  For questions or assistance completing this document, contact: 
	Product Name/Version #
	Project Manager Name
	Date

	
	
	


	§1194.31
	Checkpoint
	Yes
	No
	Not Present
	Comments

	(a)
	At least one mode of operation and information retrieval that does not require user vision shall be provided, or support for assistive technology used by people who are blind or visually impaired shall be provided.
	
	
	
	

	a.1
	For file types that support it (such as PDF or .doc) are tags used to structure documents, including for overall reading order, columns and form controls?
	-
	-
	-
	-

	a.2
	Are links and active elements worded in such a way that they can be used with screen reading technology?
	-
	-
	-
	-

	a.2.a
	For links and active elements, is different text used for different targets or functions?
	-
	-
	-
	-

	a.2.b
	Is text for links and active elements, meaningful both in and out of context?
	-
	-
	-
	-

	a.3
	Are tables coded in such a way that they make sense to a user of screen reading technology?
	-
	-
	-
	-

	a.3.a
	Are nested data tables avoided?
	-
	-
	-
	-

	a.3.b
	Do layout tables present information in the intended order to screen readers?
	-
	-
	-
	-

	a.3.c
	In data tables, are means other than empty rows or columns used for presentation purposes?
	-
	-
	-
	-

	a.3.d
	Do layout tables avoid structural markup (e.g., <th>)?
	-
	-
	-
	-

	a.4
	Are means provided to accurately convey heading levels, list structures, and other visual indicators of hierarchy, order and/or frequency?
	-
	-
	-
	-

	a.4.a
	Are implicit headings avoided?
	-
	-
	-
	-

	a.4.b
	Are headings provided for Glossary and Index navigation?
	-
	-
	-
	-

	a.4.c
	Is the use of characters with non-list meanings avoided for list bullets, (e.g., ©, o)?  
	-
	-
	-
	-

	a.4.d
	Are lists and nested lists structured properly?
	-
	-
	-
	-

	a.4.e
	Is a validly structured and linked table of contents provided for documents 20 pages or longer?
	-
	-
	-
	-

	a.4.f
	Are means (such as markup tags and/or textual indicators) besides shape and location used to indicate popularity or frequency, as with elements like data clouds?
	-
	-
	-
	-

	a.5
	Are means provided for users to easily determine their location on a web site or within a web application?
	-
	-
	-
	-

	a.5.a
	Are informative, context-sensitive means of determining page title provided?
	-
	-
	-
	-

	a.5.b
	Are accessible names provided for Flash movies as a whole, especially where such information cannot be determined through other means?
	-
	-
	-
	-

	a.6
	Are error and alert mechanisms used consistently?
	-
	-
	-
	-

	a.7
	Is off-screen and hidden content that is not relevant to the user ignored by assistive technology?
	-
	-
	-
	-

	a.8
	Does page reading order coincide with the visual layout and tab order of the page?
	-
	-
	-
	-

	a.9
	Can all read-only edit elements receive keyboard focus?
	-
	-
	-
	-

	a.10
	Does embedded audio require user action to start playing?
	-
	-
	-
	-

	a.11
	Can embedded multi-media (including audio, video and animations) be controlled from the page on which they occur?  
	-
	-
	-
	-

	a.12
	Can auto-updating content be stopped, paused or hidden?
	-
	-
	-
	-

	a.13
	If visual alerts are provided, are they also available in an auditory manner?
	
	
	
	

	a.14
	Do content updates define focus to the proper location?
	-
	-
	-
	-

	a.15
	Is error prevention provided for legal commitments, financial data and other protected information? 
	-
	-
	-
	-

	a.16
	Are only standard character sets used? 
	-
	-
	-
	-

	a.17
	Is each element or interactive component on a page read only once by AT? 
	-
	-
	-
	-

	a.18
	Are line breaks and blank characters avoided within words in PDFs?  
	-
	-
	-
	-

	a.19
	Is a non-visual indication provided to inform users when input text overflows a field?
	-
	-
	-
	-

	a.20
	Are instructions that rely on sensory characteristics (such as size or location) avoided?
	-
	-
	-
	-

	a.21
	Are focus or property change events fired only once after a single user action? 
	-
	-
	-
	-

	a.22
	Are event handlers that automatically trigger navigation or form submission avoided?  
	-
	-
	-
	-

	(b)
	At least one mode of operation and information retrieval that does not require visual acuity greater than 20/70 shall be provided in audio and enlarged print output working together or independently, or support for assistive technology used by people who are visually impaired shall be provided.
	
	
	
	

	b.1
	Does text provide sufficient color contrast?
	-
	-
	-
	-

	b.1.a
	Does normal text less than 18 pt use a contrast ratio of at least 4.5:1?
	-
	-
	-
	-

	b.1.b
	Does normal text of at least 18 pt and bolded text of at least 14 pt use a contrast ratio of at least 3:1?
	-
	-
	-
	-

	b.2
	Do icons, images of text, and diagrams and charts use appropriate contrast levels (as described above for text)?
	-
	-
	-
	-

	b.3
	Do fonts and other page elements use relative sizing?
	-
	-
	-
	-

	b.4
	If multimedia products are provided, can they be enlarged to full screen or 200% whichever comes first?
	
	
	
	

	b.5
	Are all checkboxes and radio buttons positioned to the left of their labels?
	-
	-
	-
	-

	b.6
	When resized, do PDF documents reflow properly? 
	-
	-
	-
	-

	b.7
	Are watermarks avoided? 
	-
	-
	-
	-

	(c)
	At least one mode of operation and information retrieval that does not require user hearing shall be provided, or support for assistive technology used by people who are deaf or hard of hearing shall be provided.
	
	
	
	

	c.1
	Are equivalent alternatives provided for deaf individuals to access and interpret content? 
	-
	-
	-
	-

	c.2
	When Java applets contain multi-media, are they made accessible to users who are deaf?
	-
	-
	-
	-

	c.3
	If multimedia products are provided are they captioned?
	
	
	
	

	(d)
	Where audio information is important for the use of a product, at least one mode of operation and information retrieval shall be provided in an enhanced auditory fashion, or support for assistive hearing devices shall be provided.
	
	
	
	

	d.1
	Can users with hearing devices access and interpret content?
	-
	-
	-
	-

	d.2
	Are means available for users of hearing aids to access auditory information, especially in regard to free-standing information devices and kiosks?
	-
	-
	-
	-

	d.3
	Can the volume be adjusted?

	
	
	
	

	(e)
	At least one mode of operation and information retrieval that does not require user speech shall be provided, or support for assistive technology used by people with disabilities shall be provided.
	
	
	
	

	e.1
	Are alternatives provided so that speech is not the only means to access content?
	-
	-
	-
	-

	(f)
	At least one mode of operation and information retrieval that does not require fine motor control or simultaneous actions and that is operable with limited reach and strength shall be provided.
	
	
	
	

	f.1
	Are alternatives to scrollable DIV areas provided?
	-
	-
	-
	-

	f.2
	When supported by the operating system, are all features of the product or service available to users of AT that provide voice command and control?
	-
	-
	-
	-

	f.3
	Are means provided to ease keyboard access for those who cannot use a mouse?
	-
	-
	-
	-

	f.3.a
	On pages with more than ten elements reached by a press of the Tab key, are shortcut keys provided for all important functions including toolbars, navigation controls, and media playback controls?
	-
	-
	-
	-

	f.3.b
	Do accelerator/shortcut keys avoid conflicts with standard browser keystrokes, especially where those browser functions cannot be accessed through menus or other keyboard-accessible means?
	-
	-
	-
	-

	f.3.c
	Is each shortcut or mnemonic key used for a specific function within an application unique?
	-
	-
	-
	-

	f.3.d
	Where they exist, are shortcut or mnemonic keys clearly indicated to the user?
	-
	-
	-
	-

	f.4
	Is primary page content viewable without horizontal scrolling at 1024x768 screen resolution?
	-
	-
	-
	-

	f.5
	Is license text accessible via the keyboard?
	-
	-
	-
	-

	f.6
	Is label or static text made keyboard accessible only when needed to comply with other access guidelines (such as being available to screen readers)?
	-
	-
	-
	-


Section 508 Standards Checklist for Information, Documentation, and Support

For questions or assistance completing this document, contact:


	Product Name/Version #
	Project Manager Name
	Date

	
	
	


	§1194.41
	Checkpoint
	Yes
	No
	Not Present
	Comments

	(a)
	Product support documentation provided to end-users shall be made available in alternate formats upon request, at no additional charge.
	
	
	
	

	a.1
	Is a process in place to receive requests for alternative formats at no additional charge?
	-
	-
	-
	-

	a.2
	Is a process in place to generate alternative formats at no additional charge?
	-
	-
	-
	-

	a.3
	Is a process in place to deliver the alternative formats at no additional charge?
	-
	-
	-
	-

	(b)
	End-users shall have access to a description of the accessibility and compatibility features of products in alternate formats or alternate methods upon request, at no additional charge.
	
	
	
	

	b.1
	Is an accessibility section provided in the documentation at no additional charge?
	-
	-
	-
	-

	b.2
	Is a list of keyboard shortcuts provided at no additional charge?
	-
	-
	-
	-

	(c)
	Support services for products shall accommodate the communication needs of end-users with disabilities.
	
	
	
	

	c.1
	Are alternatives to audio support services, such as TTY support and relay services provided?
	-
	-
	-
	-

	c.2
	Do online support mechanisms, such as web chat, knowledge bases, and FAQs meet the relevant Section 508 requirements for web sites, applications or software applications respectively?
	-
	-
	-
	-


Section 508 Standards Checklist for Self-Contained Closed Products
For questions or assistance completing this document, contact:


	Product Name/Version
	Project Manager Name
	Date

	
	
	


	§ 1194.25
	Standard Checkpoint
	Yes
	No
	Not Present
	Comments

	(a)
	Self-contained products shall be 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)
	When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required.
	
	
	
	

	(c)
	Where a product utilizes touch screens or contact-sensitive controls, an input method shall be provided that complies with §1194.23 (k) (1) through (4).
	
	
	
	

	(d)
	When biometric forms of user identification or control are used, an alternative form of identification or activation, which does not require the user to possess particular biological characteristics, shall also be provided.
	
	
	
	

	(e)
	When products provide auditory output, the audio signal shall be provided at a standard signal level through an industry standard connector that will allow for private listening. The product must provide the ability to interrupt, pause, and restart the audio at anytime.
	
	
	
	

	(f)
	When products deliver voice output in a public area, incremental volume control shall be provided with output amplification up to a level of at least 65 dB. Where the ambient noise level of the environment is above 45 dB, a volume gain of at least 20 dB above the ambient level shall be user selectable. A function shall be provided to automatically reset the volume to the default level after every use.
	
	
	
	

	(g)
	Color coding shall not be used as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element.
	
	
	
	

	(h)
	When a product permits a user to adjust color and contrast settings, a range of color selections capable of producing a variety of contrast levels shall be provided.
	
	
	
	

	(i)
	Products shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.
	
	
	
	

	(j)
	Products which are freestanding, non-portable, and intended to be used in one location and which have operable controls shall comply with the following:
	
	
	
	

	
	(1) The position of any operable control shall be 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 (see Figure 1 of this part).
	
	
	
	

	
	(2) Where any operable control is 10 inches or less behind the reference plane, the height shall be 54 inches maximum and 15 inches minimum above the floor.
	
	
	
	

	
	(3) Where any operable control is more than 10 inches and not more than 24 inches behind the reference plane, the height shall be 46 inches maximum and 15 inches minimum above the floor.
	
	
	
	

	
	(4) Operable controls shall not be more than 24 inches behind the reference plane (see Figure 2 of this part).
	
	
	
	


Figures to Part 1194
Figure 1 - Vertical Plane Relative to Operative Control

Figure one above illustrates two bird's-eye views of the Vertical Plane Relative to Operative Control. In both views, the vertical plane is centered on the control area. In the first view, the vertical plane is set back from the control area by a protrusion on the device. In the second view, there are no protrusions on the device and the vertical plane is right up against the control area.

Figure 2 - Height of Operative Control Relative to a Vertical Plane


[image: image3]
Figure two above illustrates two front views of Height of Operative Control Relative to a Vertical Plane. The first view illustrates a reach of no more than 10 inches deep with the control area between 15 and 54 inches. The second view illustrates a reach greater than 10 inches but not more than 24 inches deep with the control area between 15 and 46 inches.

Section 508 Checklist for Software Applications and Operating Systems

Below are the checklist and best practices for providing software applications (including web apps and the applets, plug-ins, or applications required to use them, such as Flash, Java apps, and media players) and operating systems that conform to Section 508.   For questions or assistance completing this document, contact:
	Product Name/Version #
	Project Manager Name
	Date

	
	
	


	§1194.21
	Checkpoint
	Yes
	No
	Not Present
	Comments

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

	a.1
	Can the user navigate and use all aspects of the application with the keyboard?
	-
	-
	-
	-

	a.1.a
	Do context menus have keyboard or redundant methods of access such as hot keys?
	-
	-
	-
	-

	a.1.b
	If contiguous and noncontiguous text and data can be selected, copied, and/or pasted via the mouse, can these tasks be accomplished with the keyboard?
	-
	-
	-
	-

	a.1.c
	Can objects/windows be moved, resized, and manipulated via the keyboard?
	-
	-
	-
	-

	a.1.d
	Can meaningful rollover content be triggered by keyboard actions?
	-
	-
	-
	-

	a.1.e
	Can drop-down lists be opened via the keyboard?
	-
	-
	-
	-

	a.1.f
	Can users navigate between application panes via the keyboard?
	-
	-
	-
	-

	a.1.g
	Is focus order equivalent to the visual reading order?
	-
	-
	-
	-

	a.1.h
	Is toolbar functionality keyboard accessible or duplicated in menu structure?
	-
	-
	-
	-

	a.2
	Does keyboard focus only move to visible, meaningful, and interactive elements?
	-
	-
	-
	-

	a.2.a
	Is dynamically changing text accessible with the keyboard?
	-
	-
	-
	-

	a.2.b
	Are focus changes avoided unless initiated by the user?
	-
	-
	-
	-

	a.2.b.1
	If focus changes cannot be avoided, is the user notified before any unanticipated keyboard focus shift?
	-
	-
	-
	-

	a.2.b.2
	If focus changes occur, is context maintained?
	-
	-
	-
	-

	a.2.b.3
	Is there tabbing which results in excessive keystrokes to activate an element
	-
	-
	-
	-

	a.3
	If a control is auto-selected or checked when focused, can the user unselect, uncheck or change the selection? For example, if focus is placed on a checkbox, and the checkbox is automatically checked, the user can uncheck the checkbox.
	-
	-
	-
	-

	a.4
	Is it possible for a user to be stuck on a control? For example, if focus is placed on a control via the keyboard, is a keyboard user able to move focus away from the control without the use of a pointing device?
	-
	-
	-
	-

	(b)
	Applications shall not disrupt or disable activated features of other products that are identified as accessibility features, where those features are developed and documented according to industry standards. Applications also shall not disrupt or disable 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.
	
	
	
	

	b.1
	Can all of the documented accessibility options that are available via the operating system be adopted by the application?
	-
	-
	-
	-

	b.2
	Does the application allow assistive technology to function without interference?
	-
	-
	-
	-

	b.2.a
	Do applications not override functions and settings of assistive technologies?
	-
	-
	-
	-

	b.2.b
	Can assistive technology operate within the open application?
	-
	-
	-
	-

	(c)
	A well-defined on-screen indication of the current focus shall be provided that moves among interactive interface elements as the input focus changes. The focus shall be programmatically exposed so that assistive technology can track focus and focus changes.
	
	
	
	

	c.1
	Do all interactive controls expose programmatic focus?
	-
	-
	-
	-

	c.2
	Is keyboard focus indicated visually?
	-
	-
	-
	-

	c.3
	Is the focused control scrolled into view when focused via the keyboard?
	-
	-
	-
	-

	c.4
	Is the focus set appropriately after user action?
	-
	-
	-
	-

	c.5
	If data is auto-populated based on user selection, is it focusable by the end user?
	-
	-
	-
	-

	(d)
	Sufficient information about a user interface element including the identity, operation and state of the element shall be available to assistive technology. When an image represents a program element, the information conveyed by the image must also be available in text.
	
	
	
	

	d.1
	Do user interface elements, including custom controls and informative graphics, provide a textual name, description, role, state, and value?
	-
	-
	-
	-

	d.2
	Are obscured layered components and content made inactive by pop-up panels or page tabs unavailable to assistive technologies?
	-
	-
	-
	-

	d.3
	Are shortcut keys and mnemonics indicated when the user interface element is not in the tab order?
	-
	-
	-
	-

	d.4
	Is hierarchy indicated for components including text?
	-
	-
	-
	-

	d.5
	Are the proper programmatic accessibility events fired to provide context changes?
	-
	-
	-
	-

	d.6
	Is a meaningful and descriptive title assigned to every window (including dialog boxes)?
	-
	-
	-
	-

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

	e.1
	Do individual icons mean the same thing throughout the application?
	-
	-
	-
	-

	(f)
	Textual information shall be 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.
	
	
	
	

	f.1
	Is all text presented in the application readable by assistive technologies?
	-
	-
	-
	-

	f.2
	Is information provided about text content, text input caret location, and text attributes?
	-
	-
	-
	-

	f.3
	Is accessibility enabled at the application level?
	-
	-
	-
	-

	f.4
	Does windows and dialog content properly render to text?
	-
	-
	-
	-

	(g)
	Applications shall not override user selected contrast and color selections and other individual display attributes.
	
	
	
	

	g.1
	Are the user’s color, contrast or other display attributes and settings unaffected by the application (e.g. terminal or client-based systems)?
	-
	-
	-
	-

	g.2
	Do text and image-only elements follow user settings for color and contrast?
	-
	-
	-
	-

	g.3
	Does application text enlarge without distortion?
	
	
	
	

	(h)
	When animation is displayed, the information shall be displayable in at least one non-animated presentation mode at the option of the user.
	
	
	
	

	h.1
	If animated objects exist, does the information conveyed by the animated object exist in another non-animated method?
	-
	-
	-
	-

	h.1.a
	Is there a non-animated method to step through or control animation?
	-
	-
	-
	-

	h.1.b
	Is animation content sufficiently described in audio or text?
	-
	-
	-
	-

	h.2
	Do alternatives to animation provide the equivalent functionality?
	-
	-
	-
	-

	h.3
	Does screen transition animation settle within 5 seconds?
	-
	-
	-
	-

	(i)
	Color coding shall not be used as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element.
	
	
	
	

	i.1
	If color is used to convey information, is the information displayed in another format that does not require the user to notice or distinguish specific colors?
	-
	-
	-
	-

	i.1.a
	Is there a means of communicating selection other than color and text formatting alone?
	-
	-
	-
	-

	i.1.b
	Is there a means of communicating errors other than color and text formatting alone?
	-
	-
	-
	-

	i.1.c
	Where instructions are given, are actions or controls described in terms other than color alone?
	-
	-
	-
	-

	(j)
	When a product permits a user to adjust color and contrast settings, a variety of color selections capable of producing a range of contrast levels shall be provided.
	
	
	
	

	j.1
	If users can adjust color and contrast settings, is there a variety (at least four) of color and contrast settings available from which to choose?
	-
	-
	-
	-

	j.2
	Is highlighting also viewable with inverted colors?
	-
	-
	-
	-

	(k)
	Software shall not use flashing or blinking text, objects, or other elements having a flash or blink frequency greater than 2 Hz and lower than 55 Hz.
	
	
	
	

	k.1
	Is the flicker so fast that it is unnoticeable?
	-
	-
	-
	-

	k.2
	Is the flicker slower than twice per second?
	-
	-
	-
	-

	(l)
	When electronic forms are used, the form shall 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.
	
	
	
	

	l.1
	Can all areas of the form be completed, and can the form be submitted, using only the keyboard?
	-
	-
	-
	-

	l.2
	Does the tab order of the form proceed logically and reflect the normal flow of form use?
	-
	-
	-
	-

	l.3
	Are meaningful accessible names provided for all form elements?
	-
	-
	-
	-

	l.4
	Do elements with multiple labels expose these in their accessible names?
	-
	-
	-
	-

	l.5
	Is there a means of indicating completion or error other than audio information alone?
	-
	-
	-
	-

	l.6
	Is focus returned to the last focused element when returning to an open form?
	-
	-
	-
	-

	l.7
	Are form field constraints clearly indicated?
	-
	-
	-
	-

	l.8
	Are error messages explicitly indicated and easily found by a user?
	-
	-
	-
	-

	l.9
	Is instructive text placed at the beginning of a form or prior to the relevant form field?
	-
	-
	-
	-

	l.10
	Are proper programmatic accessibility events fired to provide access to context changes?
	-
	-
	-
	-

	l.11
	Are form control groups properly labeled?
	-
	-
	-
	-

	l.12
	Are radio button groups properly formed?
	-
	-
	-
	-

	l.13
	When a timed response is required, is a warning provided to the user that is available to assistive technology?
	-
	-
	-
	-

	l.14
	Is the user given sufficient time to interact and/or request more time?
	-
	-
	-
	-

	l.15
	If pop-up errors and modal dialogs are displayed, do they receive focus?
	-
	-
	-
	-


Section 508 Checklist for Video and Multimedia Products

For questions or assistance completing this document, contact

	Product Name/Version #
	Project Manager Name
	Date

	
	
	


	§1194.24
	Checkpoint
	Yes
	No
	Not Present
	Comments

	(a)
	All analog television displays 13 inches and larger, and computer equipment that includes analog television receiver or display circuitry, shall be equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and DVD signals.  As soon as practicable, but not later than July 1, 2002, 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, shall be equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and DVD signals.
	
	
	
	

	(b)
	Television tuners, including tuner cards for use in computers, shall be equipped with secondary audio program playback circuitry.
	
	
	
	

	(c)
	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, shall be open or closed captioned.
	
	
	
	

	c.1
	Is accurate captioning for audio content provided and synchronized with audible content in the multimedia?
	-
	-
	-
	-

	c.2
	Is the current speaker indicated when appropriate for multimedia?
	-
	-
	-
	-

	c.3
	Are important sounds indicated in the captioning?
	-
	-
	-
	-

	c.4
	Is a text transcript provided for audio only presentations?
	-
	-
	-
	-

	(d)
	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, shall be audio described.
	
	
	
	

	d.1
	Is visual content sufficiently described in the audio/narration portion of the multimedia?
	-
	-
	-
	-

	d.2
	If your answer to d.1 is NO, is audio description provided and synchronized with visual content in the multimedia?
	-
	-
	-
	-

	d.3
	Is a text transcript or audio track of video-only presentations provided?
	-
	-
	-
	-

	 (e)
	Display or presentation of alternate text presentation or audio descriptions shall be user-selectable unless permanent.
	
	
	
	

	e.1
	Can closed captioning in video or multimedia be turned on or off by the user?
	-
	-
	-
	-

	e.2
	Can audio descriptions in video or multimedia be turned on or off by the user?
	-
	-
	-
	-

	e.3
	If answers to e.1 or e.2 are NO, then are these permanent features of the multimedia?
	-
	-
	-
	-


Section 508 Checklist for Web-based Internet Information and Applications

Below are the checklist and best practices for providing web pages, web-based documents (including formats such as PDF, Microsoft Word and PowerPoint) and web applications that conform to Section 508. For questions or assistance completing this document, contact:

	Product Name/Version #
	Project Manager Name
	Date

	
	
	


	§1194.22
	Checkpoint
	Yes
	No
	Not Present
	Comments

	(a)
	A text equivalent for every non-text element shall be provided (e.g., via "alt", "longdesc", or in element content).
	
	
	
	

	a.1
	Are ALT attributes provided for all images?
	-
	-
	-
	-

	a.1.a
	Is alternative text provided for image-type buttons in forms?
	-
	-
	-
	-

	a.1.b
	Are complex images (such as charts or graphs) accompanied by appropriately descriptive text (such as with a linked description)?
	-
	-
	-
	-**

	a.1.c
	Are ALT attributes provided for area elements of client-side image maps?
	-
	-
	-
	-

	a.2
	Does the alternative text concisely convey the meaning and/or intent of the image it accompanies?
	-
	-
	-
	-

	a.2.a
	Are empty ALT attributes (““) provided for images used for decorative and/or layout purposes (including spacers)?
	-
	-
	-
	-

	a.2.b
	Are empty ALT attributes (““) provided for images that are list bullets?
	-
	-
	-
	-

	a.2.c
	For PDF documents, are artifacts and remnants grouped and tagged appropriately?
	-
	-
	-
	-

	a.2.d
	Are mathematical formulas provided through appropriate mark up or as text?
	-
	-
	-
	-

	a.2.e
	Do simulated controls like tree and outline components, page tabs and menus provide textual name, type, state and level information?
	-
	-
	-
	-

	a.3
	Are text equivalents provided for background, animated and interactive content?
	-
	-
	-
	-

	a.3.a
	Is alternative text provided for progress bars and progress images?
	-
	-
	-
	-

	a.3.b
	Do CSS background images that convey meaning have textual equivalents?
	-
	-
	-
	-

	a.3.c
	Are ALT attributes provided for animated images?
	-
	-
	-
	-

	a.3.d
	Is a non-animated equivalent or method to step through animated content available?
	-
	-
	-
	-

	a.3.e
	Does screen transition animation settle within 5 seconds?
	-
	-
	-
	-

	a.3.f
	Are there text equivalents for audio information (including transcripts of spoken information)?
	-
	-
	-
	-

	a.3.g
	Do video files have audio equivalents or full-text descriptions?
	-
	-
	-
	-

	a.3.h
	Are ALT attributes provided for applets?
	-
	-
	-
	-

	a.3.i
	Are electronic files (such as .pdf, .doc and .ppt) accessible or do they have text equivalents?
	-
	-
	-
	-

	a.3.j
	Are text equivalents provided for embedded elements that are not detected by assistive technologies?
	-
	-
	-
	-

	a.3.k
	Are text equivalents provided for scanned information, including handwritten documents? 
	-
	-
	-
	-

	(b)
	Equivalent alternatives for any multimedia presentation shall be synchronized with the presentation.
	
	
	
	

	b.1
	Is complete, accurate, synchronized captioning in videos provided for audio content including sounds and music?
	-
	-
	-
	-

	b.2
	Are clear and meaningful audio descriptions of visual content provided and synchronized in the video?
	-
	-
	-
	-

	(c)
	Web pages shall be designed so that all information conveyed with color is also available without color, for example from context or markup.
	
	
	
	

	c.1
	Where color is used to convey meaning, is text, icons or symbols provided to convey the same meaning? For example:
( Task 1 ( Task 2 (*IMPORTANT*) ( Task 3
	-
	-
	-
	-

	c.2
	If color is used to convey information, is the information presented by another method?
	-
	-
	-
	-

	c.3
	Is information that has been conveyed with color available to users who cannot see the screen?
	-
	-
	-
	-

	c.3.a
	Is information that has been conveyed with color still available when display colors and contrast have been changed?
	-
	-
	-
	-

	c.4
	Where instructions are given, are actions or controls described in terms other than color? For example:
“Press green Start button” rather than “Press green button”.
	-
	-
	-
	-

	c.5
	Are means other than color alone used to convey the state of a control (e.g. selected, unavailable)?
	-
	-
	-
	-

	(d)
	Documents shall be organized so they are readable without requiring an associated style sheet.
	
	
	
	

	d.1
	Is the reading order of content and elements correct when viewed without style sheets or when read with assistive technology?
	-
	-
	-
	-

	d.2
	With style sheets turned off, is dynamic content rendered inline with controls that change it or is focus moved to the content?
	-
	-
	-
	-

	d.3
	Can user-defined styles be used in the application?
	-
	-
	-
	-

	(e)
	Redundant text links shall be provided for each active region of a server-side image map.
	
	
	
	

	e.1
	If the page uses a server-side image map, is there a separate set of links that duplicates the functionality provided by activating regions of that image map?
	-
	-
	-
	-

	(f)
	Client-side image maps shall be provided instead of server-side image maps except where the regions cannot be defined with an available geometric shape.
	
	
	
	

	f.1
	Are client-side image maps being used instead of server-side except where the clickable region cannot be defined by a circle, rectangle or polygon?
	-
	-
	-
	-

	(g)
	Row and column headers shall be identified for data tables.
	
	
	
	

	g.1
	Are the header elements for a data table provided in the same table as the content?
	-
	-
	-
	-

	g.2
	Are row and column header cells identified with the <TH> tag?
	-
	-
	-
	-

	g.3
	Do header cells defined for data rows and columns have content?
	-
	-
	-
	-

	g.4
	When it is necessary, is the scope attribute used and appropriately implemented and defined?
	-
	-
	-
	-

	g.5
	Do all data cells use a <TD> tag?
	-
	-
	-
	-

	g.6
	Does each table cell contain only one cell’s worth of information? (e.g. no merged data cells)
	-
	-
	-
	-

	g.7
	Do data and header cells that visually span multiple columns or rows use colspan and/or rowspan?
	-
	-
	-
	-

	g.8
	For multi-page tables in PDF documents, do column headers repeat across page breaks?
	-
	-
	-
	-

	g.9
	If you’re using a grid to display data, does the format use data table elements?



	-
	-
	-
	-

	(h)
	Markup shall be used to associate data cells and header cells for data tables that have two or more logical levels of row or column headers.
	
	
	
	

	h.1
	Do tables with more than one level of header cells (e.g., using the colspan or rowspan attributes) use either the scope attribute or the combination of headers and id attributes to associate data and header cells?
	-
	-
	-
	-

	h.2
	Are ids and headers used when header cells are not applied to every cell within its scope (row or col)?
	-
	-
	-
	-

	(i)
	Frames shall be titled with text that facilitates frame identification and navigation.
	
	
	
	

	i.1
	Do all frames (including those without visual content) have meaningful descriptive titles using the title attribute for identification and navigation? 
	-
	-
	-
	-

	i.2
	Does the title identify each frame and facilitate user navigation?
	-
	-
	-
	-

	(j)
	Pages shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.
	
	
	
	

	j.1
	Is the flicker so fast that it is unnoticeable? 
	-
	-
	-
	-

	j.2
	Is the flicker slower than twice per second or less?
	-
	-
	-
	-

	(k)
	A text-only page with equivalent information or functionality shall be provided to make a web site comply with the provisions of this part, when compliance cannot be accomplished in any other way. The content of the text-only page shall be updated whenever the primary page changes.
	
	
	
	

	k.1
	Have you verified there is no other means to make this content accessible?
	-
	-
	-
	-

	k.2
	If a page cannot be made accessible, is there an alternate text-only page?
	-
	-
	-
	-

	k.3
	If so, is the content of that page updated whenever the primary page changes?
	-
	-
	-
	-

	k.4
	Does the text-only page provide equivalent functionality?
	-
	-
	-
	-

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

	l.1
	Can the functionality of scripted elements or tagged PDF elements (including links in documents) be used with only a keyboard? (i.e., no mouse installed)
	-
	-
	-
	-

	l.1.a
	Can menus and sub-menu items be opened from the keyboard?
	-
	-
	-
	-

	l.1.b
	Can sortable table columns be sorted with the keyboard?
	-
	-
	-
	-

	l.1.c
	Are selectable rows selectable from the keyboard?
	-
	-
	-
	-

	l.1.d
	Are calendar components accessible from the keyboard?
	-
	-
	-
	-

	l.1.e
	Are tree and outline node components accessible from the keyboard?
	-
	-
	-
	-

	l.1.f
	Can embedded elements be navigated through or past with the keyboard? 
	-
	-
	-
	-

	l.1.g
	Does the tab order of elements make sense, such as providing a logical tab order?
	-
	-
	-
	-

	l.2
	Is keyboard focus visually and programmatically discernable?
	-
	-
	-
	-

	l.2.a
	If there are forced focus changes, are they clearly indicated to users of assistive technology?
	-
	-
	-
	-

	l.2.b
	Are event handlers that trigger focus changes avoided?
	-
	-
	-
	-

	l.2.c
	When simulated dialogs and calendars are activated within the same window, does focus move to the new information?
	-
	-
	-
	-

	l.2.d
	When the simulated dialog or calendar is closed, does focus return to an appropriate position?
	-
	-
	-
	-

	l.2.e
	Is sufficient information about a user interface element including the identification, operation and state of the element available to assistive technology?
	-
	-
	-
	-

	l.3
	Is all content information of the scripted element available to users of assistive technology?
	-
	-
	-
	-

	l.3.a
	Can assistive technology detect change in content?
	-
	-
	-
	-

	l.3.b
	Do simulated dialogs and calendars indicate the beginning and end of content?
	-
	-
	-
	-

	l.3.c
	Do links that spawn simulated dialogs and/or calendars clearly indicate that to the user?
	-
	-
	-
	-

	l.4
	Where settings exist to enable access to assistive technology users, are they used correctly? 
	-
	-
	-
	-

	l.5
	If any of the answers to l.1 thru l.4 are NO, then can all of the web page functionality be accessed with JavaScript turned off?
	-
	-
	-
	-

	(m)
	When a web page requires that an applet, plug-in or other application be present on the client system to interpret page content, the page must provide a link to a plug-in or applet that complies with §1194.21(a) through (l).
	
	
	
	

	m.1
	If a page uses plug-ins, applets, etc., are links to those plug-ins, applets, etc. provided? NOTE: Verify that the product is on the VA approved tools list at http://www.va.gov/viewer.htm.
	-
	-
	-
	-

	m.2
	Does that software meet the applicable software applications and operating system standards in §1194.21 (a) to (l)?
	-
	-
	-
	-

	(n)
	When electronic forms are designed to be completed on-line, the form shall 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.
	
	
	
	

	n.1
	Are buttons labeled using a value attribute or other accessibility supported method (e.g. aria-labelledby) that describes the purpose of the button?
	-
	-
	-
	-

	n.2
	Are form fields explicitly labeled using unique and meaningful labels, title attributes, or other accessibility supported method (e.g. aria-labelledby) that provide important information (such as “Required” when this information is not provided by another method e.g. the required or aria-required attribute) and the expected input format)?


	-
	-
	-
	-

	n.3
	Are related elements grouped using the appropriate structure (such as with the fieldset element with an appropriate legend in HTML, or the grouping functions in PDF) for example, a common name attribute?
	-
	-
	-
	-

	n.4
	Is information laid out so that it is accessed in a logical tabbing and reading order?
	-
	-
	-
	-

	n.5
	Where it exists, is instructive text placed at the beginning of a form?
	-
	-
	-
	-

	n.6
	When error messages are generated, are they easily discoverable and clearly indicated to users of assistive technology?
	-
	-
	-
	-

	n.7
	Are there text alternatives to audio cues?
	-
	-
	-
	-

	n.8
	Are there accessible alternatives provided for security measures like CAPTCHA?
	-
	-
	-
	-

	n.9
	When an element’s state changes, does related alternative text update accordingly?

	-
	-
	-
	-

	(o)
	A method shall be provided that permits users to skip repetitive navigation links.
	
	
	
	

	o.1
	If a group of links is repeated over more than one page, is there a visible skip navigation link?
	-
	-
	-
	-

	o.2
	Is a valid skip link target present and located before the unique content of the page?
	-
	-
	-
	-

	(p)
	When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required.
	
	
	
	

	p.1
	If the page includes automatic redirects, automatic refreshing, etc., is there a warning that alerts the user?
	-
	-
	-
	-

	p.2
	Is the user warned that time is going to run out and provided an opportunity to request more time?
	-
	-
	-
	-

	p.3
	Is there sufficient time for the user to indicate that additional time is required? Does the user have a minimum of twenty seconds to request more time?
	-
	-
	-
	-


Section 508 Standards Checklist for Telecommunications Products

For questions or assistance completing this document, contact:

	Product Name/Version
	Project Manager Name
	Date

	
	
	


	§ 1194.23
	Standards/Checkpoint
	Yes
	No
	Not Present
	Comments

	(a)
	Telecommunications products or systems which provide a function allowing voice communication and which do not themselves provide a TTY functionality shall provide a standard non-acoustic connection point for TTYs. Microphones shall be capable of being turned on and off to allow the user to intermix speech with TTY use.


	
	
	
	

	(b)
	Telecommunications products which include voice communication functionality shall support all commonly used cross-manufacturer non-proprietary standard TTY signal protocols.
	
	
	
	

	(c)
	Voice mail, auto-attendant, and interactive voice response telecommunications systems shall be usable by TTY users with their TTYs.


	
	
	
	

	(d)
	Voice mail, messaging, auto-attendant, and interactive voice response telecommunications systems that require a response from a user within a time interval, shall give an alert when the time interval is about to run out, and shall provide sufficient time for the user to indicate more time is required.

(e) Where provided, caller identification and similar telecommunications functions shall also be available for users of TTYs, and for users who cannot see displays.


	
	
	
	

	(f)
	For transmitted voice signals, telecommunications products shall provide a gain adjustable up to a minimum of 20 dB. For incremental volume control, at least one intermediate step of 12 dB of gain shall be provided.


	
	
	
	

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


	
	
	
	

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

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


	
	
	
	

	(j)
	Products that transmit or conduct information or communication, shall pass 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. Technologies which use encoding, signal compression, format transformation, or similar techniques shall not remove information needed for access or shall restore it upon delivery.


	
	
	
	

	(k)
	Products which have mechanically operated controls or keys, shall comply with the following:
	
	
	
	

	k.1
	Control and keys shall be tactilely descendible without activating the controls or keys.
	
	
	
	

	K.2
	Control and keys shall be operable with one hand and shall not require tight grasping, pinching, or twisting off the wrist.  The force required to activate controls and keys shall be 5 lbs. (22.2 N) maximum.  
	
	
	
	

	K.3
	If the key repeat is supported, the delay before repeat shall be adjustable to at least 2 seconds.  Key repeat rate shall be adjustable to 2 seconds per character.
	
	
	
	

	K.4 
	The status of all locking or toggle controls or keys shall be visually discernible, and discernible either through touch or sound.
	
	
	
	


Section 508 Standards for Desktop and Portable Computers
For questions or assistance completing this document, contact:

	Product Name/Version
	Project Manager Name
	Date

	
	
	


	§ 1194.26
	Standards Checkpoint
	Yes
	No
	Not Present
	Comments 

	(a)
	All mechanically operated controls and keys shall comply with §1194.23 (k) (1) through (4).
	
	
	
	

	(b)
	If a product utilizes touch screens or touch-operated controls, an input method shall be provided that complies with §1194.23 (k) (1) through (4).
	
	
	
	

	(c)
	When biometric forms of user identification or control are used, an alternative form of identification or activation, which does not require the user to possess particular biological characteristics, shall also be provided.
	
	
	
	

	(d)
	Where provided, at least one of each type of expansion slots, ports and connectors shall comply with publicly available industry standards.
	
	
	
	


Uniform Federal Accessibility Standards (UFAS)
For The Design, Construction and Alteration of Buildings

	Date:
	Surveyor's Name:
	Building Name 
	Building Address
	Own or Lease
	Administrative /Services

	
	
	
	
	
	


	Code & Citation
	Scope & Technical Requirements
	Compliant

Yes
	Compliant

No
	N/A
	Corrective Action



	4.1.1
	ACCESSIBLE SITES AND EXTERIOR FACILITIES: NEW CONSTRUCTION. An accessible site shall meet the following minimum requirements:

	
	
	
	

	(1)
	At least one accessible route complying with 4.3 shall be provided within the boundary of the site from public transportation stops, accessible parking spaces, passenger loading zones if provided, and public streets or sidewalks to an accessible building entrance.
	
	
	
	

	(2)
	At least one accessible route complying with 4.3 shall connect accessible buildings, facilities, elements, and spaces that are on the same site.
	
	
	
	

	(3)
	All objects that protrude from surfaces or posts into circulation paths shall comply with 4.4.
	
	
	
	

	(4)
	Ground surfaces along accessible routes and in accessible spaces shall comply with 4.5.
	
	
	
	

	(5) (a)
	If parking spaces are provided for employees or visitors, or both, then accessible spaces, complying with 4.6, shall be provided in each such parking area in conformance with the following table:
	
	
	
	

	
	Total Parking in Lot

Required Minimum Number of Accessible Spaces

1 to 25

1

26 to 50

2

51 to 75

3

76 to 100

4

101 to 150

5

151 to 200

6

201 to 300

7

301 to 400

8

401 to 500

9

501 to 1000

*

1001 and over

**

 * 2 percent of total.
** 20 plus 1 for each 100 over 1000.

EXCEPTION: The total number of accessible parking spaces may be distributed among parking lots, if greater accessibility is achieved.

EXCEPTION: This does not apply to parking provided for official government vehicles owned or leased by the government and used exclusively for government purposes.
	
	
	
	

	(b)
	If passenger loading zones are provided, then at least one passenger loading zone shall comply with 4.6.5.
	
	
	
	

	(c)
	Parking spaces for side lift vans are accessible parking spaces and may be used to meet the requirements of this paragraph.
	
	
	
	

	(d)
	Parking spaces at accessible housing complying with 4.6 shall be provided in accordance with the following:
	
	
	
	

	(i)
	Where parking is provided for all residents, one accessible parking space shall be provided for each accessible dwelling unit; and
	
	
	
	

	(ii)
	Where parking is provided for only a portion of the residents, an accessible parking space shall be provided on request of the occupant of an accessible dwelling unit;
	
	
	
	

	(iii)
	Where parking is provided for visitors, 2 percent of the spaces, or at least one, shall be accessible.
	
	
	
	

	(e) 
	Parking spaces at health care facilities complying with 4.6 shall be provided in accordance with the following:
	
	
	
	

	(i)
	General health care facilities, employee and visitor parking: Comply with Table 4.1.1(5)(a);
	
	
	
	

	(ii)
	Outpatient facilities: 10 percent of the total number of parking spaces provided;
	
	
	
	

	(iii)
	Spinal cord injury facilities, employee and visitor parking: 20 percent of total parking spaces provided.
	
	
	
	

	(6)
	If toilet facilities are provided on a site, then each such public or common use toilet facility shall comply with 4.22. If bathing facilities are provided on a site, then each such public or common use bathing facility shall comply with 4.23.

EXCEPTION: These provisions are not mandatory for single user portable toilet or bathing units clustered at a single location; however, at least one toilet unit complying with 4.22 or one bathing unit complying with 4.23 should be installed at each location whenever standard units are provided.
	
	
	
	

	(7)
	All signs shall comply with 4.30. Elements and spaces of accessible facilities which shall be identified by the International Symbol of Accessibility are:
	
	
	
	

	(a)
	Parking spaces designated as reserved for physically handicapped people;
	
	
	
	

	(b)
	passenger loading zones;
	
	
	
	

	(c)
	accessible entrances;
	
	
	
	

	(d)
	accessible toilet and bathing facilities
	
	
	
	

	4.1.2
	ACCESSIBLE BUILDINGS: NEW CONSTRUCTION. Accessible buildings and facilities shall meet the following minimum requirements:
	
	
	
	

	(1)
	(1) At least one accessible route complying with 4.3 shall connect accessible building or facility entrances with all accessible spaces and elements within the building or facility.
	
	
	
	

	(2)
	All objects that overhang circulation paths shall comply with 4.4.
	
	
	
	

	(3)
	Ground and floor surfaces along accessible routes and in accessible rooms and spaces shall comply with 4.5.
	
	
	
	

	(4)
	Stairs connecting levels that are not connected by an elevator shall comply with 4.9.
	
	
	
	

	(5)
	One passenger elevator complying with 4.10 shall serve each level in all multi-story buildings and facilities. If more than one elevator is provided, each elevator shall comply with 4.10.

EXCEPTION: Elevator pits, elevator penthouses, mechanical rooms, piping or equipment catwalks are excepted from this requirement.

EXCEPTION: Accessible ramps complying with 4.8 or, if no other alternative is feasible, accessible platform lifts complying with 4.11 may be used in lieu of an elevator.


	
	
	
	

	(6)
	Windows. (Reserved).
	
	
	
	

	
	
	
	
	
	

	(7)
	Doors:
	
	
	
	

	(a)
	At each accessible entrance to a building or facility, at least one door shall comply with 4.13.
	
	
	
	

	(b)
	Within a building or facility, at least one door at each accessible space shall comply with 4.13.
	
	
	
	

	(c)
	Each door that is an element of an accessible route shall comply with 4.13.
	
	
	
	

	(d)
	Each door required by 4.3.10, Egress, shall comply with 4.13.

EXCEPTION: In multiple-story buildings and facilities where at-grade egress from each floor is impossible, either of the following is permitted: the provision within each story of approved fire and smoke partitions that create horizontal exits, or, the provision within each floor of areas of refuge approved by agencies having authority for safety.
	
	
	
	

	(8)
	At least one principal entrance at each grade floor level to a building or facility shall comply with 4.14, Entrances. When a building or facility has entrances which normally serve any of the following functions: transportation facilities, passenger loading zones, accessible parking facilities, taxi stands, public streets and sidewalks, or accessible interior vertical access, then at least one of the entrances serving each such function shall comply with 4.14, Entrances. Because entrances also serve as emergency exits, whose proximity to all parts of buildings and facilities is essential, it is preferable that all or most exits be accessible.
	
	
	
	

	(9)
	If drinking fountains or water coolers are provided, approximately 50 percent of those provided on each floor shall comply with 4.15 and shall be on an accessible route. If only one drinking fountain or water cooler is provided on any floor, it shall comply with 4.15.
	
	
	
	

	(10)
	If toilet facilities are provided, then each public and common use toilet room shall comply with 4.22. Other toilet rooms shall be adaptable. If bathing facilities are provided, then each public and common use bathroom shall comply with 4.23. Accessible toilet rooms and bathing facilities shall be on an accessible route.
	
	
	
	

	(11)
	If storage facilities such as cabinets, shelves, closets, and drawers are provided in accessible spaces, at least one of each type provided shall contain storage space complying with 4.25. Additional storage may be provided outside of the dimensions shown in Fig 38.
	
	
	
	

	(12)
	(Controls and operating mechanisms in accessible spaces, along accessible routes, or as parts of accessible elements (for example, light switches and dispenser controls) shall comply with 4.27.
	
	
	
	

	(13)
	If emergency warning systems are provided, then they shall include both audible alarms complying with 4.28.2 and visual alarms complying with 4.28.3. In facilities with sleeping accommodations, the sleeping accommodations shall have an alarm system complying with 4.28.4. Emergency warning systems in health care facilities may be modified to suit standard health care alarm design practice.
	
	
	
	

	(14)
	Tactile warnings shall be provided at hazardous conditions as specified in 4.29.3.
	
	
	
	

	(15)
	If signs are provided, they shall comply with 4.30.1, 4.30.2 and 4.30.3. In addition, permanent signage that identifies rooms and spaces shall also comply with 4.30.4 and 4.30.6.

EXCEPTION: The provisions of 4.30.4 are not mandatory for temporary information on room and space signage, such as current occupant's name, provided the permanent room or space identification complies with 4.30.4.
	
	
	
	

	(16)
	Public telephones:
	
	
	
	

	(a)
	If public telephones are provided, then accessible public telephones shall comply with 4.31, Telephones, and the following table:
	
	
	
	

	Number of public telephones provided on each floor:
	Number of public telephones provided on each floor:
	
	
	
	

	1 or more single unit installations
	1 per floor
	
	
	
	

	1 bank**
	1 per floor
	
	
	
	

	2 or more banks**
	1 per bank.

Accessible unit may be installed as a single unit in proximity (either visible or with signage) to the bank. At least one public telephone per floor shall meet the requirements for a forward reach telephone.***
	
	
	
	

	
	* Additional public telephones may be installed at any height. Unless otherwise specified, accessible telephones may be either forward or side reach telephones.

** A bank consists of two or more adjacent public telephones, often installed as a unit.

*** EXCEPTION: For exterior installations only, if dial tone first service is not available, then a side reach telephone may be installed instead of the required forward reach telephone (i.e., one telephone in proximity to each bank shall comply with 4.31).


	
	
	
	

	(b)
	At least one of the public telephones complying with 4.31, Telephones, shall be equipped with a volume control. The installation of additional volume controls is encouraged, and these may be installed on any public telephone provided.
	
	
	
	

	(17)
	If fixed or built-in seating, tables, or work surfaces are provided in accessible spaces, at least 5 percent, but always at least one, of seating spaces, tables, or work surfaces shall comply with 4.32.
	
	
	
	

	(18)
	Assembly areas:
	
	
	
	

	(a)
	If places of assembly are provided, they shall comply with the following table:
	
	
	
	

	Capacity of Seating & Assembly Areas


	Number of Required Wheelchair Locations
	
	
	
	

	50 to 75
	3
	
	
	
	

	76 to 100
	4
	
	
	
	

	101 to 150
	5
	
	
	
	

	151 to 200
	6
	
	
	
	

	201 to 300
	7
	
	
	
	

	301 to 400
	8
	
	
	
	

	401 to 500
	9
	
	
	
	

	501 to 1,000
	*2 percent of total
	
	
	
	

	over 1,000
	*** 20 plus 1 for each 100 over 1,000.


	
	
	
	

	(b)
	Assembly areas with audio-amplification systems shall have a listening system complying with 4.33 to assist a reasonable number of people, but no fewer than two, with severe hearing loss. For assembly areas without amplification systems and for spaces used primarily as meeting and conference rooms, a permanently installed or portable listening system shall be provided. If portable systems are used for conference or meeting rooms, the system may serve more than one room.
	
	
	
	

	4.1.5
	ACCESSIBLE BUILDINGS: ADDITIONS.  Each addition to an existing building shall comply with 4.1.1 to 4.1.4 of 4.1, Minimum Requirements, except as follows:
	
	
	
	

	(1)
	ENTRANCES. If a new addition to a building or facility does not have an entrance, then at least one entrance in the existing building or facility shall comply with 4.1.4, Entrances.
	
	
	
	

	
	(2) ACCESSIBLE ROUTE. If the only accessible entrance to the addition is located in the existing building or facility, then at least one accessible route shall comply with 4.3, Accessible Route, and shall provide access through the existing building or facility to all rooms, elements, and spaces in the new addition.
	
	
	
	

	
	(3) TOILET AND BATHING FACILITIES. If there are no toilet rooms and bathing facilities in the addition and these facilities are provided in the existing building, then at least one toilet and bathing facility in the existing building shall comply with 4.22, Toilet Rooms, or 4.23, Bathrooms, Bathing Facilities, and Shower Rooms
	
	
	
	

	
	(4) ELEMENTS, SPACES, AND COMMON AREAS. If elements, spaces, or common areas are located in the existing building and they are not provided in the addition, then consideration should be given to making those elements, spaces, and common areas accessible in the existing building.
	
	
	
	

	
	EXCEPTIONS: Mechanical rooms, storage areas, and other such minor additions which normally are not frequented by the public or employees of the facility are excepted from 4.1.5.
	
	
	
	

	(1)
	GENERAL. Alterations to existing buildings or facilities shall comply with the following:
	
	
	
	

	(a)
	If existing elements, spaces, essential features, or common areas are altered, then each such altered element, space, feature, or area shall comply with the applicable provisions of 4.1.1 to 4.1.4 of 4.1, Minimum Requirements.
	
	
	
	

	(b)
	If power-driven vertical access equipment (e.g., escalator) is planned or installed where none existed previously, or if new stairs (other than stairs installed to meet emergency exit requirements) requiring major structural changes are planned or installed where none existed previously, then a means of accessible vertical access shall be provided that complies with 4.7, Curb Ramps; 4.8, Ramps; 4.10, Elevators; or 4.11, Platform Lifts; except to the extent where it is structurally impracticable in transit facilities.
	
	
	
	

	(c)
	If alterations of single elements, when considered together, amount to an alteration of a space of a building or facility, the entire space shall be made accessible.
	
	
	
	

	(d)
	No alteration of an existing element, space, or area of a building shall impose a requirement for greater accessibility than that which would be required for new construction. For example, if the elevators and stairs in a building are being altered and the elevators are, in turn, being made accessible, then no accessibility modifications are required to the stairs connecting levels connected by the elevator.
	
	
	
	

	(e)
	If the alteration work is limited solely to the electrical, mechanical, or plumbing system and does not involve the alteration of any elements and spaces required to be accessible under these standards, then 4.1.6(3) does not apply.
	
	
	
	

	(f)
	No new accessibility alterations will be required of existing elements or spaces previously constructed or altered in compliance with earlier standards issued pursuant to the Architectural Barriers Act of 1968, as amended.
	
	
	
	

	(2)
	Where a building or facility is vacated and it is totally altered, then it shall be altered to comply with 4.1.1 to 4.1.5 of 4.1, Minimum Requirements, except to the extent where it is structurally impracticable.
	
	
	
	

	(3)
	Where substantial alteration occurs to a building or facility, then each element or space that is altered or added shall comply with the applicable provisions of 4.1.1 to 4.1.4 of 4.1, Minimum Requirements, except to the extent where it is structurally impracticable. The altered building or facility shall contain:
	
	
	
	

	(a)
	At least one accessible route complying with 4.3, Accessible Route, and 4.1.6(a);
	
	
	
	

	(b)
	At least one accessible entrance complying with 4.14, Entrances. If additional entrances are altered then they shall comply with 4.1.6(a); and
	
	
	
	

	(c)
	The following toilet facilities, whichever is greater:
	
	
	
	

	(i)
	At least one toilet facility for each sex in the altered building complying with 4.22, Toilet Rooms, and 4.23, Bathrooms, Bathing Facilities, and Shower Rooms.
	
	
	
	

	(ii)
	At least one toilet facility for each sex on each substantially altered floor, where such facilities are provided, complying with 4.22, Toilet Rooms; and 4.23, Bathrooms, Bathing Facilities, and Shower Rooms.
	
	
	
	

	(d)
	In making the determination as to what constitutes "substantial alteration," the agency issuing standards for the facility shall consider the total cost of all alterations (including but not limited to electrical, mechanical, plumbing, and structural changes) for a building or facility within any twelve (12) month period. For guidance in implementing this provision, an alteration to any building or facility is to be considered substantial if the total cost for this twelve month period amounts to 50 percent or more of the full and fair cash value of the building as defined in 3.5.
	
	
	
	

	
	EXCEPTION: If the cost of the elements and spaces required by 4.1.6(3)(a), (b), or (c) exceeds 15 percent of the total cost of all other alterations, then a schedule may be established by the standard-setting and/or funding agency to provide the required improvements within a 5-year period.

EXCEPTION: Consideration shall be given to providing accessible elements and spaces in each altered building or facility complying with:

(i) 4.6, Parking and Passenger Loading Zones,

(ii) 4.15, Drinking Fountains and Water Coolers,

(iii) 4.25, Storage,

(iv) 4.28, Alarms,

(v) 4.31, Telephones,

(vi) 4.32, Seating, Tables, and Work Surfaces,

(vii) 4.33, Assembly Areas.
	
	
	
	

	(4)
	Special technical provisions for alterations to existing buildings or facilities:
	
	
	
	

	(a)
	Ramps. Curb ramps and ramps to be constructed on existing sites or in existing buildings or facilities may have slopes and rises as shown in Table 2 if space limitations prohibit the use of a 1:12 slope or less.
	
	
	
	

	Table 2 --
	Allowable Ramp Dimensions for Construction in Existing Sites, Buildings, and Facilities
	
	
	
	

	Slope*

* A slope steeper than 1:8 not allowed
	Maximum Rise  Maximum Run
	
	
	
	

	Steeper than 1:10 but no steeper than 1:8
	3 in 75 mm      2 ft. 0.6 m
	
	
	
	

	Steeper than 1:12 but no steeper than 1:10
	6 in 150 mm     5 ft. 1.5 m
	
	
	
	

	(b)
	Stairs. Full extension of stair handrails shall not be required in alterations where such extensions would be hazardous or impossible due to plan configuration.
	
	
	
	

	(c)
	Elevators.
	
	
	
	

	(i)
	If a safety door edge is provided in existing automatic elevators, then the automatic door reopening devices may be omitted (see 4.10.6).
	
	
	
	

	(ii)
	Where existing shaft or structural elements prohibit strict compliance with 4.10.9, then the minimum floor area dimensions may be reduced by the minimum amount necessary, but in no case shall they be less than 48 in by 48 in (1220 mm by 1220 mm).
	
	
	
	

	(d)
	Doors.
	
	
	
	

	(i)
	Where existing elements prohibit strict compliance with the clearance requirements of 4.13.5, a projection of 5/8 in (16 mm) maximum will be permitted for the latch side door stop.
	
	
	
	

	(ii)
	If existing thresholds measure 3/4 in (19 mm) high or less, and are beveled or modified to provide a beveled edge on each side, then they may be retained.
	
	
	
	

	(e)
	Toilet rooms. Where alterations to existing facilities make strict compliance with 4.22 and 4.23 structurally impracticable, the addition of one "unisex" toilet per floor containing one water closet complying with 4.16 and one lavatory complying with 4.19, located adjacent to existing toilet facilities, will be acceptable in lieu of making existing toilet facilities for each sex accessible.

EXCEPTION: In instances of alteration work where provision of a standard stall (Fig. 30(a)) is structurally impracticable or where plumbing code requirements prevent combining existing stalls to provide space, an alternate stall (Fig. 30(b)) may be provided in lieu of the standard stall.
	
	
	
	

	(f)
	Assembly areas.
	
	
	
	

	
	(i) In alterations where it is structurally impracticable to disperse seating throughout the assembly area, seating may be located in collected areas as structurally feasible. Seating shall adjoin an accessible route that also serves as a means of emergency egress.
	
	
	
	

	
	(ii) In alterations where it is structurally impracticable to alter all performing areas to be on an accessible route, then at least one of each type shall be made accessible.
	
	
	
	

	4.1.7
	ACCESSIBLE BUILDINGS: HISTORIC PRESERVATION.
	
	
	
	

	(1)
	APPLICABILITY
	
	
	
	

	(a)
	As a general rule, the accessibility provisions of part 4 shall be applied to "qualified" historic buildings and facilities. "Qualified" buildings or facilities are those buildings and facilities that are eligible for listing in the National Register of Historic Places, or such properties designated as historic under a statute of the appropriate state or local government body. Comments of the Advisory Council on Historic Preservation shall be obtained when required by Section 106 of the National Historic Preservation Act of 1966, as amended, 16 U.S.C. 470 and 36 CFR Part 800, before any alteration to a qualified historic building.
	
	
	
	

	(b)
	The Advisory Council shall determine, on a case-by-case basis, whether provisions required by part 4 for accessible routes (exterior and interior), ramps, entrances, toilets, parking, and displays and signage, would threaten or destroy the historic significance of the building or facility.
	
	
	
	

	
	If the Advisory Council determines that any of the accessibility requirements for features listed in 4.1.7(1) would threaten or destroy the historic significance of a building or facility, then the special application provisions of 4.1.7(2) for that feature may be utilized. The special application provisions listed under 4.1.7(2) may only be utilized following a written determination by the Advisory Council that application of a requirement contained in part 4 would threaten or destroy the historic integrity of a qualified building or facility.
	
	
	
	

	(2)
	HISTORIC PRESERVATION: MINIMUM REQUIREMENTS.
	
	
	
	

	(a)
	At least one accessible route complying with 4.3 from a site access point to an accessible entrance shall be provided.

EXCEPTION: A ramp with a slope no greater than 1:6 for a run not to exceed 2 ft (610 mm) may be used as part of an accessible route at an entrance.
	
	
	
	

	(b)
	At least one accessible entrance which is used by the public complying with 4.14 shall be provided

EXCEPTION: If it is determined that no entrance used by the public can comply with 4.14, then access at any entrance not used by the general public but open (unlocked) with directional signs at the primary entrance may be used.
	
	
	
	

	(c)
	If toilets are provided, then at least one toilet facility complying with 4.22 and 4.1.6 shall be provided along an accessible route that complies with 4.3. Such toilet facility may be "unisex" in design.
	
	
	
	

	(d)
	Accessible routes from an accessible entrance to all publicly used spaces on at least the level of the accessible entrance shall be provided. Access should be provided to all levels of a building or facility in compliance with 4.1 whenever practical.
	
	
	
	

	(e)
	Displays and written information, documents, etc, should be located where they can be seen by a seated person. Exhibits and signage displayed horizontally, e.g., books, should be no higher than 44 in (1120 mm) above the floor surface.
	
	
	
	

	4.2
	SPACE ALLOWANCE AND REACH RANGES.
	
	
	
	

	4.2.1
	* WHEELCHAIR PASSAGE WIDTH. The minimum clear width for single wheelchair passage shall be 32 in (815 mm) at a point and 36 in (915 mm) continuously (see Fig. 1 and 24(e)).
	
	
	
	

	4.2.2
	WIDTH FOR WHEELCHAIR PASSING. The minimum width for two wheelchairs to pass is 60 in (1525 mm) (see Fig. 2).
	
	
	
	

	4.2.3
	* WHEELCHAIR TURNING SPACE. The space required for a wheelchair to make a 180-degree turn is a clear space of 60 in (1525 mm) diameter (see Fig. 3(a)) or a T-shaped space (see Fig. 3(b)).
	
	
	
	

	4.2.4
	* CLEAR FLOOR OR GROUND SPACE FOR WHEELCHAIRS.
	
	
	
	

	4.2.4.1
	4.2.4.1 SIZE AND APPROACH. The minimum clear floor or ground space required to accommodate a single, stationary wheelchair occupant is 30 in by 48 in (760 mm by 1220 mm) (see Fig. 4(a)). The minimum clear floor or ground space for wheelchairs may be positioned for forward or parallel approach to an object (see Fig. 4(b) and (c)). Clear floor or ground space for wheelchairs may be part of the knee space required under some objects.
	
	
	
	

	4.2.4.2
	RELATIONSHIP OF MANEUVERING CLEARANCE TO WHEELCHAIR SPACES.  One full unobstructed side of the clear floor or ground space for a wheelchair shall adjoin or overlap an accessible route or adjoin another wheelchair clear floor space. If a clear floor space is located in an alcove or otherwise confined on all or part of three sides, additional maneuvering clearances shall be provided as shown in Fig. 4(d) and (e).
	
	
	
	

	4.2.4.3
	SURFACES FOR WHEELCHAIR SPACES. Clear floor or ground spaces for wheelchairs shall comply with 4.5.
	
	
	
	

	4.2.5
	FORWARD REACH. If the clear floor space only allows forward approach to an object, the maximum high forward reach allowed shall be 48 in (1220 mm) (see Fig. 5(a)). The minimum low forward reach is 15 in (380 mm). If the high forward reach is over an obstruction, reach and clearances shall be as shown in Fig. 5(b).
	
	
	
	

	4.2.6*
	SIDE REACH. If the clear floor space allows parallel approach by a person in a wheelchair, the maximum high side reach allowed shall be 54 in (1370 mm) and the low side reach shall be no less than 9 in (230 mm) above the floor (Fig. 6(a) and (b)). If the side reach is over an obstruction, the reach and clearances shall be as shown in Fig. 6(c).
	
	
	
	

	4.3
	ACCESSIBLE ROUTE
	
	
	
	

	4.3.1*
	GENERAL. All walks, halls, corridors, aisles, and other spaces that are part of an accessible route shall comply with 4.3.
	
	
	
	

	4.3.2
	LOCATION
	
	
	
	

	(1)
	At least one accessible route within the boundary of the site shall be provided from public transportation stops, accessible parking, and accessible passenger loading zones, and public streets or sidewalks to the accessible building entrance they serve.


	
	
	
	

	(2)
	At least one accessible route shall connect accessible buildings, facilities, elements, and spaces that are on the same site.
	
	
	
	

	(3)
	At least one accessible route shall connect accessible building or facility entrances with all accessible spaces and elements and with all accessible dwelling units within the building or facility.
	
	
	
	

	(4)
	An accessible route shall connect at least one accessible entrance of each accessible dwelling unit with those exterior and interior spaces and facilities that serve the accessible dwelling unit.
	
	
	
	

	4.3.3
	WIDTH. The minimum clear width of an accessible route shall be 36 in (915 mm) except at doors (see 4.13.5). If a person in a wheelchair must make a turn around an obstruction, the minimum clear width of the accessible route shall be as shown in Fig. 7.
	
	
	
	

	4.3.4
	PASSING SPACE. If an accessible route has less than 60 in (1525 mm) clear width, then passing spaces at least 60 in by 60 in (1525 mm by 1525 mm) shall be located at reasonable intervals not to exceed 200 ft (61 m). A T-intersection of two corridors or walks is an acceptable passing place.
	
	
	
	

	4.3.5
	HEAD ROOM. Accessible routes shall comply with 4.4.2.
	
	
	
	

	4.3.6
	SURFACE TEXTURES. The surface of an accessible route shall comply with 4.5.
	
	
	
	

	4.3.7
	SLOPE. An accessible route with a running slope greater than 1:20 is a ramp and shall comply with 4.8. Nowhere shall the cross slope of an accessible route exceed 1:50
	
	
	
	

	4.3.8
	CHANGES IN LEVELS. Changes in levels along an accessible route shall comply with 4.5.2. If an accessible route has changes in level greater than 1/2 in (13 mm), then a curb ramp, ramp, elevator, or platform lift shall be provided that complies with 4.7, 4.8, 4.10, or 4.11, respectively. Stairs shall not be part of an accessible route.
	
	
	
	

	4.3.9
	DOORS. Doors along an accessible route shall comply with 4.13
	
	
	
	

	4.3.10*
	EGRESS. Accessible routes serving any accessible space or element shall also serve as a means of egress for emergencies or connect to an accessible place of refuge. Such accessible routes and places of refuge shall comply with the requirements of the administrative authority having jurisdiction. Where fire code provisions require more than one means of egress from any space or room, then more than one accessible means of egress shall also be provided for handicapped people. Arrange egress so as to be readily accessible from all accessible rooms and spaces.
	
	
	
	

	4.4
	PROTRUDING OBJECTS.
	
	
	
	

	4.4.1*
	GENERAL. Objects projecting from walls (for example, telephones) with their leading edges between 27 in and 80 in (685 mm and 2030 mm) above the finished floor shall protrude no more than 4 in (100 mm) into walks, halls, corridors, passageways, or aisles (see Fig. 8(a)). Objects mounted with their leading edges at or below 27 in (685 mm) above the finished floor may protrude any amount (see Fig. 8(a) and (b)). Free-standing objects mounted on posts or pylons may overhang 12 in (305 mm) maximum from 27 in to 80 in (685 mm to 2030 mm) above the ground or finished floor (see Fig. 8(c) and (d)). Protruding objects shall not reduce the clear width of an accessible route or maneuvering space (see Fig. 8(e)).
	
	
	
	

	4.4.2
	HEAD ROOM. Walks, halls, corridors, passageways, aisles, or other circulation spaces shall have 80 in (2030 mm) minimum clear head room (see Fig. 8(a)). If vertical clearance of an area adjoining an accessible route is reduced to less than 80 in (nominal dimension), a barrier to warn blind or visually-impaired persons shall be provided (see Fig. 8(c)).
	
	
	
	

	4.5
	GROUND AND FLOOR SURFACES.
	
	
	
	

	4.5.1*
	GENERAL. Ground and floor surfaces along accessible routes and in accessible rooms and spaces, including floors, walks, ramps, stairs, and curb ramps, shall be stable, firm, slip-resistant, and shall comply with 4.5.
	
	
	
	

	4.5.2
	CHANGES IN LEVEL. Changes in level up to 1/4 in (6 mm) may be vertical and without edge treatment (see Fig. 7(c)). Changes in level between 1/4 in and 1/2 in (6 mm and 13 mm) shall be beveled with a slope no greater than 1:2 (see Fig. 7(d)). Changes in level greater than 1/2 in (13 mm) shall be accomplished by means of a ramp that complies with 4.7 or 4.8.
	
	
	
	

	4.5.3*
	CARPET. If carpet or carpet tile is used on a ground or floor surface, then it shall be securely attached; have a firm cushion, pad, or backing or no cushion or pad; and have a level loop, textured loop, level cut pile, or level cut/uncut pile texture. The maximum pile height shall be 1/2 in (13 mm). Exposed edges of carpet shall be fastened to floor surfaces and have trim along the entire length of the exposed edge. Carpet edge trim shall comply with 4.5.2. If carpet tile is used on an accessible ground or floor surface, it shall have a maximum combined thickness of pile, cushion, and backing height of 1/2 in (13 mm) (see Fig. 8(f)).
	
	
	
	

	4.5.4
	GRATINGS. If gratings are located in walking surfaces, then they shall have spaces no greater than 1/2 in (13 mm) wide in one direction (see Fig. 8(g)). If gratings have elongated openings, then they shall be placed so that the long dimension is perpendicular to the dominant direction of travel (see Fig. 8(h)).
	
	
	
	

	4.6
	PARKING AND PASSENGER LOADING ZONES.
	
	
	
	

	4.6.1
	MINIMUM NUMBER. Parking spaces required to be accessible by 4.1 shall comply with 4.6.2 through 4.6.4. Passenger loading zones required to be accessible by 4.1 shall comply with 4.6.5 and 4.6.6.
	
	
	
	

	4.6.2
	LOCATION. Parking spaces for disabled people and accessible passenger loading zones that serve a particular building shall be the spaces or zones located closest to the nearest accessible entrance on an accessible route. In separate parking structures or lots that do not serve a particular building, parking spaces for disabled people shall be located on the shortest possible circulation route to an accessible pedestrian entrance of the parking facility.
	
	
	
	

	4.6.3*
	PARKING SPACES. Parking spaces for disabled people shall be at least 96 in (2440 mm) wide and shall have an adjacent access aisle 60 in (1525 mm) wide minimum (see Fig. 9). Parking access aisles shall be part of an accessible route to the building or facility entrance and shall comply with 4.3. Two accessible parking spaces may share a common access aisle. Parked vehicle overhangs shall not reduce the clear width of an accessible circulation route. Parking spaces and access aisles shall be level with surface slopes not exceeding 1:50 in all directions. 

EXCEPTION: If accessible parking spaces for vans designed for handicapped persons are provided, each should have an adjacent access aisle at least 96 in (2440 mm) wide complying with 4.5, Ground and Floor Surfaces.
	
	
	
	

	4.6.4*
	SIGNAGE. Accessible parking spaces shall be designated as reserved for the disabled by a sign showing the symbol of accessibility (see 4.30.5). Such signs shall not be obscured by a vehicle parked in the space.
	
	
	
	

	4.6.5
	PASSENGER LOADING ZONES. Passenger loading zones shall provide an access aisle at least 60 in (1525 mm) wide and 20 ft (6 m) long adjacent and parallel to the vehicle pull-up space (see Fig. 10). If there are curbs between the access aisle and the vehicle pull-up space, then a curb ramp complying with 4.7 shall be provided. Vehicle standing spaces and access aisles shall be level with surface slopes not exceeding 1:50 in all directions.
	
	
	
	

	4.6.6
	VERTICAL CLEARANCE. Provide minimum vertical clearances of 114 in at accessible passenger loading zones and along vehicle access routes to such areas from site entrances. If accessible van parking spaces are provided, then the minimum vertical clearance should be 114 in.
	
	
	
	

	4.7
	CURB RAMPS.
	
	
	
	

	4.7.1
	LOCATION. Curb ramps complying with 4.7 shall be provided wherever an accessible route crosses a curb.
	
	
	
	

	4.7.2
	SLOPE. Slopes of curb ramps shall comply with 4.8.2. The slope shall be measured as shown in Fig. 11. Transitions from ramps to walks, gutters, or streets shall be flush and free of abrupt changes. Maximum slopes of adjoining gutters, road surface immediately adjacent to the curb ramp, or accessible route shall not exceed 1.20.
	
	
	
	

	4.7.3
	WIDTH. The minimum width of a curb ramp shall be 36 in (915 mm), exclusive of flared sides.
	
	
	
	

	4.7.4
	SURFACE. Surfaces of curb ramps shall comply with 4.5.
	
	
	
	

	4.7.5
	SIDES OF CURB RAMPS. If a curb ramp is located where pedestrians must walk across the ramp, or where it is not protected by handrails or guardrails, then it shall have flared sides; the maximum slope of the flare shall be 1:10 (see Fig. 12(a)). Curb ramps with returned curbs may be used where pedestrians would not normally walk across the ramp (see Fig. 12(b)).
	
	
	
	

	4.7.6
	BUILT-UP CURB RAMPS. Built-up curb ramps shall be located so that they do not project into vehicular traffic lanes (see Fig. 13).
	
	
	
	

	4.7.8
	OBSTRUCTIONS. Curb ramps shall be located or protected to prevent their obstruction by parked vehicles.
	
	
	
	

	4.7.9
	LOCATION AT MARKED CROSSINGS. Curb ramps at marked crossings shall be wholly contained within the markings, excluding any flared sides (see Fig. 15).
	
	
	
	

	4.7.10
	DIAGONAL CURB RAMPS. If diagonal (or corner type) curb ramps have returned curbs or other well-defined edges, such edges shall be parallel to the direction of pedestrian flow. The bottom of diagonal curb ramps shall have 48 in (1220 mm) minimum clear space as shown in Fig. 15(c) and (d). If diagonal curb ramps are provided at marked crossings, the 48 in (1220 mm) clear space shall be within the markings (see Fig. 15(c) and (d)). If diagonal curb ramps have flared sides, they shall also have at least a 24 in (610 mm) long segment of straight curb located on each side of the curb ramp and within the marked crossing (see Fig. 15(c)).
	
	
	
	

	4.7.11
	ISLANDS. Any raised islands in crossings shall be cut through level with the street or have curb ramps at both sides and a level area at least 48 in (1220 mm) long in the part of the island intersected by the crossings (see Fig. 15(a) and (b)).
	
	
	
	

	4.8
	RAMPS
	
	
	
	

	4.8.1*
	GENERAL. Any part of an accessible route with a slope greater than 1:20 shall be considered a ramp and shall comply with 4.8.
	
	
	
	

	4.8.2*
	SLOPE AND RISE. The least possible slope shall be used for any ramp. The maximum slope of a ramp in new construction shall be 1:12. The maximum rise for any run shall be 30 in (760 mm) (see Fig. 16). Curb ramps and ramps to be constructed on existing sites or in existing buildings or facilities may have slopes and rises as shown in Table 2 if space limitations prohibit the use of a 1:12 slope or less (see 4.1.6).
	
	
	
	

	4.8.3
	CLEAR WIDTH. The minimum clear width of a ramp shall be 36 in (915 mm).
	
	
	
	

	4.8.4
	LANDINGS. Ramps shall have level landings at the bottom and top of each run. Landings shall have the following features:
	
	
	
	

	(1)
	The landing shall be at least as wide as the ramp run leading to it.
	
	
	
	

	(2)
	The landing length shall be a minimum of 60 in (1525 mm) clear.
	
	
	
	

	(3)
	If ramps change direction at landings, the minimum landing size shall be 60 in by 60 in (1525 mm by 1525 mm).
	
	
	
	

	(4)
	If a doorway is located at a landing, then the area in front of the doorway shall comply with 4.13.6.
	
	
	
	

	4.8.5*
	HANDRAILS. If a ramp run has a rise greater than 6 in (250 mm) or a horizontal projection greater than 72 in (1830 mm), then it shall have handrails on both sides. Handrails are not required on curb ramps. Handrails shall comply with 4.26 and shall have the following features:
	
	
	
	

	(1)
	Handrails shall be provided along both sides of ramp segments. The inside handrail on switchback or dogleg ramps shall always be continuous.
	
	
	
	

	(2)
	If handrails are not continuous, they shall extend at least 12 in (305 mm) beyond the top and bottom of the ramp segment and shall be parallel with the floor or ground surface.
	
	
	
	

	(3)
	The clear space between the handrail and the wall shall be 1-1/2 in (38 mm).
	
	
	
	

	(4)
	Gripping surfaces shall be continuous.
	
	
	
	

	(5)
	Top of handrail gripping surfaces shall be mounted between 30 in and 34 in (760 mm and 865 mm) above ramp surfaces.
	
	
	
	

	(6)
	Ends of handrails shall be either rounded or returned smoothly to floor, wall or post.
	
	
	
	

	(7)
	Handrails shall not rotate within their fittings.
	
	
	
	

	4.8.6
	CROSS SLOPE AND SURFACES. The cross slope of ramp surfaces shall be no greater than 1:50. Ramp surfaces shall comply with 4.5.
	
	
	
	

	4.8.7
	EDGE PROTECTION. Ramps and landings with drop-offs shall have curbs, walls, railings, or projecting surfaces that prevent people from slipping off the ramp. Curbs shall be a minimum of 2 in (50 mm) high (see Fig. 17).
	
	
	
	

	4.8.8
	OUTDOOR CONDITIONS. Outdoor ramps and their approaches shall be designed so that water will not accumulate on walking surfaces.
	
	
	
	

	4.9
	STAIRS
	
	
	
	

	4.9.1
	MINIMUM NUMBER. Stairs required to be accessible by 4.1 shall comply with 4.9.
	
	
	
	

	4.9.2
	TREADS AND RISERS. On any given flight of stairs, all steps shall have uniform riser heights and uniform tread widths. Stair treads shall be no less than 11 in (280 mm) wide, measured from riser to riser (see Fig. 18(a)). Open risers are not permitted on accessible routes.
	
	
	
	

	4.9.3
	NOSINGS. The undersides of nosings shall not be abrupt. The radius of curvature at the leading edge of the tread shall be no greater than 1/2 in (13 mm). Risers shall be sloped or the underside of the nosing shall have an angle not less than 60 degrees from the horizontal. Nosings shall project no more than 1-1/2 in (38 mm) (see Fig. 18).


	
	
	
	

	4.9.4
	HANDRAILS. Stairways shall have handrails at both sides of all stairs. Handrails shall comply with 4.26 and shall have the following features:
	
	
	
	

	(1)
	Handrails shall be continuous along both sides of stairs. The inside handrail on switchback or dogleg stairs shall always be continuous (see Fig. 19(a) and (b)).
	
	
	
	

	
	(2) If handrails are not continuous, they shall extend at least 12 in (305 mm) beyond the top riser and at least 12 in (305 mm) plus the width of one tread beyond the bottom riser. At the top, the extension shall be parallel with the floor or ground surface. At the bottom, the handrail shall continue to slope for a distance of the width of one tread from the bottom riser; the remainder of the extension shall be horizontal (see Fig. 19(c) and (d)). Handrail extensions shall comply with 4.4.
	
	
	
	

	
	3) The clear space between handrails and wall shall be 1-1/2 in (38 mm).
	
	
	
	

	
	(4) Gripping surfaces shall be uninterrupted by newel posts, other construction elements, or obstructions.
	
	
	
	

	
	(5) Top of handrail gripping surface shall be mounted between 30 in and 34 in (760 mm and 865 mm) above stair nosings.
	
	
	
	

	
	(6) Ends of handrails shall be either rounded or returned smoothly to floor, wall, or post.
	
	
	
	

	
	(7) Handrails shall not rotate within their fittings.
	
	
	
	

	4.9.6
	OUTDOOR CONDITIONS. Outdoor stairs and their approaches shall be designed so that water will not accumulate on walking surfaces.
	
	
	
	

	4.10
	ELEVATORS.
	
	
	
	

	
	
	
	
	
	

	4.10.1
	GENERAL. Accessible elevators shall be on an accessible route and shall comply with 4.10 and with the American National Standard Safety Code for Elevators, Dumbwaiters, Escalators, and Moving Walks, ANSI A17.1-1978 and A17.1a-1979. This standard does not preclude the use of residential or fully enclosed wheelchair lifts when appropriate and approved by administrative authorities. Freight elevators shall not be considered as meeting the requirements of this section, unless the only elevators provided are used as combination passenger and freight elevators for the public and employees.
	
	
	
	

	4.10.2
	AUTOMATIC OPERATION. Elevator operation shall be automatic. Each car shall be equipped with a self-leveling feature that will automatically bring the car to floor landings within a tolerance of 1/2 in (13 mm) under rated loading to zero loading conditions. This self-leveling feature shall be automatic and independent of the operating device and shall correct the over-travel or undertravel.
	
	
	
	

	4.10.3
	HALL CALL BUTTONS. Call buttons in elevator lobbies and halls shall be centered at 42 in (1065 mm) above the floor. Such call buttons shall have visual signals to indicate when each call is registered and when each call is answered. Call buttons shall be a minimum of 3/4 in (19 mm) in the smallest dimension. The button designating the up direction shall be on top (see Fig. 20). Buttons shall be raised or flush. Objects mounted beneath hall call buttons shall not project into the elevator lobby more than 4 in (100 mm).
	
	
	
	

	4.10.4
	
	
	
	
	

	
	HALL LANTERNS. A visible and audible signal shall be provided at each hoistway entrance to indicate which car is answering a call. Audible signals shall sound once for the up direction and twice for the down direction or shall have verbal annunciators that say "up" or "down." Visible signals shall have the following features:
	
	
	
	

	(1)
	Hall lantern fixtures shall be mounted so that their centerline is at least 72 in (1830 mm) above the lobby floor.
	
	
	
	

	(2)
	Visual elements shall be at least 2-1/2 in (64 mm) in the smallest dimension.
	
	
	
	

	(3)
	Signals shall be visible from the vicinity of the hall call button. In-car lanterns located in cars, visible from the vicinity of hall call buttons, and conforming to the above requirements, shall be acceptable (see Fig. 20).
	
	
	
	

	4.10.5
	RAISED CHARACTERS ON HOISTWAY ENTRANCES. All elevator hoistway entrances shall have raised floor designations provided on both jambs. The centerline of the characters shall be 60 in (1525 mm) from the floor. Such characters shall be 2 in (50 mm) high and shall comply with 4.30. Permanently applied plates are acceptable if they are permanently fixed to the jambs. (See Fig. 20).
	
	
	
	

	4.10.6*
	DOOR PROTECTIVE AND REOPENING DEVICE. Elevator doors shall open and close automatically. They shall be provided with a reopening device that will stop and reopen a car door and hoistway door automatically if the door becomes obstructed by an object or person. The device shall be capable of completing these operations without requiring contact for an obstruction passing through the opening at heights of 5 in and 29 in (125 mm and 735 mm) from the floor (see Fig. 20). Door reopening devices shall remain effective for at least 20 seconds. After such an interval, doors may close in accordance with the requirements of ANSI A17.1-1978 and A17.1a-1979.
	
	
	
	

	4.10.7*
	DOOR AND SIGNAL TIMING FOR HALL CALLS. The minimum acceptable time from notification that a car is answering a call until the doors of that car start to close shall be calculated from the following equation:
	
	
	
	

	
	T = D or T = D

1.5 ft/s 445 mm/s

where T = total time in seconds and D = distance (in feet or millimeters) from a point in the lobby or corridor 60 in (1525 mm) directly in front of the farthest call button controlling that car to the centerline of its hoistway door (see Fig. 21). For cars with in-car lanterns, T begins when the lantern is visible from the vicinity of hall call buttons and an audible signal is sounded. The minimum acceptable notification time shall be 5 seconds.


	
	
	
	

	4.10.8
	DOOR DELAY FOR CAR CALLS. The minimum time for elevator doors to remain fully open in response to a car call shall be 3 seconds.
	
	
	
	

	4.10.9
	FLOOR PLAN OF ELEVATOR CARS. The floor area of elevator cars shall provide space for wheelchair users to enter the car, maneuver within reach of controls, and exit from the car. Acceptable door opening and inside dimensions shall be as shown in Fig. 22. The clearance between the car platform sill and the edge of any hoistway landing shall be no greater than 1-1/4 in (32 mm).
	
	
	
	

	4.10.10
	FLOOR SURFACES. Floor surfaces shall comply with 4.5.
	
	
	
	

	4.10.11
	ILLUMINATION LEVELS. The level of illumination at the car controls, platform, and car threshold and landing sill shall be at least 5 footcandles (53.8 lux).
	
	
	
	

	4.10.12*
	CAR CONTROLS. Elevator control panels shall have the following features:
	
	
	
	

	(1)
	Buttons. All control buttons shall be at least 3/4 in (19 mm) in their smallest dimension. They may be raised or flush.
	
	
	
	

	(2)
	Tactile and Visual Control Indicators. All control buttons shall be designated by raised standard alphabet characters for letters, arabic characters for numerals, or standard symbols as shown in Fig. 23(a), and as required in ANSI A17.1-1978 and A17.1a-1979. Raised characters and symbols shall comply with 4.30. The call button for the main entry floor shall be designated by a raised star at the left of the floor designation (see Fig. 23(a)). All raised designations for control buttons shall be placed immediately to the left of the button to which they apply. Applied plates, permanently attached, are an acceptable means to provide raised control designations. Floor buttons shall be provided with visual indicators to show when each call is registered. The visual indicators shall be extinguished when each call is answered.
	
	
	
	

	(3)
	Height. All floor buttons shall be no higher than 48 in (1220 mm), unless there is a substantial increase in cost, in which case the maximum mounting height may be increased to 54 in (1370 mm), above the floor. Emergency controls, including the emergency alarm and emergency stop, shall be grouped at the bottom of the panel and shall have their centerlines no less than 35 in (890 mm) above the floor (see Fig. 23(a) and (b)).
	
	
	
	

	(4)
	Location. Controls shall be located on a front wall if cars have center opening doors, and at the side wall or at the front wall next to the door if cars have side opening doors (see Fig. 23(c) and (d)).
	
	
	
	

	4.10.13*
	CAR POSITION INDICATORS. In elevator cars, a visual car position indicator shall be provided above the car control panel or over the door to show the position of the elevator in the hoistway. As the car passes or stops at a floor served by the elevators, the corresponding numerals shall illuminate, and an audible signal shall sound. Numerals shall be a minimum of 1/2 in (13 mm) high. The audible signal shall be no less than 20 decibels with a frequency no higher than 1500 Hz. An automatic verbal announcement of the floor number at which a car stops or which a car passes may be substituted for the audible signal.
	
	
	
	

	4.10.14*
	EMERGENCY COMMUNICATIONS. If provided, emergency two-way communication systems between the elevator and a point outside the hoistway shall comply with ANSI A17.1-1978 and A17.1a-1979. The highest operable part of a two-way communication system shall be a maximum of 48 in (1220 mm) from the floor of the car. It shall be identified by a raised or recessed symbol and lettering complying with 4.30 and located adjacent to the device. If the system uses a handset, then the length of the cord from the panel to the handset shall be at least 29 in (735 mm). If the system is located in a closed compartment, the compartment door hardware shall conform to 4.27, Controls and Operating Mechanisms. The emergency intercommunication system shall not require voice communication.
	
	
	
	

	4.11*
	PLATFORM LIFTS.
	
	
	
	

	4.11.1
	LOCATION. Platform lifts permitted by 4.1 shall comply with the requirements of 4.11.
	
	
	
	

	4.11.2
	OTHER REQUIREMENTS. If platform lifts are used, they shall comply with 4.2.4, 4.5, 4.27, and the applicable safety regulations of administrative authorities having jurisdiction.
	
	
	
	

	4.11.3
	ENTRANCE. If platform lifts are used, then they should facilitate unassisted entry and exit from the lift in compliance with 4.11.2.
	
	
	
	

	4.13
	DOORS.
	
	
	
	

	4.13.1
	GENERAL. Doors required to be accessible by 4.1 shall comply with the requirements of 4.13.
	
	
	
	

	4.13.2
	REVOLVING DOORS AND TURNSTILES. Revolving doors or turnstiles shall not be the only means of passage at an accessible entrance or along an accessible route. An accessible gate or door shall be provided adjacent to the turnstile or revolving door and shall be so designed as to facilitate the same use pattern.
	
	
	
	

	4.13.3
	GATES. Gates, including ticket gates, shall meet all applicable specifications of 4.13.
	
	
	
	

	4.13.4
	DOUBLE-LEAF DOORWAYS. If doorways have two independently operated door leaves, then at least one leaf shall meet the specifications in 4.13.5 and 4.13.6. That leaf shall be an active leaf.
	
	
	
	

	4.13.5
	CLEAR WIDTH. Doorways shall have a minimum clear opening of 32 in (815 mm) with the door open 90 degrees, measured between the face of the door and the stop (see Fig. 24(a), (b), (c), and (d)). Openings more than 24 in (610 mm) in depth shall comply with 4.2.1 and 4.3.3 (see Fig. 24(e)).

 EXCEPTION: Doors not requiring full user passage, such as shallow closets, may have the clear opening reduced to 20 in (510 mm) minimum.
	
	
	
	

	4.13.6
	MANEUVERING CLEARANCES AT DOORS. Minimum maneuvering clearances at doors that are not automatic or power-assisted shall be as shown in Fig. 25. The floor or ground area within the required clearances shall be level and clear. Entry doors to acute care hospital bedrooms for in-patients shall be exempted from the requirement for space at the latch side of the door (see dimension "x" in Fig. 25) if the door is at least 44 in (1120 mm) wide.
	
	
	
	

	4.13.7
	TWO DOORS IN SERIES. The minimum space between two hinged or pivoted doors in series shall be 48 in (1220 mm) plus the width of any door swinging into the space. Doors in series shall swing either in the same direction or away from the space between the doors (see Fig. 26).
	
	
	
	

	4.13.8*
	THRESHOLDS AT DOORWAYS. Thresholds at doorways shall not exceed 3/4 in (19 mm) in height for exterior sliding doors or 1/2 in (13 mm) for other types of doors. Raised thresholds and floor level changes at accessible doorways shall be beveled with a slope no greater than 1:2 (see 4.5.2).
	
	
	
	

	4.13.9*
	DOOR HARDWARE. Handles, pulls, latches, locks, and other operating devices on accessible doors shall have a shape that is easy to grasp with one hand and does not require tight grasping, tight pinching, or twisting of the wrist to operate. Lever-operated mechanisms, push-type mechanisms, and U-shaped handles are acceptable designs. When sliding doors are fully open, operating hardware shall be exposed and usable from both sides. In dwelling units, only doors at accessible entrances to the unit itself shall comply with the requirements of this paragraph. Doors to hazardous areas shall have hardware complying with 4.29.3. Mount no hardware required for accessible door passage higher than 48 in (1220 mm) above finished floor.
	
	
	
	

	4.13.10*
	DOOR CLOSERS. If a door has a closer, then the sweep period of the closer shall be adjusted so that from an open position of 70 degrees, the door will take at least 3 seconds to move to a point 3 in (75 mm) from the latch, measured to the leading edge of the door.
	
	
	
	

	4.13.11*
	DOOR OPENING FORCE. The maximum force for pushing or pulling open a door shall be as follows:
	
	
	
	

	(1)
	Fire doors shall have the minimum opening force allowable by the appropriate administrative authority.
	
	
	
	

	(2)
	Other doors.
	
	
	
	

	
	(a) exterior hinged doors: (Reserved).
	
	
	
	

	
	b) interior hinged doors: 5 lbf (22.2N)
	
	
	
	

	
	(c) sliding or folding doors: 5 lbf (22.2N)
	
	
	
	

	
	These forces do not apply to the force required to retract latch bolts or disengage other devices that may hold the door in a closed position.
	
	
	
	

	4.13.12*
	AUTOMATIC DOORS AND POWER-ASSISTED DOORS. If an automatic door is used, then it shall comply with American National Standard for Power-Operated Doors, ANSI A156.10-1979. Slowly opening, low-powered, automatic doors shall be considered a type of custom design installation as described in paragraph 1.1.1 of ANSI A156.10-1979. Such doors shall not open to back check faster than 3 seconds and shall require no more than 15 lbf (66.6N) to stop door movement. If a power-assisted door is used, its door-opening force shall comply with 4.13.11 and its closing shall conform to the requirements in section 10 of ANSI A156.10-1979.
	
	
	
	

	4.14
	ENTRANCES.
	
	
	
	

	4.14.1
	MINIMUM NUMBER. Entrances required to be accessible by 4.1 shall be part of an accessible route and shall comply with 4.3. Such entrances shall be connected by an accessible route to public transportation stops, to accessible parking and passenger loading zones, and to public streets or sidewalks if available (see 4.3.2(1)). They shall also be connected by an accessible route to all accessible spaces or elements within the building or facility.
	
	
	
	

	4.14.2
	SERVICE ENTRANCES. A service entrance shall not be the sole accessible entrance unless it is the only entrance to a building or facility (for example, in a factory or garage).
	
	
	
	

	4.15
	DRINKING FOUNTAINS AND WATER COOLERS.
	
	
	
	

	4.15.1
	MINIMUM NUMBER. Drinking fountains or water coolers required to be accessible by 4.1 shall comply with 4.15.
	
	
	
	

	4.15.2*
	SPOUT HEIGHT. Spouts shall be no higher than 36 in (915 mm), measured from the floor or ground surfaces to the spout outlet (see Fig. 27(a)).
	
	
	
	

	4.15.3
	SPOUT LOCATION. The spouts of drinking fountains and water coolers shall be at the front of the unit and shall direct the water flow in a trajectory that is parallel or nearly parallel to the front of the unit. The spout shall provide a flow of water at least 4 in (100 mm) high so as to allow the insertion of a cup or glass under the flow of water.
	
	
	
	

	4.15.4
	CONTROLS. Controls shall comply with 4.27.4. Unit controls shall be front mounted or side mounted near the front edge.
	
	
	
	

	4.15.5
	CLEARANCES.

	
	
	
	

	(1)
	Wall- and post-mounted cantilevered units shall have a clear knee space between the bottom of the apron and the floor or ground at least 27 in (685 mm) high, 30 in (760 mm) wide, and 17 in to 19 in (430 mm to 485 mm) deep (see Fig. 27(a) and (b)). Such units shall also have a minimum clear floor space 30 in by 48 in (760 mm by 1220 mm) to allow a person in a wheelchair to approach the unit facing forward.


	
	
	
	

	(2)
	Free standing or built-in units not having a clear space under them shall have a clear floor space at least 30 in by 48 in (760 mm by 1220 mm) that allows a person in a wheelchair to make a parallel approach to the unit (see Fig. 27(c) and (d)). This clear floor space shall comply with 4.2.4.


	
	
	
	

	4.16
	WATER CLOSETS.
	
	
	
	

	4.16.1
	GENERAL. Accessible water closets shall comply with 4.16. For water closets in accessible dwelling units, see 4.34.5.2.
	
	
	
	

	4.16.2
	CLEAR FLOOR SPACE. Clear floor space for water closets not in stalls shall comply with Fig. 28. Clear floor space may be arranged to allow either a left-handed or right-handed approach.
	
	
	
	

	4.16.3*
	HEIGHT. The height of water closets shall be 17 in to 19 in (430 mm to 485 mm), measured to the top of the toilet seat (see Fig. 29(b)). Seats shall not be sprung to return to a lifted position.
	
	
	
	

	4.16.4*
	GRAB BARS. Grab bars for water closets not located in stalls shall comply with Fig. 29 and 4.26.
	
	
	
	

	4.16.5*
	FLUSH CONTROLS. Flush controls shall be hand operated or automatic and shall comply with 4.27.4. Controls for flush valves shall be mounted on the wide side of toilet areas no more than 44 in (1120 mm) above the floor.
	
	
	
	

	4.16.6
	DISPENSERS. Toilet paper dispensers shall be installed within reach, as shown in Fig. 29(b). Dispensers that control delivery, or that do not permit continuous paper flow, shall not be used.
	
	
	
	

	4.17
	TOILET STALLS.
	
	
	
	

	4.17.1
	LOCATION. Accessible toilet stalls shall be on an accessible route and shall meet the requirements of 4.17.
	
	
	
	

	4.17.2
	WATER CLOSETS. Water closets in accessible stalls shall comply with 4.16.
	
	
	
	

	4.17.3
	SIZE AND ARRANGEMENT. The size and arrangement of toilet stalls shall comply with Fig. 30(a). Toilet stalls with a minimum depth of 56 in (1420 mm) (see Fig. 30(a)) shall have wall-mounted water closets. If the depth of toilet stalls is increased at least 3 in (75 mm), then a floor-mounted water closet may be used. Arrangements shown for stalls may be reversed to allow either a left- or right-hand approach.

EXCEPTION: In instances of alteration work where provision of a standard stall (Fig. 30(a)) is structurally impracticable or where plumbing code requirements prevent combining existing stalls to provide space, an alternate stall (Fig. 30(b)) may be provided in lieu of the standard stall.
	
	
	
	

	4.17.4
	TOE CLEARANCES. In standard stalls, the front partition and at least one side partition shall provide a toe clearance of at least 9 in (230 mm) above the floor. If the depth of the stall is greater than 60 in (1525 mm), then the toe clearance is not required.
	
	
	
	

	4.17.5*
	DOORS. Toilet stall doors shall comply with 4.13. If toilet stall approach is from the latch side of the stall door, clearance between the door side of the stall and any obstruction may be reduced to a minimum of 42 in (1065 mm).
	
	
	
	

	4.17.6
	GRAB BARS. Grab bars complying with the length and positioning shown in Fig. 30(a), (b), (c), and (d) shall be provided. Grab bars may be mounted with any desired method as long as they have a gripping surface at the locations shown and do not obstruct the required clear floor area. Grab bars shall comply with 4.26.
	
	
	
	

	4.18
	URINALS.
	
	
	
	

	4.18.1
	GENERAL. Accessible urinals shall comply with 4.18.
	
	
	
	

	4.18.2
	HEIGHT. Urinals shall be stall-type or wall-hung with an elongated rim at a maximum of 17 in (430 mm) above the floor.
	
	
	
	

	4.18.3
	CLEAR FLOOR SPACE. A clear floor space 30 in by 48 in (760 mm by 1220 mm) shall be provided in front of urinals to allow forward approach. This clear space shall adjoin or overlap an accessible route and shall comply with 4.2.4. Urinal shields that do not extend beyond the front edge of the urinal rim may be provided with 29 in (735 mm) clearance between them.
	
	
	
	

	4.18.4
	FLUSH CONTROLS. Flush controls shall be hand operated or automatic, and shall comply with 4.27.4, and shall be mounted no more than 44 in (1120 mm) above the floor.
	
	
	
	

	4.19
	LAVATORIES AND MIRRORS.
	
	
	
	

	4.19.1
	GENERAL. The requirements of 4.19 shall apply to lavatory fixtures, vanities, and built-in lavatories.
	
	
	
	

	4.19.2
	HEIGHT AND CLEARANCES. Lavatories shall be mounted with the rim or counter surface no higher than 34 in (865 mm) above the finished floor. Provide a clearance of at least 29 in (735 mm) from the floor to the bottom of the apron. Knee and toe clearance shall comply with Fig. 31.
	
	
	
	

	4.19.3
	CLEAR FLOOR SPACE. A clear floor space 30 in by 48 in (760 mm by 1220 mm) complying with 4.2.4 shall be provided in front of a lavatory to allow forward approach. Such clear floor space shall adjoin or overlap an accessible route and shall extend a maximum of 19 in (485 mm) underneath the lavatory (see Fig. 32).
	
	
	
	

	4.19.4
	EXPOSED PIPES AND SURFACES. Hot water and drain pipes under lavatories shall be insulated or otherwise covered. There shall be no sharp or abrasive surfaces under lavatories.
	
	
	
	

	4.19.5
	FAUCETS. Faucets shall comply with 4.27.4. Lever-operated, push-type, and electronically controlled mechanisms are examples of acceptable designs. Self-closing valves are allowed if the faucet remains open for at least 10 seconds.
	
	
	
	

	4.19.6*
	MIRRORS. Mirrors shall be mounted with the bottom edge of the reflecting surface no higher than 40 in (1015 mm) from the floor (see Fig. 31).
	
	
	
	

	4.22
	TOILET ROOMS.
	
	
	
	

	4.22.1
	MINIMUM NUMBER. Toilet facilities required to be accessible by 4.1 shall comply with 4.22. Accessible toilet rooms shall be on an accessible route.
	
	
	
	

	4.22.2 
	DOORS. All doors to accessible toilet rooms shall comply with 4.13. Doors shall not swing into the clear floor space required for any fixture.
	
	
	
	

	4.22.3
	CLEAR FLOOR SPACE. The accessible fixtures and controls required in 4.22.4, 4.22.5, 4.22.6, and 4.22.7 shall be on an accessible route. An unobstructed turning space complying with 4.2.3 shall be provided within an accessible toilet room. The clear floor space at fixtures and controls, the accessible route, and the turning space may overlap.

EXCEPTION: In toilet rooms with only one water closet and one lavatory, a clear floor space of 30 in by 60 in (815 mm by 1525 mm) may be used in lieu of the unobstructed turning space.
	
	
	
	

	4.22.4
	WATER CLOSETS. If toilet stalls are provided, then at least one shall comply with 4.17; its water closet shall comply with 4.16. If water closets are not in stalls, then at least one shall comply with 4.16.
	
	
	
	

	4.22.5
	URINALS. If urinals are provided, then at least one shall comply with 4.18.
	
	
	
	

	4.22.6
	LAVATORIES AND MIRRORS. If lavatories and mirrors are provided, then at least one of each shall comply with 4.19
	
	
	
	

	4.22.7
	CONTROLS AND DISPENSERS. If controls, dispensers, receptacles, or other equipment is provided, then at least one of each shall be on an accessible route and shall comply with 4.27.
	
	
	
	

	4.24
	SINKS.
	
	
	
	

	4.24.1
	GENERAL. Sinks required to be accessible by 4.1 shall comply with 4.24. Sinks in kitchens of accessible dwelling units shall comply with 4.34.6.5.
	
	
	
	

	4.24.2
	HEIGHT. Sinks shall be mounted with the counter or rim no higher than 34 in (865 mm) from the floor.
	
	
	
	

	4.24.3
	KNEE CLEARANCE. Knee clearance that is at least 27 in (685 mm) high, 30 in (760 mm) wide, and 19 in (485 mm) deep shall be provided underneath sinks.
	
	
	
	

	4.24.4
	DEPTH. Each sink shall be a maximum of 6-1/2 in (165 mm) deep.
	
	
	
	

	4.24.5
	CLEAR FLOOR SPACE. A clear floor space at least 30 in by 48 in (760 mm by 1220 mm) complying with 4.2.4 shall be provided in front of a sink to allow forward approach. The clear floor space shall be on an accessible route and shall extend a maximum of 19 in (485 mm) underneath the sink (see Fig. 32).
	
	
	
	

	4.24.6
	EXPOSED PIPES AND SURFACES. Hot water and drain pipes exposed under sinks shall be insulated or otherwise covered. There shall be no sharp or abrasive surfaces under sinks.
	
	
	
	

	4.24.7
	FAUCETS. Faucets shall comply with 4.27.4. Lever-operated, push-type, touch-type, or electronically controlled mechanisms are acceptable designs.
	
	
	
	

	4.25
	STORAGE
	
	
	
	

	4.25.1
	GENERAL. Fixed storage facilities such as cabinets, shelves, closets, and drawers required to be accessible by 4.1 shall comply with 4.25.
	
	
	
	

	4.25.2
	CLEAR FLOOR SPACE. A clear floor space at least 30 in by 48 in (760 mm by 1220 mm) complying with 4.2.4 that allows either a forward or parallel approach by a person using a wheelchair shall be provided at accessible storage facilities.
	
	
	
	

	4.25.3
	HEIGHT. Accessible storage spaces shall be within at least one of the reach ranges specified in 4.2.5 and 4.2.6. Clothes rods shall be a maximum of 54 in (1370 mm) from the floor (see Fig. 38).
	
	
	
	

	4.25.4
	HARDWARE. Hardware for accessible storage facilities shall comply with 4.27.4. Touch latches and U-shaped pulls are acceptable.
	
	
	
	

	4.26
	HANDRAILS, GRAB BARS, AND TUB AND SHOWER SEATS.
	
	
	
	

	4.26.1*
	GENERAL. All handrails, grab bars, and tub and shower seats required to be accessible by 4.1, 4.8, or 4.9 shall comply with 4.26.
	
	
	
	

	4.26.2*
	SIZE AND SPACING OF GRAB BARS AND HANDRAILS. The diameter or width of the gripping surfaces of a handrail or grab bar shall be 1-1/4 in to 1-1/2 in (32 mm to 38 mm), or the shape shall provide an equivalent gripping surface. If handrails or grab bars are mounted adjacent to a wall, the space between the wall and the grab bar shall be 1-1/2 in (38 mm) (see Fig. 39(a), (b), and (c)). Handrails may be located in a recess if the recess is a maximum of 3 in (75 mm) deep and extends at least 18 in (455 mm) above the top of the rail (see Fig. 39(d)).
	
	
	
	

	4.26.3
	STRUCTURAL STRENGTH. The structural strength of grab bars, tub and shower seats, fasteners, and mounting devices shall meet the following specification:
	
	
	
	

	(1)
	Bending stress in a grab bar or seat induced by the maximum bending moment from the application of 250 lbf (1112N) shall be less than the allowable stress for the material of the grab bar or seat.
	
	
	
	

	(2)
	Shear stress induced in a grab bar or seat by the application of 250 lbf (1112N) shall be less than the allowable shear stress for the material of the grab bar or seat. If the connection between the grab bar or seat and its mounting bracket or other support is considered to be fully restrained, then direct and torsional shear stresses shall be totaled for the combined shear stress, which shall not exceed the allowable shear stress.
	
	
	
	

	(3)
	Shear force induced in a fastener or mounting device from the application of 250 lbf (1112N) shall be less than the allowable lateral load of either the fastener or mounting device or the supporting structure, whichever is the smaller allowable load.
	
	
	
	

	(4)
	Tensile force induced in a fastener by a direct tension force of 250 lbf (1112N) plus the maximum moment from the application of 250 lbf (1112N) shall be less than the allowable withdrawal and the supporting structure.
	
	
	
	

	(5)
	Grab bars shall not rotate within their fittings.
	
	
	
	

	4.26.4
	ELIMINATING HAZARDS. A handrail or grab bar and any wall or other surface adjacent to it shall be free of any sharp or abrasive elements. Edges shall have a minimum radius of 1/8 in (3.2 mm).
	
	
	
	

	4.27
	CONTROLS AND OPERATING MECHANISMS.
	
	
	
	

	4.27.1
	GENERAL. Controls and operating mechanisms required to be accessible by 4.1 shall comply with 4.27
	
	
	
	

	4.27.2
	CLEAR FLOOR SPACE. Clear floor space complying with 4.2.4 that allows a forward or a parallel approach by a person using a wheelchair shall be provided at controls, dispensers, receptacles, and other operable equipment.
	
	
	
	

	4.27.3*
	HEIGHT. The highest operable part of all controls, dispensers, receptacles, and other operable equipment shall be placed within at least one of the reach ranges specified in 4.2.5 and 4.2.6. Except where the use of special equipment dictates otherwise, electrical and communications system receptacles on walls shall be mounted no less than 15 in (380 mm) above the floor.
	
	
	
	

	4.27.4
	OPERATION. Controls and operating mechanisms shall be operable with one hand and shall not require tight grasping, pinching, or twisting of the wrist. The force required to activate controls shall be no greater than 5 lbf (22.2 N).
	
	
	
	

	4.28
	ALARMS.
	
	
	
	

	4.28.1
	GENERAL. Alarm systems required to be accessible by 4.1 shall comply with 4.28.
	
	
	
	

	4.28.2*
	AUDIBLE ALARMS. If provided, audible emergency alarms shall produce a sound that exceeds the prevailing equivalent sound level in the room or space by at least 15 decibels or exceeds any maximum sound level with a duration of 30 seconds by 5 decibels, whichever is louder. Sound levels for alarm signals shall not exceed 120 decibels.
	
	
	
	

	4.28.3*
	VISUAL ALARMS. If provided, electrically powered internally illuminated emergency exit signs shall flash as a visual emergency alarm in conjunction with audible emergency alarms. The flashing frequency of visual alarm devices shall be less than 5 Hz. If such alarms use electricity from the building as a power source, then they shall be installed on the same system as the audible emergency alarms.
	
	
	
	

	
	EXCEPTIONS:
	
	
	
	

	
	(1) Visual alarm devices that are mounted adjacent to emergency exit signs may be used in lieu of flashing exit signs.
	
	
	
	

	
	(2) Specialized systems utilizing advanced technology may be substituted for the visual systems specified above if equivalent protection is afforded handicapped users of the building or facility.
	
	
	
	

	4.28.4*
	AUXILIARY ALARMS. Accessible sleeping accommodations shall have a visual alarm connected to the building emergency alarm system or shall have a standard 110-volt electrical receptacle into which such an alarm could be connected. Instructions for use of the auxiliary alarm or connection shall be provided.
	
	
	
	

	4.29
	TACTILE WARNINGS.
	
	
	
	

	4.29.1
	GENERAL. Tactile warnings required to be accessible by 4.1 shall comply with 4.29.
	
	
	
	

	4.29.3*
	TACTILE WARNINGS ON DOORS TO HAZARDOUS AREAS. Doors that lead to areas that might prove dangerous to a blind person (for example, doors to loading platforms, boiler rooms, stages, and the like) shall be made identifiable to the touch by a textured surface on the door handle, knob, pull or other operating hardware. This textured surface may be made by knurling or roughing or by a material applied to the contact surface. Such textured surfaces shall not be provided for emergency exit doors or any doors other than those to hazardous areas.
	
	
	
	

	4.29.7*
	STANDARDIZATION. Textured surfaces for tactile door warnings shall be standard within a building, facility, site, or complex of buildings.
	
	
	
	

	4.30
	SIGNAGE.
	
	
	
	

	4.30.1*
	GENERAL. Signage required to be accessible by 4.1 shall comply with 4.30.
	
	
	
	

	4.30.2*
	CHARACTER PROPORTION. Letters and numbers on signs shall have a width-to-height ratio between 3:5 and 1:1 and a stroke width-to-height ratio between 1:5 and 1:10.
	
	
	
	

	4.30.3*
	COLOR CONTRAST. Characters and symbols shall contrast with their background - either light characters on a dark background or dark characters on a light background.
	
	
	
	

	4.30.4*
	RAISED CHARACTERS OR SYMBOLS. Letters and numbers on signs shall be raised 1/32 in (0.8 mm) minimum and shall be sans serif characters. Raised characters or symbols shall be at least 5/8 in (16 mm) high, but no higher than 2 in (50 mm). Symbols or pictographs on signs shall be raised 1/32 in (0.8 mm) minimum.
	
	
	
	

	4.30.5
	SYMBOLS OF ACCESSIBILITY. Accessible facilities required to be identified by 4.1, shall use the international symbol of accessibility. The symbol shall be displayed as shown in Fig. 43.
	
	
	
	

	4.30.6
	MOUNTING LOCATION AND HEIGHT. Interior signage shall be located alongside the door on the latch side and shall be mounted at a height of between 54 in and 66 in (1370 mm and 1675 mm) above the finished floor.
	
	
	
	

	4.31
	TELEPHONES
	
	
	
	

	4.31.1
	GENERAL. Public telephones required to be accessible by 4.1 shall comply with 4.31.
	
	
	
	

	4.31.2
	CLEAR FLOOR OR GROUND SPACE. A clear floor or ground space at least 30 in by 48 in (760 mm by 1220 mm) that allows either a forward or parallel approach by a person using a wheelchair shall be provided at telephones (see Fig. 44). The clear floor or ground space shall comply with 4.2.4. Bases, enclosures, and fixed seats shall not impede approaches to telephones by people who use wheelchairs.
	
	
	
	

	4.31.3*
	MOUNTING HEIGHT. The highest operable part of the telephone shall be within the reach ranges specified in 4.2.5 or 4.2.6.
	
	
	
	

	4.31.4
	PROTRUDING OBJECTS. Telephones shall comply with 4.4.
	
	
	
	

	4.31.5*
	EQUIPMENT FOR HEARING IMPAIRED PEOPLE. Telephones shall be equipped with a receiver that generates a magnetic field in the area of the receiver cap. Volume controls shall be provided in accordance with 4.1.2.
	
	
	
	

	4.31.6
	CONTROLS. Telephones shall have pushbutton controls where service for such equipment is available.
	
	
	
	

	4.31.7
	TELEPHONE BOOKS. Telephone books, if provided, shall be located in a position that complies with the reach ranges specified in 4.2.5 and 4.2.6.
	
	
	
	

	4.31.8
	CORD LENGTH. The cord from the telephone to the handset shall be at least 29 in (735 mm) long.
	
	
	
	

	4.32
	SEATING, TABLES, AND WORK SURFACES.
	
	
	
	

	4.32.1
	MINIMUM NUMBER. Fixed or built-in seating, tables, or work surfaces required to be accessible by 4.1 shall comply with 4.32.
	
	
	
	

	4.32.2 
	SEATING.  If seating spaces for people in wheelchairs are provided at tables, counters, or work surfaces, clear floor space complying with 4.2.4 shall be provided. Such clear floor space shall not overlap knee space by more than 19 in (485 mm) (see Fig. 45).
	
	
	
	

	4.32.3
	KNEE CLEARANCES. If seating for people in wheelchairs is provided at tables, counters, and work surfaces, knee spaces at least 27 in (685 mm) high, 30 in (760 mm) wide, and 19 in (485 mm) deep shall be provided (see Fig. 45).
	
	
	
	

	4.32.4*
	HEIGHT OF WORK SURFACES. The tops of tables and work surfaces shall be from 28 in to 34 in (710 mm to 865 mm) from the floor or ground.
	
	
	
	

	4.33
	ASSEMBLY AREAS.
	
	
	
	

	4.33.1
	MINIMUM NUMBER. Assembly and associated areas required to be accessible by 4.1 shall comply with 4.33.
	
	
	
	

	4.33.2*
	SIZE OF WHEELCHAIR LOCATIONS. Each wheelchair location shall provide minimum clear ground or floor spaces as shown in Fig. 46.
	
	
	
	

	4.33.3*
	PLACEMENT OF WHEELCHAIR LOCATIONS. Wheelchair areas shall be an integral part of any fixed seating plan and shall be dispersed throughout the seating area. They shall adjoin an accessible route that also serves as a means of egress in case of emergency and shall be located to provide lines of sight comparable to those for all viewing areas.
	
	
	
	

	
	EXCEPTION: Accessible viewing positions may be clustered for bleachers, balconies, and other areas having sight lines that require slopes of greater than 5 percent. Equivalent accessible viewing positions may be located on levels having accessible egress.
	
	
	
	

	4.33.4
	SURFACES. The ground or floor at wheelchair locations shall be level and shall comply with 4.5.
	
	
	
	

	4.33.5
	ACCESS TO PERFORMING AREAS. An accessible route shall connect wheelchair seating locations with performing areas, including stages, arena floors, dressing rooms, locker rooms, and other spaces used by performers.
	
	
	
	

	4.33.6*
	PLACEMENT OF LISTENING SYSTEMS. If the listening system provided serves individual fixed seats, then such seats shall be located within a 50 ft (15 m) viewing distance of the stage or playing area and shall have a complete view of the stage or playing area.
	
	
	
	

	4.33.7*
	TYPES OF LISTENING SYSTEMS. Audio loops and radio frequency systems are two acceptable types of listening systems.
	
	
	
	


Figure 1 Minimum Clear Width for Single Wheelchair
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Figure 2 Minimum Clear Width for Two Wheelchairs
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Figure 3 Wheelchair Turning Space
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Figure 4 Minimum Clear Floor Space for Wheelchairs
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Figure 5 Forward Reach
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0Figure 6 Side Reach
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Figure 7 Width of Accessible Route
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Figure 8(a) Protruding Objects Walking Parallel to a Wall
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Figure 8(b) Protruding Objects Walking Perpendicular to a Wall
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Figure 8(c) Protruding Objects Free-Standing Overhanging Objects
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Figure 8(c) Protruding Objects Overhead Hazards
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Figure 8(d) Protruding Objects.  Objects Mounted on Posts or Pylons
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Figure 8(e) Protruding Objects Example of Protection around Wall-Mounted Objects and Measurements of Clear Widths
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Figure 8(f) Carpet Tile Thickness

[image: image17.png]


Figure 8(g) Gratings
 [image: image18.png]o predominant direction
traffic

e 1/2 max

ITDI




Figure 8(h) Grating Orientation
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Figure 9 Dimensions of Parking Spaces
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Figure 10 Access Aisle at Passenger Loading Zones
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Figure 11Measurement of Curb Ramp Slopes
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Figure 12(a) Sides of Curb Ramps Flared Sides
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Figure 12(b) Sides of Curb Ramps Returned Curb
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Figure 13 Built-Up Curb Ramp
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Figure 15 Curb Ramps at Marked Crossings
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Figure 16 Components of a Single Ramp Run and Sample Ramp Dimensions
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Figure 17 Examples of Edge Protection and Handrail Extensions
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Figure 18 Usable Tread Width and Examples of Acceptable Nosings
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Figure 19(a) Stair Handrails – Plan

Note: X is the 12 in minimum handrail extension required at each top riser. Y is the minimum handrail extension of 12 in plus the width of one tread that is required at each bottom riser.
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Figure 19(b) Stair Handrails - Elevation of Center Handrail
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Figure 19(c) Stair Handrails - Extension at Bottom of Run

Note: X is the 12 in minimum handrail extension required at each top riser. Y is the minimum handrail extension of 12 in plus the width of one tread that is required at each bottom riser.
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Figure 19(d) Stair Handrails - Extension at Top of Run

Note: X is the 12 in minimum handrail extension required at each top riser. Y is the minimum handrail extension of 12 in plus the width of one tread that is required at each bottom riser.
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Figure 20 Hoistway and Elevator Entrances

Note: The automatic door reopening device is activated if an object passes through either line A or line B. Line A and line B represent the vertical locations of the door reopening device not requiring contact.
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Figure 21 Graph of Timing Equation
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Figure 22 Minimum Dimensions of Elevator Cars
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Figure 23(a) Car Controls Panel Detail
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Figure 23(b) Car Controls Control Height
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Figure 23(c) Car Controls Alternate Locations of Panel with Center Opening Door

 

Figure 23(d) Car Controls Alternate Locations of Panel with Side Opening Door
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Figure 24(a) Clear Doorway Width and Depth Detail
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Figure 24(b) Clear Doorway Width and Depth Hinged Door
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Figure 24(c) Clear Doorway Width and Depth Sliding Door
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Figure 24(d) Clear Doorway Width and Depth Folding Door
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Figure 24(e) Clear Doorway Width and Depth Maximum Doorway Depth
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Figure 25 Maneuvering Clearances at Doors
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Figure 26 Two Hinged Doors in Series
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Figure 27(a) Drinking Fountains and Water Coolers - Spout Height and Knee Clearance
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Figure 27(b) Drinking Fountains and Water Coolers - Clear Floor Space
[image: image50.png]



Figure 27(c) Drinking Fountains and Water Coolers - Free-Standing Fountain or Cooler
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 Figure 27(d) Drinking Fountains and Water Coolers - Built-In Fountain or Cooler
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Figure 28 Clear Floor Space at Water Closets
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Figure 29 Grab Bars at Water Closets
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Figure 30 Toilet Stalls
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Figure 31 Lavatory Clearances
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Figure 32 Clear Floor Space at Lavatories
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Figure 38 Storage Shelves and Closets
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Figure 39(a) Size and Spacing of Handrails and Grab Bars Handrail
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Figure 39(b) Size and Spacing of Handrails and Grab Bars Handrail
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Figure 39(c) Size and Spacing of Handrails and Grab Bars Handrail
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 Figure 39(d) Size and Spacing of Handrails and Grab Bars Handrail
[image: image62.png]



Figure 39(e) Size and Spacing of Handrails and Grab Bars Grab Bar
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Figure 43(a) International Symbol of Accessibility Proportions
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Figure 44 Mounting Heights and Clearances for Telephones
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Figure 45 Minimum Clearances for Seating and Tables
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Figure 46 Space Requirements for Wheelchair Seating Spaces in Series
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APPENDIX

This appendix contains additional information that should help the designer to understand the minimum requirements of the standard or to design buildings or facilities for greater accessibility. The paragraph numbers correspond to the sections or paragraphs of the standard to which the material relates and are therefore not consecutive (for example, A4.2.1 contains additional information relevant to 4.2.1). Sections for which additional material appears in this appendix have been indicated by an asterisk.

A4.2 SPACE ALLOWANCES AND REACH RANGES.
A4.2.1 WHEELCHAIR PASSAGE WIDTH.
(1) Space Requirements for Wheelchairs. Most wheelchair users need a 30 in (760 mm) clear opening width for doorways, gates, and the like, when the latter are entered head-on. If the wheelchair user is unfamiliar with a building, if competing traffic is heavy, if sudden or frequent movements are needed, or if the wheelchair must be turned at an opening, then greater clear widths are needed. For most situations, the addition of an inch of leeway on either side is sufficient. Thus, a minimum clear width of 32 in (815 mm) will provide adequate clearance. However, when an opening or a restriction in a passageway is more than 24 in (610 mm) long, it is essentially a passageway and must be at least 36 in (915 mm) wide.

(2) Space Requirements for Use of Walking Aids. Although people who use walking aids can maneuver through clear width openings of 32 in (815 mm), they need 36 in (915 mm) wide passageways and walks for comfortable gaits. Crutch tips, often extending down at a wide angle, are a hazard in narrow passageways where they might not be seen by other pedestrians. Thus, the 36 in (915 mm) width provides a safety allowance both for the disabled person and for others.

(3) Space Requirements for Passing. Able-bodied people in winter clothing, walking straight ahead with arms swinging, need 32 in (815 mm) of width, which includes 2 in (50 mm) on either side for sway, and another 1 in (25 mm) tolerance on either side for clearing nearby objects or other pedestrians. Almost all wheelchair users and those who use walking aids can also manage within this 32 in (815 mm) width for short distances. Thus, two streams of traffic can pass in 64 in (1625 mm) in a comfortable flow. Sixty inches (1525 mm) provide a minimum width for a somewhat more restricted flow. If the clear width is less than 60 in (1525 mm), two wheelchair users will not be able to pass but will have to seek a wider place for passing. Forty-eight inches (1220 mm) is the minimum width needed for an ambulatory person to pass a non-ambulatory or semi-ambulatory person. Within this 48 in (1220 mm) width, the ambulatory person will have to twist to pass a wheelchair user, a person with a seeing eye dog, or a semi-ambulatory person. There will be little leeway for swaying or missteps (see Fig. A1).
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Figure A1
Minimum Passage Width for One Wheelchair and One Ambulatory Person
A4.2.3 WHEELCHAIR TURNING SPACE. This standard specifies a minimum space of 60 in (1525 mm) diameter for a pivoting 180-degree turn of a wheelchair. This space is usually satisfactory for turning around, but many people will not be able to turn without repeated tries and bumping into surrounding objects. The space shown in Fig. A2 will allow most wheelchair users to complete U-turns without difficulty.
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Figure A2
Space Needed for Smooth U-Turn in a Wheelchair
The space needed for a smooth U-turn in a wheelchair is 78 inches (1965 mm) minimum by 60 inches (1525 mm) minimum.

A4.2.4 CLEAR FLOOR OR GROUND SPACE FOR WHEELCHAIRS. The wheelchair and user shown in Fig. A3 represent typical dimensions for a large adult male. The space requirements in this standard are based upon maneuvering clearances that will accommodate most larger wheelchairs. Fig. A3 provides a uniform reference for design not covered by this standard.
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Figure A3
Dimensions of Adult-Sized Wheelchairs
Note: Footrests may extend further for very large people.

A4.2.5 & A4.2.6 REACH. Reach ranges for persons seated in wheelchairs may be further clarified by Fig. A3(a). These drawings approximate in the plan view information shown in Fig. 4, 5, and 6 in other views.
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Figure A3(a)
Dimensions of Adult-Sized Wheelchairs
A.4.3 ACCESSIBLE ROUTE.
A4.3.1 GENERAL.
(1) Travel Distances. Many disabled person can move at only very slow speeds; for many, traveling 200 ft (61 m) could take about 2 minutes. This assumes a rate of about 1.5 ft/s (455 mm/s) on level ground. It also assumes that the traveler would move continuously. However, on trips over 100 ft (30 m), disabled people are apt to rest frequently, which substantially increases their trip times. Resting periods of 2 minutes for every 100 ft (30 m) can be used to estimate travel times for people with severely limited stamina. In inclement weather, slow progress and resting can greatly increase a disabled person's exposure to the elements.

(2) Sites. Level, indirect routes or those with running slopes lower than 1:20 can sometimes provide more convenience than direct routes with maximum allowable slopes or with ramps.

A4.3.10 EGRESS. In buildings where physically handicapped people are regularly employed or are residents, an emergency management plan for their evacuation also plays an essential role in fire safety.

A4.4 PROTRUDING OBJECTS.
A4.4.1 GENERAL. Guide dogs are trained to recognize and avoid hazards. However, most people with severe impairments of vision use the long cane as an aid to mobility. The two principal cane techniques are the touch technique, where the cane arcs from side to side and touches points outside both shoulders; and the diagonal technique, where the cane is held in a stationary position diagonally across the body with the cane tip touching or just above the ground at a point outside one shoulder and the handle or grip extending to a point outside the other shoulder. The touch technique is used primarily in uncontrolled areas, while the diagonal technique is used primarily in certain limited, controlled, and familiar environments. Cane users are often trained to use both techniques.

Potential hazardous objects are noticed only if they fall within the detection range of canes (see Fig. A4). Visually impaired people walking toward an object can detect an overhang if its lowest surface is not higher than 27 in (685 mm). When walking alongside projecting objects, they cannot detect overhangs. Since proper cane and guide dog techniques keep people away from the edge of a path or from walks, a slight overhang of no more than 4 in (100 mm) is not hazardous.
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Figure A4
Cane Technique
A4.5 GROUND AND FLOOR SURFACES.
A4.5.1 GENERAL. Ambulant and semiambulant people who have difficulty maintaining balance and those with restricted gaits are particularly sensitive to slipping and tripping hazards. For such people, a stable and regular surface is necessary for safe walking, particularly on stairs. Wheelchairs can be propelled most easily on surfaces that are hard, stable, and regular. Soft, loose surfaces such as shag carpet, loose sand, and wet clay, and irregular surfaces, such as cobblestones, can significantly impede wheelchair movement.

Slip resistance is based on the frictional force necessary to keep a shoe heel or crutch tip from slipping on a walking surface under the conditions of use likely to be found on the surface. Although it is known that the static coefficient of friction is the basis of slip resistance, there is not as yet a generally accepted method to evaluate the slip resistance of walking surfaces.

Cross slopes on walks and ground or floor surfaces can cause considerable difficulty in propelling a wheelchair in a straight line.

A4.5.3 CARPET. Much more needs to be done in developing both quantitative and qualitative criteria for carpeting. However, certain functional characteristics are well established. When both carpet and padding are used, it is desirable to have minimum movement (preferably none) between the floor and the pad and the pad and the carpet, which would allow the carpet to hump or warp. In heavily trafficked areas, a thick soft (plush) pad or cushion, particularly in combination with long carpet pile, makes it difficult for individuals in wheelchairs and those with other ambulatory disabilities to get about. This should not preclude their use in specific areas where traffic is light. Firm carpeting can be achieved through proper selection and combination of pad and carpet, sometimes with the elimination of the pad or cushion, and with proper installation.

A4.6 PARKING AND PASSENGER LOADING ZONES.
A4.6.3 PARKING SPACES. High-top vans, which disabled people or transportation services often use, require higher clearances in parking garages than automobiles. When optional van spaces are provided within a garage, only the spaces themselves and a vehicle route to them require the specified clearances.

A4.6.4 SIGNAGE. Signs designating parking places for disabled people can be seen from a driver's seat if the signs are mounted high enough above the ground and located at the front of a parking space.

A4.8 RAMPS.
A4.8.1 GENERAL. Ramps are essential for wheelchair users if elevators or lifts are not available to connect different levels. However, some people who use walking aids have difficulty with ramps and prefer stairs.

A4.8.2 SLOPE AND RISE. The ability to manage an incline is related to both its slope and its length. Wheelchair users with disabilities affecting arms or with low stamina have serious difficulty using inclines. Most ambulatory people and most people who use wheelchairs can manage a slope of 1:16. Many people cannot manage a slope of 1:12 for 30 ft (9 m). Many people who have difficulty negotiating very long ramps at relatively shallow slopes can manage very short ramps at steeper slopes.

A4.8.5 HANDRAILS. The requirements for stair and ramp handrails in this standard are for adults. When children are principal users in a building or facility, a second set of handrails at an appropriate height can assist them and aid in preventing accidents.

A4.10 ELEVATORS.
A4.10.6 DOOR PROTECTIVE AND REOPENING DEVICE. The required door reopening device would hold the door open for 20 seconds if the doorway remains unobstructed. After 20 seconds, the door may begin to close. However, if designed in accordance with ANSI A17.1-1978, the door closing movement could still be stopped if a person or object exerts sufficient force at any point on the door edge.

A4.10.7 DOOR AND SIGNAL TIMING FOR HALL CALLS. This paragraph allows variation in the location of call buttons, advance time for warning signals, and the door-holding period used to meet the time requirement.

A4.10.12 CAR CONTROLS. Industry-wide standardization of elevator control panel design would make all elevators significantly more convenient for use by people with severe visual impairments.

In many cases, it will be possible to locate the highest control on elevator panels with 48 in (1220 mm) from the floor.

A4.10.13 CAR POSITION INDICATORS. A special button may be provided that would activate the audible signal within the given elevator only for the desired trip, rather than maintaining the audible signal in constant operation.

A4.10.14 EMERGENCY COMMUNICATIONS. A device that required no handset is easier to use by people who have difficulty reaching.

A4.11 PLATFORM LIFTS. Platform lifts include porch lifts and other devices used for short-distance, vertical transportation of people in wheelchairs. At the present time, generally recognized safety standards for such lifts have not been developed. Care should be taken in selecting and installing lifts to ensure that they are free from hazards to users or to other individuals who may be in the vicinity where they are being operated.

A4.13 DOORS.
A4.13.8 THRESHOLDS AT DOORWAYS. Thresholds and surface height changes in doorways are particularly inconvenient for wheelchair users who also have low stamina or restrictions in arm movement, because complex maneuvering is required to get over the level change while operating the door.

A4.13.9 DOOR HARDWARE. Some disabled persons must push against a door with their chair or walker to open it. Applied kickplates on doors with closers can reduce required maintenance by withstanding abuse from wheelchairs and canes. To be effective, they should cover the door width, less approximately 2 in (51 mm), up to a height of 16 in (405 mm) form its bottom edge and be centered across the top.

A4.13.10 DOOR CLOSERS. Closers with delayed action features give a person more time to maneuver through doorways. They are particularly useful on frequently used interior doors such as entrances to toilet rooms.

A4.13.11 DOOR OPENING FORCE. Although most people with disabilities can exert at least 5 lbf (22.2N), both pushing and pulling from a stationary position, a few people with severe disabilities cannot exert even 3 lbf (13.3N). Although some people cannot manage the allowable force in this standard and many others have difficulty, door closers must have certain minimum closing forces to close doors satisfactorily. Forces for pushing or pulling doors open are measured with a push-pull scale under the following conditions:

(1) Hinged doors: Forced applied perpendicular to the door at the door opener or 30 in (760 mm) from the hinged side, whichever is farther from the hinge.

(2) Sliding or folding doors: Force applied parallel to the door at the door pull or latch.

(3) Application of force: Apply force gradually so that the applied force does not exceed the resistance of the door.

In high-rise buildings, air-pressure differentials may require a modification of this specification in order to meet the functional intent.

A4.13.12 AUTOMATIC DOORS AND POWER-ASSISTED DOORS. Sliding automatic doors do not need guard rails and are more convenient for wheelchair users and visually impaired people to use. If slowly opening automatic doors can be reactuated before their closing cycle is completed, they will be more convenient in busy doorways.

A4.15 DRINKING FOUNTAINS AND WATER COOLERS.
A4.15.2 Drinking fountains with two spouts can assist both handicapped people and those people who find it difficult to bend over.

A4.16 WATER CLOSETS.
A4.16.3 HEIGHT. Preferences for toilet seat heights vary considerably among disabled people. Higher seat heights may be an advantage to some ambulatory disabled people but a disadvantage for wheelchair users and others. Toilet seats 18 in (455 mm) high seem to be a reasonable compromise. Thick seats and filler rings are available to adapt standard fixtures to these requirements.

A4.16.4 GRAB BARS. Fig. A5(a) and (b)show the diagonal and side approaches most commonly used to transfer from a wheelchair to a water closet. Some wheelchair users can transfer from the front of the toilet, while others use a 90-degree approach. Most people who use the two additional approaches can also use either the diagonal approach or the side approach.
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Figure A5
Wheelchair Transfers
 

A4.16.5 FLUSH CONTROLS. Flush valves and related plumbing can be located behind walls or to the side of the toilet, or a toilet seat lid can be provided if plumbing fittings are directly behind the toilet seat. Such designs reduce the chance of injury and imbalance caused by leaning back against the fittings. Flush controls for tank-type toilets have a standardized mounting location on the left side of the tank (facing the tank). Tanks can be obtained by special order with controls mounted on the right side. If administrative authorities require flush controls for flush valves to be located in a position that conflicts with the location of the rear grab bar, then that bar may be split or shifted toward the wide side of the toilet area.

A4.17 TOILET STALLS.
A4.17.5 DOORS. To make it easier for wheelchair users to close toilet stall doors, doors can be provided with closers, spring hinges, or a pull bar mounted on the inside surface of the door near the hinge side.

A4.19 LAVATORIES AND MIRRORS.
A4.19.6 MIRRORS. If mirrors are to be used by both ambulatory people and wheelchair users, then they must be at least 74 in (1880 mm) high at their topmost edge. A single full length mirror can accommodate all people, including children.

A4.21 SHOWER STALLS.
A4.21.1 GENERAL. Shower stalls that are 36 in by 36 in (915 mm by 915 mm) wide provide additional safety to people who have difficulty maintaining balance because all grab bars and walls are within easy reach. Seated people use the walls of 36 in by 36 in (915 mm by 915 mm) showers for back support. Shower stalls that are 60 in (1525 mm) wide and have no curb may increase usability of a bathroom by wheelchair users because the shower area provides additional maneuvering space.

A4.23 BATHROOMS, BATHING FACILITIES, AND SHOWER ROOMS.
A4.23.9 MEDICINE CABINETS. Other alternatives for storing medical and personal care items are very useful to disabled people. Shelves, drawers, and floor-mounted cabinets can be provided within the reach ranges of disabled people.

A4.26 HANDRAILS, GRAB BARS, AND TUB AND SHOWER SEATS.
A4.26.1 GENERAL. Many disabled people rely heavily upon grab bars and handrails to maintain balance and prevent serious falls. Many people brace their forearms between supports and walls to give them more leverage and stability in maintaining balance or for lifting. The maximum grab bar clearance of 1-1/2 in (38 mm) required in this standard is a safety clearance to prevent injuries from arms slipping through the opening. It also provides adequate gripping room.

A4.26.2 SIZE AND SPACING OF GRAB BARS AND HANDRAILS. This specification allows for alternate shapes of handrails as long as they allow an opposing grips similar to that provided by a circular section of 1-1/4 in to 1-1/2 in (32 mm to 38 mm).

A4.27 CONTROLS AND OPERATING MECHANISMS.
A4.27.3 HEIGHT. Fig. A6 further illustrates mandatory and advisory control mounting height provision for typical equipment. Note distinction between built-in equipment (considered real property) and movable equipment (considered chattel, and not covered by the Architectural Barriers Act of 1968).
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Figure A6
Control Reach Limitations
A4.28 ALARMS.
A4.28.2 AUDIBLE ALARMS. Audible emergency signals must have an intensity and frequency that can attract the attention of individuals who have partial hearing loss. People over 60 years of age generally have difficulty perceiving frequencies higher than 10,000 Hz.

A4.28.3 VISUAL ALARMS. The specifications in this section do not preclude the use of zoned or coded alarm systems. In zoned systems, the emergency exit lights in an area will flash whenever an audible signal rings in the area.

A4.28.4 AUXILIARY ALARMS. Locating visual emergency alarms in rooms where deaf individuals may work or reside alone can ensure that they will always be warned when an emergency alarm is activated. To be effective, such devices must be located and oriented so that they will spread signals and reflections throughout a space or raise the overall light level sharply. The amount and type of light necessary to wake a deaf person from a sound sleep in a dark room will vary depending on a number of factors, including the size and configuration of the room, the distance between the source and the person, whether or not the light flashes, and the cycle of flashing. A 150-watt flashing bulb can be effective under some conditions. Certain devices currently available are designed specifically as visual alarms for deaf people. Deaf people may not need accessibility features other than the emergency alarm connections and communications devices. Thus, rooms in addition to those accessible from wheelchair users also should be equipped with emergency visual alarms or connections.

A4.29 TACTILE WARNINGS.
A4.29.2 TACTILE WARNINGS ON WALKING SURFACES. (Reserved).

A4.29.3 TACTILE WARNINGS ON DOORS TO HAZARDOUS AREAS. Tactile signals for hand reception are useful if it is certain that the signals will be touched.

A4.29.5 TACTILE WARNINGS AT HAZARDOUS VEHICULAR AREAS. (Reserved).

A4.29.6 TACTILE WARNINGS AT REFLECTING POOLS. (Reserved)

A4.29.7 STANDARDIZATION. Too many tactile warnings or lack of standardization weakens their usefulness. Tactile signals can also be visual signals to guide dogs, since dogs can be trained to respond to a large variety of visual cues.

A.4.30 SIGNAGE.
A4.30.1 GENERAL. In building complexes where finding locations independently on a routine basis may be a necessity (for example, college campuses), tactile maps or prerecorded instructions can be very helpful to visually impaired people. Several maps and auditory instructions have been developed and tested for specific applications. The type of map or instructions used must be based on the information to be communicated, which depends highly on the type of buildings or users.

Landmarks that can easily be distinguished by visually impaired individuals are useful as orientation cues. Such cues include changes in illumination level, bright colors, unique patterns, wall murals, location of special equipment, or other architectural features (for example, an exterior view).

Many people with disabilities have limitations in movement of their head and reduced peripheral vision. Thus, signage positioned perpendicular to the path of travel is easiest for them to notice. People can generally distinguish signage within an angle of 30 degrees of either side of the centerline of their face without moving their head.

A4.30.2 CHARACTER PROPORTION. The legibility of printed characters is a function of the viewing distance, character height, the ratio of the stroke width to the height of the character, the contrast of color between character and background, and print font. The size of characters must be based upon the intended viewing distance. A severely nearsighted person may have to be much closer to see a character of a given size accurately than a person with normal visual acuity.

A4.30.3 COLOR CONTRAST. The greatest readability is usually achieved through the use of light-colored characters or symbols on a dark background.

A4.30.4 RAISED OR INDENTED CHARACTERS OR SYMBOLS. Signs with descriptive materials about public buildings, monuments, and objects of cultural interest can be raised or incised letters. However, a sighted guide or audio-tape device is often a more effective way to present such information. Raised characters are easier to feel at small sizes and are not susceptible to maintenance problems as are indented characters, which can fill with dirt, cleaning compounds, and the like.

Braille characters can be used in addition to standard alphabet characters and numbers. Placing braille characters to the left of standard characters makes them more convenient to read. Standard dot sizing and spacing as used in braille publications are acceptable. Raised borders around raised characters can make them confusing to read unless the border is set far away from the characters.

A4.31 TELEPHONES.
A4.31.3 MOUNTING HEIGHT. In localities where the dial-tone first system is in operation, calls can be placed at a coin telephone through the operator without inserting coins. The operator button is located at a height of 46 in (1170 mm) if the coin slot of the telephone is at 54 in (1370 mm).

A generally available public telephone with a coin slot mounted lower on the equipment would allow universal installation of telephones at a height of 48 in (1220 mm) or less to all operable parts

A4.31.5 EQUIPMENT FOR HEARING IMPAIRED PEOPLE. Other aids for people with hearing impairments are telephones, teleprinter, and other telephonic devices that can be used to transmit printed messages through telephone lines to a teletype printer or television monitor.

A4.32 SEATING, TABLES, AND WORK SURFACES.
A4.32.4 HEIGHT OF WORK SURFACES. Different types of work require different work surface heights for comfort and optimal performance. Light detailed work such as writing requires a work surface close to elbow height for a standing person. Heavy manual work such as rolling dough requires a work surface height about 10 in (255 mm) below elbow height for a standing person. The principle of a high work surface height for light detailed work and a low work surface for heavy manual work also applies for seated persons; however, the limiting condition for seated manual work is clearance under the work surface.

Table A1 shows convenient work surface heights for seated persons. The great variety of heights for comfort and optimal performance indicates a need for alternatives or a compromise in height if people who stand and people who sit will be using the same counter area.

A4.33 ASSEMBLY AREAS.
A4.33.2 SIZE OF WHEELCHAIR LOCATIONS. Spaces large enough for two wheelchairs allow people who are coming to a performance together to sit together.

A4.33.3 PLACEMENT OF WHEELCHAIR LOCATIONS. The location of wheelchair areas can be planned so that a variety of positions within the seating area are provided. This will allow choice in viewing and price categories.

A4.33.6 PLACEMENT OF LISTENING SYSTEMS. A distance of 50 ft (15 m) allows a person to distinguish performers' facial expressions.

Table A1 -- Convenient Heights of Work Surfaces for Seated People*
	Conditions of Use
	Short Women
	 
	Tall Men
	 

	 
	in
	mm
	in
	mm

	Seated in a wheelchair: Manual work:
Desk or removable armrests
	26
	660
	30
	760

	Fixed, full-size armrests**
	32***
	815
	32***
	815

	Light, detailed work:
Desk or removable armrests
	29
	735
	34
	865

	Fixed, full-size armrests**
	32***
	815
	34
	865

	Seated in a 16-in (405-mm) 

-high chair:

Manual work
	26
	660
	27
	685

	Light, detailed work
	28
	710
	31
	785


* All dimensions are based on a work-surface thickness of 1-1/2 in (38 mm) and a clearance of 1-1/2 in (38 mm) between legs and the underside of a work surface.

** This type of wheelchair arm does not interfere with the positioning of a wheelchair under a work surface.

*** This dimension is limited by the height of the armrests: a lower height would be preferable. Some people in this group prefer lower work surfaces, which require positioning the wheelchair back from the edge of the counter.

A4.33.7 TYPES OF LISTENING SYSTEMS. A listening system that can be used from any seat in a seating area is the most flexible way to meet this specification. Earphone jacks with variable volume controls can benefit only people who have slight hearing losses and do not help people with hearing aids. At the present time, audio loops are the most feasible type of listening system for people who use hearing aids, but people without hearing aids or those with hearing aids not equipped with inductive pickups cannot use them. Loops can be portable and moved to various locations within a room. Moreover, for little cost, they can serve a large area within a seating area. Radio frequency systems can be extremely effective and inexpensive. People without hearing aids can use them, but people with hearing aids need custom-designed equipment to use them as they are presently designed. If hearing aids had a jack to allow a by-pass of microphones, then radio frequency systems would be suitable for people with and without hearing aids. Some listening systems may be subject to interference from other equipment and feedback from hearing aids of people who are using the systems. Such interference can be controlled by careful engineering design that anticipates feedback and sources of interference in the surrounding area.
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Interviews should be conducted in a location that ensures privacy.


Sample introduction: “I am conducting a monitoring review of this office.  [Provide a business card.]  I would like to ask you a few questions regarding your experiences with this office. Your participation is completely voluntary. Neither your participation nor your responses will in any way affect the services you receive from this office. Absolutely none of the information will be recorded in any files pertaining to you. Do you have any questions regarding this?”








“Would you like to be contacted regarding your concerns?”


If so:








Thank you.
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