(Department name) Procedures for Procuring Accessible Videos
These procedures are for complying with the Department of (Insert department name) Accessible Video Production Policy.  Videos produced by the Department of (Insert department name) will conform to the policy. These procedures guide the use of pre-existing videos. These procedures will be revised and updated to reflect advancements in technology and experience.  The procedures for in-house produced closed captioning, audio description, and pre-existing videos are as follows:

Captioning

The customer/client provides a written script. 

Captioning will follow industry norms.

If a written script cannot be provided, the Department of Labor and Economic Development’s Office of Media Technology (OMT) may be able to guide your department to service providers who can assist with this task.

A description of the availability of closed captioning, open captioning, or audio description will be listed on the DVD or video.

Lack of equipment or faulty equipment is not a reason to show inaccessible videos or DVDs.
Audio Description

Audio description (AD) should describe any visuals that significantly add to or enhance the message of the video. Audio Description International (ADI) standards are to be used.  These standards state: "Audio description is a means for providing access for people who are blind or have impaired vision. The purpose of audio description is to give people who are blind or have impaired vision a more complete picture of what is being shown, enabling them to appreciate and to share in the presentation as fully as a sighted person."

AD voice-overs for videos may be necessary.  AD voice-overs should only be present when there is no other audio narration on the video. Ideally, the AD voice-over should be performed by someone other than the person doing the regular narration on the video.

Audio description should be available on the Second Audio Program (SAP) channel.

If audio description cannot be provided on the SAP channel, the audio description on the video should be "open," or there should be an alternate video available with open audio description.

A description of the availability of closed captioning, open captioning, or audio description will be listed on the DVD or video.

Lack of equipment or faulty equipment is not a reason to show inaccessible videos or DVDs.

Vendor Usage/ Pre-existing Videos

If a video is requested to be purchased, procured, rented, or obtained through a contract facilitator for training, job enhancement, guidelines, or knowledge of duties the department should ensure that the video meets all the accessibility guidelines.

If the video is not accessible, the department should contact the producers of the video to request the alterations for accessibility.

If the producer wants to make the alterations, the time frames for completing the project are decided. 

