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NDRN ACCESSIBILITY PROTOCOL 
 (Approved by Board of Directors 7/22/10)  

 
 

NDRN is committed to ensuring full accessibility for persons with disabilities in all of its 
activities. NDRN will comply with all requirements of the Americans with Disabilities Act 
(the “ADA”). This policy extends to all NDRN and TASC sponsored training and 
technical assistance services, including subcontracts, and public information activities 
as well as all NDRN employees. NDRN will require that its contractors and consultants 
also provide services on its behalf in a fully accessible manner.  
 
It is the intention of the Board that NDRN has a reasonable accommodation policy that 
can be revised as necessary. 
 
1. Commitment to Accessibility 
 

A. NDRN and TASC sponsored conferences, trainings, and on-site meetings will be 
held in facilities which meet the American with Disabilities Act Accessibility 
Guidelines (ADAAG) to the maximum extent possible.  
 

B. Event announcements, fliers, invitations, and registration materials will include: 

i. Information regarding how to request reasonable accommodation requests 
and that requests should be made at least two weeks before the event; and  

ii. A statement that NDRN will attempt to accommodate participants who 
request a reasonable accommodation after the deadline for making requests; 
however, NDRN cannot guarantee accommodations for those who make late 
reasonable accommodation requests. 

C. Individuals who have concerns about the accessibility of a NDRN or TASC 
sponsored event should contact the Deputy Executive Director for Training and 
Technical Assistance (the “DED/T&TA”). When personally contacted about an 
accessibility concern, the DED/T&TA or designee will attempt to address the 
individual’s concern in a timely manner. 

2. Sign Language Interpreters and CART 

A. NDRN will have certified and qualified interpreters or CART available for all 
NDRN and TASC sponsored events to the extent feasible when:  

i. The event is open to the general public and there is no pre-registration or 
other mechanism provided for making reasonable accommodation 
requests in advance of the event.  

ii. The event is open to the general public and:  (a) pre-registration or 
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another mechanism is provided for making reasonable accommodation 
requests in advance; and (b) NDRN receives a request for interpreter 
service at least two weeks prior to the event.   

B. NDRN will attempt to accommodate participants who request an interpreter after 
the deadline for requesting accommodations but cannot guarantee services to 
those who make late requests. 
 

3. Hotels 
 
A. NDRN shall enter into contracts only with hotels that are in full compliance with 

the ADA’s accessibility requirement relating to public accommodations (Title III of 
the Act) in order to ensure that all participants in conferences and other events 
sponsored by NDRN or TASC will not be restricted, based on their disability, from 
enjoying full access to the goods, services and facilities provided by such hotels. 
Specifically, NDRN shall require that any such contract entered into with a hotel 
will contain provisions that: 
 

i. Ensure that guest rooms, meeting rooms and all other facilities and 
services provided by the hotel are fully accessible (or will be by the time of 
the event) in compliance with Title III of the ADA, its implementing 
regulations and any other relevant requirements or guidelines established 
by responsible Federal or State government agencies.  

ii. Appropriate remedies be provided to NDRN and/or event participants in 
the event that the hotel fails to assure compliance with the ADA’s 
accessibility requirements. 

B. Prior to entering into a contract with a hotel for NDRN or TASC sponsored 
events, a qualified NDRN staff member or another individual designated by 
NDRN shall make an independent determination that the hotel is (or will be by 
the time of the event) fully accessible.  
 

C. When making hotel reservations for an individual with a disability, the NDRN 
employee making the reservation shall notify the hotel about:  
 

i. The individual’s disability-related accommodation needs; and 

ii. NDRN’s accessibility protocol regarding hotels. 

iii. If an individual with a disability stays at a hotel for a NDRN training or 
business activity which was inaccessible to the individual because of his 
or her disability, the individual should report the incident to the DED/T&TA.  

D. Upon receipt of information that a hotel did not provide an accessible room that 
was needed, failed to provide a necessary accommodation, or was otherwise 
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inaccessible:  

i. The DED/T&TA or designee will contact the hotel to explain the incident, 
review with the hotel NDRN’s accessibility protocol regarding hotels, and 
inform the hotel that NDRN will not use the hotel in the future unless the 
problem is satisfactorily resolved.  

ii. When warranted, NDRN or someone on NDRN’s behalf will conduct a site 
survey of the hotel, and NDRN will notify the hotel in writing of any 
identified accessibility problems. 

iii. Patronage of the hotel will be resumed only when the hotel has notified 
NDRN in writing that all accessibility issues have been addressed and 
resolved, and NDRN or someone on NDRN’s behalf has verified that 
information.  

E. If any employee, consultant, volunteer or NDRN Board Member notices non-
compliance with the accessibility standards identified in Paragraph A above by a 
hotel previously notified of an accessibility problem, that hotel shall be placed on 
a list of hotels not to be used by NDRN.  

F. Where possible, when signing contracts with hotels, NDRN should insert a 
liquidation clause should problems of accessibility emerge.  
 

G. NDRN will ensure that the hotel is aware of NDRN’s commitment to scent free 
events.  
 

H. NDRN will identify an area at training sites for service animal relief, and educate 
NDRN staff on the protocols for interacting with service animals. These protocols 
include the following: 
 

i. Before touching or interacting with a service animal, request the 
permission of its owner to do so.  

ii. Frequent petting or provision of treats might distract a service animal from 
its duties. 
 

4. Transportation 
 
A. Whenever NDRN provides transportation services for its employees, consultants, 

volunteers or NDRN Board Members, the transportation provided will meet all 
known and reasonably anticipated accessibility needs.  
 

B. When making travel arrangements for an employee, consultant, volunteer or 
NDRN Board Member with a disability, the NDRN employee making the travel 
arrangements shall notify the travel company about: 
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i. The individual’s disability-related accommodation needs; and 

ii. NDRN’s accessibility protocol regarding travel. 

C. Consistent with the requirements of the ADA, under no circumstances will NDRN 
staff suggest that an individual be lifted or transferred from a wheelchair or other 
mobility device nor will any NDRN staff attempt to lift or transfer an individual 
from a wheelchair or other mobility device. 

5.  Materials: Conferences, On-Site Training, Face-to-Face Meetings 

A. All materials (e.g., agendas, handouts, PowerPoints, evaluation forms) that are 
provided to participants in connection with NDRN and TASC conferences, on-site 
training events and face-to-face meetings must meet NDRN’s accessibility 
standards which are set out in the most current version of the NDRN/TASC 
Accessibility Guidelines for Speakers. Any questions or concerns about 
NDRN’s accessibility standards should be communicated to the DED/T&TA.  

B. All materials will be made available in electronic and large print (18 point font) 
versions. On request, they will be made available in other alternative formats 
(e.g., Braille) as required by participants.  

C. Materials should be made available to participants either in advance or on-site.  

D. Transcripts will be made available contemporaneously for any electronic audio 
training materials (e.g. CDs, DVDs) that are used and for any video/DVD used 
that is not close captioned. 

E. Individuals who have questions or concerns about the accessibility of NDRN and 
TASC training materials should contact the DED/T&TA or that person’s designee. 
The DED/T&TA or designee shall resolve the individual’s concerns or work with 
the individual to develop a plan to resolve his/her concerns in a timely manner. 

F. The agenda should specify a contact person for resolving accessibility questions 
and concerns. 

6. Teleconference and webcast (live and pre-recorded) training events. 

A. All materials (e.g., agendas, handouts, PowerPoints, evaluation forms) that are 
provided to participants in connection with a NDRN or TASC training via  a 
teleconference or webcast must meet NDRN’s accessibility standards which are 
set out in the most current version of the NDRN/TASC Accessibility Guidelines 
for Speakers. Any questions or concerns about NDRN’s accessibility standards 
should be communicated to the DED/T&TA.  

B. All materials will be made available in electronic and large print versions. 
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On request, they will be made available in other alternative formats (e.g., 
Braille) as required by participants. The agenda should specify a contact 
person for resolving accessibility questions and concerns. 

C. When feasible, materials should be made available several days in 
advance to persons who registered for a teleconference or webcast in 
order to provide time for participants to: (a) create their own alternative 
formats; and (b) submit requests to NDRN for alternative formats and 
have them resolved. 

D. Generally, teleconferences and webcasts should be limited to two hours in 
length.  

E. During a teleconference or a live webcast, the moderator and presenters: 

i. Ensure that participants are hearing clearly at the start of the 
training and at other times as indicated. 

ii. Ensure that only one person speaks at a time. 

iii. Ask participants, and reminds them as needed, to first identify 
themselves by name when they speak. 

iv. Ask participants, and reminds them as needed, to speak clearly 
and at a moderate speed.  

v. Repeat what a participant has said when there is any problem with 
clearly hearing what was said. 

F. The moderator and presenters are encouraged to address agenda items 
in their specified order to help participants follow the presentations. 

G. Individuals who have concerns about the accessibility of a teleconference 
or webcast training should contact the moderator. The moderator shall 
provide an initial response within three (3) business days and, within that 
timeframe either resolve the individual’s concerns or work with the 
individual to develop a plan to resolve those concerns in a timely manner. 

H. When a teleconference or webcast is recorded for subsequent distribution 
via the TASC website and Listservs or other means, transcripts shall be 
made available contemporaneously with the audio version. Transcripts 
must comply with NDRN accessibility standards pursuant to 5(A), above. 

7. Websites 

 At a minimum, the NDRN and TASC websites will maintain Federal Government 
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Section 508 Accessibility Standards for Digital Documents which are monitored 
with the use of the 508 accessibility checking software. NDRN also strives to 
comply with the World Wide Web Consortium (W3C) guidelines for web site 
accessibility issued as a part of the W3C’s Web Accessibility Initiative.  

8. Architectural Access: NDRN Office Space 

A. NDRN’s office space shall meet the District of Columbia Building Code (DCBC) 
and the Americans with Disabilities Act Accessibility Guidelines (ADAAG) and 
related access regulations.  

B. Aisles, hallways, and work areas shall be kept clear of obstructions. 

C. Kitchen utensils and appliances (e.g. microwave, coffee pot) are to be kept on a 
countertop or table top that is accessible to persons who use wheelchairs. Efforts 
will be made to purchase kitchen appliances which have easy to use controls. 

D. NDRN shall have at least one copy machine, fax machine, and printer which is 
accessible to individuals who use wheelchairs. ? 

E. General office supplies and commonly used materials and forms should be 
accessible to individuals who use wheelchairs. 

F. Due to space issues in offices, employees with disabilities may sometimes 
require assistance to access office equipment or office supplies. Assistance shall 
be immediately provided upon request.  

G. Individuals who have concerns about office accessibility shall provide the Deputy 
Executive Director for Finance and Administration (DED/F&A) with information 
about their concerns. The DED/F&A shall resolve the individual’s concerns or 
work with the individual to develop a plan to resolve the concerns in a timely 
manner.  

9.  Publications 

A. NDRN and TASC publications – including but not limited to Q&As, Fact Sheets, 
LegalEase, the TASC Update, and annual reports  --  must meet NDRN’s 
accessibility standards which are set out in the most current version of the 
NDRN/TASC Accessibility Guidelines for Speakers.  

B.  Any questions or concerns about NDRN’s accessibility standards for publications 
should be communicated to the DED/T&TA. 

 

 


