Attachment C
WMATA Policy/Instruction On Providing Information In Accessible Formats
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5.00

1.01 It is the policy of the Washington Metropolitan Area Transit Authority (Metro) that all
circulated materials be made available in alternative formats to people with disabilities
upon request. In addition, all Metro public meetings of any size must be accessible to
people with disabilities. This is consistent with the intent of the Americans with
Disabilities Act (ADA) and other federal requirements.

PURPOSE
2.01  The purpose of this Policy/Instruction (P/l) is to establish and maintain a uniform

protocol for when and how to provide materials in accessible formats upon request and
for when and how public meetings must be accessible for people with disabilities.

SCOPE

3.01  This P/l applies to all Metro departments and offices.

3.02  This P/l applies to all Metro circulated materials, whether made available to the public or
to employees. This includes, for example, all Metro public hearing notices, timetables,

brochures, newsletters, and staff notices.
3.03  All Metro public meetings of any size must be accessible to people with disabilities.
DEFINITIONS
4.01  ADA — Americans with Disabilities Act of 1990.
402 ACCS - Department of Access Services

4.03 ADAP - Office of ADA Programs

RESPONSIBILITY

5.01 It is the responsibility of all employees to adhere to the ADA and other federal
requirements.

5.02  All Metro departments and offices are responsible for compliance with these policies.

APPROVED
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responsibility for directing Metro compliance with the ADA.

9.04  The General Manager, Deputy General Manager, Officers, Assistant General Managers,
Office Directors, managers and supervisors are responsible for and will be accountable
for ensuring that these policies are carried out.

5.05 ADAP is responsible for providing guidance to all Metro departments and offices, and
ensuring compliance with this P/I.

6.00 PROCEDURES

6.01 This P/l will be kept current to maintain approved and established procedures for
providing materials in accessible formats upon request and for ensuring that public
meetings are accessible to people with disabilities. Where it is necessary to revise the
P/l to incorporate amendments to the ADA or its implementing regulations, revisions will
be made within a reasonable time from the effective date of the amendments.

6.02  Making Circulated Materials Available in Alternative Formats upon Request

6.02.1 Metro materials will be provided in the format most usable to the person
making the request. These may include, but are not limited to: large print,
audiocassette, Braille, electronic file on computer disk or compact disc, or e-
mail. Metro employees with disabilities also may request documents in an
accessible format.

6.02.2  In selecting alternative formats, Metro must provide the format requested
unless another method is equally effective. For example, a person requesting
a Braille document should be provided the document in Braille unless another
method, such as an electronic file when that person has software to convert
the file into Braille or sound, will be equally effective at communicating the
information.

6.02.3  Itis permissible to require people with disabilities to make an advance request
for documents in accessible formats as long as reasonable notice is given.
Furthermore, documents announcing public meetings, or those distributed or
displayed at meetings must be available in accessible formats upon request.

6.024  Metro will take steps to provide information to the general public about the
availability of materials in alternate formats. Metro materials will display a
notice that the material is available in alternate formats upon request.
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6.02.6

Sample language: Metro materials that are available to the public are
available in alternate formats for people with disabilities upon request. In order
to make a request, please contact APPROPRIATE PHONE NUMBER,
APPROPRIATE FAX NUMBER, APPROPRIATE TTY NUMBER (if available),
or APPROPRIATE E-MAIL ADDRESS.

ADAP is responsible for providing guidance to all Metro departments and
offices, and ensuring compliance with this P/I.

Individual offices and departments are responsible for making arrangements
for and for the cost of producing accessible materials for distribution to people
with disabilities, upon request, from budgets used for producing the materials
for general distribution. Although providing documents in accessible formats
may result in additional costs, a public entity may not place a surcharge on
people with disabilities to cover these expenses. If a document is available to
the public free of charge, it must also be available in an accessible format free
of charge. If a fee is charged for documents provided to the general public,
this fee must be the same for those documents when provided in an
accessible format.

6.02.6.1 Audiotape - Written material is commonly recorded on
audiocassette tapes, but may also be siored on CD-ROM.
Documents read onto audiotape can be played back in most
standard cassette tape recorders. Most people who are blind or
have low vision have access to and can use audiotape
recordings. The person who records the text should be someone
with a clear, pleasant reading voice. Using a recorder of good
quality with an external microphone generally produces
satisfactory results. Besides speaking clearly and reading at an
even pace, the individual who records the text may need to be
familiar with its content. If the document is technical in nature, all
terms should be pronounced correctly, and unfamiliar words
should be spelled. Tape duplicators, found on many stereo
cassette decks, make copies easily and inexpensively.

6.026.2  Large Print — Large print can improve document readability for
persons with low vision. Large print can be produced using
computers and readily available printers with scalable fonts. A
size of 18-point type is considered standard for large print
production. A plain font should be used and the text should be
double-spaced and in boldface type to improve contrast.
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6.02.6.4

Electronic Formats — Dissemination of materials in electronic

formats is a viable means of helping to meet accessibility needs
and requirements. These methods can include distributing
diskettes or compact discs containing plain text and/or HTML
files, e-mailing plain text files, or posting of materials on web sites,
electronic bulletin boards or other Internet servers.

Braille — Braille materials are used by many, but not all, people
who are blind. There are organizations that can transcribe written
materials into Braille documents for a fee. Sending an electronic
Word document to the organization and contracting for Braille
transcription services is typically how this is done.

6.03  Ensuring All Meetings Open to the Public are Accessible

6.03.1

6.03.2

All Metro public meetings of any size must be accessible to people with
disabilities. This includes ensuring that the building and room(s) to be used
are physically accessible for people who use wheelchairs and other mobility

devices.

Public meeting announcements, for such events as public hearings, town hall
meetings, meet-and-greets, and board meetings must include directions on
how people with disabilities can request sign language interpretation and any
other reasonable accommodations that are necessary.

6.03.2.1

6.03.2.2

6.03.2.3

Sign Language Interpreters — A qualified sign language interpreter
is an individual who is able to interpret effectively, accurately and

impartially, both receptively and expressively, using any
specialized vocabulary that may be necessary. There are
numerous organizations that can provide sign language
interpreters on a contracted hourly basis.

Computer-Aided Real-Time Reporting (CART) — This method
makes information available to people who are deaf or hard of
hearing by having the verbal input from a meeting directed to a
computer screen, which displays a running transcript, much like
closed-captioning on a television. There are organizations that
can provide CART services on a contracted basis.

Assistive listening devices — These devices are a communication
system that enables people who are deaf or hard of hearing to
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better comprehend speech. The four main types of assistive
listening devices are: Acoustic, Frequency Modulated, Induction
(Loop) and Infrared. The JGB Meeting Room has a Frequency
Modulated assistive listening system and there are two types of
devices that meeting attendees can use for greater amplification.

6.03.24  Open or Closed Captioning — Open captions are captions that
have been decoded, so they are part of the television picture, like
subtitles in a movie. Open captions cannot be turned off. Closed
captions are hidden in the video signal and are invisible without a
special decoder to decipher them. Departments and offices that
develop videos should consider whether to use open or closed
captioning if the videos may be used at public meetings or may be
disseminated to the public or to employees.

ADAP provides technical assistance on accessibility and related issues, and
will refer offices and departments to professional organizations that can
provide accessible services. For assistance, contact 202-962-1100 (voice),
202-962-2722 (fax), (202) 962-2033 (TTY), or adap@wmata.com.

7.00 EXCEPTIONS

7.01

None.





