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Procedure # 3.02.10  

Procedure Title: Corrective Action  

Impact: Benefits Eligible, Non-Faculty Employees  

Responsibility: Human Resources  

Effective Date: 04/21/14  

Last Update:  

Relates to Policy: 3.02.10  

Legal Citation(s):  

I.  Corrective Action  

Following is the process that may be used by supervisors when dealing with unacceptable  

performance. Although most situations will generally follow the process described below, it  

is recognized that some cases of unacceptable performance may require immediate 
suspension and/or termination as an alternative to following this process. This process is not  

applicable to employees in probationary appointments or employees without benefits.  

A.  Step One: Verbal Discussion  

A  supervisor will verbally discuss the areas of performance that are in question with  

he employee. The employee is thus given an opportunity to correct the problem  

before a formal written counseling is issued. Counseling, training, and other referral  

services available may be discussed with the employee when appropriate. This 
discussion will be documented by the supervisor.  

B.  Step Two: Written Warning  

If a resolution acceptable to the supervisor is not reached within a specified time after  

the verbal discussion, a written warning, documenting the need for immediate  

improvement, will be given to the employee. This document will become part of the  

employee's official personnel file in the human resources office. This warning will  

reference the previous verbal discussions, identify the performance expectations, 
provide a timeline for achieving the performance expectations, and indicate that  

failure to sustain an overall acceptable level of performance may lead to further  

corrective action. Actions including counseling, training, or mentoring should also be  

documented and filed in the human resources office.  

If the performance issue continues after a written corrective action has been given, a 
second/final written corrective action may be given as a last and final notice that the  

behavior is unacceptable, and that the employee is not meeting established  

performance expectations.  Further incidences of the behavior may result in  

continued corrective action up to and including termination of employment  
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C.  Step Three:  Personal Improvement Plan  

i.  On occasion, a manager may choose to implement a Personal Improvement  

Plan to address the unacceptable behavior.  The personal improvement plan  

spells out the issue and the expectation with clear guidelines and time frames.  

The manager will meet with the employee on a pre-established basis to  

review the performance. A Personal Improvement Plan may be used  

separately or in conjunction with a Written Warning as further guidance on 
performance expectations.  Failure to meet the established expectation of the  

Personal Improvement Plan may result in termination of employment. 

Probation  

At the supervisor’s discretion, an employee may be placed in a probationary  

status while under corrective action. This action will be documented in 
writing.  The probation document will be prepared by the supervisor and be  

delivered to and signed by the employee. This document will become a part  

of the employee’s official personnel file in the human resources office, and a 
copy will be forwarded to the appropriate vice president and when 
applicable, to the president. The document should reference any previous  

verbal discussions, written warnings, and state that unless immediate and  

significant improvement is made and maintained over a designated period of  

time which is established by the immediate supervisor, termination of  

employment will result. Probation may include a mandatory suspension with 
or without pay. 

ii.  When satisfactory completion of the probationary period is reached,  

documentation will be placed in the employee’s file with a copy to the  

employee. 

D.  Step Four:  Termination  

Should the employee fail to meet the improvement(s) as outlined in the corrective  

action document(s) within the specified time period, the supervisor will meet with the  

employee to explain the consequences of the failure to perform as expected and the 
evidence relied upon by the supervisor. The employee may offer other evidence or  

explanation for failing to meet the performance standards. If the supervisor remains 
unsatisfied with the performance, a recommendation for termination of employment  

will result. Termination must have the review of the appropriate vice president, the  

executive director of human resources and when applicable, the president.  

Documentation may be presented to the employee stating the terms of the separation.  

A copy of the document will be placed in the employee’s official personnel file in the  

human resources office.  
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II.  Appeal  

Within ten (10) days of the issuance of the notice of termination, the employee may appeal  

the termination in writing to the appropriate vice president or when applicable, the president.  

Within thirty (30) days of receiving the notice of the appeal, the vice president (or president)  

shall conduct a review of the termination. The review may consist of a hearing where the  

employee may represent himself/herself; a review of the written record, and/or a fact-finding  

process conducted by a third party. Within fifteen (15) days from the conclusion of the  

review the vice president (or president) shall issue a decision which shall be final.  
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CommonLook PDF Compliance Report


Generated by CommonLook®PDF


Name of Verified File:
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Date Verified:
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Results Summary:


Number of Pages: 3


Total number of tests requested: 183


Total of Failed statuses: 0


Total of Warning statuses: 0


Total of Passed statuses: 73


Total of User Verify statuses: 0
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Structural Results


ISO 32000-1:2008


 		Serial		Page No.		Element Path		Checkpoint Name		Test Name		Status		Reason		Comments

		1						Document		Valid Document element		Passed		Document element passed.		

		2						Headings		No nested Headings		Passed		Heading tags are not nested inside one another.		

		3						Link Annotations		Link Destination		Passed		All Link destinations are valid		

		4						List		Valid Children		Passed		All List elements passed.		

		5						List Item		LI - Valid Parent		Passed		All List Items passed.		

		6						List Item		LBody - Valid Parent		Passed		All LBody elements passed.		

		7						List Item		Lbl - Valid Parent		Passed		All Lbl elements passed.		

		8						Structural Issues		Alternate Text with no content		Passed		All tags with Alternate, Actual or Expansion Text have content associated with them.		

		9						Structural Issues		Empty Tags		Passed		No empty tags were detected in document.		

		10						Form Annotations		Form Annotations - Valid Tagging		Not Applicable		No Form Annotations were detected in this document.		

		11						Link Annotations		Link Annotations - Valid Tagging		Not Applicable		No tagged Link annotations were detected in this document.		

		12						Links		Includes Link Annotation		Not Applicable		No Link tags were detected in this document.		

		13						Other Annotations		Other Annotations - Valid Tagging		Not Applicable		No Annotations (other than Links and Widgets) were detected in this document.		

		14						RP, RT and RB		RP, RT and RB - Valid Parent		Not Applicable		No RP, RB or RT elements were detected in this document.		

		15						Ruby		Valid Children		Not Applicable		No Ruby elements were detected in this document.		

		16						Table		Valid Children		Not Applicable		No Table elements were detected in this document.		

		17						Table		Regularity		Not Applicable		No tables were detected in this document.		

		18						Table Cells		TD - Valid Parent		Not Applicable		No Table Data Cell or Header Cell elements were detected in this document.		

		19						Table Rows		Parent and children are valid		Not Applicable		No Table Row elements were detected in this document.		

		20						THead, TBody and TFoot		Parent and children are valid		Not Applicable		No THead, TFoot, or TBody elements were detected in this document.		

		21						TOC		Valid Children		Not Applicable		No TOC elements were detected in this document.		

		22						TOCI		Valid Parent and Children		Not Applicable		No TOCI elements were detected in this document.		

		23						Warichu		Warichu		Not Applicable		No Warichu elements were detected in this document.		

		24						WT and WP		WT and WP - Valid Parent		Not Applicable		No WP or WT elements were detected in the document		
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 		Serial		Page No.		Element Path		Checkpoint Name		Test Name		Status		Reason		Comments

		1						7.1 General		Document		Passed		Document element passed.		

		2						7.1 General		Valid Role Maps		Passed		Passed Role Map tests.		

		3				MetaData		7.1 General		Metadata - Title and Viewer Preferences		Passed		Please verify that a document title of Procedure# 3.02.10: Corrective Action is appropriate for this document.		Verification result set by user.

		4						7.1 General		No Suspects in document.		Passed		The Suspects entry is not set to true		

		5						7.1 General		Role Maps - Semantic appropriateness		Passed		Passed Role Map tests.		

		6						7.1 General		Untagged Content		Passed		No Untagged annotations were detected, and no elements have been untagged in this session.		

		7		1,2,3		Tags		7.1 General		Correct Reading Order		Passed		Please verify that the reading order of the document is correct.		Verification result set by user.

		8						7.1 General		Figure and Formula BBox attribute		Passed		All Figure and Formula tags have their BBox attributes set correctly.		

		9						7.1 General		Placement attribute		Passed		No case detected where the specification of the Placement attribute is necessary or all specified correctly.		

		10				Doc		7.1 General		Format, layout and color		Passed		Make sure that no information is conveyed by contrast, color, format or layout, or some combination thereof while the content is not tagged to reflect all meaning conveyed by the use of contrast, color, format or layout, or some combination thereof.		Verification result set by user.

		11						7.1 General		Tagged Document		Passed		Tags have been added to this document.		

		12				MetaData		7.2 Text		Natural Language		Passed		Please ensure that the specified language (EN-US) is appropriate for the document.		Verification result set by user.

		13						7.2 Text		Semantically appropriate nesting		Passed		All tags are nested in a semantically appropriate manner		

		14						7.2 Text		Unicode mapping		Passed		All text in the document has valid unicode mapping.		

		15						7.3 Graphics		Tagged in Figures, Formula or Artifacts		Passed		Paths, XObjects, Form XObjects and Shadings are included in Figures, Formula or Artifacted.		

		16		1		Tags->0->0		7.3 Graphics		Alternate Representation		Passed		Please verify that Alt of "North Idaho College logo" is appropriate for the highlighted element.		Verification result set by user.

		17		1		Tags->0->0		7.3 Graphics		Alt vs. Actual Text		Passed		Please verify that Alt Text is more appropriate than Actual Text for the highlighted element.		Verification result set by user.

		18		1		Tags->0->0		7.3 Graphics		Figures without caption.		Passed		A Figure without caption has been detected. Please ensure to tag a caption if required.		Verification result set by user.

		19						7.3 Graphics		Grouped graphics		Passed		No Figures with semantic value only if grouped were detected in this document.		

		20		1		Tags->0->0		7.3 Graphics		Graphics most accessible representation.		Passed		A graphic has been detected. Please verify that the most accessible representation is used.		Verification result set by user.

		21						7.4 Headings		Numbered Headings - Nesting		Passed		All Headings are nested correctly		

		22						7.4 Headings		Mixed Headings		Passed		Document does not use a both unnumbered and numbered headings.		

		23						7.4 Headings		Numbered Headings - Arabic Numerals		Passed		All Headings are using arabic numerals.		

		24						7.6 Lists		Correct Structure - Lbl		Passed		All Lbl elements passed.		

		25						7.6 Lists		Correct Structure - LBody		Passed		All LBody elements passed.		

		26						7.6 Lists		Correct Structure - LI		Passed		All List Items passed.		

		27						7.6 Lists		Correct Structure - L		Passed		All List elements passed.		

		28						7.6 Lists		ListNumbering		Passed		All List elements passed.		

		29				Pages->0		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 1 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		30				Pages->1		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 2 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		31				Pages->2		7.8 Page headers and footers		Header/Footer pagination artifacts		Passed		Page 3 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		32						7.15 XFA		Dynamic XFA		Passed		Document doesn't contains a dynamic XFA form.		

		33						7.16 Security		P entry in encryption dictionary		Passed		This file is encrypted, but it contains the P key in the encryption dictionary and the 10th bit is set to true.		

		34						7.17 Navigation		Document Outline (Bookmarks)		Passed		Bookmarks are logical and consistent with Heading Levels.		

		35						7.18.2 Annotation Types		TrapNet		Passed		No TrapNet annotations were detected in this document.		

		36						7.20 XObjects		Content referenced more than once		Passed		No Form XObjects contain MCIDs and are referenced more than once.		

		37						7.21 Fonts		Embedding		Passed		All fonts used for rendering are embedded		

		38						7.21 Fonts		ToUnicode map exists		Passed		All fonts either define the ToUnicode entry or a known encoding.		

		39						7.21 Fonts		Font and FontDescriptor dictionaries		Passed		Passed		

		40						7.21 Fonts		TrueType Font Encoding		Passed		All TrueType fonts define a valid Encoding entry in their font dictionary.		

		41						7.1 General		Correct Structure - RP, RB and RT		Not Applicable		No RP, RB or RT elements were detected in this document.		

		42						7.1 General		Correct Structure - Ruby		Not Applicable		No Ruby elements were detected in this document.		

		43						7.1 General		Table Cells		Not Applicable		No Table Data Cell or Header Cell elements were detected in this document.		

		44						7.1 General		THead, TBody and TFoot		Not Applicable		No THead, TFoot, or TBody elements were detected in this document.		

		45						7.1 General		Table Rows		Not Applicable		No Table Row elements were detected in this document.		

		46						7.1 General		Table		Not Applicable		No Table elements were detected in this document.		

		47						7.1 General		TOCI		Not Applicable		No TOCI elements were detected in this document.		

		48						7.1 General		TOC		Not Applicable		No TOC elements were detected in this document.		

		49						7.1 General		Correct Structure - Warichu		Not Applicable		No Warichu elements were detected in this document.		

		50						7.1 General		Correct Structure - WT and WP		Not Applicable		No WP or WT elements were detected in the document		

		51						7.1 General		Use the Beep function		Not Applicable		No scripts were detected in this document.		

		52						7.1 General		No Flicker		Not Applicable		No elements that could cause flicker were detected in this document.		

		53						7.1 General		Sound Alternatives		Not Applicable		No multimedia elements were detected in this document.		

		54						7.1 General		OCR validation		Not Applicable		No raster-based images were detected in this document.		

		55						7.3 Graphics		Graphics tagged inside Link		Not Applicable		No graphics inside link were detected in this document.		

		56						7.4 Headings		Unnumbered Headings		Not Applicable		No unnumbered headings (H tags) were detected in this document.		

		57						7.4 Headings		Headings representing a 7th level		Not Applicable		No Heading elements were detected in this document.		

		58						7.5 Tables		Summary		Not Applicable		No Table elements were detected in the document.		

		59						7.5 Tables		Header Cells		Not Applicable		No tables were detected in this document.		

		60						7.5 Tables		Scope Attribute		Not Applicable		No TH elements were detected in this document.		

		61						7.5 Tables		Column headers in rows		Not Applicable		No tables were detected in this document.		

		62						7.5 Tables		Row headers in columns		Not Applicable		No tables were detected in this document.		

		63						7.5 Tables		Organize Table		Not Applicable		no nonorganized table were detected in the document.		

		64						7.7 Mathematical Expressions		Formula - Alternate Representations		Not Applicable		No Formula tags were detected in this document.		

		65						7.7 Mathematical Expressions		Formula - Appropriate alternate representations.		Not Applicable		No Formula tags were detected in this document.		

		66						7.7 Mathematical Expressions		Formula text tagged in Formula		Not Applicable		No formula text were detected in this document.		

		67						7.9 Notes and references		Note tag unique ID		Not Applicable		No Note tags were detected in this document.		

		68						7.9 Notes and references		References		Not Applicable		No internal links were detected in this document		

		69						7.10 Optional Content		Names and AS keys		Not Applicable		No Optional Content were detected in this document.		

		70						7.11 Embedded Files		F, UF and Desc keys		Not Applicable		No Embedded files were detected in this document.		

		71						7.12 Article Threads		7.12 Article Threads		Not Applicable		No Article threads were detected in the document		

		72						7.14 Non-Interactive Forms		PrintField attributes		Not Applicable		No non-interactive forms were detected in this document.		

		73						7.18.1 Annotations		Form Annotations - Valid Tagging		Not Applicable		No Form Annotations were detected in this document.		

		74						7.18.1 Annotations		Other Annotations - Valid Tagging		Not Applicable		No Annotations (other than Links and Widgets) were detected in this document.		

		75						7.18.1 Annotations		Annotations correct reading order.		Not Applicable		No visible annotations were detected in the document.		

		76						7.18.1 Annotations		Annotations for visual formatting		Not Applicable		No annotations used for visual formatting found		

		77						7.18.1 Annotations		Other annotations doesn't have alternative description		Not Applicable		No other annotations were detected in this document.		

		78						7.18.2 Annotation Types		Unknown Annotations		Not Applicable		No unknown annotations were detected in this document.		

		79						7.18.3 Tab Order		Tabs Key		Not Applicable		Document does not have annotations		

		80						7.18.4 Forms		Accessible Radio Buttons		Not Applicable		No Radio Buttons were detected in this document.		

		81						7.18.4 Forms		Alternate Representation		Not Applicable		No Form Fields were detected in this document.		

		82						7.18.5 Links		Link Annotations - Valid Tagging		Not Applicable		No tagged Link annotations were detected in this document.		

		83						7.18.5 Links		Includes Link Annotation		Not Applicable		No Link tags were detected in this document.		

		84						7.18.5 Links		Alternate Representation		Not Applicable		No Link annotations were detected in document.		

		85						7.18.5 Links		IsMap attribute		Not Applicable		No Link annotations were detected in this document.		

		86						7.18.8 PrinterMark Annotations		PrinterMark Annotations - Valid tagging		Not Applicable		No PrinterMark Annotations were detected in this document.		

		87						7.19 Actions		Script keystroke timing		Not Applicable		No scripts were detected in this document.		

		88						7.20 XObjects		Reference Form XObjects		Not Applicable		No Form XObjects were detected in the document.		

		89						7.21 Fonts		Type 0 Fonts - Registry		Not Applicable		No Type 0 fonts with encoding other than Identity-H or Identity-V were detected in this document.		

		90						7.21 Fonts		Type 0 Fonts - Ordering		Not Applicable		No Type 0 fonts with encoding other than Identity-H or Identity-V were detected in this document.		

		91						7.21 Fonts		Type 0 Fonts - Supplement		Not Applicable		No Type 0 fonts with encoding other than Identity-H or Identity-V were detected in this document.		

		92						7.21 Fonts		CIDFont - Type 2 CIDToGIDMap exists		Not Applicable		No Type 2 CID fonts were detected in this document.		

		93						7.21 Fonts		CIDFont - Type 2 CIDToGIDMap Type		Not Applicable		No Type 2 CID fonts were detected in this document.		

		94						7.21 Fonts		Type 0 Fonts - WMode		Not Applicable		No Type 0 fonts with stream Encoding defined in the document.		

		95						7.21 Fonts		Type 0 Fonts - Encoding CMap		Not Applicable		No Type 0 fonts were detected in this document.		

		96						7.21 Fonts		Type 0 Fonts - Referenced CMaps		Not Applicable		No CMap references another CMap.		
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     		Serial		Page No.		Element Path		Checkpoint Name		Test Name		Status		Reason		Comments

		1		1		Tags->0->0		Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Figures		Passed		Please verify that Alt of "North Idaho College logo" is appropriate for the highlighted element.		Verification result set by user.

		2						Guideline 1.3 Create content that can be presented in different ways		No nested Headings		Passed		Heading tags are not nested inside one another.		

		3						Guideline 1.3 Create content that can be presented in different ways		Lbl - Valid Parent		Passed		All Lbl elements passed.		

		4						Guideline 1.3 Create content that can be presented in different ways		LBody - Valid Parent		Passed		All LBody elements passed.		

		5						Guideline 1.3 Create content that can be presented in different ways		List Item		Passed		All List Items passed.		

		6						Guideline 1.3 Create content that can be presented in different ways		List		Passed		All List elements passed.		

		7						Guideline 1.3 Create content that can be presented in different ways		Tagged Document		Passed		Tags have been added to this document.		

		8						Guideline 1.3 Create content that can be presented in different ways		Heading Levels		Passed		All Headings are nested correctly		

		9						Guideline 1.3 Create content that can be presented in different ways		ListNumbering		Passed		All List elements passed.		

		10						Guideline 1.3 Create content that can be presented in different ways		Orientation		Passed		Document is tagged and content can be rendered in any orientation.		

		11						Guideline 1.3 Create content that can be presented in different ways		Meaningful Sequence		Passed		No Untagged annotations were detected, and no elements have been untagged in this session.		

		12				Doc		Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Format, layout and color		Passed		Make sure that no information is conveyed by contrast, color, format or layout, or some combination thereof while the content is not tagged to reflect all meaning conveyed by the use of contrast, color, format or layout, or some combination thereof.		Verification result set by user.

		13				Doc		Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Minimum Contrast		Passed		Please ensure that the visual presentation of text and images of text has a contrast ratio of at least 4.5:1, except for Large text and images of large-scale text where it should have a contrast ratio of at least 3:1, or incidental content or logos
		Verification result set by user.

		14		1		Tags->0->0->0		Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Non-Text Contrast		Passed		Please verify that all graphical elements need to have a contrast ratio of at least 3:1 against adjacent colors.		Verification result set by user.

		15						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Reflow		Passed		Document is tagged and content can be rendered in any device size.		

		16						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Text Spacing		Passed		Document is tagged and content can be rendered by user agents supporting tagged PDFs in any text spacing.		

		17						Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Outlines (Bookmarks)		Passed		Bookmarks are logical and consistent with Heading Levels.		

		18				MetaData		Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Metadata - Title and Viewer Preferences		Passed		Please verify that a document title of Procedure# 3.02.10: Corrective Action is appropriate for this document.		Verification result set by user.

		19						Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Headings defined		Passed		Headings have been defined for this document.		

		20				MetaData		Guideline 3.1 Make text content readable and understandable.		Language specified		Passed		Please ensure that the specified language (EN-US) is appropriate for the document.		Verification result set by user.

		21						Guideline 3.2 Make Web pages appear and operate in predictable ways		Change of context		Passed		No actions are triggered when any element receives focus		

		22				Pages->0		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 1 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		23				Pages->1		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 2 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		24				Pages->2		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 3 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		25						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Formulas		Not Applicable		No Formula tags were detected in this document.		

		26						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Links		Not Applicable		No Link annotations were detected in document.		

		27						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Other Annotations		Not Applicable		No other annotations were detected in this document.		

		28						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Forms		Not Applicable		No Form Fields were detected in this document.		

		29						Guideline 1.2 Provide synchronized alternatives for multimedia.		Captions 		Not Applicable		No multimedia elements were detected in this document.		

		30						Guideline 1.3 Create content that can be presented in different ways		Form Annotations - Valid Tagging		Not Applicable		No Form Annotations were detected in this document.		

		31						Guideline 1.3 Create content that can be presented in different ways		Link Annotations		Not Applicable		No tagged Link annotations were detected in this document.		

		32						Guideline 1.3 Create content that can be presented in different ways		Links		Not Applicable		No Link tags were detected in this document.		

		33						Guideline 1.3 Create content that can be presented in different ways		Other Annotations - Valid Tagging		Not Applicable		No Annotations (other than Links and Widgets) were detected in this document.		

		34						Guideline 1.3 Create content that can be presented in different ways		RP, RT and RB - Valid Parent		Not Applicable		No RP, RB or RT elements were detected in this document.		
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