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The National 911 Resource Center is operated by Booz Allen Hamilton, Inc. under contract DTNH22-13-F-00446 with the National Highway Traffic Safety Administration (NHTSA) of the United States Department of Transportation (USDOT).  Previous versions of this document were produced by a separate contractor.
The goals of the National 911 Resource Center are to provide useful information and resources to public safety answering points (PSAPs) and 911 authorities, and to monitor the progress of 911 authorities across the United States in implementing more advanced 911 systems based upon next generation networks and facilities. 
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[bookmark: _Toc380963011]Acronyms List
The table below includes acronyms used throughout the policies and procedures manual.
	Acronym
	Definition

	APCO
	Association of Public-Safety Communications Officials

	CD-ROM
	Compact Disc, Read-Only Memory

	CMYK
	Cyan, Magenta, Yellow, Black

	COP
	Content Oversight Panel

	DPI
	Dots Per Inch

	E911
	Enhanced 911

	EPS
	Encapsulated PostScript

	FAQ
	Frequently Asked Questions

	GIF
	Graphics Interchange Format	Comment by Rachfal, Colby [USA]: Check this table against the table in data collection report	Comment by Rachfal, Colby [USA]: Double check

	JPEG
	Joint Photographic Experts Group

	NASNA
	National Association of State 911 Administrators

	NENA
	National Emergency Number Association

	NHTSA
	National Highway Traffic Safety Administration

	NRC
	National 911 Resource Center

	OCI
	Organizational Conflict of Interest

	OMB
	Office of Management and Budget

	PMS
	Pantone Matching System

	PPMC
	Policies and Procedures Manual Coordinator

	PSAP
	Public Safety Answering Point

	SME
	Subject Matter Expert

	TDD/TTY
	Telecommunications Device for the Deaf/Teletypewriter

	TIFF
	Tagged Image File Format

	TRS
	Telecommunications Relay Service

	URL
	Uniform Resource Locator

	USDOT
	United States Department of Transportation

	USPS
	United States Postal Service





[bookmark: _Toc380963012]Purpose & Applicability
[bookmark: _Toc380963013]Purpose
The purpose of the National 911 Resource Center (NRC) website is to provide three services to the 911 community.  The first is an information clearinghouse with access to publications, research studies, and other information that furthers the National 911 Program’s mission.  The second is operational assistance in response to queries from state and local 911 authorities and public safety answering points (PSAPs).  The third is a National 911 Profile Database for compiling information that can be used to measure and report on the progress of 911 authorities in enhancing their existing systems and in implementing more advanced 911 systems based upon next generation networks and facilities.
This document delineates the policies and procedures related to establishing, operating, and maintaining the NRC website and its related services.  It includes federal laws and rules with which the NRC must comply, as well as a variety of operational policies and procedures to ensure the proper operation of the NRC.
[bookmark: _Toc380963014]Applicability
These policies and procedures apply to the NRC staff, the Content Oversight Panel (COP), and designated subject matter experts (SMEs), as administered by the National 911 Program.


[bookmark: _Toc380963015]Information Clearinghouse
[bookmark: _Toc380963016]Content Oversight Panel
[bookmark: _Toc380963017]Policy
The project team shall make recommendations for membership, subject to NHTSA approval, to the COP to oversee NRC website content.  The National 911 Program shall appoint the membership.  The COP shall be responsible for implementing the policies and procedures governing content and shall be the final arbiter regarding the posting of all items of content.
[bookmark: _Toc380963018]Procedures
The criteria for membership on the COP include expert industry knowledge and experience; ability to critically assess the quality, objectivity, utility, and integrity of information being considered for inclusion on the NRC website; and knowledge and understanding of the federal laws and regulations governing the implementation, operation, and maintenance of the NRC.  The COP shall consist of five persons:
· One member from Booz Allen Hamilton (Booz Allen)
· One member from the National Emergency Number Association (NENA)
· One member from NHTSA
· One member from the Association of Public-Safety Communications Officials (APCO)
· One member from the National Association of State 911 Administrators (NASNA)
The Booz Allen representative shall serve as chair.
In the event of a vacancy, the program managers shall identify, recruit, and recommend another member to fill the vacant seat.  The replacement member will be subject to NHTSA approval.
[bookmark: _Toc380963019]Content Oversight Panel Meetings
[bookmark: _Toc380963020]Policy
The COP shall meet as frequently as required to meet the needs of the NRC, but not normally more than once a month unless circumstance dictates otherwise.
[bookmark: _Toc380963021]Procedures
Meetings may take place via teleconference or face-to-face.  COP meetings shall be governed by a formal agenda.  Approval or disapproval of any matter requiring a vote shall be by simple majority.  The COP chair shall prepare draft minutes and distribute them via e-mail within two business days.  The minutes shall be watermarked “draft” until approved, whereupon the watermark will be removed.  The transmittal e-mail shall note the deadline for response in the subject field, which will be seven business days hence.  The COP members shall indicate their acceptance of the minutes by responding “reply all” via e-mail.  The COP chair shall upload approved minutes to the website within two business days following approval.
[bookmark: _Toc380963022]Content
[bookmark: _Toc380963023]Submission of Requests for Content
[bookmark: _Toc380963024]Policy
The COP shall be responsible for all initial content and for reviewing/approving publicly submitted content.
The NRC will accept only electronic format documents. 
User content requests shall be submitted electronically via the Web form on the NRC website.  This includes content requests involving documents that exist only in paper format.
User suggestions for content on a topic that is not included in the NRC website shall be submitted in one of two ways: the content request Web form or the website’s feedback function.
[bookmark: _Toc380963025]Procedure
The NRC shall provide a Web form for users to submit requests to place items, information, or links on the website.  The form shall include fields for the following required information:
· Document content type
· Document title
· Document abstract
· Document key words
· Document category
· Document name
· Document publisher
· Date of published document
· User comments
· Name, affiliation, and contact information (telephone, e-mail, mailing address) of the person who submitted the content request	Comment by Rachfal, Colby [USA]: Follow-up with Jack to see if name and email address could be added 
· Disclaimer that states the submitter has the authority to authorize the publishing of this material and, if the material is copyrighted, the submitter has the authority to authorize it for posting on the NRC website
If a user makes a suggestion for content on a topic that is not in the NRC website using the website feedback function, the project staff shall forward the suggestion to the COP using the established procedure for processing content requests, as outlined below in Section 3.3.2.
If the COP agrees that the content would be valuable, it shall post the request on the “Notices” page of the website and solicit input from users on potential sources for information about the suggested content.
[bookmark: _Toc380963026]Tracking
[bookmark: _Toc380963027]Policy
All incoming content requests shall be tracked.
[bookmark: _Toc380963028]Procedure
The system shall automatically log all incoming content requests and give it a unique “ticket” number.  The log shall indicate the date and time of receipt.  The Web form shall remain with the log.	Comment by Richard Walsh: Review with Jack
The system shall generate an automatic receipt notice to the sender.  The notice shall inform the sender that s/he will receive further information about the disposition of the content request only if the COP determines that the document will not be posted on the information clearinghouse.	Comment by Richard Walsh: Review with Jack
The system shall automatically forward the content request, the intake log, and the document to the COP and the NRC administrative staff.	Comment by Richard Walsh: Review with Jack
Public content request submissions will not initially be available in the information clearinghouse.  When a user submits a content request, the system shall indicate the status as “Waiting for Approval” which will continue until the COP approves the content and makes it publicly available.  The system shall then update the status and close the request ticket.
[bookmark: _Toc380963029]Content Approval Criteria
[bookmark: _Toc380963030]General Policy
Information clearinghouse content (including external links) shall be consistent with the purpose of the NRC, subject to NHTSA approval.  The COP shall assure objectivity in its review and approval process.
[bookmark: _Toc380963031]Document Approval Criteria
The COP shall comply with the Information Quality Act, Pub. L. No. 106-554, section 515 and the related Office of Management and Budget’s (OMB) Guidelines for Ensuring and Maximizing the Quality, Objectivity, Utility, and Integrity of Information Disseminated by Federal Agencies (67 FR 5365).
Additionally, the COP shall evaluate documents for these additional criteria:
· Compliance with prohibition of lobbying laws
· Organizational Conflict of Interest (OCI)
· Vendor advertisements
Vendors often publish white papers and other information that may be appropriate for inclusion in the information clearinghouse.  The NRC will not include these types of items unless submitted by the vendor.  The COP will review the content request and shall take particular care to identify information within the document of an advertising nature.  The COP may request the vendor to submit a version that does not contain information of an advertising nature.
[bookmark: _Toc380963032]Linking Policy
External websites whose content is not controlled by NHTSA or the NRC must be presented in a way to indicate that the website is not part of the NRC website.
The following disclaimer shall appear on the page or pages containing external links:
Information posted on the National 911 Resource Center (NRC) website includes hypertext links or pointers to information created and maintained by other public and/or private organizations.  The NRC provides these links and pointers solely for our users' information and convenience.  When users select a link to an outside website, they are leaving the NRC website and are subject to the privacy and security policies of the owners/sponsors of the outside website.  The NRC:
· Does not control or guarantee the accuracy, relevance, timeliness, or completeness of information contained on any linked website
· Does not endorse the organizations sponsoring linked sites, and does not endorse the views they express or the products/services they offer
· Cannot authorize the use of copyrighted materials contained in linked websites.  Users must request such authorization from the sponsor of the linked website
· Is not responsible for transmissions users receive from linked websites
· Does not guarantee that outside websites comply with Section 508 (Accessibility
Requirements) of the Rehabilitation Act
Should you find broken links, please notify the NRC administrative staff at 911support@dot.gov.  Should you wish to submit a request to add a link or inquire about linking criteria, please submit your request via the Web form provided.
Links will be to specific data.  The only general links to a website for reference will be limited to governmental and non-profit organizations. 
[bookmark: _Toc380963033]Linking Approval Criteria
The criteria for approving links to other websites shall be:
· Does the recommended website provide information that is consistent with the mission of the 
NRC?
· Does the recommended website content complement existing information and services on the NRC website?
· Does the recommended website have content that is relevant, useful, and authoritative for the
911 community?
· Is the recommended website an official government-owned or -supported website?
· Does the recommended website provide official government information or services?
· Does the recommended website information appear to be accurate and current?
· Is the recommended website accessible and applicable to a wide audience?
· Is the recommended website "user-friendly?”
· Does the recommended website have a posted privacy policy that clearly describes the organization’s information-handling practices and is consistent with the government’s privacy and security polices?
· Is the recommended website a private sector industry/vendor-owned or -supported website?
[bookmark: _Toc380963034]Linking Procedure
All hyperlinks to external websites will open in a new browser window.  The name of the external website will be clearly identified by title or logo.
[bookmark: _Toc380963035]Review and Approval Procedure
The COP shall evaluate and vote on each content request using a content evaluation matrix (see Appendix A).
COP members are notified via e-mail that there is content to be reviewed, and the evaluation process is then performed via the Web.  COP members shall complete and submit an evaluation matrix for each item of content within seven business days of the date of the automated content notification.
The software shall tally the votes for each item of content.  Any item approved by at least three of the five members shall be added to the NRC website by the administrative staff, subject to NHTSA’s approval.
Any item not receiving majority approval or otherwise in contention may be reopened for consideration at the request of any member of the COP.  The COP chair shall convene the meeting, which may be teleconference or face-to-face.  The COP chair shall be responsible for taking minutes and following the procedure for meeting minutes described previously in Section 3.2.2 of this document.
After the COP has made a determination to include content on the NRC website, the administrative staff shall add the content to the website in compliance with NRC policies and procedures for updating the site (see Section 6.5).
The system shall maintain a record of the COP’s decision on each content request.
The Content Evaluation Matrix will be posted on the NRC website.
[bookmark: _Toc380963036]Special Provisions for Copyrighted Material
[bookmark: _Toc380963037]Policy
Individuals who submit material to be included in the Information Clearinghouse are required to confirm their authority to submit copyrighted material, if the material is copyrighted.
[bookmark: _Toc380963038]Procedure
The following text regarding copyrighted materials shall appear when users log in to submit new content on the NRC website:
I, the submitter, certify that this material is not copyrighted and I have the right and authority to authorize its use, or if this material is copyrighted, I have the right and authority to grant the National 911 Resource Center website permission to use this material.
[bookmark: _Toc380963039]Special Provisions for Photographs
[bookmark: _Toc380963040]Policy
Generally, the NRC should have permission from photographers and models (if people are pictured) before using the photos.  This does not apply to photos that are in a submitted document or another website.
[bookmark: _Toc380963041]Procedure
Appropriate release forms shall accompany all photographs submitted for use on the NRC website or publications.  All persons submitting photos or electronic images for use in print or on the website shall provide said photos or images in the formats described in the release form provided as Appendix B.  The guidelines for submitting photographs/images to the NRC are included in Appendix C, and listed below:
Photos for Print: Photographs used in publications that go to offset commercial printing require a much higher resolution, 300 dpi (dots per inch).  If you are submitting photos already imaged onto paper, our staff will scan those photos for the publication.  If digital photos are provided, please submit a high-resolution file of the photo, at 300 dpi, in a TIFF or EPS file format.  JPEG and GIF formats, while fine for website placement, are not recommended for offset printing.  Please store the images on compatible media such as a ZIP disk or CD-ROM, along with a form clearly indicating what files are on the disk/CD, format, file size, and color values: CMYK (Cyan, Magenta, Yellow, Black) or PMS (Pantone Matching System).
Photos for the Web: Photos used in electronic publications or the Web do not require high resolution, but if in high resolution, can be converted to a lower resolution.  Submit these photos on a ZIP disk or CD-ROM, with at least 72 dpi resolution, in a JPEG or GIF format.  The color value should be RGB (Red, Green, Blue) for images used on the website.  Please include a form that clearly indicates the files on the disk/CD, along with details on those files (format, file size, etc.).
[bookmark: _Toc380963045]Current Events and News
[bookmark: _Toc380963046]Policy
The NRC shall publish press releases and other announcements concerning the NRC and other federal government activities related to 911.  Press releases from other entities are content that shall undergo the prescribed content approval process.
[bookmark: _Toc380963047]Procedure
The NRC administrative staff shall post press releases and other announcements concerning the NRC and other federal government activities related to 911 in compliance with policies and procedures for updating the site.	Comment by Kiernan, Andrea: Review with Jack – pretty sure we can remove this section
[bookmark: _Toc380963051]Removing Content
[bookmark: _Toc380963052]Policy
The COP shall review and update all content every year six months or more frequently if the COP identifies a need. The criteria for removing content shall be:
· Age
Out-of-date
· Continued relevance and/or suitability
· Obsolete or broken links (links that no longer route to active Web content)
[bookmark: _Toc380963053]Procedure	Comment by Rachfal, Colby [USA]: On a monthly basis we will archive documents (example April of that year)
On a monthly basisce every six months, the administrative staff shall review the content, compile a list relevant or non-relevant content and make recommendations for possible removal or archive.
All external links must be checked to assure their continued relevance and/or suitability.  If the content of a link becomes questionable, objectionable, outdated or no longer relevant in supporting the purpose of the NRC, the administrative staff will include it in the list that will be referred to the COP for review and possible removal.  NRC users finding such links may also request their removal via 911support@dot.gov.
When a link does not work, the administrative staff will work with the host organization to ascertain whether the link is truly obsolete or whether the uniform resource locator (URL) has changed but the content is still present on the host organization's website.  In the former case, the administrative staff will remove the link.  In the latter case, the administrative staff shall work with the host organization to re-establish the link if the content still meets the NRC’s linking criteria.
The administrative staff shall report to the COP using a form, which documents the action taken for each item of content.  The completed form shall be sent via e-mail to the COP.
[bookmark: _Toc380963054]External Documents for Purchase Policy
The abstract for any document that must be purchased shall indicate where users may obtain the document and advise users that there is a price for it.


[bookmark: _Toc380963055]Operational Assistance
[bookmark: _Toc380963056]Policy
The NRC shall support state and local 911 authorities and PSAPs and shall provide the following methods for them to request operational assistance:
· E-mail (911support@dot.gov)
Support shall be provided during normal business hours (9:00 a.m. – 5:00 p.m. EST), holidays. Please allow 48 hours for a response and please note response time may be delayed during weekends and holidays.
The NRC shall not provide consulting or detailed instructions for delivering or deploying 911.  The NRC shall not make recommendations for consulting services, or for specific vendors.  The NRC staff and SMEs shall specifically inform users that the NRC does not endorse any particular product, service, vendor, etc.
[bookmark: _Toc380963057]Procedure
The hours of operation and options for contacting the NRC shall be published on the website home page.
Inquiries from the news and trade media, state or federal legislators, and federal government agency officials and their staff shall be referred directly to the National 911 Program.
A Web form shall be the common mechanism for processing all requests for operational assistance, regardless of the mode in which the request was delivered.
A non-endorsement statement will be displayed on any search document displayed to the user.  The policy is that the NRC will provide information to users but does not endorse any particular product, service, vendor, etc.
[bookmark: _Toc380963058]E-mail
The system shall generate an automatic receipt notice to the sender.  E-mails from 911support@dot.gov shall be directed to the NRC administrative staff.  The administrative staff shall transcribe the e-mail on to the Web form.  The administrative staff shall use the NRC website to submit the completed Web form.  The NRC system shall automatically forward the inquiry to the designated SME.

[bookmark: _Toc380963061]Subject Matter Experts
[bookmark: _Toc380963062]Policy
The organizations supporting the National 911 Program shall provide a small group of experts with a wide range of expertise and knowledge to address the informational needs of the users.
[bookmark: _Toc380963063]Procedure
The NRC team shall identify and designate SMEs to handle specific topics.
The designated SME shall contact the person submitting the inquiry within two business days to establish communication, obtain any additional information necessary to clarify the request, and let her/him know when s/he may expect a final answer.  If possible, the designated SME shall provide the requested operational assistance at the time of that initial contact.  If more time is needed to prepare a full response, it shall be completed within five business days.
The level of operational assistance shall be limited to:
· Gathering information
· Directing users to the proper information
· Answering short questions on operational or institutional issues
If it is appropriate, the SME may state that there are commercially available solutions from a vendor type (e.g., consultant, telephone, radio, etc.), but the SMEs shall not direct users to specific vendors and shall clearly state that they are expressly prohibited from directing users to a specific vendor.
It is appropriate for a SME to assist with any issue that can be resolved in a 15- to 20-minute conversation.
[bookmark: _Toc380963064]Tracking
[bookmark: _Toc380963065]Policy
All requests for operational assistance shall be tracked from intake to closeout.
[bookmark: _Toc380963066]Procedure
The project team shall employ a log utility for tracking all such requests from intake to closeout and shall maintain the Web form, the original inquiry, and all responses to it as part of the tracking record.
The system shall generate an automatic receipt notice to the sender. The notice shall inform the sender that his/her request has been forwarded to an SME and that the SME will contact him/her within two business days.
The SME shall use the log utility for documenting all action taken and to close the request ticket.
The system shall generate a report on the status of all requests for assistance tickets.
The system shall track categories of requests for the purpose of identifying the need for white papers or more resources.


[bookmark: _Toc380963067]National 911 Progress and Evaluation Reporting
[bookmark: _Toc380963068]Policy
The NRC shall accept data inputs only from authorized state 911 program officials.  Where state statute has not established a state-level 911 program, the authorized person shall be the state Enhanced 911 (E911) coordinator designated under 47 U.S.C. 942(b)(3)(A)(ii) or an appropriate individual designated by that coordinator.
[bookmark: _Toc380963069]Procedure
The NRC shall provide a Data Dictionary to assure standardization of data inputs and to generate meaningful reports.
The NRC shall provide a Web form for states to use to input their data.
The NRC shall not be responsible for the accuracy or validity of the data provided by a state 911 program office.  This shall be clearly and diplomatically stated on the website that serves as a portal to state data.
The NRC administrative staff shall generate a national progress report once annually.  The publication target date is December 31, based upon information and data reported and/or collected through December 31 of the previous calendar year.  Once the NRC staff is satisfied that the information for the previous calendar year is the best it can be, the next two months are used to analyze the information, write the report and submit it.  Annual progress reports shall be posted on the NRC website.
[bookmark: _Toc380963070]Release of Data
The national progress report will be available to the public.  Supporting data from each state, however, will only be released subject to provisions of the Freedom of Information Act, as amended.  All requests for supporting data will be referred to NHTSA.


[bookmark: _Toc380963071]NRC Website Administration
[bookmark: _Toc380963072]Conform to the Contract Agreement
The NRC shall conform to USDOT/NHTSA contract DTNH22-13-F-00446.
[bookmark: _Toc380963073]Contract Agreement
The NRC website shall publish the following statement about the NRC:
The National 911 Resource Center makes no claims, promises or guarantees about the accuracy, completeness or adequacy of the contents of this website and expressly disclaims liability for errors and omissions in the contents of this website.  No warranty of any kind, implied, expressed or statutory, including but not limited to the warranties of non-infringement of third-party rights, title, merchantability, fitness for a particular purpose and freedom from computer virus, is given with respect to the contents of this website or its hyperlinks to other Internet resources.  Reference in this website to any specific commercial products, processes or services, or the use of any trade, firm or corporation name is for the information and convenience of the public and does not constitute endorsement, recommendation or favoring by the National 911 Resource Center or NHTSA.
[bookmark: _Toc380963074]Maintenance
[bookmark: _Toc380963075]Policy
The NRC website developers shall maintain the website on a continual basis.
[bookmark: _Toc380963076]Procedure
Each piece of data in the information clearinghouse will be reviewed every yearsix months at a minimum. The project team will review one section each month, with all sections being completed by the end of the yearsix-month period.
As the project team informs the NRC developers of updates and changes, the developers will make these updates .and then update the “New Features/Site Updates” page of the website.	Comment by Rachfal, Colby [USA]: Andrea to review
[bookmark: _Toc380963077]User Feedback
[bookmark: _Toc380963078]Policy
NRC users shall have the ability to submit feedback using a Web form.
[bookmark: _Toc380963079]Procedure
The Web form shall include fields for the user to provide contact information.
The NRC administrative staff shall maintain a log file of all feedback received.  The system shall generate standardized reports with all user feedback.  Each month in advance of the Monthly Project Review meeting, the administrative staff shall generate the report of user suggestions and submit it to NHTSA.  The NRC developers shall make whatever changes they are instructed to make, and reflect those changes in the “New Features/Site Updates” page of the website, as appropriate.
The exception to this procedure is when user feedback involves a suggestion for content on a topic that is not already included in the NRC.  In that case, the administrative staff shall forward the request to the COP using the standard procedure for content requests.
If the COP agrees that the content would be valuable, it will post the content suggestion on the “Notices” page and solicit input from users on potential sources of content on that topic.  Consideration of the input shall follow the standard procedure for content review in Section 3.3 of this document.
[bookmark: _Toc380963083]Changes to the Policies and Procedures Manual
[bookmark: _Toc380963084]Policy
All changes to this Policies and Procedures Manual (Manual) are subject to NHTSA approval.
[bookmark: _Toc380963085]Procedure
The project team shall designate a Policies and Procedures Manual Coordinator (PPMC).  During the first 18 months of NRC operations, the PPMC shall solicit input from the COP and the project team quarterly.  Based on input received, the PPMC shall recommend changes to the COP and members of the larger project team.
Updates shall be based on user feedback, the experiences of the project team in administering the NRC, changes in federal statute governing federal websites, changes in NRC governance, the need to streamline internal processes, etc.  Recommended changes to the Manual are to be indicated by using the “track changes” feature of Microsoft Word.  The program manager will bring recommendations for changes to the Manual to NHTSA at the next appropriate Monthly Project Review meeting.
The PPMC shall finalize the document, subject to NHTSA approval.  All changes shall be documented in the following manner:
· The Manual is given a new version number following approval by NHTSA.  The number given at that time may be a fractional number, that is, 1.1 or 1.2, etc. or a whole number.
· The date on the title page and in the footer should reflect the date that NHTSA approved the change.
The administrative staff shall post the updated Manual on the NRC website in compliance with policies and procedures for updating the site.	Comment by Kiernan, Andrea: Andrea to review


[bookmark: _Toc380963086]Limitation of Liability
The NRC shall publish and implement the following liability statement on the website:
The National 911 Resource Center makes no claims, promises or guarantees about the accuracy, completeness or adequacy of the contents of this website and expressly disclaims liability for errors and omissions in the contents of this website.  No warranty of any kind, implied, expressed or statutory, including but not limited to the warranties of non-infringement of third-party rights, title, merchantability, fitness for a particular purpose and freedom from computer virus, is given with respect to the contents of this website or its hyperlinks to other Internet resources.  Reference in this website to any specific commercial products, processes or services, or the use of any trade, firm or corporation name is for the information and convenience of the public and does not constitute endorsement, recommendation or favoring by the National 911 Resource Center or NHTSA.


[bookmark: _Toc380963087]Organizational Conflict of Interest
[bookmark: _Toc380963088]Policy
The NRC shall comply with the requirements set forth in the USDOT/NHTSA contract DTNH22-13-F-00446.
[bookmark: _Toc380963089]Procedure
If, at any time, Booz Allen or one of its subcontractors identifies an actual or perceived OCI (Organizational Conflict of Interest), Booz Allen shall disclose it immediately (i.e., within one business day) in writing.  The memo shall describe the OCI and shall be submitted to the program manager.  The program manager will investigate and submit the results of the investigation to NHTSA within five business days.  The program manager shall take action to remove or mitigate the OCI as directed by NHTSA.


[bookmark: _Toc380963090]Appendix A.  Content Evaluation Matrix
[bookmark: _Toc380963091]Documents
The COP’s evaluation criteria for documents shall comply with the Information Quality Act, Pub. L. No. 106-554, section 515 and the related Office of Management and Budget’s (OMB) Guidelines for Ensuring and Maximizing the Quality, Objectivity, Utility, and Integrity of Information Disseminated by Federal Agencies” (67 FR 5365).  According to the OMB, the more important the information, the higher the quality standards to which it should be held; for example, in those situations involving ‘‘influential scientific, financial, or statistical information.’’
OMB defines ‘‘quality’’ as the encompassing term, of which ‘‘utility,’’ ‘‘objectivity,’’ and ‘‘integrity’’ are the constituents.  ‘‘Utility’’ refers to the usefulness of the information to the intended users.  ‘‘Objectivity’’ focuses on whether the disseminated information is being presented in an accurate, clear, complete, and unbiased manner, and, as a matter of substance, is accurate, reliable, and unbiased.  ‘‘Integrity’’ refers to security—the protection of information from unauthorized access or revision, to ensure that the information is not compromised through corruption or falsification.  OMB modeled the definitions of ‘‘information,’’ ‘‘government information,’’ ‘‘information dissemination product,’’ and ‘‘dissemination’’ on the longstanding definitions of those terms in OMB Circular A–130, but tailored them to fit into the context of these guidelines.
[bookmark: _Toc380963092]Links
The COP’s evaluation criteria for links shall conform to USDOT/NHTSA contract DTNH22-13-F-00446. User friendliness shall be defined as easy to understand and simple to navigate, with clear indication of how to use the site through such features as graphics, menus, and user-prompts. A user-friendly website should also make it clear where the user can seek help (e.g., help menu, FAQ listing, administrator contact information).”  User-friendliness is an aspect of the 911 Resource Center Content Evaluation Matrix included below.
[bookmark: _Toc380963093]Evaluation Matrix
The following page includes a form for members of the COP to use during content evaluation for the NRC website.  The form is split between the areas outlined above – documents and links.



National 911 Resource Center Content Evaluation Matrix
	Documents Evaluation Matrix

	Criterion (in order of importance)
	Yes
	No
	Notes

	Utility
	
	
	

	Quality
	
	
	

	Objectivity
	
	
	

	Integrity
	
	
	

	Accurate
	
	
	

	Authoritative
	
	
	

	Poses a Potential Organizational Conflict of Interest
	
	
	

	Complies with Prohibition of Lobbying Laws
	
	
	

	Contains Vendor Advertisements
	
	
	

	Totals
	
	
	

	


	
	
	

	Links Evaluation Matrix

	Criterion (in order of importance)
	Yes
	No
	Notes

	Does the recommended website provide information that is consistent with the mission of the National 911 Resource Center?
	
	
	

	Does the recommended website content complement existing information and services on the National 911 Resource Center website?
	
	
	

	Does the recommended website have content that is relevant, useful, and authoritative for the 911 community?
	
	
	

	Is the recommended website an official government-owned or -supported website?
	
	
	

	Does the recommended website provide official government information or services?
	
	
	

	Does the recommended website information appear to be accurate and current?
	
	
	

	Is the recommended website accessible and applicable to a wide audience?
	
	
	

	Is the recommended website "user-friendly”?
	
	
	

	Does the recommended website have a posted privacy policy that clearly describes the organization’s information-handling practices and is consistent with the government’s privacy and security polices?
	
	
	

	Is the recommended website a private sector industry/ vendor-owned or -supported website?	Comment by Rachfal, Colby [USA]: Update questions to match the questions we have online
	
	
	

	Totals
	
	
	



[bookmark: _Toc380963094]Appendix B.  Photo Submission Guidelines	Comment by Rachfal, Colby [USA]: Andrea to review	Comment by Kiernan, Andrea: If we have these forms available on the website for them to sign, we need to have an electronic signature available; otherwise they will have to mail the forms to NHTSA which I don’t think is something we want to do.
The following page includes the guidelines for submitting photographs/images to the NRC.  These guidelines should be available on the NRC website so that any party seeking to submit photos can understand the submission criteria.  Remember that the Photo Release Form included in Appendix C of this document must accompany any submitted photo(s).

GUIDELINES FOR SUBMITTING PHOTOGRAPHS/IMAGES TO 
THE NATIONAL 911 RESOURCE CENTER
FOR USE IN PRINT AND ELECTRONIC PRODUCTS

The National 911 Resource Center encourages its traffic safety partners to submit photos suitable for use in our publications.  When submitting photos or electronic images, please follow these guidelines:
Photos for Print: Photographs used in publications that go to offset commercial printing require a much higher resolution, 300 dpi (dots per inch).  If you are submitting photos already imaged onto paper, our staff will scan those photos for the publication.  If digital photos are provided, please submit a high-resolution file of the photo, at 300 dpi, in a TIFF or EPS file format. JPEG and GIF formats, while fine for Web placement, are not recommended for offset printing.  Please store the images on compatible media such as a ZIP disk or CD-ROM, along with a form clearly indicating what files are on the disk/CD, format, file size, and color values: CMYK (Cyan, Magenta, Yellow, Black) or PMS (Pantone Matching System).
Photos for the Web: Photos used in electronic publications or the Web do not require high resolution, but if in high resolution can be converted to a lower resolution.  Submit these photos on a ZIP disk or CD, with at least 72 dpi resolution, in a JPEG or GIF format.  The color value should be RGB (Red, Green, Blue) for images used on the Web.  Please include a form that clearly indicates the files on the disk/CD, along with details on those files (format, file size, etc.).
	Policies and Procedures Manual
For more information: Contact the National 911 Resource Center at 911support@dot.gov
National 911 Program	20	AugustJuly 2014

[bookmark: _Toc380963095]Appendix C.  Photo Release Form
The following page includes a release form for authorization for use of images and/or photographs.  In accordance with USDOT/NHTSA contract DTNH22-13-F-00446, this form must accompany any photo supplied by an outside source.  This form indicates that the human subjects authorize NHTSA to use the photo in its publications and/or on the NRC website.
RELEASE FORM
AUTHORIZATION FOR USE OF IMAGES/PHOTOGRAPHS

I, _____________________________ (print or type name), give my permission to the National 911 Resource Center (NRC) to use, reproduce, publish, exhibit, and disseminate the images/photographs listed below, and to allow others to do so.
I understand that these images/photographs will be used by the NRC, and others authorized by the NRC, only for public education purposes related to issues of public safety, and in no event for commercial purposes.  Further, these images/photographs may be included in public information and education products, including print and electronic publications.  I further understand that the NRC is not responsible for the unauthorized use of the images/photographs by any third party.
Description of Images/Photographs:
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Signature
______________________________________

Date
______________________________________

Signature of Parent/Guardian
______________________________________
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