HHS Section 508 Compliance and Remediation Plan (C&R Plan) Template (based on review of June 30 Plans submitted)


Note #1: Plan should be signed by the OPDIV Director or Deputy Director or STAFFDIV Assistant Secretary or most senior manager and submitted to Prudence Goforth, Director, Web Communications Division, with copies to Christina Pearson, Assistant Secretary for Public Affairs, Michael Carleton,  Departmental Chief Information Officer as well as key officials in your division.
Note #2: Large OPDIVs may wish to have their component entities prepare individual plans.  Such plans may be appended, but the OPDIV C&R Plan should aggregate subordinate plans into a single comprehensive document (exception is OS).
Please append the following:

1. A list of all Web sites (Internet, intranet, extranet & portals) covered by this C&R Plan.

2. A prioritized list of the Web pages to be remediated in FY ’09.

3. A prioritized list of the forms and files to be remediated in FY ‘09

PURPOSE:

The purpose of the XXXX Section 508 Web Compliance and Remediation Plan is to outline specific actions to bring all XXXX Web sites and content into compliance with Section 508 of the Rehabilitation Act; 29 U.S.C. § 794d (Section 508) and, concurrent with that effort, address critical maintenance issues.
Section 508 requires that Web sites and associated content created with federal funding, whether internal or external, government- or contractor-hosted, are accessible to persons with disabilities. The law has been in effect since June 21, 2001.
SCOPE:  

The XXXX C&R Plan covers all Web sites, internal or external, owned, managed, or funded by XXXX, whether developed by staff or acquired through contracts and/or formally established partnerships with other government entities and/or the private sector.  It includes all Web sites managed under all domains including .org, .net, .com, and .gov.  

The plan covers traditional Web content, including all attached or linked files, forms and applications, all new and/or social media, including videos, podcasts, blogs, Wikis, and associated applications on all XXXX Web sites, and all broadcast email.  All delivery applications and technologies that produce Web content of any kind must also be 508 compliant.
ROLES, RESPONSIBILITIES and ACCOUNTABILITY
· All OPDIVs and STAFFDIVs should record their primary 508 C&R Plan management officials and contacts:
	Compliance & Remediation Senior Manager
	Name

Title

Email

Phone



	Policy Tester Issue Manager
	Name

Title

Email

Phone

	Division 508 Official
	Name 

Title

Email

Phone


· Large OPDIVs with subordinate entities responsible for significant Web holding should attach a list of subordinate C&R Plan Managers:

	Entity Compliance & Remediation Manager
	Entity

Name

Title

Email

Phone


· All OPDIVs and STAFFDIVs are encouraged to attach a listing of all other people working on Web 508 issues or content.  This will facilitate our ability to share information as widely and quickly as possible. 
· Outline workflow processes from staff to senior manager and across organizations.  Describe briefly the role and responsibility of each and their reporting responsibility to senior management.    

· 508 performance standards for all who are responsible for compliance and remediation.  Standards should be modeled after language below:

Performance Element:  Section 508 Web Site Compliance Management

(FS) All new and redesigned Web sites and all new files posted are Section 508 compliant and accessible to individuals with disabilities or have an approved accommodation waiver; the 508 remediation targets are met but not exceeded for existing Web sites and content. 
 

 (E) All new and redesigned Web sites and all new files posted are Section 508 compliant and accessible to individuals with disabilities or have an approved accommodation waiver; the 508 remediation targets set for existing Web sites and content are exceeded.

508 COMPLIANCE

Address what steps have been taken to insure that all new content and files are 508 compliant.  Explain how you verify compliance and what remedies you have if entities continue to post non-compliant content.

508 REMEDIATION

Explain the process used to prioritize Web sites and files to be remediated in the first and second years.  Relate prioritization to the C&R Framework guidance.  

Based on your prioritized remediation lists (Appendices 1 & 2), explain how you will notify content owners and measure progress in those specific areas.  Explain how progress and accountability will be tracked.

Explain how the actual work of bringing content into compliance will be done (by staff or contractors or both; the process, management of the process, etc.).  Please identify the types of contract support you need access to (testing, coding, tagging, accommodations, etc.).
Discuss recourse available to you (steps you will take) should you find that goals and deadlines are not being met.
TOOLS and  TRAINING 
Tools:  Describe the process by which you will determine who needs access to what tools and how that access will be provided (individual licenses, expert users, common machine, etc.).  We recommend you use the tools recommended and/or approved by the Web Council and WCD for compliance and testing.  Identify any needs for specialized tools or applications that your office may have.  Discuss obstacles to obtaining necessary tools.

Training:  Describe the process by which you will determine who needs access to training, and how that training can best be delivered.  We recommend that you will use the training provided or planned by WCD.  Identify and recommend any additional training you feel is needed. Discuss obstacles to obtaining necessary training. Include training needed/planned for general staff, designers, developers, content providers, contractors, etc.
RESOURCES
Please estimate the resources needed for years 1 & 2.  State what resources exist, what resources can be re-prioritized, and what new resources will be needed.  Estimate the impact that resource limitations will have on meeting first and second year goals.
The C&R Framework recognized the resource limitations posed by the budget planning cycle, and therefore called for a five-year approach to achieving Section 508 compliance. This was done to allow for budget planning in the third through fifth years to offset the constraints of existing budgets. While much of this plan focuses on years one and two, this is the time to be planning out-year funding needs.  Please describe the process you are putting in place to seek sufficient future funds to achieve full compliance within the five-year timeframe. Identify challenges you face and suggest ways in which we can work collectively (across Divisions) to overcome those challenges.
CHANGES IN BUSINESS PROCESSES
List business practices you know need to be changed so that end-product documents are, or can easily be made, 508 compliant.  
CONTRACTING

Insure that language requiring products delivered by contractors to be 508 compliant to HHS standards be included in all RFPs and SOWs. This includes procurement of public outreach materials (reports, fact sheets, educational and information content) as well as Web site development and maintenance (see http://www.hhs.gov/web/policies/508contractlang.html)

ACCOMMODATIONS

State whether you anticipate utilizing the accommodations waiver and, if so, describe how on-demand accessibility will be provided for content granted an accommodations waiver (soon see http://www.hhs.gov/web/policies/webstandards/accommodations.html). [Note: The accommodations standard and guidance is under development at this time.]
If this service is to be provided by a contractor, state whether: 

· you have a contract in place
· You have a contract in place that others can ride on

· You plan to utilize an enterprise contract vehicle
INTRANET

State whether you have an intranet and, if you do, your priorities, process and timetable for remediation.  We suggest you focus on internal disability information and add forms or training that is mandatory for all employees.  (Note that a formal complaint has been filed recently by a staff employee over non-access to mandatory training.) 

EXTRANETS
Identify any extranets you manage and how they will be made 508 compliant
FORMS 

Interactive content, especially when mandatory (i.e., financial disclosure form) should be a compliance and remediation priority.  Identify what if any forms you have (both intranet and Internet), describe process for how existing forms will be made 508 compliant, and how you will ensure that all future forms are fully accessible.
ON-LINE TRAINING 

Interactive content, especially when mandatory (i.e., ethics training), should be a compliance and remediation priority.  Identify any training you have (both intranet and Internet), describe process for how it will be made 508 compliant, and how you will ensure that all future training is fully accessible.  Please coordinate remediation of contracted training with WCD so that cross-Department remediation can be accomplished collaboratively. For instance, WCD and HHS University are working with Skillsoft to bring contracted training into compliance.
APPLICATIONS
Identify any Web applications you have and the process for ensuring they are or will be 508 compliant.   This will require coordination with your CIO office.
EMAIL

Describe measures put in place to insure that email and emailed files are 508 compliant.  Typically, this is handled by your 508 Coordinator.  See: http://www.hhs.gov/web/policies/webstandards/accessemail.html
RELATED POLICY ISSUES: BROKEN LINKS
The expectation is that broken links will be addressed as pages are touched for 508 remediation.  Discuss your process and related guidance for addressing existing broken links and for controlling growth in the broken link inventory caused by the removal of obsolete pages and content.
RELATED POLICY ISSUES: ARCHIVE

Discuss establishment of an archive site, including guidance for determining what content you will archive.*
RELATED POLICY ISSUES: WEB ON A DIET

Establish goals for the elimination of content and reduction in the number of Web pages.  Address what guidance you have established for determining what content can or should be eliminated.  Address the issue of orphan sites and pages.  Describe processes to be put in place to prevent the future creation of additional orphans.  Address, as appropriate, the establishment and maintenance of Web records.*
* [Note: WCD will aggregate guidance covering both archiving and removal and will work with the Web Council to produce Department-wide guidelines.]

ACCOUNTABILITY and REPORTING MEASURES 

Based on your prioritized remediation lists (Appendices 1 & 2), explain how you will verify compliance through specific accountability measures such as: 
· Providing each entity with an inventory of their sites and files, etc., with goals and deadlines (you may want them to do mini-plans)
· Establishing a reporting mechanism to measure progress made for your organization (note: crawler does not measure file progress), determine frequency of reporting so that progress remains steady. 
Outline steps or measures to be taken if new content continues to be posted non-compliant, or if remediation goals are not met, including such measures as:

· Applying performance standards.

· Enlisting senior staff to issue goals, reminders, and support. 
· Scheduling regular reporting to senior staff.
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