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Introduction

Dear Colleague:
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or our state, committee or personal offices to take part and engage in our daily

dialogue, it i s important that we accommodate individuals who have a wide

variety of accessibility needs. This may include someone who uses a wheelchair,

has difficulty hearing or seeing, or even has respiratory issues. Ensuring our

ability to interact and assist people with accessibility needs requires that we are

prepared, in advance, to meet their needs with everything ranging from

appropriate language and basic etiquette to guaranteeing they are included in

our emergency preparedness plans to both cosidering and providing for visitors

in the design of our rooms and buildings.

This manual will assist you in preparing for visitors who would appreciate the
time and attention your office and staff can offer to better help them, make sure
they are comfortable, and ensue that their time in Washington, D.C. is as
enjoyable and informative as possible.

With this in mind, we submit to you a revised, improved, and updated version of
the Accessibility Manua I* in recognition of the 20" Anniversary of the
Americans with Di sabilities Act (ADA), which took place on July 26, 2010. |
hope the material contained in this manual will serve as an invaluable resource
for the Senate family .

Sincerely,

A

Michael B. Enzi

United States Senator
*This is nota legal document and does not purport to give legal advice or impose legal obligations. To the
extent any suggestions in these Guidelines are inconsistent with any procedures the U.S. Capitol Police
(USCP), the Office dPolice OperationsSecurity and Emargency Preparedned®QSEP),the Office of
Congressional Accessibility Servicespther similar congressional entities establish, the procedures
established by those entities are controlling.
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General Accessibility

The Capitol Complex is a diffit facility to navigate. The next few pages of the manual
include services to help people with accessibility needs navigate the Capitol Complex
better. In providing accommodation®y dot assume you know what the individual

wants. Always ask and proviagptions.

Accessible Tour s

T All public tours of the Capitol offered by Visitor
Services in the Capitol Visitor Center (CVC) are
accessible. In addition, tours are offered by the
Office of Congressional Accessibility Services (OCAS)
(2022244048 Crypt of the Capitol). OCAS staff can
also assist in making staff-led tour s accessible.

1 What is the difference between the public tours and
those offered by OCAS? OCAS tours can be
customized to meet the needs of the individual(s) with disabilities. For
example, for someone who is blind, OCAS can give a tour that is more
descriptive. The choice to take a tour with OCAS should always be made
by the individual with the disability. To get more information about
OCAS and the services they offer:

o From Webster ODEOwWOOwUT 1 w?21 UT T EQUWEUwW UOQU~» u
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o Do not hesitate to call OCAS with any questions.

1 Brochures in alternative formats are available in the Capitol and the CVC.
(OWEEEDPUDPOOOW. " 2wxUOEUEI UwWE wEAOET UUI w?6E
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information on most major tourist attractions in Washington DC. Visitors
may find this information to be helpful in planning their visit. Copies of
Washington Highlights are available from OCAS.

Accessible Parking
1 For visitors with accessibility needs, offices may arrange accessible
parking for visitors coming to their offices for appointments by contacting
the Sergeant at Arms Parking, Transportation and Fleet Operations office
at 4-8888.
1 If constituents or large group s of people visiting the Capitol Complex
have accessibility needs that prevent easytravel from Union Station,



Garfield Circle or Peace Circle, vehicle access or transportation into the

Senate Perimeter can beequested through the Sergeant at Arms office.
0 %UOOwW61 EUUI UWEOPEOWOOWUT T w?21 UT 1 EOQUWEC
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o For more information, please visit

http://webster.senate.gov/SenateCampusAccess/

There is a shuttle service that is operated by the Visitor Services office

between Garfield Circle (where buses drop off visitors) and the CVC

entrance. Shuttle rides are also available from the CVC to Peace Circle

(where tour b uses pick up visitors). Questions about the shuttle service

can be directed to OCAS.

Wheelchair Loans
Wheelchair loans are available for staff, interns and visitors from OCAS.
Staff and interns should visit the OCAS office in the Crypt of the Capitol
to borrow a chair.
The CVC also has wheelchairs that can be borrowed at the Coat Checks
counter just inside the entrance of the CVC. They are available for
constituents on public tours or visiting the House and Senate Galleries.

Accessible Restrooms
There is at least one accessible restroom on every floor in every Senate
office Building. Staff should know where the closest accessible restrooms
are in relation to their office.

Accessible Entrances (D oes not include the Capitol Visitor Center)
Accessible ertrances are located throughout the Capitol Complex. Below
is a helpful map that highlights accessible entrances located throughout
the Capitol, Senate and House Office Buildings. The location of accessible
entrances for Senate Office Buildings are:
- Dirksen ¢ Corner of First Street NE, and C Street NE
- Hart ¢+ Second Street NE, midway on the block between C
Street NE and Constitution Ave. NE
- Russellt Corner of Delaware Ave. NE and Constitution Ave.
NE


http://webster.senate.gov/SenateCampusAccess/
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Options for Individuals who are Hard of Hearing
Assistive  Listening Devices (ALDs) are
amplification instruments designed to increase
sound in many listening situations. There ae
different kinds of ALDs that can be used in a
small meeting, during a tour, or at a committee
hearing.

OCAS has anFM System which is available for
short-term use by staff and visitors. Contact
OCAS for more information about ALDs .
Induction Loop s are another alternative used to provide sound

EOxOPIi PEEUPOOwW DOwW OOUUwW 21 OEUT wilEUDOT wUuCl
UPDPUET » Ow oUthe®d I hEa®rg Oatdw o© Gachlear implant can

automatically access this frequency for direct amplified sound input.

Gallery #6 in the SenateGallery also has an Induction Loop. For more

information about Induction Loops in the Senate contact the Architect of

the Capitol (202-228-1793 http://www.aoc.gov/ )

3T T w21 UT 1 EOUWEUwW U Cap help gou énGecstam@dww2 OUE D O w
television broadcasts of Senate activities and committee hearings are made

accessible to people who are deaf or hard of hearing through the use of

Real Time Captioning. For more information contact the Recording Studio

at 202224-4977.

Options f or Individuals who are Deaf
When requested, it is suggested that a Senate
Committee, state or personal ofiice provide sign
language interpreters for constituents. For
Ul UUPOOUWEEOUUwWEwW21 OEU
the law to provide any accommodation, contact
the Senate Chief Counsel for Employment at 202
2245424, |
Sign language interpreters are available for
official Congressional business, including staff meetings, press
conferences, instructional classes, job interviews from OCAS (202224
4048).
Sign language interpreters are also available for witnesses at hearings
The provision of sign languag e interpreters for audience participation at
committee hearings is the responsibility of each individual committee.
OCAS can help Senateoffices and committees with securing qualified sign
language interpreters.

JWOEODT EU



http://www.aoc.gov/

Offices are encouraged to catact OCAS to receive a list of interpreting
service providers for their state and district offices.
Please be aware that outsideservices contracted to provide
communication access should be with certified vendors and must be paid
with the appropriate office budget.
A form to schedule an interpreter can be obtained online at OCAS.

o %UOOw6T EUUI UwUI EVUET wi OUw? EEI UUPEDPODUA
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o Call OCAS in inquire about services before submitting an

interpreter request form.
0 Pleasemake requests as far in advance as possible.However, do
not hesitate to call OCAS for immediate assistance if needed.

Teletypewriter (TTY) : Both training and support are offered by OCAS.
OCAS also offers monthly functionality checks if requested by an office.
Vid eo Relay Interpreting services are available through the Federal Relay
Service (FRS) (80@877-8339,www.gsa.gov/frs ) The FRS is available for use
by Federal employees as well as members of the general public who wish
to contact a Federal entity. It allows equal communication access for
people with hearing and speech disabilities.
Communication Access Realtime Translation (CART) services are
available in the Washington, DC area as well as communities across the
United States. Please contact OCAS (20224-4048) forassistance in
securing these services.

Options for Individuals  with Low Vision or Who are Blind
Tactile Displays ¢+ These displays consist of hard
x OEUUPEwWDPOOEaAUwWUI OpbOiofu
Capitol Hil | and the surrounding area. These
displays are located in: The Crypt of the Capitol
(located directly below the Rotunda) , 1st floor of the
Hart Senate Office Building (located adjacent to the
Disbursing Office), and the South Capitol Street
Entrance of the Rayburn House Office Building .
Alternative Formats+t All brochures and other resource material are
available from OCAS in braille, large print, , and HTML (HyperText
Markup Language) . Remember to askthe individual with low vision or
who is blind what is needed becatse the individual may not read b raille.
Conversion ¢ To have a document converted to Braille, please contact
OCAS for guidance. They will assist with the conversion process after
which you will take it to the Printing, Graphics and Direct Ma il Office



http://www.gsa.gov/frs

(SD-G82, 202224-6138) PGDM requires approximately 7 days to produce
materials in braille.

Options for Individuals Who Request Accommodations

For help determining and fulfilling accommodation requests for Senate
employees or intern s, please ontact Jean Manning of the Senate Chief
Counsel for Employment (202-224-5424)
To requesttechnology equipment for Senate employees andnterns,
pleasecontact Jean McComish in theHuman Resources Department of the
Sergeant at Arms (SAA) Office. (SH-142, 22-224-2889).
For questions on physical accessibility, accessible entrances, accessible
hallways, etc. throughout the Senate office buildings contact Takis
Tzamaras (202224-2021) inthe office of Architect of the Capitol (AOC).
Furniture accommodations a nd ergonomic assessments are also provided
by the Architect of the Capitol . Please contacthe Superintendent's
Furniture Division ( 202-224-1213)
For further information on providing accommodations for Senate
employees and interns please visit (http://www.dol.gov/odep/ ).
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http://www.dol.gov/odep/

Emergency Evacuation Procedures

Evacuating staffinternsand/or visitors withaacessibility needposes unique challenges
in any work environment. It is particularly difficulbn Capitol Hill because of the large
number of visitors who may be aur buildings at any given time. Sta#ind internsmust
be familiar withspecificevacuaton proceduresWithin one week of hiringew staffor
interns, theoffice manager should contact Bé&ice of Police Operations, Security and
Emergency Preparedness (POSER)2-2286737)regardirg a briefing for evacuating
staff, interns owisitors with accessibility needs.

Prior to an Evacuation
1 Evacuations occur with little or no warning. It is
nearly impossible to predict staff, interns or EMERGENCY
Y B U b @xadi Uogation when an evacuation is

initiated. Office staff and interns should become
familiar with the locations of Emergency Staging ‘
Areas and Emergency Evacuation Elevators

throughout the Capito |, Senate Office Buildings,
Postal Squareand the CVC. Emergency staging
areasare marked with blue placards (pictured).

1 Make sure that emergency evacuation procedures are posted in each office
suite in areas acessible to staff interns and visitors. The exit route and
location of the emergency evacuation staging areas within the building
should be readily available to visitors as well as staff.

1 Each office should identify an evacuation leader who assists those with
accessibility needs in the event of an emergencylt is important to practice
emergency evacuation procedures with your staff and interns so they are
prepared in advance of an emergency situation.

STAGING AREA

Evacuation Elevator Procedures
1 Two elevatorsin each Senate office building havebeen designated as
emergency staging areas. The Capitol Visitor Center has six emergency
staging areas.
1 Capitol Police will take control of the e levator using special keys. Sarting
EQwUI | wEUDPOEDOT zUwl PTTT UOwi O60O6UOQWUT 1T woi i E
floor and look for individuals waiting at the emergency staging a reas.
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Emergency Call Boxes(pictured) are available at each
staging area, and provide two -way communi cation to
US Capitol Police. Press the silver button to activate the
device.

Most Emergency Evacuation Elevators are freight
elevators with the capability to hold more persons than
typical passenger elevators

Evacuation Checklist: For Staff, Interns and Visitors with Accessibility Needs
When you hear the alarm sound:

1.

The staff evacuation leader should locate staff, interns
and visitors with accessibility needs.
Take the VRU (Victim Rescue Unit) package, wireless
emergency annunciator/pager, and staff ID with you .
Move with your evacuation partner toward the closest
Emergency Staging Areato take the Emergency
Evacuation Elevator.
Upon arrival of the Emergency Staging Area, hit the blue Emergency Call
button that will directly connect you to the US Capi tol Police Emergency
Line.
If the nearest Emergency Staging Areaor Emergency Evacuation Elevator
is inaccessible, listen for guidance regarding the useof alternate elevators
from United States Capitol Police (USCP).
You may don your VRU anytime you feel threatened by smoke; however,
remember your best option is to relocate away from the threat.
VRUs are not meant to replace theescape hood In the event of a
chemical, biological, radiological or nuclear threat, and at the request of
the Capitol Police, escape hoods should be donned.
Wait for the USCP officer to arrive; if needed, have your buddy assist you
onto the Emergency Evacuation Elevator.

OEl wOOwWUT T wl O YEUOUOWUT 1T woOi i PET UwbbOOwWUE
where you can safely leave the bulding and report to your office
assembly area.
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Procedures to move to Internal Relocation Sites

Structural modifications have been made in select locations throughout the Capitol
Complex to allow for shoeterm (23 hour) sheltering in response tspératory threats.
In the event of a respiratory threat, the U.S. Capitol Police (USCP) may direct building
occupants to quickly report to these Internal Relocation Sites.

When you hear the alarm sound:
1. The evacuation leader should locate staff, interns and

visitors with accessibility needs. INTERNAL
RELOCATION
2. Take the VRU package, wireless emergency SITE

annunciator/pager, and staff ID with you.

3. Move with your evacuation partners to the closest
internal relocation site to you. These sites are marked dark brown placards

labeleE w? ( OU1 UOE O w l(gichr®Eabdvd). S@ftur2tie(Chpitol,
Capitol Visitors Center, Postal Square, or in the Page Dorm or Senate
Employee Child Care center follow direction of US Capitol Police.

4. During an internal relocation, elevators are still on normal operation. For
staff, interns and visitors with accessibility needs, please use the following
internal relocation sites:

HART - SH-216
DIRKSEN - SD-G50
RUSSELL- SR236, SR332, SR325, SR385, SR432, SR485
CAPITOL - Move to CVC via elevators
CVC - Shelter in Place
POSTAL SQUARE - Shelter in Place
5. If the nearestInternal Relocation Site is inaccessible, listen for guidance

regarding the use of alternate relocation sites from United States Capitol
Police (USCP).

If you have questions or concerns about accessibility options or need special
accommodations during any of the protective actions, please call POSEP at 8
6737.

13
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Emergency Evacuation Elevator Map ¢ The Capitol
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Emergency Evacuation Elevator Map ¢ The Capitol
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Emergency Evacuation Elevator Map ¢ Capitol Visitor Center
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Emergency Evacuation Elevator Map ¢ Capitol Visitor Center
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