	STANDARDS FOR MEETING DISABLED CUSTOMER NEEDS �PRIVATE ��


	FOR OSERS-SPONSORED INTERNAL AND EXTERNAL MEETINGS





These standards are derived from and based upon the policy on alternative formats adopted by the Department of Education’s Executive Management Council in 1995.  If these standards are not adhered to, the meeting shall be postponed until the standards are met.





1.  ANNOUNCEMENTS OF MEETINGS.





When the meeting planner is unsure of whether individuals who need accommodations will attend the meeting, the announcement requesting attendance at, and letters of invitation to, an OSERS-sponsored meeting shall contain the following language:





     (	Any individual who will need accommodations for a disability in order to participate in the meeting (e.g., interpreting services, assistive listening devices, materials in alternate format) should notify [name/telephone number of the meeting planner] by [state a “no later than date”].  We will attempt to meet requests received after this date, but cannot guarantee availability of the requested accommodation.  The meeting site is accessible to individuals with disabilities.





When the meeting planner knows that interpreter services will be provided at the meeting, the announcement requesting attendance at, and letters of invitation to, an OSERS-sponsored meeting shall contain the following language:





	(	The meeting site is accessible to individuals with disabilities and a sign language interpreter will be available.  Any individual attending the meeting who will need accommodations for a disability other than a sign language interpreter in order to participate in the meeting (e.g., oral, cued speech, or tactile interpreter; assistive listening devices; materials in alternate format) should notify [name/telephone number of the meeting planner] by [state a “no later than date”].  We will attempt to meet requests received after this date, but cannot guarantee availability of the requested accommodation.


  


The planner will comply with the timelines contained in this document and provide sufficient time for the individual needing alternate formats or other appropriate auxiliary aids or services to make the request.  Once an individual identifies his or her need for documents in alternative format or auxiliary aids or services, it is the responsibility of the meeting planner to continue to provide such accommodations at future meetings attended by the individual.


�
2.  ALTERNATE FORMATS.





When printed materials are to be disseminated at internal meetings (e.g., staff meetings, brown bag lunches) convened by OSERS staff or outside volunteers, copies in alternate formats are to be provided at the same time to non-print reading persons in their preferred format (e.g., Braille, large-print, diskette, cassette tape).  The meeting planner should contact the MES Alternate Format Center to convert material into the appropriate format in sufficient time for the meeting. [See paragraph 4 below for more information on the Alternate Format Center, including appropriate formats and production timelines.]  The meeting planner shall convey this requirement to all attendees who plan to disseminate material at such meetings.  If electronic mail is the preferred format, documents will be transmitted prior to the event when this is possible.





The text of audio-visual materials used by OSERS staff in their presentations (e.g., overheads, slides) shall be distributed in an appropriate format at the time the presentation is made or provided in advance, depending on the preferred alternate format. 





Any non-Federal individual or organization contracting with OSERS to facilitate or conduct an internal or external meeting, shall be required, as a condition of the contract, to provide materials in preferred alternate format.  Such contractors shall demonstrate that they have made a sufficient attempt to ascertain the alternate format needs of potential attendees.  When such preference cannot be determined or when no attendees indicate a need for documents in alternate format, meeting planners shall prepare and have available at the time of the meeting, at least one diskette copy of all print materials and audiovisual aids used and disseminated at the meeting for any attendees who cannot read standard printed material.





All written materials that represent OSERS or its programs as part of an OSERS or Department exhibit at a constituent conference shall be available at the same time in a variety of alternate formats. 





3.  AUXILIARY AIDS AND SERVICES.





Meetings to which staff or visitors who have a hearing impairment or other disability which makes it difficult to understand speech are invited to attend shall have appropriate auxiliary aids and services as needed for equal access to communication.


�
Interpreting Services





OSERS-sponsored meetings that are open to OSERS staff, Department staff, or the general public shall be interpreted when a need for such services is identified.





	(	Except for "All-Staff Meetings" in which interpreting services will be provided by contract, interpreting services will be provided by the attending deaf staff member's interpreter.  If the meeting will be longer than two hours, the meeting planner shall notify the Department’s Interpreter Services Contracting Officer’s Technical Representative (COTR) at 205-9393.  The COTR will arrange for interpreter services in accordance with the timelines below.





	(	If the staff interpreter(s) for the deaf attendee(s) is (are) absent from work or is unavailable because he/she is providing interpreting services for another staff member at the time of the meeting, or if the deaf attendee is not an OSERS or ED staff member, the meeting planner shall notify the COTR (205-9393), who will arrange for interpreter services in accordance with the timelines below.  





To obtain interpreting services within the Metro DC area, requests must be made with a minimum of three business days notice between the day of the request and the day of the assignment.  To obtain interpreting services outside the Metro DC area, requests must be made with a minimum of four business days notice between the day of the request and the day of the assignment.  If any special interpreting requests are received (such as oral, tactile, or cued speech interpreting), the meeting planner shall contact the COTR (205-9393) to request interpreter services, with advance notice of five to seven business days minimum between the request and assignment date.





Assistive Listening Devices





If requested, meetings shall have assistive listening devices available for use by individuals who are hard-of-hearing or late-deafened.  These may include, but are not limited to, such devices and services as assistive listening devices (FM loops, Infrared systems, etc.), Computer-Assisted Notetaking, or Computer-Aided Real�Time Transcription.  Once the types of devices needed are identified, the meeting planner shall contact the OSERS Executive Officer (205-5427) to ensure that these auxiliary aids and services are provided. 





Videotapes and Films





Videos and films shall be shown with open captions whenever possible.  If the materials are not captioned, then auxiliary aids and services will be provided when necessary to ensure communication access.


�
4.  ALTERNATE FORMAT CENTER (AFC)





The AFC is located at:





330 C Street, S.W.


Room 1000, Switzer Building,


Phone: (202) 205�8113 or 260�9895


TTY: Use DC Relay Service (202) 855-1000


E-mail: #Alternate Format Center


Center Staff:  Don Barrett





Purpose





The Alternate Format Center is a small specialized production unit established to help meet the document accessibility needs of employees and other customers with disabilities.  It will initially serve the needs of OSERS and its staff and be administered by OSERS staff.  However, its administration and daily operations will eventually reside in a more centralized Departmental management structure.





Capabilities





The primary purpose of this Center will be to assist staff who need to provide documents in certain alternate formats to employees and constituents with disabilities who require that documents (agenda, correspondence, employee directories, course materials, memoranda, telephone lists, regulations, etc) be provided in a nonstandard format.  These formats may include the production of materials in low-volume Braille and cassette audio tape.  The Center will not produce materials in large print for persons with low vision who need this format, since the use of scalable font printers is standard throughout the entire Department.  Thus, all principal offices have the capacity to produce short runs of large-print documents using an 18-point Sans Serif font, the standard typeface for large print materials for use by those with limited vision.





In addition, documents that are to be supplied to employees or constituents on computer diskette can be provided directly to the individuals needing these documents by the principal office filling the request.  However, Braille disk labels, mailers, and assistance in creating ASCII versions of documents can be provided by Center staff as needed.  The AFC recommends that only ASCII or Word Perfect 5.1 versions of documents be provided on diskette, as these formats are the two most commonly in use by visually impaired customers.  We also recommend that principal offices do not provide diskette versions of documents in desktop publishing format such as those created by PowerPoint, PageMaker, or Ventura unless specifically requested to do so.  These formats are for the most part, inaccessible to persons with visual impairments.





Since highly specialized equipment is required to produce materials in various additional formats, (e.g., open captioned video tapes, and high-volume Braille (lengthy regulations, annual reports, etc.)), these materials will be produced under contract with outside vendors.





Hours of Operation





To ensure the maximum flexibility and availability of Center staff to fill requests for alternate formats, the Center will maintain a phone mailbox, an electronic mailbox, and, if necessary, personal pagers.  This will ensure that staff can be reached quickly until such time as the Center is staffed with full-time personnel.  Both voice and electronic mailboxes will be checked periodically throughout the day to ensure timely responses to requests for assistance.  Please see the contact information at the beginning of paragraph 4 (above) for information on how to reach AFC staff.





Procedures for Submitting Materials to the AFC





Each headquarters and regional office has the responsibility to provide the Center with the document sufficiently in advance of distribution to allow preparation in accessible formats.  Requests will generally be handled on a first come, first served basis.





The preferred method for submitting materials to the Center for in-house production into Braille is electronic form.  This may include: ASCII, Word Perfect 6.1 or earlier, and Microsoft Word 6.0 or earlier. Documents should be submitted either as attachments to electronic mail messages, or on IBM-compatible diskette.  Specialized text such as might be contained in slides or overheads which is to be translated into Braille must be submitted in the above-mentioned formats only; documents in PowerPoint or other audio/visual production formats will not be accepted by the Center. 





Documents to be recorded onto cassette audio tape should be submitted in clean hard copy print, since they will be read aloud directly from the print rather than electronically translated into Braille.





There will likely be situations in which documents will contain graphic and/or tabular material that needs to be described in narrative text if the graph or table cannot be reproduced into the requested format.  Center staff will work with principal office staff to formulate such descriptions when necessary.





Timelines for Filling Requests





     (	Braille:  Requests for textual documents one to four pages long will be met within two working days of receipt of the electronic copy.  For documents of five to ten pages in length, at least three business days are required.  Larger documents, documents requiring numerous copies, documents containing columnar or graphic material, and documents submitted in non-electronic form (hard-copy print) may take significantly longer to produce.


�



     (	Audio Tape:  Requests for recorded copies of textual documents from one to ten pages long will be met within two working days of receipt of the printed copy.  For documents 11-20 pages long, at least three business days are required.  Larger documents, documents requiring numerous copies, or documents containing graphic material that must be described, may take significantly longer to produce.





Timelines for the production of materials under contract with a vendor (high-volume Braille or open captioned audio/visual materials) are based on the production timelines contractually specified between the Department and the vendor.  Thus, if it takes a Braille-production facility ten days to produce Braille versions of a document for distribution, the originating office must supply the contractor with that document at least fifteen days before distribution is to commence to allow for document transmittal, shipping of the finished product, and other unanticipated delays that may occur in the process.





Maximum Document Size





Center staff will have responsibility for determining which documents can be produced in-house and which will need to be sent to a vendor for outside production.





In addition, factors such as complexity of the document, the presence of graphical/tabular/columnar material, types of formats requested, number of copies requested, workload, etc. may influence the ability of the Center to meet a specific request.  Such difficulties will be communicated to the requester so that alternative means for obtaining the requested materials can be arranged.
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