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Background

The evolving state of information technology is reflected in the way Minnesota state government serves the public. Taking advantage of continuously changing technology, state government is increasing its use of technology to offer citizens a host of services. These services may include corresponding online with elected officials, providing information about government services, renewing licenses, providing tax information and filing returns, and applying for jobs or benefits. 

Likewise, state government employees increasingly depend on information technology to support state government services. Employees use technology to manage email, documents, and schedules. Software applications may be used by all employees (e.g., the HR/payroll system), a significant number of employees (e.g., the procurement/accounting application), or may be agency or role specific (e.g., a case management application). 

As government is constantly being asked to do more with less, information technology is playing a vital role in allowing government to better serve all of its citizens. Promoting the accessibility and usability of state government systems is critical to all citizens and employees. 

In 2009, the Minnesota legislature passed, and the governor signed into law a statute and funding to advance the accessibility of State of Minnesota information technology systems used by both citizens and employees (https://www.revisor.mn.gov/laws/?id=131&doctype=Chapter&year=2009&type=0). 

September 1, 2010, the Office of Enterprise Technology adopted the Accessibility Standards as part of the enterprise technical architecture. Procurement and Master contract processes now incorporate the adopted accessibility standards. 

Fully implementing the Accessibility Standards throughout the Agency of All Good Things, however; requires implementation planning, training for nearly all employees, and a cultural change that includes both an awareness of why accessibility is important and the changes in processes and skills to support that change. This training plan addresses both short and long term accessibility training needs for the management and staff of the Agency of All Good Things.
The implementation of the law will affect state information technology procurement and agency web and software application development going forward.  The accessibility of state information technology systems will significantly impact citizens seeking information or services from the state, regardless of disability.

Plan Objectives
In general, this plan will:

· Identify key  roles that require training in order for entities to successfully implement the State of Minnesota’s Accessibility Standards

· Identify specific accessibility skills and competencies associated with each role

· Identify relevant accessibility curriculum to be delivered in a variety of training formats 
· Adhere to the Accessibility Standards, adult learning theory, and principles of universal design whenever appropriate and feasible
Short Term Objectives
· Create an awareness of why accessibility is important

· Leverage training resources provided by Technology Accessibility Standards Implementation Project
Long Term Objectives
· Build accessibility awareness and expertise into the appropriate agency communication and IT development roles so that it becomes the way we do our work
· Ensure that new employees receive appropriate accessibility training 

Skills/Competencies by Role

Agency Leadership

· Understand state statutes related to technology accessibility

· Understand an agency’s responsibility to implement the Accessibility Standards issued by the State CIO

· Familiarity with the activities and outcomes associated with Accessibility Implementation Planning Guide

· Understand the benefits to implementing the Accessibility Standards

· Understand the risks inherent in both implementing and not implementing the Accessibility Standards
Web Developers

· Understand state statutes related to technology accessibility

· Understand an agency’s responsibility to implement the Accessibility Standards issued by the State CIO

· Understand the benefits to implementing the Accessibility Standards

· Can identify how the Accessibility Standards fit into the Software Development Life Cycle (SDLC)

· In depth understanding of Accessibility Standards (particularly WCAG 2.0 and Section 508, Subpart B, section 1194.22) 

· Understanding of proper web site/document structure

· Can create accessible JavaScript/AJAX

· Can create accessible web forms

· Can assess and evaluate a web site for Accessibility Standards compliance

· Familiar with testing techniques and resources available for testing accessibility compliance of websites
Procurement Professionals

· Understand state statutes related to technology accessibility

· Understand an agency’s responsibility to implement the Accessibility Standards issued by the State CIO

· Understand the benefits to implementing the Accessibility Standards
· Understands and knows how and when to apply procurement policies related to accessibility when purchasing IT goods, services, or professional/technical services
· Can explain what is a VPAT and how it is used in the procurement process
· Knows how to perform market research to determine the availability of conforming products and services
· Knows where to find accessibility related language for a solicitation
Business Analysts

· Understand state statutes related to technology accessibility

· Understand an agency’s responsibility to implement the Accessibility Standards issued by the State CIO

· Understand the benefits to implementing the Accessibility Standards

· Can identify how the Accessibility Standards fit into the Software Development Life Cycle (SDLC)

· In depth understanding of Accessibility Standards (particularly WCAG 2.0 and Section 508, Subpart B, section 1194.22) 

· Can identify and document the appropriate accessibility requirements for a given IT development project
· Can identify the appropriate testing methodology for specific accessibility requirements

· Familiar with testing techniques and resources available for testing accessibility compliance of websites
Content creators

· Understand state statutes related to technology accessibility

· Understand an agency’s responsibility to implement the Accessibility Standards issued by the State CIO

· Understand the benefits to implementing the Accessibility Standards
· Can identify the characteristics of an accessible document 

· Knows how to how to create and structure an accessible document using Microsoft Word/Excel/PowerPoint

· Familiar with testing techniques and resources available for testing document accessibility 

· Understands the high level concepts involved in creating an accessible PDF

Additional competencies for content creators who post content to the web

· Knows how to convert an accessible Word/Excel/PowerPoint document into an accessible PDF document

· Understand the various options and technologies involved in captioning and audio description for video, podcast, and webinars

· Familiar with testing techniques and resources available for testing accessibility compliance of websites
Accessibility Training Resources

The resources defined in this section will be available to address the short term and/or long term technology accessibility training requirements of the Agency of All Good Things. The resources were provided by the Technology Accessibility Standards Implementation project. 
Instructor-Led Classes
Introduction to Accessibility 
A series of Brown Bag sessions that provide an overview of accessibility, impacts and expectations 
Source

Agency of All Good Things Communication Office and Accessibility Implementation Planning Team 
Audience

All Agency of All Good Things employees 
Topics
· TBD 
Accessibility 101: Creating Accessible Word Documents 
Hands-on half day training class which walks students through the basic elements of creating and testing an accessible Word document
Source

OET, ACCESS-IT Master Contract vendors
Audience

Content creators (all employees) who create Microsoft Word documents that are posted to the internet, intranet, or shared electronically (via email)
Topics

· Introduction to accessibility

· Using style sheets

· Creating accessible tables

· Using alt tags to create accessible graphics

· Appropriate use of Color

· How to test your document for accessibility

· Differences between Word 2003 and 2007

· Brief discussion about how to make other Microsoft document accessible (Excel and PowerPoint)

Accessibility 102: Creating Accessible PDF documents

Hands-on half day training class which walks students through the basic elements of creating and testing an accessible PDF document using Adobe Acrobat Professional
Source

OET, ACCESS-IT Master Contract vendors, Minnesota Science Museum
Audience

Content creators for internet and intranet sites responsible for posting PDF documents; such as communication staff and web developers
Prerequisites

· Accessibility 101 or equivalent

· Adobe Acrobat Professional basics
Topics

· Introduction to accessibility and accessibility issues

· Understanding document structure and tags

· Checking current PDFs for accessibility

· Working with reading order

· Creating accessible forms

· How a screen reader interprets format
· Converting an accessible Word document into PDF

· The do’s and don’ts of creating an accessible PDF

· How to test your document for accessibility

Accessibility 201: The Accessible Web Developer

One day hands-on training that walks through students through the WCAG 2.0 standards. Key concepts are explained and demonstrated through live code samples (downloadable later) and reinforced with exercises. Students will leave the class with the knowledge, code samples, tools and resources to create a more accessible website for all audiences.
Source

OET, ACCESS-IT Master Contract vendors
Audience

Web developers; business analysts; advanced content creator 
Topics

· The web accessibility standards that Minnesota has adopted and why compliance is important (Web Content Accessibility Guidelines – WCAG 2.0)

· A review of proper web site/document structure

· The do’s and don’ts of building accessible web layouts and content

· Creating accessible JavaScript/AJAX 

· Resources that are available for testing your websites for compliance

Accessibility 202: Captioning Essentials

The Captioning Essentials program is a one-day, hands-on workshop that will provide attendees with a solid understanding of captioning technology and best practices. The course will provide an overview of captioning, how it works within different media, and the various processes that go into creating captions and making them available to the end-user.

Source

ACCESS-IT Master Contract vendors
Audience

Web developers; advanced content creators; business analysts; media technicians

Topics

Upon completing this course, the attendee will be able to:

· Describe the fundamental aspects of captioning, including closed vs. open captioning and live vs. recorded captions

· Differentiate between captions for different media (TV, web, DVD), the media file types, caption file types, and how they work together

· Articulate the business case for including captions in video

· Outline the general process of developing captions, from the raw video to finished product

· Define the different approaches to getting a video captioned, from DIY to hiring an agency, and the advantages and disadvantages of each

· Caption a video on YouTube

Computer-Based Training and Video – Posted on OET’s web site

Computer Based Training can be substituted for instructor-led training or can be used to re-enforce what was learned in class, once an employee is back at the office.
The Electronic Curb Cut Video

This 16 minute video defines information technology accessibility and presents a context for why it is important to both citizens and state employees. This video will be posted on the OET web site for general use. All Agency employees will be asked to watch this video.
Topics
· What is technical accessibility? Compare to physical accessibility – electronic curb-cut

· Accessibility versus accommodation – what it’s not

· Why is it important? (e.g., equal access to information and services, aging population, disabled veterans)

· What does it mean to you as a State employee?

Video Captioning Essentials Computer Based Training Course

A self-study course designed to help managers master the basic tools needed to deliver captioned web videos that are useful, cost-effective, and satisfy legal and regulatory requirements.

Topics

· Define captions and how consumers access them

· Present the business case for captioning web videos

· Outline the general process for captioning recorded and live web videos

· Explain the difference between using web captioning tools and offline tools and the options for each approach

· Do an analysis of the organization’s captioning needs to determine what approach to take

· Explain how YouTube facilitates transcription and captioning

· Arrange for a live captioning web event

· Contract for captioning services

This course does NOT teach you how to use a particular program. It focuses on the knowledge and tools you need to use any particular application or resource.
Top Ten Accessibility Check Points for Web Sites

In the spirit of the 80/20 rule, Web designer Michael Tangen discusses the ten accessibility standards which will have the great impact on the overall accessibility of a website.

Topics

· Introduction to accessibility

· What is the WCAG 2.0?

· A description and examples of each of the 10 standards 
· Why each standard is important to your end users

Creating Accessible WORD Documents

Interactive, one hour computer based training class which walks students through the basic elements of creating and testing an accessible Word document.

Topics

· Introduction to accessibility

· Using style sheets

· Creating accessible tables

· Using alt tags to create accessible graphics

· Appropriate use of Color

· Differences between Word 2003 and 2007

· How to test your document for accessibility

ACCESS-IT Master Contract
Similar to the ASAP-IT contract, ACCESS-IT will enable agencies to quickly acquire accessibility related services such as testing, captioning, training, and document conversion. This contract will provide a resource to agencies during the transition time when agencies are learning about the skills needed to develop and maintain accessibility technology, but do not yet have the resources in place to ensure accessibility. 
Web Resources
The Accessibility Standards and implementation materials, including tools, training, and resources will be available in one central location on the OET website. These resources will be organized by role as defined in the Skills/Competencies by Role section of this document.

Timelines/Schedules – Project Instructor-Led Training
	Course
	Date
	Instructor-led training sessions
	Who will attend 

	Accessible WORD documents
	MM /YYYY
	20 sessions 

Up to 15 students per session
	All agency employees encouraged to attend 

	Accessible PDF documents
	MM /YYYY
	6 sessions 

(2 half day sessions each month)
	Communications staff

	The Accessible Web Developer
	MM /YYYY
	1 sessions 


	Web developers, applications developers, BA team, web-form creators 

	Captioning Essentials
	MM /YYYY
	1 session
	Web developers and Communications staff 

	Accessible Procurement 
	On-going 
	MMD will provide sessions on a regular basis 
	Contract and purchasing staff 


[image: image1]
Accessibility Implementation

Training Plan 
Agency of All Good Things Page | 2

