Exhibit A

BTS-3.04 ~ Captioning Of Video and Audio Materials

CAPTIONING OF VIDEO AND AUDIO MATERIALS
Administrative Rule Adopted by Council
ARC-BTS-3.04

Purpose

The purpose of this administrative rule to define the City’s captioning policy. The intent of the
policy is to increase the accessibility for individuals who are deaf or have hearing loss to City of
Portland video and audio content produced for external use. The City Council adopted
resolution #36940 on June 28, 2012 directing the development of an implementation plan and
cost information for captioning media. On September 12, 2012 Council accepted a report
conveying the implementation plan for captioning media produced by the City of Portland, which
directed the development of this administrative rule.

Scope

This administrative rule covers the video and audio content produced, distributed and posted by
City of Portland bureaus for external use. This rule applies regardless of whether the materials
are produced directly by a City bureau or by a third-party on behalf of the City bureau. This
rule also applies to these materials regardless of whether they are hosted on the City’s website
or another host server, excluding material posted directly to TRIM/Efiles. For purposes of this
rule, any reference to City bureaus’ websites is intended to include any third-party website
hosting City bureau-produced materials.

Policy

New Video and Audio Content

1, Video content produced by or for City bureaus for external use after the effective
date of this administrative rule must be captioned.

2. Under normal business operations, such video content must be captioned at the
time it is posted on the website.

3. In some circumstances, City bureaus can post uncaptioned video content and
provide a captioned version later, ideally within five working days.

4. In some circumstances, City bureaus can provide a written transcript instead of

captioning the video content. However, it is the intent of the City’s captioning policy
that most of video content posted by City bureaus is captioned rather than
transcribed, because captioning provides a better viewing experience for individuals
with hearing loss.

5. Audio content produced by or for City bureaus for external use after the effective
date of this administrative rule must be captioned or accompanied by a written
transcript.

6. City bureaus will provide captioning or transcription of their video and audio content

that accurately reflects the substance of those materials.

Existing Video and Audio Content
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1. City bureaus are encouraged, but not required, to produce and post captioned or
transcribed versions of their existing video and audio content that is significant
and/or which is frequently accessed by the public.

2. Nothing in this administrative rule alters the City bureaus’ responsibilities to respond
to requests from the public for reasonable accommodation to provide materials in an
alternate format.

Exceptions
The following types of City of Portland video and audio content are exempt from the
requirements of this administrative rule

1. External sources - Content produced by an agency other than the City of Portland.

2. Internal use - Content produced by or for the City of Portland for internal use (e.g.,
training or workplace information) by City employees.

3. Archival material - Media produced by or for the City of Portland that is posted
directly to TRIM/Efiles and not a City website.

4, User-generated content on social media.

Administrative Rule Review
The Office of Management and Finance is directed to conduct a review of this administrative rule
no less than one year from the effective date of the rule. The scope of the review will consider:

1. The impact of the administrative rule on improving the accessibility of video and audio
materials to individuals with hearing loss.

2. The impact on the volume and nature of video and audio content produced by City
bureaus.

3. An analysis of the methods used (captioning or transcripts) that City bureaus used to
comply with this administrative rule.

4. Financial and other impacts on City bureaus resuiting from compliance with this
administrative rule.

The goal of the review is to determine what changes, if any, should be made to the scope and
provisions of the administrative rule to best achieve the intent of the City’s captioning policy.

Responsibility
The Chief Administrative Officer of the City of Portland is authorized to approve, amend and/or
delete this administrative rule under BTS Admin Rule 1.02.

City Bureaus will be responsible for complying with this administrative rule to ensure applicable
content is captioned appropriately per the rule.

The Bureau of Technology Services will identify a standard set of software tools to be used for
manually captioning content. These standards will be published in the BTS Technology
Standards documents at https://www.portlandoregon.gov/bts/46940

Citywide Disclaimer
Language similar to the information below shall serve as a disclaimer and will to be posted on
the City’s website; all bureau websites should link to this central policy disclaimer.
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City of Portland
Captioning Practices

The City of Portland welcomes the public to view its websites, including video and audio content.
In August 2013, the City implemented a captioning policy in order to increase the accessibility
of video and audio materials to individuals with hearing loss. The details of the captioning
policy are outlined in BTS Admin Rule 3.04.

In compliance with the captioning policy, City of Portland bureaus will provide captioning or
transcription for video and audio content developed for public use after September 1, 2013,

Please note there may be video and audio content or links on City websites that are not
captioned or transcribed, e.g. content produced by community groups or another third-party for
their own purpose which have been included by the City to provide additional useful information
to viewers.

The City of Portland’s captioning policy does not extend to other organizations’ video and audio
content. The City does encourage all organizations developing video and audio content for
public use to consider captioning as a means of increasing access to individuals with hearing
loss.

History
Authorized by Resolution No. passed by Council August 14, 2013 and effective as of
September 1, 2013
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Exhibit B

City of Portland Captioning Policy — Cost Estimates
Report on the Results of Survey of City Bureaus

Background
This report conveys the results of an informal survey conducted by the Bureau of

Technology Services about City bureaus’ anticipated need for captioning external
(public-facing) video files and/or transcribing audio files in the coming year. This
survey was done to provide City Council with estimates of the financial impact
upon bureaus of the proposed City captioning policy, outlined in BTS Admin Rule
3.04. Council directed that OMF return to Council with a draft admin rule and the
cost estimates for their consideration and approval.

This report concludes with preliminary cost estimates of the financial impacts on
City bureaus of the proposed captioning policy. These estimates were
developed based on the bureaus’ estimated volume of materials they plan to
caption multiplied by the cost quotes from various vendors.

Key findings:

There were 25 bureaus that participated in the survey, as well as the offices of
the Mayor, City Auditor, and City Attorney.

Nine bureaus reported they have no plans for producing media subject to the
captioning policy in the next 12 months.

Preliminary cost quotes (per local vendors and web-based solutions):
e Transcription $2.75-$3.00 per audio minute
o Post-production captioning $10 per video minute
¢ Live to post-production captioning $150/hour (e.g., BPS currently pays
LNS $116/hour)
o Open captioning, an additional $50 per video to that above

Bureau Captioning Survey Results:

The survey asked bureaus to give a ballpark estimate that most accurately
reflects their anticipated workflow methods and the volume of external video
and/or audio files. Bureaus were asked to identify a range of total run-time
duration (in aggregate) that best fit their plans in producing external materials
over the next 12 months. Note: The survey responses from the City Auditor’s
Office reflect new materials that would be captioned under the requirements of
the captioning policy, primarily Council work sessions. The City Auditor’'s Office
already captions City Council meetings and receives funding in its budget for

- those costs. Therefore the cost estimates in this report for the City Auditor’s
Office reflect only the incremental increase in costs due to the City’s captioning

policy.

On the following pages are the survey questions and aggregate results:
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Q1.

Results:

For your bureau’s public-facing video and/or audio files you
plan to produce over the next 12 months, what means do you
expect will be your bureau's primary method to produce
captioning/transcription (Do-it-yourself vs. Contracted out)?

The bureaus expecting to produce more hours of materials plan to
contract out captioning services.
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Captioning Method

Est. Hours of | Number of Bureau Notes
content Bureaus DIY or Contracted
produced
annually
<2 5 60% DIY / 40% Contracted | Various Bureaus
2-5 9 33% Contracted / 66% DIY | Various Bureaus
5-20 1 100% Contracted Community Budget Office
20-50 1 100% Contracted FPD&R
50-100 3 100% Contracted BPS, PDC, City Auditor




Q2.

Results:
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For your bureau’s public-facing video and/or audio files you plan
to produce over the next 12 months, what is the total run-time duration
estimate (in aggregate)?

Bureaus with higher number of hours estimated are indicated
below.

Est. Hours of content | Number of Bureau Notes
produced annually Bureaus

<2

Various Bureaus

2-5

Various Bureaus

5-20

Community Budget Office

20-50

FPD&R

50-100

W= =21 OO

BPS, PDC, Auditor

Q3.

Results:

For your bureau’s public-facing video and/or audio files you
plan to produce over the next 12 months, what is the
percentage in total run-time duration (in aggregate) your
bureau is REQUIRED by charter or otherwise to produce/post
versus discretionary production/posting
(promotion/marketing)?

The City Budget Office, Portland Development Commission and the
City Auditor’'s Office all report a high degree of materials they are
required to produce for external audiences. While some offices
are required to produce certain materials, there is no requirement
that they post these on their website

Percentage of content | Number of Bureau Notes
required by charter Bureaus

<20% 16 Various Bureaus

20-50% 0

>50% 5 CBO, PDC, Auditor
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Preliminary Cost Estimates of Financial Impacts on City Bureaus

Assumptions:
e Preliminary cost estimates for the next 12 months only.

e Cost of DIY = staff time plus nominal cost of speech-to-text software.

e Cost of Contracting = average midpoint of range for total run-time duration X cost quote.

e Per minute cost quote applies to low volume video estimates (5 hours or less) at $10 per minute.

 Per hour cost quote applies to higher volume video estimates (more than 5 hours) at $150 per hour.
Est. Hours of content | Number | Estimated low cost | Estimated high cost Total City Costs (based on high

produced annually of per bureau per bureau estimate scenario and number of
Bureaus bureaus responding)
< 2 hours 5 $300 $600 $3,000
2-5 hours 9 $1,200 $3,000 $27,000
5-20 hours 1 $750 - $3,000 $3,000
20-50 hours 1 $3,000 $7,500 $7,500
50-100 hours 3 $7,500 $15,000 $45,000
Total 19 $85,500




