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1. Lead-in
On July 1, 2004, the State of South Carolina adopted policy for Web Site Accessibility.  The policy states:

‘The State of South Carolina is committed to providing accessibility to state government Internet-based resources.

South Carolina state government Web sites shall be designed to be accessible, so that people with disabilities have access to online information, data, and services comparable to that accorded individuals who do not have disabilities.’

The State of South Carolina also provides guidelines to assist state agencies in ensuring that its Web presence is accessible to the widest possible range of users.  The guidelines state that implementation of the Minimal Requirements satisfies basic accessibility requirements for state government Web pages.  In addition, agencies are encouraged to go beyond the minimum in making Web pages accessible by following the Best Practices.
Minimal Requirements:  The State of South Carolina shall follow the standards established under Section 508 of the Rehabilitation Act of 1973, amended 1998 by the Work Force Investment Act (Section 1194.22 and its subsequent amendments), as its minimal requirements for Web accessibility.

Best Practices:  It is recommended that agencies also follow the Web Content Accessibility Guidelines established by the World Wide Web Consortium’s Web Accessibility Initiative (W3C-WAI) that are not addressed in Section 508.

In addition to compliance guidelines, the State of South Carolina provides a transition plan to assist state agencies to properly plan for and implement initiatives to make its Web presence accessible within the required timeline.  All South Carolina state government Web sites should be compliant by July 21, 2006.
To review the actual policy, navigate your browser to:  http://www.cio.sc.gov/scea/Web-Accessibility-Policy.pdf
2. Objective
The objective of this document is to present the Web Site Accessibility Transition Plan.  The document will detail the recommended approach to achieve compliance, and will include a sample project plan outlining the specific tasks necessary to achieve compliance.  Each major task will be described and how and in what order they should be completed.  Specific worksheets and templates are referenced and available in electronic form via www.access-sc.org.  These tools are designed to capture key information for proving compliance plans and to facilitate planning for cost and resources.  

The Compliance Transition Plan worksheet is specifically designed to capture key information regarding your plans for accessibility compliance.  It is important that you complete this worksheet and periodically review and update the document as you work towards compliance.  Keep this document on file in the event you are asked to show your plans for compliance.  To make this easy for you, the steps to identifying key information are provided as a part of this document, and highlighted for easy reference.


[image: image1.wmf]Compliance Plan Key Step:  Look for these prompts to walk you through each step in the identification of key information for your agency-specific Compliance Transition Plan.  Complete these steps are you are on your way to accessibility compliance!
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3. Transition Plan

There are seven (7) major components of the Web Site Accessibility Transition Plan for the State of South Carolina.  The components are:

· Self-Assessment

· Plan

· Deadline

· Order of Implementation

· Exceptions

· Feedback Mechanism

· Resources

Each component of the plan is detailed in the sections that follow.  
3.1. Self-Assessment

The Web Site Accessibility Transition Plan states 

‘Each agency shall review the current status of accessibility for its Web presence.

This review does not require an agency to evaluate each page of a site, but instead requires the agency to appraise the overall accessibility of its Web presence.

As a starting point, it is suggested that each agency evaluate the accessibility of the most frequently visited pages and a random sampling of other pages.’

The first and most critical step to accessibility is to assess your Web presence to understand how compliant you are today.  There are two methods by which you will perform a self-assessment of your Web presence:  automated and manual.  

3.1.1. Automated Self-Assessment Tools

There are many automated tools available to assist in this assessment.  Accessible Tools and Resources found from www.Section508.gov are industry standard and recommended.  There are also tools referenced via www.access-sc.org.  
Leveraging these tools, you will be able to determine to what degree your Web site(s) are compliant.  These tools will assess your Web site(s) and provide you with a compliant or not compliant status based on policy guidelines for both minimal and best practice guidelines.  Where your site(s) are not compliant, requirements are provided and the number of instances found.  With this information, you are able to make informed decisions regarding next steps.
3.1.2. Manual Self-Assessment

There are no tools available that replace the human review and self-assessment your Web presence.  It is important to understand the minimal and best practice guidelines for accessibility compliance, and to manually review Web pages against these requirements.  You should assign this task to a member of your team or third party who understands Web design and development.
To assist in this self-assessment, leverage accessibility checklists found via www.access-sc.org.  


[image: image3.wmf]Compliance Plan Key Steps:  To identify the current status of your Web presence, complete the following steps.  Document key information in the Compliance Transition Plan worksheet.
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	Step
	
	Action

	1.
	
	Make a list of all Web sites maintained by your agency. 


	2.
	
	Record each URL in the Web site field of the Compliance Transition Plan worksheet.


	3.
	
	Perform a self-assessment of each site.




[image: image5.wmf]Caution 
It is important to perform a manual assessment of your Web site.  Leverage automated tools for assistance or to validate your manual assessment.
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You are not required to evaluate each page of your site.  Appraise the overall accessibility of your Web presence.  It is recommended that each agency evaluate the accessibility of the most frequently visited pages and a random sampling of other pages.  For more information regarding the prioritization of site pages for self-assessment, please visit www.access-sc.org.
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	Step
	
	Action

	4.
	
	Record the date of the self-assessment in the Self Assessment Date field of the Compliance Transition Plan worksheet.



	5.
	
	If…
	Then…

	
	
	the site is not compliant,
	Record the non-compliance result in the Compliance Results field of the Compliance Transition Plan worksheet.
Go to step 6.

	
	
	the site is compliant,
	Record the result in the Compliance Results field of the Compliance Transition Plan worksheet.  Continue to follow best practices as the site is maintained.  
Go to step 6.

	6.
	
	Record the guideline you followed for the self-assessment in the Compliance Level field.  Record 508 as a minimal compliance and W3C as a best practices compliance.

	7.
	
	Save the assessment results and repeat steps 1 – 6 for all Web sites.
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 Even if your site is compliant, it is important to verify Section 508 technical requirements are a part of your ongoing maintenance process.  In the Section 508:  Revised 508 Coordinators Reference Manual it states, “IT Agencies should add the applicable Section 508 technical provisions…into their requirements documents.  Developing accessible applications that are Section 508 compliant does not have to cost an agency a lot of money if the provisions are built into the software from the beginning of the development process.”
3.2. Plan

The Web Site Accessibility Transition Plan states 

‘Each agency shall develop, keep on file, and implement a written plan for making its Web presence accessible.  The planning document shall include provision for necessary staff training.

Each agency head shall appoint an individual with sufficient authority and resources to be responsible for overseeing the implementation of the agency’s plan.’

The Compliance Transition Plan worksheet can serve as your written plan for making your agency Web presence accessible.  However, to identify the remaining key information for this document you will need to prepare a detailed project plan for compliance.

Each agency should follow the same sequence of phases, from an initial vision through deployment.  Standard technology project methodologies are made up of six distinct phases as illustrated in Figure 1:  Methodology Framework Phases.


[image: image9]
Figure 1:  Methodology Framework Phases
Each agency should prepare a project plan for the agency’s Web site compliancy initiative that includes all of the phases of the project lifecycle referenced above.  The project plan will be used to organize tasks, communicate timelines and deliverables, facilitate resource planning, and track project progress.  It is a listing of the tasks, resources, deliverables, and dates required to complete a project.

A project plan template is provided in the Appendix section of this document and is available for download from www.access-sc.org.  Each phase of the methodology is described in the sections that follow, including formal deliverables and quality assurance tasks to be performed.
3.2.1. Preparation Phase

The preparation phase is the project planning and initiation phase of your Web site compliancy initiative.  Major tasks you should complete in this phase include:
· Project Planning and Initiation 

· Pre-engagement logistics

· Identify personnel resources

· Facility allocation

· Team leader selection

· Roster of project members

· Site preparation – work environment

· Feasibility Confirmation

The table below lists key deliverables required during this phase, the objective of each deliverable, and the team member responsible for the deliverable.

	Deliverable Description
	Output 

Quality Objective
	Person Responsible

	Cost Model/Self-Assessment
	To evaluate the current accessibility of the agency Web presence and estimated cost and resource needs.
	· Project Manager

	Project Plan
	To ensure planning and completion of project tasks as well as assigning of resources and hours to meet project timeline.
	· Project Manager

	Software Quality Assurance (SQA) Plan
	To ensure the delivery of the highest quality solution, the quality assurance plan will document the testing and quality checks that will be applied.
	· Quality Assurance Manager



[image: image10.wmf]Compliance Plan Key Steps:  To identify the project timeline, work effort, resource requirements, and project cost complete the following steps.  Document key information in the Compliance Transition Plan worksheet.
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	Step
	
	Action

	1.
	
	Complete the Compliance Assessment Tool.
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 The Compliance Assessment Tool is provided to help you determine work effort, resource requirements, and estimated project cost.  The tool is available for download via www.access-sc.org.  Specific tool instructions are also available.
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	Step
	
	Action

	2.
	
	Review the Project Profile sheet of the Compliance Assessment Tool to identify resource requirements and total work effort per resource.


	3.
	
	Prepare an initial Project Plan.  A template is provided in the Appendix and is available for download via www.access-sc.org.



	4.
	
	Record the start date of your project plan in the Project Start Date field of the Compliance Transition Plan worksheet.



	5.
	
	Record the end date of your project plan in the Project End Date field of the Compliance Transition Plan worksheet.



	6.
	
	Record the estimated project cost from the Project Profile sheet of the Compliance Assessment Tool in the Project Cost field of the Compliance Transition Plan worksheet.
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In this phase, you may also identify key project assumptions, project issues, project risks, and project constraints.  Although not required, it is best practice to capture this information and make plans to mitigate these risks.  For example, you may have a member of your team that is not dedicated to this initiative.  This may be a risk unless you plan for this shared resource in your plan.  If planned, you may want to capture this as a project assumption.  Record this information in the Compliance Transition Plan worksheet where indicated.

3.2.1.1. Project Team
The project team identified to complete the tasks in your compliance project plan can be large or small, leveraging either internal or external resources depending on the size of your agency and your compliance effort.  It is important to understand that no matter the size of your team, specific roles should be established to ensure success of your project.  There may be a one to one relationship with a person to role, or one person could be assigned all roles.  
The following roles should be assigned to individual(s) on your project team.  Key responsibilities are indicated and an abbreviation of the role is provided.  These abbreviations are used in the project plan template for tasks that are assigned to that role.

	Role
	Key Responsibilities
	Abbreviation

	Project Manager
	Responsible for overseeing the implementation of the plan.
	· PM

	Quality Assurance Manager
	Responsible for overseeing the quality assurance tasks within the plan.  This role is sometimes combined with the PM role.
	· QA

	Creative Director
	Responsible for overseeing the creative tasks within the plan.  This role is sometimes combined with the Creative Design (DSN) role.
	· CD

	Creative Designer
	Responsible for creating graphic elements and the overall layout and design of the Web site.
	· DSN

	Information Architect
	Responsible for the development of wireframes, site maps, and requirements.
	· TD

	Information Technology
	Responsible for the site infrastructure such as the Web server.
	· NS

	Application Developer
	Responsible for the development of site functionality.
	· PRG

	HTML Developer
	Responsible for the creation of HTML templates and site pages.
	· WD

	Multimedia Developer
	Responsible for the development of multimedia such as Flash and animation.
	· WD



[image: image15.wmf]Compliance Plan Key Steps:  To record the project compliance team members roles and responsibilities, complete the following steps.  Document key information in the Compliance Transition Plan worksheet.
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	Step
	
	Action

	1.
	
	Review the Project Plan and identify all resources assigned to project tasks.



	2.
	
	Record the names of the persons acting as key roles on the project in the Project Team fields of the Compliance Transition Plan worksheet.




3.2.2. Orientation Phase
The orientation phase is the vision and feasibility phase of your Web site compliancy initiative.  Major tasks you should complete in this phase include:
· Project Kickoff meeting

· Signoff Responsibilities

· Create project charter document

· Gather initial non-functional requirements

The table below lists key deliverables required during this phase, the objective of each deliverable, and the team member responsible for the deliverable.

	Deliverable Description
	Output 

Quality Objective
	Person Responsible

	Project Charter
	To ensure direction and documentation for the project. The Charter will ensure a mutual understanding of the project goals and process.
	· Project Manager



[image: image17.wmf]Compliance Plan Key Steps:  These steps are not required for compliance, but are noted as a best practice for obtaining project support from your management team.  Document key information in the Compliance Transition Plan worksheet, and obtain signatures if appropriate.
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	Step
	
	Action

	1.
	
	Prepare a Project Charter.



	2.
	
	Record the name of the person acting as Project Sponsor in the Project Sponsor field of the Compliance Transition Plan worksheet.



	3.
	
	Record the name of the person acting as Project Business Champion in the Business Champion field of the Compliance Transition Plan worksheet.
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 The project sponsor is the overall champion and supporter for the project and is responsible for securing funds and resources as well as providing communication to the appropriate executive and program management.  The project sponsor provides the driving force without which there is no project and is ultimately accountable for the success of the project.   The business champion is the main business area driver and will provide overall business area direction to the project.

3.2.3. Definition Phase

The definition phase is the requirements and scope identification phase of your Web site compliancy initiative.  Major tasks you should complete in this phase include:
· Requirements Definition 

· Functional Analysis 

· Modeling

In this phase, it is important to include Section 508 technical requirements as a part of the definition process.  In the Section 508:  Revised 508 Coordinators Reference Manual it states, “IT Agencies should add the applicable Section 508 technical provisions…into their requirements documents.  Developing accessible applications that are Section 508 compliant does not have to cost an agency a lot of money if the provisions are built into the software from the beginning of the development process.”

The table below lists key deliverables required during this phase, the objective of each deliverable, and the team member responsible for the deliverable.

	Deliverable Description
	Output 

Quality Objective
	Person Responsible

	Requirements Specification
	To ensure all necessary functionality is discussed, documented, and built into the solution.
	· Information Architect

	Blueprint
	To ensure understanding of the navigation, organization, database integration, administration, and high-level functionality of the Web site solution.  A blueprint is a visual representation of this information.
	· Information Architect

· Creative Designer

	Creative Brief (Optional, beneficial for site redesign)
	To ensure delivery of a Web site that meets the site’s creative objectives.

The brief defines the broad objective, target audience(s); corporate & consumer messages; market positioning; competitive environment, marketing efforts, e-strategy, etc.  
	· Creative Designer

	Design Comps (Optional, beneficial for site redesign)
	To ensure agreement of the Web site layout and look and feel prior to entering the Construction Phase of the project.

A design comp is a preliminary layout of a web site page showing the site’s look and feel.  It includes the planned elements, branding, navigation, and content (dynamic and otherwise) to be displayed on the site.  
	· Creative Designer

	System Test Plan
	To ensure the Web site is tested against approved requirements.  A system test plan is a document defining all planned test initiatives and test cases for the solution being developed.  The system test plan tests the site against the requirements that were defined in the definition phase of the project.   
	· Quality Assurance Manager


3.2.4. Construction Phase

The construction phase is the actual development phase of your Web site compliancy initiative.  Major tasks you should complete in this phase include:
· Detailed Design

· Application Building
3.2.5. Testing Phase

The testing phase is the validation and quality assurance phase of your Web site compliancy initiative.  Major tasks you should complete in this phase include:
· Pre-production testing 

· Parallel testing 

· Preparation for production Rollout

· Acceptance Testing
3.2.6. Deployment
The deployment phase is the finish line.  Major tasks you should complete in this phase include:
· Implementation 

· Stabilization

· Production Rollout  

· Follow-up

3.3. Deadline

The Web Site Accessibility Transition Plan states 

‘The deadline for achieving accessibility…shall be no later than two years from the passage of the policy by the Architecture Oversight Committee (AOC) plus a review period of 21 days from the posting of this policy on the AOC Web site.  (The deadline for compliance is July 21, 2006)’

3.4. Order of Implementation

The Web Site Accessibility Transition Plan states 

‘Each agency shall implement Web accessibility in the following order:

1. Main entry pages, home pages, top-level pages, most frequently visited pages, and pages that provide mission-critical agency services.

2. All new pages created after the deadline.

3. Legacy pages updated after the deadline.’

To better understand the order of implementation component of the transition plan, consider the compliance plan of other organizations that are similar to yours!  There are a number of examples available for review via www.access-sc.org.
3.5. Exceptions

The Web Site Accessibility Transition Plan states 

‘It is not required that all pages be retrofitted.

Expressly excluded are:

1. Legacy pages that do not require content updates.

2. Instances in which undue burden can be proven.

However, if an individual with a disability requests specific information published in an inaccessible section of a Web site, each agency shall, within a reasonable length of time, provide the requested information or data in a format accessible to that individual or by an alternative means of access that allows the individual to use the information and data.’

3.6. Feedback Mechanism

The Web Site Accessibility Transition Plan states 

‘Each agency shall establish a mechanism for collecting and responding within a reasonable length of time to comments, complaints, and suggestions about accessibility of its Web presence.’

To better understand the feedback mechanism component of the transition plan, consider the feedback mechanism of other organizations that are similar to yours!  There are a number of examples available for review via www.access-sc.org.
3.7. Resources

The Web Site Accessibility Transition Plan states 

‘Recognizing that agencies may need assistance in carrying out this policy and plan, the South Carolina Web Accessibility Workgroup of the Assistive Technology Advisory Committee (ATAC) shall create an official South Carolina State Accessibility Web site to provide a list of resources and training opportunities, and recommended topics for training.’

The Web site mentioned in the policy is also referenced throughout this document and is found via www.access-sc.org.  Please visit this site often for updated information regarding The South Carolina Web Accessibility initiative.

Appendix

3.8. Templates and Worksheets
The following templates and worksheets are included and available for download via www.access-sc.org.

· Project Plan Template

· Compliance Transition Plan Worksheet

· Compliance Assessment Tool

· Compliance Assessment Tool Instructions
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