
 
 
 
 
 
 
 
 

 
AGENDA 

ACCESSIBILITY AND DISABILITY COMMISSION 
REGULAR MEETING 

MAY 24, 2016 
 

 
MEMBERS 

Dennis Campos, Chair, District 1 
Jorge Lambrinos, District 2 
Joy Rittenhouse, District 3 

Judy R. Post, District 4 
Michael Warner II, District 5 

John Orr, District 6 
Dr. Xilian Chen Stammer, Secretary, District 7 
Jennipha-Laurén Nielson, Vice Chair, At Large 

Vacant, Mayor 
 

 
STAFF 

Ali Everett, Commission Staff Liaison 
 

 
MISSION STATEMENT 

The City of Pasadena is dedicated to delivering exemplary municipal services, responsive to 
our entire community and consistent with our history, culture and unique character. 

 
 
In compliance with the Americans with disabilities Act of 1990, listening assistive devices are available from the 
Human Services and Recreation Department with a 24-hour advance notice. Please call (626) 744-4386 to 
request use of a listening device. 
 
Language translation services are available for this meeting by calling (626) 744-7333 at least 24 hours in 
advance.  
 
Habrá servicio de interpretación disponible para éstas juntas llamando (626) 744-7333 al por lo menos con 24 
horas de anticipación. 
 
Public meeting begins at 4:00pm. Items on the agenda may not be called in order listed. Agendas and 
supporting documents are available on the internet. 
 
Materials related to an item on this Agenda submitted to the Accessibility and Disabilities Commission after 
distribution of the agenda packet are available for public inspection at the reception counter at the Jackie 
Robinson Community Center at 1020 N. Fair Oaks Ave. during normal business hours. 

COPIES OF THIS AGENDA 
ARE AVAILABLE FROM THE 

NEIGHBORHOOD 
INFORMATION SERVICE AT 

THE CENTRAL AND ALL 

BRANCH LIBRARIES 
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AGENDA 
ACCESSIBILITY AND DISABILITY COMMISSION 

REGULAR MEETING 
MAY 24, 2016 

4:00 PM 
JACKIE ROBINSON CENTER 
1020 N. FAIR OAKS AVENUE 

PASADENA, CA 91103 
 
 

1. CALL TO ORDER; WELCOME; ROLL CALL 
 

2. PUBLIC COMMENT ON MATTERS NOT ON THE AGENDA 
Please limit comments to 3 minutes each. 
 

3. REVIEW AND APPROVAL OF MINUTES, APRIL 23, 2016* 
 

4. NEW BUSINESS 
 

A. PRESENTATION BY CONSTANCE GRIESMER ON PROBLEMS WITH 
PASADENA’S DIAL-A-RIDE AND SHUTTLE BUS PROGRAMS* 
 

B. DISCUSSION OF COMMISSION RETREAT  
 

C. ESTABLISH NOMINATING COMMITTEE FOR FY 2016-2017 COMMISSION 
OFFICERS 

 
5. OLD BUSINESS 

 
A. ADA “ANY YEAR” EMBLEM* 

 
B. DISCUSSION OF ACCESSIBILITY ISSUES COORDINATOR POSITION 
 

6. REPORTS AND COMMENTS ON COMMISSION OBJECTIVES* 
 

7. COORDINATOR’S REPORT ON ACCESSIBILITY DEVELOPMENTS 
 

8. ADJOURNMENT 
 

*Attachment 
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Dennis Campos, Chair 
Accessibility and Disability Commission 

 
 
Note to Public:  An opportunity for Public Comment will be provided at the time the above items are 
discussed.   
 
I HEREBY CERTIFY that this Notice, in its entirety, was posted on the Council Chamber Bulletin Board, Room 
247, and the Bulletin Board in the rotunda area of City Hall, and a copy was distributed to the Central Library 
for posting on this 19

th
 day of May 2016, by 5:30 p.m., and that copies were emailed, faxed or delivered, 

and/or notice accepted by telephone not less than 24 hours prior to the meeting, to each member of the 
Accessibility and Disability Commission and emailed to each local newspaper of general circulation, radio or 
television station requesting notice in writing, all of which media recipients are identified on the distribution list 
below. 

__ 
Ali Everett, Staff Liaison 

Accessibility and Disability Commission 
 
DISTRIBUTION: 
Accessibility & Disability Commission  
City Council     
City Manager     
City Attorney     
City Clerk     
Central Library 
Public Information Officer 
Neighborhood Connections 
La Opinion 
Los Angeles Times 
Pasadena Journal 
Pasadena NOW 
Pasadena Star News 
Pasadena Weekly 

 
In compliance with the Americans with Disabilities Act, if you need special assistance to participate in this 

meeting, please contact the Human Services and Recreation Department at (626) 744-4386.  Notification 24 
hours prior to the meeting will enable the City to make reasonable arrangements to assure accessibility to this 

meeting. 
 

Language translation services are available for this meeting by calling (626) 744-4386 at least 24 hours in 
advance. 

 
Habra servicio de interpretactión disponible para éstas juntas llamando al (626) 744-4386 por lo menos con 24 

horas de anticipactión. 
 

Items on the agenda may not be called in the order listed. 



 

 
 
 
 
 
 
 

3. 
Minutes of April 23, 2016 



 

CITY OF PASADENA 

ACCESSIBILITY AND DISABILITY COMMISSION 

MEETING MINUTES 

TUESDAY, APRIL 26, 2016 AT 4:00 PM 

JACKIE ROBINSON COMMUNITY CENTER, ROOM 200 

 

Members present: Jennipha Laurén-Nielsen, Jorge Lambrinos, Judy Post, Xilian Chen Stammer, 

Michael Warner II. John Orr, Dennis Campos 

 

Others present: Ali Everett (staff), Horace Wormely (Human Services and Recreation Director), 

Todd Short, community member.  

 

Mr. Horace Wormely announced that Ali accepted the position of the Interim ADA Coordinator, effective on 

4/26/2016.  

 

I. CALL TO ORDER AND COMMENTS FROM THE CHAIR 

Dennis Campos called the meeting to order at 4:04 pm.  

 

II. PUBLIC COMMENT ON ITEMS NOT ON THE AGENDA 

Jennipha presented to the commission the “Shot @ Life – Invest in a healthier world. Immunize a 

child”. 

 

Michael informed the commission that the following week, he would be on jury duty. 

 

John asked question about the Loop system.  

 

III. COORDINATOR’S REPORT ON ACCESSIBILITY DEVELOPMENTS 

Since Ali is new to this position, no official report at this time. 

 

IV. REVIEW OF STATUS OF COMMISSION OBJECTIVES  

 

1. By December 2015:  Design a protocol and necessary forms for the commission to 

effectively respond to accessibility complaints received from the public.   

 

Xilian: The Complaint Form and Protocol were completed and approved by the Commission on 

March 22, 2016 meeting. 
 

2. By January 2016:  Provide the City’s Information Technology Department with a list of 10 

important aspects of accessibility web sites for the department to consider adopting for the 

City’s site.  

 

Jennipha asked for the letter to be sent with the 10 points. Ali said she will work with Michael to 

draft letter for review by the Commission at the next meeting. 

 

3. By February 2016:  Provide the City with a policy statement and a protocol for providing 

Assistive Listening at City sponsored events and community meetings, and for providing 

captioning at the State of the City address.  

 

John: The project has completed. 

 



 

4. By March 2016:  Design a program by which the City can encourage restroom accessibility 

in public accommodations in Old Pasadena.   

 

Jennipha requested to put this item to Agenda # 7. 

 

5. By March 2016:  Survey the training provided to City police for serving people with 

disabilities and make recommendations to improve training as appropriate.   

 

Police spokesperson stated that they were very interested in this area. Police Department is 

working on the policies and procedures. 

 

6. By April 2016:  Draft recommendations for how the City can identify internship 

opportunities for students with disabilities. 

 

Ali presented the research information on the Internship Opportunities for Students with 

Disabilities. 

 

7. By May 2016:  Draft recommendation for assuring effective communication at evacuation 

centers between staff and people with disabilities. 

 

John: The Commission has approved and submitted to the City a proposal regarding the disaster 

preparedness.  

Jennipha moved and Judy seconded to pass John’s proposal letter. 

 

V.   PRESENTATION ON DISABILITY AND DISASTER SHELTER GUIDELINES 

John presented to the commission the guidelines for department of Human Services’ employees who 

provide services to the “Pasadena Disaster Shelters and Persons with Disabilities”. The commission 

members stated that the guideline was well drafted. Jennipha suggested to further discuss this item in 

the future meeting. 

 

Mr. Horace Wormely presented the City’s Disaster facilities and equipment. He also explained how 

the City’s Disaster facilities and equipment are used and operated. Mr. Wormely will send the list of 

the City Disaster shelter facilities. 

 

VI. RECOMMENDATIONS FOR CITY’S DISASTER PLANS FOR SERVING  

 PEOPLE WITH DISABILITIES  

Dennis commented that this item was covered on the agenda item V. The commissioners agreed. 

 

VII.      PRESENTATION ON ADA CUSTOMER AWARENESS 

Jennipha did her presentation on ADA customer awareness. Jorge moved to accepted Jennipha’s 

proposal to develop an objective. John seconded. The motion passed. 

 

VIII. COMMISSION REPRESENTATION AT MAYOR’S PRAYER BREAKFAST 

Jennipha shared about the Mayor’ Prayer Breakfast on May 5
th

. John questioned about the Real time 

life capture availability. 

 

IX. APPROVE MINUTES OF FEBRUARY 23, 2016 AND MARCH 22, 2016 

Jorge moved and Jennipha second to pass the March 22 minutes, Judy provided some corrections. 

The minute passed. 

 



 

X. ADJOURNMENT 

The meeting adjourned at 5:56 pm. 

 

Submitted by Dennis Campos, Chair, Accessibility and Disability Commission 

Prepared by Xilian Chen Stammer, Secretary, Accessibility and Disability Commission.



 

 
 
 
 
 
 
 

4A. 
Presentation by Constance Griesmer



 

PRESENTATION BY CONSTANCE GRIESMER ON PROBLEMS WITH 
PASADENA’S DIAL-A-RIDE AND SHUTTLE BUS PROGRAMS* 

 
 
Ms. Griesmer will discuss the following recommendations: 

1. Expand shuttle service to every day for Pasadena Transit Lines 20 and 40 due to 
the existing frequency of use of these lines by disabled persons.  

2. Expand shuttle service hours for Pasadena transit to facilitate increased 
participation of disabled persons at venues such as libraries. Expanded service 
hours would also allow disabled persons to take the shuttle to and from work 
when that work requires early and/or late hours. Services could start as early as 
4am and continue to midnight.  

3. Expand shuttle service hours for Pasadena transit to include all day on 
weekends. The necessity of this expansion is due to the senior center on Holly 
Street expanding its activities to Sundays and holidays. 

4. Create two categories of Dial-a-Ride passengers so drivers are aware of whether 
or not the passenger is ambulatory. To increase system efficiency, the City could 
purchase cars for transportation of ambulatory passengers. The cars could park 
in places that are now difficult or impossible for the large vans to use.  

 



 

 
 
 
 
 
 
 

5A. 
ADA “Any Year” Emblem



 

OPTION 1 
 

 



 

OPTION 2 
 

 



 

OPTION 3 
Fill in blank with desired symbol.  

Symbol will be white on colored backround as in options 1 and 2 

           



 

 
 
 
 
 
 
 

6. 
Reports and Comments on 

Commission Objectives



 

CITY OF PASADENA ACCESSIBILITY AND DISABILITY COMMISSION 
WORK PLAN  

FY15/16 
 
 

OBJECTIVES: 
 

1. By December 2015:  Design a protocol and necessary forms for the commission to 
effectively respond to accessibility complaints received from the public.   
 

Status: Completed  
 

2. By January 2016:  Provide the City’s Information Technology Department with a list of 
10 important aspects of accessibility web sites for the department to consider adopting 
for the City’s site.  
 

Status: In Progress 
 

3. By February 2016:  Provide the City with a policy statement and a protocol for providing 
Assistive Listening at City sponsored events and community meetings, and for providing 
captioning at the State of the City address.  
 

Status: Completed 
 

4. By March 2016:  Design a program by which the City can encourage restroom 
accessibility in public accommodations in Old Pasadena.   
 

Status: In Progress 
 

5. By March 2016:  Survey the training provided to City police for serving people with 
disabilities and make recommendations to improve training as appropriate.   
 

Status: In Progress 
 

6. By April 2016:  Draft recommendations for how the City can identify internship 
opportunities for students with disabilities.  
 

Status: In Progress 
 

7. By May 2016:  Draft recommendation for assuring effective communication at 
evacuation centers between staff and people with disabilities. 
 

Status: In Progress



 

 
 
 
 
 
 

Objective 2



 

 
 
 
 
 

CITY OF PASADENA 
ACCESSIBILITY AND DISABILITY COMMISSION 

 
 

May 26, 2016 
Pamela Burton 
Department of Information Technology 
City of Pasadena 
100 N. Garfield, Room N123 
Pasadena, CA 91109 
 

 
Subject:  Improving Website Accessibility for People with Disabilities 
 

 
Dear Ms. Burton: 
 
The City of Pasadena routinely makes information, services, and activities available 
through the City’s website. To ensure equal access for people with disabilities, it is 
important that the website meet certain accessibility standards.  
 
Enclosed is a copy of Top Ten Ideas for Website Accessibility, drafted by Accessibility 
and Disability Commission member Michael Warner II and passed by the Accessibility 
and Disability Commission on ______, 2016.  
 
The Commission believes that the contents of the Top Ten Ideas for Website 
Accessibility will provide helpful guidance to your department in making the City’s 
website accessible for people with disabilities. Mr. Warner would be happy to meet with 
representatives from your department to further discuss the contents of the document. 
 
The Commission also encourages your department to familiarize itself with the guidance 
from the US Department of Justice regarding website accessibility, which can be 
accessed at http://www.ada.gov/access-technology.  
 
We look forward to discussing this information with you.   
 
Sincerely,  

 
Dennis Campos, Chair 
Pasadena Accessibility and Disability Commission 

http://www.ada.gov/access-technology


 

About This Document 

This document provides a list of the biggest problems in website accessibility and how to address them. 

Though it is not possible to list every possible problem, hopefully this document will give you ideas on 

how to think about spotting problems and fixing them. 

Document Layout 

This document is divided into sections. First is the list of accessibility and usability problems, then 

various methods to address problems and then appendixes of important supplemental information. 

Usability and Guidelines 

Just like this document guidelines cannot possibly cover every possible problem. Also, as technology and 

institutional or commercial practices changes, new problems can quickly appear. Usability and 

accessibility largely overlap, and thus this document will also address some usability problems that have 

not made it into official accessibly guidelines. 

Accessibility specifically involves trying to give users an equivalent experience regardless of their 

disabilities, while usability involves trying to make things effective, efficient, satisfying for the user 

(http://www.w3.org/WAI/intro/usable). 

http://www.w3.org/WAI/intro/usable


 

Top Ten Issues 

1. Images that convey information that is not redundant need to have alternative text. 

(Affects the blind) 

See Method 9. 
2. Low luminance (brightness) contrast on webpages between words and background; contrast by 

chrominance (color) should not be depended on, and color should not be depended on to convey 

meaning. 

(Affects poor vision, the color-blind, users of devices with monochrome displays). 

See Method 6  
3. PDFs that are image only. 

(Affects screen reader users – the blind and cognitive impairments) 

See Method 1. 
By software conventions, Microsoft Word doesn’t run into this problem, since when you scan to 

Microsoft Word formats, you tend to get a text document, possibly with some formatting to make 

it somewhat look like the original. 

4. PDFs and Microsoft Word documents that are missing semantics. 

(Affects blind) 

For PDFs, see Method 2. For Microsoft Word, see Method 5. 
5. Documents not using headings properly. 

(Affects blind) 

See Method 8. 
6. Menus on webpages that don’t work with keyboard. 

(Affects the blind and motor control) 

See Method 3. 
7. Using tables in webpages for layout and not representing tabular data. 

(Affects the blind) 

See Method 4. 

8. Not having a global directory or index to find things without having to leapfrog through several 

pages to find an item. With a content management system, which the city has, this should be 

possible to have a comprehensive list of items. 

(Affects everyone, especially cognitive impairments) 

See Method 7. 
9. Having public documents in Microsoft Word documents, especially the newer variant DOCX, 

instead of PDFs or webpages (PDF readers are more common and provide consistent 

representation of documents). 

(Affects everyone) 

See Method 10. 
10. Having public documents that don’t require being put in hard copy not being in HTML. HTML 

tends to operate faster and not being downloaded as a file that clutters hard drive. If documents are 

properly marked-up with semantics, conversion to HTML should be relatively easy. 

(Affects everyone) 

See Method 11.  
11. Document security preventing users from making accessible versions. 

(Affects the blind and visually impaired) 

See Method 12. 



 

12. Being dependent on scripts to work correctly. 

(Affects everyone) 

See Method 13.



 

Methods 

1. Accessible PDF with Real Text 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of PDF documents.  

Authority Reference: 

W3C WCAG 2.0 - (Perceivable) Guideline 1.1. 

Mandate: 

 Text must be real text that assistive technology or software can read. 

Common Mistakes: 

 Protecting electronic documents from easy information dissemination, forcing employees to 

print and scan information or re-entering information. 

 Scanning paper documents without converting to text or overlaying text over the images of 

words. 

 Not reviewing text if optical character recognition was used. 

Details: 

Image-only PDFs can be converted in one of three ways. They can be converted to text PDFs or 

Microsoft Word, but you risk significantly altering the visual appearance of the document. Or, they can 

be converted to “searchable PDFs” with text invisibly layered over the images. “ClearScan” is the new 

method that combines the other two methods by keeping the original appearance by converting images 

of words to real text with custom fonts that were generated during the conversion. 

Tagged PDF does not refer to image PDFs with searchable text, nor does it refer to metadata such as 

“author” and “subject” that are part of document properties. It refers to PDFs with tags that are the 

equivalent to HTML tags that represent semantics. Unfortunately, PDF tags are not an as integral to the 

process of making PDFs as semantics are in HTML. PDF tags are added onto the PDF in addition to 

the usual PDF stuff (that is as best as I can state based on my limited experience researching and 

testing PDFs), and thus it is important to check the placement of the tags in the PDF document. 

Tests: 

 The quick way to test for text: Try to select text in a PDF document with the select tool (usually 

looks like an I-beam) by holding down your primary mouse button (usually it is you left button) 



 

and move your mouse across one or more words. If individual characters are getting selected as 

you move across, it is real text. You usually will see gaps in the selection highlighting between 

lines of text if you select multiple lines. 

 The fool-proof way test for text: If your software supports it, use text to speech to have the 

document read to insure that the text is actually there and is the correct text. Copying and 

pasting is not fool-proof, since it can result in having some formatting being translated into 

garbage between pieces if text. 

2. Accessible PDF with Semantics 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of PDF documents. 

Authority Reference: 

W3C WCAG 2.0 - (Perceivable) Guideline 1.3. 

Mandate: 

 Documents must be properly marked up with semantics (such as headings) to provide structure 

that perceivable and navigable by users of varying abilities. 

 Tabular data must be organized into tables that are properly marked. 

Common Mistakes: 

 Not tagging a PDF document to provide structure (semantics) and easier assistive navigation. 

 Not reviewing a PDF document’s tags if some tags were generated automatically during 

authoring. 

Details: 

Tagged PDF does not refer to image PDFs with searchable text, nor does it refer to metadata such as 

“author” and “subject” that are part of document properties. It refers to PDFs with tags that are the 

equivalent to HTML tags that represent semantics. Unfortunately, PDF tags are not an as integral to the 

process of making PDFs as semantics are in HTML. PDF tags are added onto the PDF in addition to 

the usual PDF stuff (that is as best as I can state based on my limited experience researching and 

testing PDFs), and thus it is important to check the placement of the tags in the PDF document. 

Unfortunately, the only way to edit PDF tags is with Adobe Acrobat Professional. 

You can test PDF tags by viewing them with Adobe Acrobat Professional or use a screen reader. 

According to Adobe, two the most popular screen readers, Jaws and Window Eyes, mostly navigate 

PDFs like they are HTML. Unfortunately, most screen readers are even more expensive than Adobe 

Acrobat Professional. Important: It may be a violation of the software license of a screen reader to 

use a demo/trial copy for testing the accessibility of content instead of testing the suitability of the 



 

screen reader! NVDA is one of the few freeware screen readers for Microsoft Windows, but NVDA’s 

documentation does not provide any information on navigating PDFs. I have not tested any screen 

readers on PDFs. 

Tests: 

 Use Adobe Acrobat Professional to view tags and click through the tag list to see if each tag is 

in the correct location. 

 Or, run a screen reader and use the screen reader’s keyboard shortcuts to navigate PDF like 

HTML to see if the correct tags are there; also have some text read after each tag to ensure that 

the tags are placed correctly. 

3. Accessible Interactive Menu 

Applicable Roles: 

 Webmasters Masters responsible for reviews and/or quality checks. 

Authority Reference: 

 W3C WCAG 2.0 - (Operable) Guideline 2.1. 

 W3C ATAG 2.0 (for authoring tools) 

 Section 508 – ICT Refresh – Paragraph 504 (for authoring tools) 

Mandate: 

 Webpages must be navigable using a keyboard. 

 (Strongly recommended) Interactive menus must be able to gracefully degrade to useable plain 

HTML menus. 

Common Mistakes: 

 Making interactive menus work with a mouse or equivalent pointing device but not a keyboard 

or equivalent device. 

 (Strongly recommended) Making interactive menus that are unusable when users’ web 

browsers do not fully support the script and/or styles. 

Background: 

Interactive menus are created using script code. The script code should be JavaScript, since it is the 

scripting language supported by most web browsers without needing plug-ins. The menu should be 

comprised of lists of links that go to the same destinations as the interactive menu buttons. The 

interactive menu should have onkey* JavaScript events along with onmouse* and onclick events. To 

avoid hotkey conflicts with screen readers or other software, assign 



 

Creating a second copy of the menu for accessibility is an acceptable temporary solution. Doing so 

long term increases maintenance work and the possibilities for errors. 

Solution: 

If you are using an authoring tool to automatically generate webpage code, then any interactive menu it 

generates should be generated to support keyboard users. Tell them that they need to make menus that 

are accessible. 

First, get the menu to work with a web browser’s link cycling keyboard shortcut (usually this is Tab 

and Shift + Tab). The tabs of the menu or the items that trigger menu expansion must be made to be 

links. Style can be used to make them not look like links. For completeness, make the links’ link to 

themselves as fragment URLs (I say to do this, because I don’t know what might happen if you create 

a link with an empty destination). Then replace the “onclick” JavaScript event with “onfocus”, which 

should handle mouse and keyboard (this needs to be tested. Do to possible quirks in various web 

browsers, multiple duplicate events might be needed to catch various forms of user navigation). 

Tests: 

 Use your web browser’s link cycling keyboard shortcuts to see if you can move along the 

menu. If your menu is supposed to use certain keys, test them too. 

 Run a web browser with styles and scripts disabled or you can run Lynx in Windows’ 

Command Prompt. You can find instructions for your web browser on the Internet. I probably 

should provide links to useful references. The interactive menu should now appear as a list of 

links. (Might add illustration like I had in the commission’s retreat handout.) 

Additional: 

Do not forget to have a link to jump past the menu if there is content after the menu. 

4. Appropriate use of Tables 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of webpages. 

Authority Reference: 

 W3C WCAG 2.0 actually does not prohibit the use of tables to control layout, but does 

recommend using styles instead or in addition to a layout table. 

 It would be considered an issue of Perceivable due to being an issue of semantics.  

Mandate: 

 (Strongly recommended) Only tabular information should be placed in tables. 

 The content of a webpage should linearize in a way that makes sense. 



 

 Semantics should be used for conveying meaning, not to simply manipulate appearance. 

Common Mistakes: 

 Putting non-tabular information in tables. 

 Not marking headers in tables as headers. 

Details: 

What constitutes tabular data is often a judgment call. The rule should be things that have two (or 

more) logical dimensions to them or for which there is no other semantic structure that makes more 

sense. Calendars could be linearized as a list of dates, but we usually put them into moths with a two 

denominational layout for each month. Even blind people understand this convention, so it makes 

sense to put a month-based calendar into a table, even though there would be only column headers for 

the days of the week and not row headers for each week. A less obvious scenario is city meeting 

archives. It could be a list of meetings with a sub-list (nested list) of agenda and various audio/video 

formats for each meeting. But, with row headers for each meeting and column headers for each type of 

item available for each meeting, a person using a screen reader could easily navigate the items. This is 

good, even though some meetings may have some items missing, for those a statement can be place in 

the cell to state that. Website menus sometimes visually look like a table column, but are semantically 

just simple lists. The city is using tables with a single column for menus on their mobile web version. 

But, website menu as a list makes more sense. A more obvious violation would be using tables to 

position various pictures and text that are not related to each other, such as the city's home page which 

is a mixture of topics. The city correctly using DIV tags instead of tables to group and position items 

on their homepage. 

Tests: 

 Run a web browser with styles turned off and horizontally shrink its window. All non-tabular 

information should wrap to the window. 

 For tabular information in a table: Many screen readers can callout row and column headers. 

Setup a screen reader that can do this, and check that tabular information has the appropriate 

headings. 

 

5. Accessible Microsoft Word Documents with Semantics 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of Microsoft Word documents. 

Authority Reference: 

W3C WCAG 2.0 - (Perceivable) Guideline 1.3. 



 

Mandate: 

 Documents must be properly marked up with semantics (such as headings) to provide structure 

that perceivable and navigable by users of varying abilities. 

 Tabular data must be organized into tables that are properly marked. 

Common Mistakes: 

 Not using styles to mark up headings in Microsoft Word documents to provide structure 

(semantics) and easier assistive navigation. 

 Not using Microsoft Word’s lists features to create lists instead of typing numbers and/or 

bullets. Note to DoIT: need to test this with a screen reader. 

 Not reviewing a Microsoft Word document’s styles if the document were generated 

automatically from scanning. 

Details: 

Microsoft Word uses an odd mechanism for semantics. Instead of adding new technology to address 

semantics, like Adobe did with tagging PDFs, Microsoft uses its word processor’s styling / formatting 

capabilities. This violates the basic concept of separating appearance and semantics, and thus can be 

confusing and/or cumbersome when making Word documents accessible. Apparently, W3C doesn’t 

consider Microsoft Word documents to be part of the web, since they do not give any techniques for 

them. They do cover Microsoft’s Silverlight along with Adobe’s PDF and Flash. 

Microsoft Word controls and menus all have changed greatly over the years, but they all have tables, 

number and bulleted lists, and “styles” (actual term used by Microsoft) that include headings. I do not 

know if using styles other than headings provide any accessible semantics. DoIT needs to test this. 

Keep in mind, if you want to change the appearance of the document, do not switch styles, instead edit 

the styles to match the appearance you want. 

DoIT needs to research how screen readers handle Microsoft Word. 

You can test PDF tags by viewing them with Adobe Acrobat Professional or use a screen reader. 

According to Adobe, two the most popular screen readers, Jaws and Window Eyes, mostly navigate 

PDFs like they are HTML. Unfortunately, most screen readers are even more expensive than Adobe 

Acrobat Professional. Important: It may be a violation of the software license of a screen reader to 

use a demo/trial copy for testing the accessibility of content instead of testing the suitability of the 

screen reader! NVDA is one of the few freeware screen readers for Microsoft Windows, but NVDA’s 

documentation does not provide any information on navigating PDFs. I have not tested any screen 

readers on PDFs. 

Tests: 

 Use Microsoft Word, or possibly a generic version, to view the document for styles. You may 

need to get the application to bring up some format toolbars or side panels. 

 Or, run a screen reader and use the screen reader’s keyboard shortcuts to navigate the document 

to see if it functions correctly. 



 

6. Accessible Levels of Contrast 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of any type of documents. 

Authority Reference: 

W3C WCAG 2.0 - (Perceivable) Guideline 1.4. 

Mandate: 

 Non-decorative content must have a sufficient amount of contrast. 

 Minimum Requirement (required by pending section 508 update): 

 “Large scale” text must have the contrast ratio should be 3:1. 

 Not “Large scale” text must have contrast ratio of 4.5. 

 Higher Standard: 

 “Large scale” text must have the contrast ratio should be 4.5:1. 

 Not “Large scale” text must have contrast ratio of 7:1. 

 Color cannot be relied on as the only means to convey information. 

Common Mistakes: 

 Getting artsy with pastel colors for text, lowering their contrast with the background. 

 Getting artsy with background colors that lower contrast with the color of the text. 

 Using only color to convey information or ideas. For example using red to indicate something 

critically important, but not using boldface styling or semantics. 

 Mistaking contrasting colors with true contrast which is based on brightness (luminance) 

without regard to color. 

Details: 

“Large scale” text is defined by W3C WCAG 2.0 as 18 point or larger font or 14 point or larger for 

boldface. 

Contrast from accessibility standpoint is only “relative luminance” (W3C WCAG 2.0 term). This 

simply means that the difference in brightness (luminance) without any regard for color (chrominance). 

This is due to the needs of the color blind. Also, some people might have monochrome displays, 

another important fact. Some portable systems such as Amazon Kindle are monochrome, but can surf 

the web. Also, many screens have poor contrast and brightness. 

W3C WCAG 2.0 actually gives a mathematical formula for “relative luminance”. It is complicated so 

it is not given here. Just note that the colors of red, green, and blue (the primary colors of light) are not 



 

weighted equally and that sRGB color space is referenced (not the same as RGB color space), so be 

very careful if you try to program your own contrast checking tool. 

Usability note: Besides some devices are still being made with monochrome displays, many displays 

are poor quality and produce poor contrast that is far worse than the contrast accessibility formula 

would indicate. As far as I know, there is no accessibility standard for displays like there are for web 

browsers and authoring tools. So trying to be as conservative as possible when possible is strongly 

suggested. 

Tests: 

 Use a contrast checker tool to compare text color to background color. 

 Ask yourself if the document makes as much sense with the content that has low contrast was 

invisible. Logotype, decoration, and some details of images probably unimportant.  

 Ask yourself if the document makes as much sense without color. 

7. Global Directory or Index 

Applicable Roles: 

 Webmasters Masters responsible for reviews and/or quality checks. 

Authority Reference: 

W3C WCAG 2.0 - (Operable) Guideline 2.4. 

Mandate: 

 Contents that repeats on multiple pages (typically these are menus) must be easy to bypass for 

all users. 

 There must be multiple ways to find a regular content page (a page that is not part a multi-step 

process or showing results). 

Common Mistakes: 

 Having a system of hierarchical menus (i.e. main menu then department menus and then topic 

menus, each on separate webpages) that force users to go through several webpages to get to 

the content that they want. 

 Having content that can only be found one way (i.e. having a commission only liked to from 

the city’s list of commissions, but linked by the appropriate department or having information 

about accessibility to the public linked from the accessibility commission, but not also having a 

city-wide topic category for accessibility to link all such information). 

Details: 

Having to navigate through multiple webpages to find something can be disorienting even though the 

average user. Having a comprehensive global menu (global directory) and/or index, can make 



 

navigation less confusing. Users can search for what they want in one page and then get there. Every 

web page doesn’t need to have these menus. It just needs to be easy to get them. 

Having multiple menus on a webpage can be annoying if users cannot simply jump pass each of them. 

Marking each section of a webpage (including menus) with headers can help users of screen readers, 

but this currently does nothing for other users. For other users, a link to jump past the menu is needed, 

especially if it’s a large menu. Web browsers tend to have navigation keys to cycle through links but 

not for cycling through headings.  

I would recommend to the city to have these menus at the bottom of the city’s homepage; place bypass 

link at the top of the home page to jump to the menus and place a link on every other page to jump 

back to the menus on the homepage. 

Tests: 

 Have each department periodically check to see if all their key pieces of public information can 

be found in the global menu and/or index. 

 Check that the bypass link does correctly jump to where it is suppose to. 

 Provide a means for users to complain about navigation. 

8. Proper use of Headings 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of any type of documents. 

Authority Reference: 

W3C WCAG 2.0 - (Operable) Guideline 2.4. 

Mandate: 

 Sections of documents must be marked with headings. 

 Headings must be semantically marked as headings. See method 1 for PDF and method 5 for 

Microsoft Word documents. Webpages also suffer this, but it is a more basic principle for them, 

so is explained in this method’s details. 

Common Mistakes: 

 Having text that is intended to be a heading, but is not semantically marked as a heading. 

 Not making use of multiple levels of headings, when appropriate, to conceptually form a 

hierarchical semantic structure (i.e. long articles having sections, or menus having multiple 

levels of submenus). 



 

Details: 

Webpages, Microsoft Word documents, and PDFs have nine levels of headings. H1 or Heading 1 is the 

highest and H9 or Heading 9 is the lowest in the hierarchy. This is very old semantic technology, so 

there is no reason to not make full use of it. 

Unlike many other document formats, webpages (HTML) were designed from their beginning to use 

headings along with other semantics. But ironically, webpages are now made more like other 

document formats that are more focused appearance with the aid of modern web authoring tools. 

Unfortunately, checking for these mistakes in webpages is not as simple as other formats. You need to 

view the source code of each webpage or use a screen reader. Webpages now often have a very 

complex hierarchy of semantic and structural tags generated by authoring tools, so viewing code, even 

with an aid of a software tool, can be cumbersome. 

Tests: 

 Use a screen reader’s heading navigation controls to check the headers of the document. 

 Or 

◦ For PDFs, seed Method 2 

◦ For Microsoft Word documents, see Method 5. 

◦ For webpages, use a web code viewer. This can be overwhelming when there is a lot code 

structures created to get a certain appearance. The key is to use a tool that lets you select the 

heading text in the normal graphical view to automatically zoom in on the source code tags 

that mark that text. 

9. Alternate Text 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of any type of documents. 

Authority Reference: 

W3C WCAG 2.0 - (Perceivable) Guideline 1.1. 

Mandate: 

 All information presented to users in non-text form must also be provided in text form. 

Common Mistakes: 

 Not providing alt text for images that convey information. 

 Having dummy alt text for images that are purely decorative or act as spacers (used for 

positioning). 



 

 Not providing information in text form that is being conveyed only by video or only by audio. 

Details: 

Real text, not images of text, is the most versatile way to convey information to users. Low-vision 

users can enlarge text. If properly styled, text can easily wrap on small displays. Screen readers can be 

read text aloud to blind users, or users with language problems. Deaf people cannot hear audio, but 

most of them can read text. And, text can be converted to Braille for the blind to read with their 

fingers. 

All information presented to users in non-text form must also be provided in text form. The simple way 

to understand this is to convert the document to text only, and imagine what text needs to be put in 

place of the image to convey the information while maintaining readability. The alternative text might 

be blank for images that are decorative or convey information that is already in the text. 

Tests: 

 Many web browsers to will show the alt text of an image if you hover the cursor over the 

image. 

 Or, use a text only web browser such as Lynx. This method may be the least error prone, since 

Lynx tends to see webpages more like screen readers do, but without the complexity of 

operating a screen reader does without images and formatting. 

 Or, use a screen reader to read through a webpage. 

10. Microsoft Word Documents as Public Documents   

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of public documents. 

Authority Reference: 

W3C never covered Microsoft Office documents. WCAG 2.0 explicitly covers many more formats 

than 1.0 and is format independent, so theoretically covers Microsoft Word documents, but it 

does not provide techniques for Microsoft Word like it does for PDF and HTML. This is now 

considered to be only a usability issue. 

Mandate: 

 None. This is now only considered a usability issue.  

Common Mistakes: 

 Assuming Microsoft Word documents behave consistently like PDFs do. 



 

Details: 

Microsoft Word documents are vastly different from PDFs. The temptation is that Microsoft Word 

(there is only one functional version of Word made at a time, but with varying licenses and bundles of 

other applications) is much cheaper to buy than the full feature version of Adobe Acrobat Professional, 

but there are many pitfalls. Microsoft Word viewer is free like Adobe’s viewers but only runs in 

Microsoft Windows. Microsoft hasn’t updated their Word viewer, so you have to install a separate 

compatibility program from them to add support for the newer DOCX format. There are generic 

versions Word just like there are for Adobe Acrobat, but Word documents do not render consistently 

like PDFs do; the reason for this is that PDFs are a desktop publishing format that defines precise 

appearance, while Word documents are a word processor format that isn’t design for precision. Simply 

put, if you are going to use a Word document, you probably might as will release it as HTML. 

Microsoft Word now produces DOCX files be default. DOCX is a compressed XML format, but still 

suffers from the same problems as DOC. For XML lovers, newer versions of HTML are theoretically a 

form of XML. 

See details of Method 5 for more issues with Microsoft Word documents. 

Tests: 

 Technically there are no tests and W3C provides no techniques for Microsoft Word. If you are 

going to convert from Word to HTML or PDF, it will be better if you make the Word document 

accessible first, see Method 5. See Method 2 for PDFs. See Method 8 for webpages (HTML). 

11. Public Documents not in HTML   

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of public documents. 

Authority Reference: 

Was W3C WCAG 1.0, which has now been replaced by 2.0. This is now only considered a usability 

issue. 

Mandate: 

 None. This is now only considered a usability issue. 

Common Mistakes: 

 Not considering HTML as a way to release content to the public. 

Details: 

Unlike Microsoft Word documents and PDFs, HTML is not developed and specified by a private 

company, and thus is the most widely supported format. All web browsers support HTML without 



 

having to download extra software or having to save the files to view them. Other types of documents 

tend to clutter users hard drives, since they not usually managed in the web browsers’ cache. The 

downside is that HTML is still not quite as feature rich as other formats and even tends to be more 

imprecise in appearance than Microsoft Word documents, but it is suitable if you do not need to have 

precise control of appearances.  

Tests: 

 Ask yourself is this document intended for the public, is not intended for printing, and doesn’t 

have any legal/regulatory requirement for a precise appearance. 

 In regards to converting documents to webpages (HTML), they should have their semantics set 

first: see Method 5 for Microsoft Word documents. See Method 2 for PDFs. 

12. Document Security Blocking Use of Documents  

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of any type of documents. 

 Information Server Administrators 

Authority Reference: 

This is outside the scopes of accessibility guidelines and is considered only a usability issue. 

Mandate: 

 None. This is now only considered a usability issue. 

Common Mistakes: 

 Using document security features to prevent people from modifying copies of documents. 

Details: 

Document / content security is a fallacy, content being music, movies, ebooks, and documents being 

PDFs and Microsoft Word documents. Content restrictions, a form of document security, prevent 

people from creating alternate versions that are more accessible such as large print and Braille. 

There are basically two kinds of content security. The more traditional kind of content security is 

encrypting the file so that only certain people can view it. That kind of security makes sense for 

sensitive information, privacy encryption, and is as effective as the strength of the encryption. When 

you bank or shop online, only you, the bank or store, the National Security Agency, and some highly 

skilled hackers can read your transactions. Then there is the weird kind of document security, copy 

protection encryption, a.k.a. digital or information rights management (DRM / IRM). Silicon Valley 

and Hollywood thought that they could control things be restricting how people use content. DVDs and 

Blu-rays are encrypted, but since all compliant players have to be able to read them, they have to have 



 

the decryption keys, so the encryption is not really a secret. DVDs and Blu-Rays are so easily copied, 

that new movies are release with new tricky designs to prevent copying while trying to maintain 

compatibility, but those are also defeated quickly. Similarly, the copy-protected documents that can be 

read but not copied, using publicly known protection mechanisms that can be easily defeated. It is 

simply a horrible security measure for public documents (PDFs and Microsoft Word documents). 

Digitally signing documents to prove authenticity is fine as long as it doesn’t prevent users from 

modifying copies of the document. All this still has nothing to do with information server security. 

Servers can be set to prevent users from modifying the server’s copy of a document, but do not prevent 

users from manipulating a document once they have read access to the document and have copied it to 

their computer.  

Tests: 

 Ask yourself is this document intended for the public or large segment of employees, or is it a 

discrete / private document. 

 Consider following an ISO 9001 type of strategy by designating a website as the official 

repository for the official versions of documents and focusing on securing the website and its 

copy of documents or files instead of securing the contents of the documents. 

 If you are going to use digital signatures for document authenticity, then test to see if the signed 

documents can be downloaded and modify by users to suit their needs.  

13. Depending on Scripts for a Document to Function Properly 

Applicable Roles: 

 Document Masters responsible for reviews and/or quality checks. 

 Content writers of any type of documents. 

Authority Reference: 

This is outside the scopes of accessibility guidelines and is considered only a usability issue. 

Mandate: 

 None. This is now only considered a usability issue. 

Common Mistakes: 

 Using JavaScript or other scripting language in a document in a way that prevents the 

document from being useful if the JavaScript malfunctions are simply doesn’t run. 

Details: 

JavaScript is not spearheaded by a private company, and is used on in various document formats and 

not just in HTML. But still, JavaScript (as well as Cascading Style Sheets) is notorious for 



 

compatibility issues with various private companies making their own variations and omitting support 

for some features. 

JavaScript tends to be used for validating forms or automating calculations. Even PDFs can do this, but 

JavaScript is not consistently supported across PDF readers to the degree that PDF’s document code is 

supported. Even Microsoft has implemented JavaScript to run in Microsoft Office documents, but the 

warning of compatibility issues still applies. If a user is not running Microsoft Windows or running 

Mac OS X with a paid version of Microsoft Office, they have to use a program not made by Microsoft 

to view Microsoft documents, so any script is highly likely to malfunction, this includes Visual Basic 

for Applications and other scripting languages that Microsoft Office supports. 

Also keep in mind that many users will have scripts (including JavaScript) disabled for security or 

system performance reasons. Scripts in documents are a major source of cyber attacks. 

Scripts running on the server (server-side scripts) are perfectly fine and do not cause any of these 

problems, except needing to make sure the server is secure so hackers cannot run their scripts on your 

server. 

Tests: 

 You will need to use various PDF readers to check PDFs that have scripts. Remember Mac OS 

X and some web browsers come with their own built-in PDF reader. 

 Check to see if the document can function without its scripts running. 

 For forms, check to see if users can manually override JavaScript by manually typing over the 

results. 



 

APPENDIX A – More Concepts 

 P.O.U.R (Perceivable, Operable, Understandable, Robust): are the concepts used for web 

accessibility. One of the best explanations given is at < http://webaim.org/articles/pour/ > 

 HTML (HyperText Markup Language): The main non-proprietary standard for providing 

information on the Internet. It gets its name from its most important and most characteristic 

feature, hyperlinks. The web (World Wide Web) is named from the conceptual web of 

documents being hyperlinked to each other 

 CSS (Cascading Style Sheets): Is used to add style information to modern HTML and was part 

of replacing the proprietary code extensions of Netscape and Internet Explorer. It gets its name 

from modern HTML supporting style code inside individual elements of a webpage, in the head 

section of the webpage, and as a separate style file linked to a webpage. 

 Dynamic HTML (a.k.a. DHTML) and AJAX: Allows webpages to dynamically change by 

using JavaScript, the standard programming language for web clients. Unlike most web 

standards, JavaScript is set by ECMA instead of W3C. JavaScript started out with many 

proprietary extensions from Netscape and Internet Explorer before it was adopted for 

standardization and became known as EMCAScript. JavaScript that is embedded in HTML is 

always run by the web browser (a.k.a. user agent) and not by a plug-in, so that should be your 

first choice of a client-side programming language if you have to use one.  AJAX differs from 

DHTML with the addition of web servers being able to send updates to users without users 

having to reload a webpage. 

 Plug-ins: Most web browsers require extra software to read PDF documents, Microsoft Word 

documents, Flash videos, etceteras. Plug-ins increase security issues and require their own 

security updates on users' computers. Flash is particularly problematic because there is no 

alternative to view Flash content. Adobe/Macromedia Flash is now also trying to trick 

Microsoft Windows users into downloading promotional software (just like Adobe Acrobat 

Reader and Oracle/Sun Java has been doing for a while), and has once again stop support for 

Solaris (not out of support) and older versions of Windows MacOS that are not in support. 

Adobe Flash has been notorious at using up memory and processor time, just like Java was 

notorious a decade ago. 

 Proprietary ($$$): Many formats are controlled by patent licensing rules even if they are widely 

available. Granicus uses H.264 video format, which is widely used on the Internet and many 

software programs can use it, but like DVD technology, it is actually restricted by patent 

licensing requirements. If the accessible disaster preparedness DVDs were sold to the city, like 

Granicus sells its services, The creator of the DVDs would have to pay a licensing royalty to a 

cabal of companies known as "DVD Forum" for the privilege of producing DVDs. Microsoft 

and Apple, big supporters of patent licensing, support the videos, but many third party software 

companies may not support it. Firefox web browser recently started natively supporting it after 

patent holders were pressured into opening up the licensing restrictions to make H.264 an 

actual standard. Before this, you had to use something like Adobe Flash to do the playback for 

Firefox. Granicus supporting non-proprietary video standards in addition to proprietary ones, 

like YouTube does might need to be done on the future. 

 Accessibility Guidelines and Laws: These are minimums. Organizations should strive to exceed 

those minimums. Do not get stuck on following the letter of the rules. Rules say that keyboards 



 

must be allowed to function with websites, but that doesn't mean that you should ignore mouse 

users to be "accessible". 

 Semantics and client versus server: The key is to expose the semantics of your content to the 

users, not client versus server. It is not important what code your web server is running to 

create web pages; what is important is what your web server is sending over the Internet to 

your users, including client-side scripts such as JavaScript. In other words, your server-side 

scripts do not affect users, but using client-side scripts to generate content do affect users, since 

they depend on the user's software to execute correctly. You know what your servers' 

configurations are, but you do not know your users' configurations. While for image maps, the 

opposite is true. You should use client-side image maps, not server-side image maps. The key 

is that server side image maps are mostly hidden from users, only sending responses to users' 

clicks, while client-side image maps are fully exposed to users' software. 

APPENDIX B – Applicable Laws 

Links are not given due to the fact that many websites that give the laws keep changing. 

To reduce confusion, much of the history and transition of the laws will mostly be avoided and the 

focus will be with the new laws that are coming out (still not formally finalized as of January 2016). 

1. Section 508 of the Rehabilitation Act 

This is the granddaddy of technology accessibility. Even with new federal and state laws, Section 508 

is still the keystone and is the one primarily used to justify accessibility standards and guidelines for 

technology. The United States Access Board creates the standards for Section 508 and have update 

them at least a few times over the decades to somewhat try to keep pace with technology. The 

standards (currently being finalized as of January 2016) are called “Information and Communication 

Technology (ICT) Standards and Guidelines”. They refer to W3C WCAG 2.0 for web portions of the 

standards. 

Pending update for Section 508: < https://www.access-board.gov/guidelines-and-

standards/communications-and-it/about-the-ict-refresh/proposed-rule/text-of-the-proposed-rule> 

2a. W3C WCAG 2.0 

This is not law nor written by a government agency, but will soon be (as of January 2016) enforced for 

Section 508. 

The World Wide Web Consortium (W3C), comprises of a range of private and public organizations, 

has been setting standards and guidelines (such as the HTML language) for the World Wide Web since 

the 1990’s. They are the de facto authority for webpage standards with the notable exception of 

JavaScript. Though their accessibility guidelines covers scripting, they do not say anything specific 

about JavaScript. Their current (as of January 2016) guidelines for website accessibility are called 

“Web Content Accessibility Guidelines 2.0”. This version has been set for many years, so it is already 

will established. It differentiates from the previous (1.0) version in that it is not specific to W3C 



 

technologies such as HTML, but instead is based on concepts (P.O.U.R.) that can be applied to various 

electronic information formats. 

WebAIM has its own version of WCAG 2.0 checklist which may help in learning it: 

< http://webaim.org/standards/wcag/checklist >. 

To get a good idea of how W3C WCAG 2.0 is organized go to: 

< https://www.w3.org/WAI/intro/wcag20 > 

2b. W3C ATAG 2.0 

This is the authoring tool equivalent of W3C WCAG 2.0. Authoring tools help people create content, 

media, or documents. Content management systems (CMS) can be considered to be an authoring tool 

if it helps generates content. 

This is not law nor written by a government agency, but the pending update of Section 508 (as of 

January 2016) will have requirements similar to ATAG 2.0 - Part B. Section 508 will explicitly refer to 

WCAG 2.0 web content, but also requires authoring tools to aid in creating accessible content, but 

does not actually refer to ATAG 2.0. 

< https://www.w3.org/TR/ATAG20/#part_b > 

3. Title II of the Americans with Disabilities Act (ADA) 

The Americans with Disabilities Act and its standards do not add anything specific to information 

technology, but does expand much of the Rehabilitation Act with Title II of ADA to include to include 

state and local governments regardless of federal funding. Though not explicitly, the city’s website is 

considered a “government service” under Title II. 

4. California Government Code Section 11135-11139.7 

Section 11135-11139.7 explicitly expands Section 508 to cover California state government, local 

governments that receive funds from the State of California, and those who contract with either. 

APPENDIX C – Semantics 

Visual View of a webpage Visual appearance will vary. 

 

Examples of Text Markups 

Computers are stupid machines! They only do what someone programs them to do. 



 

A.D.A. has been interpreted to cover commercial websites. 

Propositions simplify lengthen California's constitution. 

Examples of List Markups 

City Government Bodies 

City Council 

Legislative body of the city that comprises of representatives of the city's several districts  

Commissions 

Advisory bodies that provide advice to the city government on various issues. 

Top Three Stupid Mistakes People Make With Computers 

1. Forget to turn on the computer 

2. Try to pore in gas to get the computer to run 

3. Try to insert antibiotics when a computer infection warning appears 

City Services 

 City Payments 
o Parking Tickets 

o Utility Bill Payments 

 Forms and Permits 
o Building Permits 

o Film Permits 

o Birth/Death Records 

o Parking Citation Forms 

Commissioners Jan Feb Mar 

Bob Absent Present Present 

Joe Present Present Present 

Jill Present Present Absent 



 

Though this semantic tutorial uses tags based on HTML5, it is written in a form of pseudocode to 

make it more like PDF tagging which uses similar tags. 

 

<H1>Examples of Text Markups 

 <P>Computers are 

  <EM>stupid 

  machines! They only do what someone programs them to do. 

 <P> 

  <ABBR "Americans with Disabilities Act">A.D.A. 

  has been interpreted to cover the commercial websites. 

 <P>Propositions 

  <DEL>simplify 

  <INS>lengthen 

  California's constitution. 

<H1>Examples of List Markups 

 <H2>City Government Bodies 

  <DL> 

   <DT>City Council 

    <DD>Legislative body of the city that comprises of 

     representatives of the city's several districts 

   <DT>Commissions 

    <DD>Advisory bodies that provide advise 

     to the city government on various issues. 

 <H2>Top Three Stupid Mistakes People Make With Computers 

  <OL> 

   <LI>Forget to turn on the computer 

   <LI>Try to pore in gas to get the computer to run 

   <LI>Try to insert antibiotics when a computer infection warning appears 

 <H2>City Services 

  <UL> 

   <LI> 

    <H3>City Payments 

     <UL> 

      <LI>Parking Tickets 

      <LI>Utility Bill Payments 

   <LI> 

    <H3>Forms and Permits 

     <UL> 



 

      <LI style left 50%>Building Permits 

      <LI style left 50%>Film Permits 

      <LI style right 50%>Birth/Death Records 

      <LI style right 50%>Parking Citation Forms 

<H1>A example of Tabular Data 

<Table> 

 <TR> 

  <TH>Commissioners <TH>Jan <TH>Feb <TH>Mar 

 <TR> 

  <TH>Bob <TD>Absent <TD>Present <TD>Present 

 <TR> 

  <TH>Joe <TD>Present <TD>Present <TD>Present 

 <TR> 

  <TH>Jill <TD>Present <TD>Present <TD>Absent 

Tags used in Tutorial 
 

P  Paragraph  If other tags are not appropriate for a piece of text, 

       then it should be tagged as a paragraph. 

H1  Heading level 1 

H2  Heading level 2 

H3  Heading level 3 

EM  Emphasize 

ABBR Abbreviation 

 

DL  Definition List 

DT  Definition Term 

DD  Definition Description 

OL  Ordered List 

UL  Unordered List 

LI  List Item   A list item can contain DIV, 

       but list items cannot be group together with a DIV. 

Table Table 

TR  Table Row 

TH  Table Header cell 

TD  Table Data cell 



 

 Example of a fully styled webpage. 

 



 

The same page, but with styles and interactive scripts disabled by the user's computer. 

Notice that all the content linearizes, appearing as one long series of headings, lists,  

paragraphs, and images. Ideally, some images should not be present since their function 

is to take the visual place of headings, thus they should be inserted via styles over the 

headings. 



 

   



 



 

APPENDIX D – Accessibility Tools 

This is not a comprehensive list of accessibility tools, but is a survey of accessibility tools. 

1. Lynx 

Lynx is a text (command line) based web browser that only displays text. It is design to be powerful in a 

hard-core UNIX command-line short of way, so it can be a little difficult to use. It is use in automation 

and by Braille display users, so you know it is reliable and good for accessibility testing. It is free and is 

available for virtually every operating system. In Microsoft Windows, though it is available as a Win32 

executable, it runs in the Command Prompt window. 

The key advantage of Lynx is that it gives you a more semantically accurate view of webpages, since it 

doesn’t get hung-up on a graphical user interface and support for more complex features that do not add to 

accessibility. One time, I was testing the city’s navigation menu with fragment links with JAWS and 

Internet Explorer and I was visually moved to the middle of the next webpage, but JAWS was reading the 

beginning of the next webpage. In Lynx, the same link moved to the top of the next webpage instead of 

the middle, just like JAWS did. 

2. Color Contrast Checker 

Note that some contrast checkers compare font (text) color to background color do not correctly check 

images that are used as background. If you manually sample colors with an eye-dropper tool, you might 

get erratic results in color samples, since most operating systems now modify the appearance of text to 

optimize to the screen (anti-aliasing). WCAG 2.0 Techniques do state that when text is aliased, you need 

to get a color sample from a few pixels inward from the edge of a character. The problem with this is that 

text is often only a single pixel thick. 

 WebAIM Color Contrast Checker (http://webaim.org/resources/contrastchecker/): takes HTML 

color hexadecimal values and gives back contrast ratios and WCAG compliance indicators. You 

manually input the color value, so you probably need to use an HTML code viewer to help you get 

those values from your webpage. 

3. HTML Code Viewers 

HTML code viewers help people review the code of webpages. 

 Firefox and Firebug (Mozilla): Mozilla makes Firefox web browser and variations of it. Firefox 

has a built-in HTML viewer that provides a hieratical view of the code and highlights 

corresponding parts of a web page and its code, similar to Dreamweaver, but is freeware. There is 

an add-on available for Firefox, called Firebug, which is similar to Firefox’s built-in capabilities, 

but is a little different. Firebug is not made by Mozilla, but is Freeware and runs on Windows, 

Macintosh, and Unix/Linux systems like Firefox. 



 

4. Accessibility Checkers 

Accessibility Checkers are tools that help you with checking for accessibility issues by analyzing the code 

of your webpages and spotting parts of the code where problems are likely to be. This process simply 

helps you review by knowing where to pay extra attention, but since there are many judgment calls and 

other decisions that only a human can currently make, it is still a highly manual process. 

 WebAIM WAVE (Web Accessibility Evaluation Tool) (http://wave.webaim.org) 

5. Code Checkers (Markup Validator) 

Markup Validators are tools that check the HTML or possibly other markup languages used in a webpage. 

Such tools don’t specifically check for accessibility; they check for syntax of the markup language(s). 

Correct syntax is an essential prerequisite for accessibility. 

 W3C Markup Validation Service (https://validator.w3.org/) 

This page does HTML validation, but has links for W3C’s other validators for other markup 

languages. 

APPENDIX E – References 

For more technical information, refer to W3C and WebAIM. Much of the information in this document is 

based on their information. 

1. W3C 

World Wide Web Consortium is the organization that set the language standards for web pages (HTML 

[semantics] and CSS [style]), not just accessibility. They design accessibility into the language standards. 

This why learning proper coding of web pages is essential for good accessibility. Note that JavaScript, the 

scripting language for webpages, is not established by this organization. Unlike government, they don't 

have the power of law, and thus their standards don't have same life cycle as government guidelines. New 

versions don't kill off older versions, and are labeled as "Recommendation". 

2. WebAIM (Web Accessibility in Mind) 

WebAIM is a non-profit organization based at the Center for Persons with Disabilities at Utah State 

University. WebAIM's mission is to expand the potential of the web for people with disabilities by 

providing the knowledge, technical skills, tools, organizational leadership strategies, and vision that 

empower organizations to make their own content accessible to people with disabilities. 

(Excerpts from http://webaim.org/about/) 
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CITY OF PASADENA 
ACCESSIBILITY AND DISABILITY COMMISSION 

 

 

May XX, 2016 

 

City of Pasadena Council 

100 N. Garfield Avenue, Room S228 

P.O. Box 7115 

Pasadena, CA 91109-7215 

 

Re: Internship Opportunities for Students with Disabilities  

 

Dear Councilmembers, 

 

The employment rate of people with disabilities in the State of California is 38.9% lower than 

the employment rate of people without disabilities in the State of California.
1
 This means that of 

the approximately 16.5 million people who are employed in our state, only 669,206 are people 

with disabilities.  

 

Many students seeking to enter the workforce expand their employment opportunities by 

participating in internships. Internships provide students the chance to gain practical work 

experience and transferrable skills, accumulate evidence of their abilities, gain confidence, and 

develop important professional networks. The City of Pasadena is uniquely positioned to offer 

both paid and unpaid internships to students with disabilities.  

 

The Accessibility and Disability Commission recommends that information related to internship 

opportunities with the City comply with the following: 

 

1) Include a non-discrimination statement on any advertisement or application. The 

statement should be consistent with the non-discrimination statement in use by the City 

of Pasadena Human Resources Department at that time. 

2) State the following in a conspicuous location on any advertisement or application: “This 

publication is available in alternative formats. Please contact _______ at _______ for 

more information.” 

                                                           
1
 This statistic compares civilians with and without disabilities between the ages of 18-64 who live in the 

community. Annual Disability Statistics Compendium. http://disabilitycompendium.org/statistics/employment/2-1-

civilians-with-disabilities-ages-18-64-years-living-in-the-community-for-the-u-s-. Accessed April 15, 2016.  

http://disabilitycompendium.org/statistics/employment/2-1-civilians-with-disabilities-ages-18-64-years-living-in-the-community-for-the-u-s-
http://disabilitycompendium.org/statistics/employment/2-1-civilians-with-disabilities-ages-18-64-years-living-in-the-community-for-the-u-s-


 

3) Post all advertisements and applications to the City’s website at a centralized location or 

on the web page for the department that will be supervising the internship position.  

4) Include the City of Pasadena Accessibility Issues Coordinator and contacts from disabled 

students programs in the City of Pasadena on any email lists used for the purpose of 

distributing advertisements and applications.
2
 

 

Thank you for considering these recommendations. We appreciate your support in our efforts to 

ensure that students with disabilities have equal access to internship opportunities with the City 

of Pasadena. 

 

Sincerely, 

 
Dennis Campos, Chair 
Pasadena Accessibility and Disability Commission 
 

 

 
 

                                                           
2
 Upon approval of these recommendations, a list of contacts will be provided to appropriate city personnel.  
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Pasadena Disaster Shelters and Persons with Disabilities: 
 

Guidelines for the City of Pasadena  
 
 

Pasadena Accessibility and Disability Commission 
 
 

Prior to the arrival of American Red Cross service providers, employees of Pasadena’s 
Department of Human Services and Recreation set up and manage disaster shelters 
that provide safety, food, places to sleep, information and comfort for the City’s evacuee 
residents and visitors.  
 
This paper is intended as a resource for the City of Pasadena, especially for the 
Department of Human Services and Recreation, in planning for shelter-based services 
during the hours and days immediately after an emergency or disaster. It focuses on 
accommodations within these shelters that are needed by people with disabilities.  
 
 

A. Pasadena Accessibility and Disability Directives Related to Service to 
People with Disabilities in City Disaster Shelters 
 

The Pasadena Accessibility and Disability Commission has recently passed two sets of 
recommendations that directly apply to services to people with disabilities in City 
disaster shelters. These recommendations are included below.  

 

1. Advance Planning for Service to People with Disabilities in City Disaster 
Shelters (March 22, 2016) 

 
a. The Pasadena ADA Coordinator will serve as consultant for City 

committees/employees charged with responsibility for (1) developing 
policies and procedures related to City disaster shelters; and (2) selecting 
sites to be utilized for evacuees when shelters are needed after an 
emergency or disaster. 

 

b. The Pasadena ADA Coordinator will conduct periodic workshops to orient 
Department of Human Services and Recreation and other City employees 
to their roles regarding service to people with disabilities at City disaster 
shelters.  

 

c. Working with the Pasadena ADA Coordinator, the Department of Human 
Services and Recreation will develop and maintain a policies and 
procedures notebook that will be used to train and to guide Department 
employees and other City employees, who provide services to people with 
disabilities in City disaster shelters.  

 



 

d. Working with the Pasadena ADA Coordinator, the City will identify and 
rank multiple sites for potential use as disaster shelters. These sites, to 
the greatest possible extent, will comply with ADA standards in offering 
accessibility for disabled persons. 

 
2. Communication in City Disaster Shelters (February 23, 2016) 

 
a. Each venue selected for use as a disaster evacuation shelter will have 

one or more sound amplification systems serving auditoriums, 
gymnasiums and/or other rooms where beds will be provided for 
evacuees. Each of these rooms will also have a large-size bulletin/white 
board that can be used to provide emergency information for evacuees. 
 

Sound amplification systems in disaster evacuation shelters will include 

wireless microphones that can be used by evacuees to address questions 

and comments to persons who are providing information. 

 
b. Three or more portable “disaster communication kits,” similar to those 

routinely used by FEMA, will be made available to Department of Human 
Services and Recreation employees to offer communication services to 
people with impaired  hearing and vision at evacuation shelter centers.  
These kits will contain: (1) amplifiers and assistive listening devices (e.g. 
Williams Sound Pocket Talkers) to facilitate one-on-one conversations 
with hard of hearing persons; (2) TDY and caption telephones; (3) iPads 
with apps that enable voice-to-text communication, and also that enable 
Video Relay Service (which allows evacuees who use American Sign 
Language to communicate on the Internet in real-time with certified 
signing interpreters; (4) magnifiers for people with low vision; (5) 
information in  Braille. 

 
To assure the availability of electrical power for communication devices 
that require electricity, the City will provide generators for shelters  
 

B. “Etiquette” Guidelines for City Employees in their Relations with Disabled 
Persons3 

- When helping a disabled person who has fallen, avoid grabbing the person and 
getting him or her to their feet or back into their wheelchair or scooter.  First, ask 
how you may help; and let them have a few moments to check out their bodies 
and where they are in space and what process is needed to get back to being 
mobile.  Then follow their instructions. 

 
 

                                                           
3
 Authored by Robert Gorski, Pasadena ADA Coordinator, 2016 

 



 

- When physically helping someone walk from one place to another, avoid 
grabbing the person’s arm and pushing them forward.  Instead, ask how you 
should assist the person.  Typically, helping works best if you let the person have 
your arm or shoulder and you walk slightly in front as you both move forward 
together.  If the person is visually impaired, point out obstacles or hazards that 
are in the path before you get to them. 
  

- When communicating with a person whose speech is impaired and difficult to 
understand, avoid raising your voice and saying “What? What?”  This tends to 
confuse and intimidate the other person.  Instead, keep your voice normal in 
volume, tell the person you are having trouble understanding him or her, and 
then repeat back as much as you understood of what the person said.  Then you 
and the person can concentrate on what is not getting communicated. 
 

- People with disabilities need to have their disability equipment with them at all 

times, even when under arrest.  The ADA prohibits separating a person with a 

disability from his or her adaptive equipment.   

- A service animal may go wherever the disabled owner goes, with very few 

exceptions.  The exceptions are significant concerns for health and safety – but 

the mere presence of a service animal in a restaurant, for example, does not 

constitute a significant health concern.    In general the ADA permits only two 

questions to be asked of a person with a service animal:  Is that a service 

animal? What service related to a disability is the animal trained to 

provide?  Follow-up questions are permitted if the stated “service” is vague or not 

understandable.  Also, questions are allowed if the animal is off-leash while not 

providing a trained service and local ordinance requires animals to be on-leash in 

public areas. The concept of “trained to provide” is important because the mere 

presence of an animal – even though it may comfort or calm a person – does not 

qualify the animal as a service animal.  Training need not be done by a 

professional organization.  Service animals may be trained by the owner with a 

disability or some other person.  Owners of service animals are not required to 

carry certification or to have their animal display any sign or marking indicating 

the animal is a service animal. 

- The more recent 2010 DOJ brochure on service animals briefly discusses the 

issue of animals off-leash and provides an illustration of when it must be allowed.  

Generally, people with service animals must observe local leach ordinances.  

 
A. Functional Needs Focused Care and Shelter Checklist    

 

The Commission recommends that staff involved with planning and operating 
disaster shelters be familiar with a 16-page booklet authored by June Isaacson 
Kailes, Disability Policy Consultant.  This comprehensive checklist is included by 
permission from its author. It can be accessed on the Internet at 
http://www.jik.com/shelter_checklist_V17%2004.14.pdf.  

http://www.jik.com/shelter_checklist_V17%2004.14.pdf

