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A meeting of the Mississippi Mills Accessibility Advisory Committee was held on
Wednesday, May 15, 2019 at 3:00 p.m. at the Municipal Office.

PRESENT:

Committee: Councillor Cynthia Guerard
Araina Clark
Betty Preston
Claire Marson
Jim Lowry
Kristen Cavanagh-Ray
Myrna Blair

Staff/Others: Jennifer Russell, Acting Deputy Clerk

Regrets: Paul Crozier

Chairperson Betty Preston called the meeting to order at 3:07 p.m.

A. APPROVAL OF AGENDA

Moved by Kristen Cavanagh-Ray
Seconded by Claire Marson
THAT the agenda be accepted as presented.
CARRIED

B. DISCLOSURE OF PECUNIARY INTEREST OR GENERAL NATURE THEREOF

None

C. DELEGATIONS / PRESENTATIONS / TOURS

None

D. APPROVAL OF MINUTES

Moved by Araina Clark
Seconded by Kristen Cavanagh-Ray
THAT the minutes dated April 17, 2019 be approved as presented.

CARRIED
E. BUSINESS ARISING OUT OF MINUTES

None
F. ROUND TABLE

Araina — There is a free downloadable booklet called AT EASE, for caregivers of
Parkinson’s on the Parkinson’s website.
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Councillor Guerard — Community Plan for Safety and Well-being posted on
Municipal website and good information for the AAC to know
https://www.mississippimills.ca/en/live/resources/Community-
Plan-for-Safety-and-Well-being.pdf

— Lanark Transportation Association pilot project also good
information to know and spread to residents who may find it
useful.

G. REPORTS
None

H. INFORMATION / CORRESPONDENCE

1. National Access Awareness Week Proclamation
No discussion.
2. The Business of Accessibility Handbook
Members discussed including a link to this handbook on the Municipal website.

. OTHER/NEW BUSINESS

1. National Access Awareness Week — Brochure

Committee members reviewed and determined the distribution of the brochures at
Municipal locations and local businesses.

Information on National Access Awareness Week will be presented at the
Business Breakfast on May 16, 2019 along with brochures and posters available to
attendees.

2. National Access Awareness Week — Poster

Committee members reviewed and determined the distribution of the posters at
Municipal locations and local businesses.

3. National Access Awareness Week — Tips

Committee members reviewed and discussed the Awareness week tips.
Some suggestions include:

- Alink to the Business of Accessibility Handbook should be included on
website

- The links from the Making Accessibility Happen booklet to accessibility
focused organizations should be included on website
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J. MEETING ANNOUNCEMENTS

June 19, 2019 @ 3:00pm

K. ADJOURNMENT

Moved by Araina Clark
Seconded by Claire Marson
THAT the meeting be adjourned.
CARRIED

The meeting adjourned at 4:10 p.m.

Jennifer Russell, Acting Deputy Clerk
Recording Secretary



Jeanne Harfield

From: Shawna Stone

Sent: June 6, 2019 4:00 PM

To: Jeanne Harfield

Subject: FW: Notice of Webinar for Municipal AACs/Avis de webinaire a l'intention des CCA
Follow Up Flag: Follow up

Flag Status: Flagged

For AAC.

Shawna Stone, Clerk
Tel: (613) 256-2064 ext. 226

This message is confidential. It is intended only for the individual(s) named. If you have received it by mistake, please let me know by e-mail reply and delete it from your
system; you may not copy or distribute this message and its attachments or disclose its contents to anyone without consent.

From: Ministry for Seniors and Accessibility [mailto:aoda.events@ontario.ca]

Sent: June 6, 2019 3:44 PM

To: Shawna Stone

Subject: Notice of Webinar for Municipal AACs/Avis de webinaire a l'intention des CCA

Le message en frangais suit le message en anglais

Attn: Municipal Clerk

Please distribute this information to your AAC committee members.

RE: Notice of Ministry Training Webinar for Municipal Accessibility Advisory Committees

As a continuation of our Accessibility Advisory Committee (AAC) outreach strategy, the Ministry for
Seniors and Accessibility is pleased to offer the second webinar series intended to provide an
overview of the province’s Design of Public Spaces Standards, as well as review best practices
regarding site planning for AAC members. These webinars are tailored for Ontario’s AAC members,
Municipal Clerks, and other interested municipal staff.

The webinars are scheduled for:

e June 27, 2019 (2p.m. to 3p.m.)
e July 4, 2019 (1p.m. to 2p.m.)

The webinars will last 1 hour each and will include a short overview of the Integrated Accessibility
Standards Regulation’s "Design of Public Spaces Standards," followed by a presentation by a guest
speaker involved in in the process of municipal site planning.

As before, we encourage AAC members and municipal staff to access the "Making Accessibility
Happen — Your guide to serving on the Municipal Accessibility Advisory Committee" for more



information relevant to the roles and responsibilities of committee members. You can access an html
version of the guide at: How to serve on a municipal accessibility advisory committee: Guide.

We would like to ensure that every individual that is interested in learning about these topics has an
opportunity to do so. With this in mind, and due to software limitations regarding the number of
attendees, we encourage your cooperation in gathering interested participants in one room and
logging in using a single Adobe Connect account.

Please register yourself or your group using the following Eventbrite link:
https://www.eventbrite.ca/e/accessibility-advisory-committee-101-design-of-public-spaces-and-site-
planning-tickets-62014949383

Registered participants will receive an Adobe Connect meeting link in advance of the
session. Webinar materials will be available in both French and English and can be requested
following the completion of the webinar series.

If you have any questions, have accommodation needs, or require materials in an alternate format,
please feel free to reach out to the ministry directly by contacting Tea Pesheva at
tea.pesheva@ontario.ca.

Thank you and we look forward to your participation!

Confidentiality Warning: This e-mail contains information intended only for the use of the individual named above. If you
have received this e-mail in error, we would appreciate it if you could advise us by responding to this e-mail, and please
destroy all copies of this message. Thank you.

A P’attention de : Greffiers municipaux

Veuillez distribuer ces renseignements aux membres de votre comité consultatif de
I'accessibilité (CCA)

Objet : Avis de webinaire de formation du ministére a I'intention des comités consultatifs de
I’accessibilité municipaux

Dans la continuité de sa stratégie d’'information a I'intention des comités consultatifs de I'accessibilité
(CCA), le ministere des Services aux ainés et de I'Accessibilité est heureux d’offrir la deuxiéme série
de webinaires visant a fournir un apercu des normes pour la conception des espaces publics de la
province, ainsi qu’un examen des pratiques exemplaires concernant la planification de sites pour les
membres des CCA. Ces webinaires sont congus pour les membres des CCA de I'Ontario, les
greffiers municipaux et d’autres employés municipaux intéresseés.

Les webinaires auront lieu:

« le 27 juin 2019 (14 h 00 4 15 h 00)
« le 4juillet 2019 (13 h 00 a 14 h 00)

Les webinaires dureront une heure chacun et incluront un bref apercu des « Normes pour la
conception des espaces publics » du Reglement sur les normes d’accessibilité intégrées, suivis



d’'une présentation d’'un conférencier invité participant au processus de la planification des sites
municipaux.

Comme auparavant, nous encourageons les membres des CCA et les employés municipaux a
accéder au guide « Franchir 'accessibilité — Votre guide pour siéger a un comité consultatif de
I'accessibilité municipal » pour de plus amples renseignements concernant les réles et
responsabilités des membres de ces comités. Vous pouvez également avoir accés a une version
HTML du guide a 'adresse : Comment siéger a un comité consultatif de I'accessibilité municipal:
Guide.

Nous voulons nous assurer que chaque personne qui désire se renseigner sur ces sujets ait
I'occasion de le faire. Dans cette optique, et en raison des limitations logicielles concernant le
nombre de participants, nous demandons votre collaboration afin de réunir les participants intéressés
dans une méme piéce et d’ouvrir une session a l'aide d’'un compte unique Adobe Connect.

Veuillez vous inscrire, vous ou votre groupe, a l'aide du lien Eventbrite
suivant: https://www.eventbrite.ca/e/accessibility-advisory-committee-101-design-of-public-spaces-
and-site-planning-tickets-62014949383

Les participants inscrits recevront un lien Adobe Connect pour la réunion avant la session. La
documentation du webinaire sera offerte en frangais et en anglais, et vous pouvez la demander
apres avoir participé a la série de webinaires.

Si vous avez des questions ou si vous avez besoin de mesures d’adaptation ou de documentation
sur un support de substitution, n’hésitez pas a communiquer directement avec le ministere en
écrivant a Tea Pesheva a I'adresse tea.pesheva@ontario.ca.

Nous vous remercions et nous nous réjouissons de votre participation!

Avis de confidentialité — Le présent courriel renferme des renseignements destinés exclusivement aux personnes dont
le nom figure ci-dessus. S'’il vous a été envoyé par erreur, nous vous prions de nous en aviser en y répondant. Nous vous
prions aussi de détruire ce message et toute copie de celui-ci. Merci
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INTRODUCTION

Disabilities affect people of all ages and background. Some people are born with one or more
disabilities. Many others develop disabilities through iliness, injury or aging. People with
disabilities represent a significant and growing part of our population. Statistics Canada report
that approximately 1.8 million Ontarians have disabilities - about 13.5% of the population.
Because disability tends to increase with age, it is estimated that 20% of the population will
have disabilities by the year 2020. Enhancing the ability of people with disabilities to live
independently and contribute to the community will have positive effects on future prosperity in
Ontario.

Municipal governments play an important role in the planning and development of communities:
in our streets, parks, libraries, social housing, ambulance services, programs, services, public
buildings and elections. The Province of Ontario recognized that accessibility is a shared
responsibility and passed the Ontarians with Disabilities Act, 2001 (ODA) on December 14,
2001 to require provincial and municipal governments and key broader public sector
organizations to review their policies, programs and services through the development of annual
accessibility plans. In addition, municipalities with populations of 10,000 and over must have an
Accessibility Advisory Committee.

In June 2005, the Province of Ontario furthered its commitment to accessibility by
expanding previous legislation to include the private sector with the goal to achieve
accessibility for Ontarians with disabilities by 2025. The purpose of the Accessibility for
Ontarians with Disabilities Act, 2005, is to achieve accessibility for Ontarians with disabilities in
five important areas of their lives within specified time limits:

« customer service

. transportation

« information and communications
« built environment

. employment

The multi-year plan sets out strategies to identify and remove barriers to accessibility. It
also positions the Municipality as a leader in accessibility matters in the community.



PART A — MULTI-YEAR STRATEGIES

2015 - FOCUS ON THE BUILT ENVIRONMENT AND COMMUNICATION
Strategy 1: Promote leadership in the community with regard to accessible built environment.

Measures

¢ |dentify and recognize community projects which have addressed and
prevented barriers to accessibility.

¢ Communicate “good news” stories
Update the table — where municipal buildings stand as far as accessibility
upgrades — in the current year plan

¢ Encourage accessibility upgrades for retrofits and other building projects.

¢ Help forward compliance with the Built Environment Standard at municipal
facilities.

2016 — FOCUS PARKS
Strategy: Identify areas of improvement at municipal parks.

Measures

e Undertake site reviews and assessments to identify, prevent and remove
barriers.

¢ Investigate new accessible features.

2017 — FOCUS ON TRAINING AND INFORMATION
Strategy 1:  Review the municipal website.

Measures
¢ Audit web content for accessibility.
e Add accessibility features to the website.

Strategy 2:  Review training and other resources with regard to accessibility.

Measures

e Review training program provided to staff and volunteers.

e Evaluate previous training programs and make changes where appropriate.
2018 - FOCUS ON MUNICIPAL ELECTION, COMMUNICATION AND EVALUATION

Strategy: Ensure the 2018 Municipal Election is fully accessible.

Measures

e Review technology and procedures for the election.

o Identify any barriers that may exist at any facilities to be used as part of the
election.

10



2019 - FOCUS ON BUSINESS

Strategy: Encourage accessible customer service at local businesses.

Measures

Provide best practices to local businesses through outreach.
Highlight achievements and commitments made by local businesses.
Meet with the Chamber of Commerce.

Meet with the Community & Economic Development Committee.
Organize a forum with the above two groups

11



PUBLICATION OF THE ACCESSIBILITY PLAN

The 2015-2019 Accessibility Plan will be available on the municipal website. Paper copies of
the plan are available in regular font size and large print at the Municipal Office and the Almonte
and Pakenham branches of the Mississippi Mills Public Library and the Carleton Place Library.

SUMMARY

Council is committed to ensure that persons with disabilities share the same rights, freedoms
and obligations so that they may live as independently as possible and able to participate in all
that the Municipality of Mississippi Mills has to offer. The annual accessibility plan represents
and plays an important role in recognizing the needs of persons with disabilities that reside in
Mississippi Mills.

CONTACT/INQUIRIES

All inquiries with respect to this plan can be directed to:

Municipal Clerk
Municipality of Mississippi Mills
3131 Old Perth Road
PO Box 400
Almonte ON KOA 1A0

(613) 256-2064 ext. 226

12




APPENDIX A

Al

A2

A.3

Municipal Facilities
Municipal Infrastructure

Recreational Grounds/Open Spaces
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Al MUNICIPAL FACILITIES

Ramsay Ward

= Municipal Office 3131 Old Perth Road

=  Municipal Garage 3167 Old Perth Road

= Water and wastewater treatment building — not this anymore: Concession 8, Part Lot 16, 17,
Concession 8, West Part Lot 16, 110.88 acres

Almonte Ward

= Almonte & District Community Centre 182 Bridge Street
= Old Almonte Town Hall — 14 Bridge Street

= Mississippi Mills Public Library — Almonte Branch — 155 High Street
= Almonte Day Care Centre — 208 State Street

= Old Registry Office — 125 Brougham Street

= Almonte/Ramsay Fire Station — 478 Almonte Street

= Almonte Water Tower — Paterson Street

= Old Almonte Municipal Garage — 482 Almonte Street

= Well Pump Houses numbers 3,5,6,7 & 8

= Beach Hut — NLAS Fairgrounds on Water Street

= Lawn Bowling Clubhouse — Robert Street

« Kirkland Park Gazebo — Mill Street

= Hydro Generating Station — Almonte Street

= Lagoon Pumphouse — Metcalfe Park — Almonte Street

= Washroom Facilities — Metcalfe Park — AlImonte Street

= Canteen and Washrooms — Gemmill Park, Bridge Street

Pakenham Ward

= Mississippi Mills Public Library — Pakenham Branch — 128 MacFarlane Street
= Pakenham Garage — 175 Five Arches Drive

= Pakenham Fire Station — 106 Jeanie Street

= Stewart Community Centre — 112 MacFarlane Street

= Cedar Hill School House - 270 Cedar Hill Road

= Recycling Depot - 580 Barr Side Road

LEASED PROPERTY

The Municipality does not lease any buildings for its own use but does provide leased office
space at the Almonte Old Town Hall. Ottawa River Power Corporation leases a garage from the
municipality located at 482 Almonte Street.

2015-2019 Accessibility Plan Municipality of Mississippi Mills Page 7
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A.2 MUNICIPAL INFRASTRUCTURE

Roads
There are approximately 356 kms of roads in Mississippi Mills; this includes 180 kms of loose
top (gravel roads), 82 kms of paved and 96 kms of surface treated roads.

Water & Sewer
The Almonte Ward and the White Tail Ridge Subdivision (Ramsay Ward) all have water and
sewer services. All remaining areas of Ramsay and Pakenham Wards are on private services.

Wastewater Treatment Plant
Concession 8, Part Lot 16, 17, Concession 8, West Part Lot 16, 110.88 acres.

Sidewalks

The Municipality has about 32 km of sidewalks. A majority of Almonte Ward streets have
sidewalks, whereas in the hamlets of Pakenham and Clayton only the main roads have
sidewalks. All other roads in the municipality do not have sidewalks.

Streetlights

Street lighting exists on most streets in urban areas and at some high volume intersections in
the rural areas. As well, street lighting is provided in the hamlets of Pakenham, Clayton,
Blakeney and Appleton. Street lighting in some of the older subdivisions is provided through
lawn lamps.

Wells
Almonte Ward water is supplied by 5 groundwater wells located throughout the ward.

Landfills

= Pakenham Landfill — Closed except for brush, scrap metal and white appliances purposes
Barr Side Road

= Ramsay Landfill, Quarry Road - Closed

» Howie Road Landfill Site (Located within the Boundaries of the City of Ottawa)

Cemeteries
The municipality is responsible for the maintenance of five (5) cemeteries. Two cemeteries are
inactive and while no burials occur in the remaining cemeteries, they are considered “active”.

MacDonald Clan Cemetery Lot 22, Conc 10 Ramsay (inactive)
Clayton Methodist Cemetery Lot 21, Conc 1 Ramsay

Houston Cemetery Lot 6, Conc 7 Ramsay

Old Pioneer Methodist Cemetery Lot 13, Conc 9 Ramsay

Clayton Catholic Cemetery Lot 25, Conc 1 Ramsay (inactive)
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A.3 RECREATIONAL GROUNDS/OPEN SPACES

Ramsay Ward

« R.W. McGregor Ball Diamond — softball/soccer - Old Perth Road

= Appleton Bay Park - boat launch, play structure, green space - River Road, Appleton

« Jake Lubber’s Field —River Road, Appleton

= Eleanor Wright Park — cross country skiing and hiking trails — River Road, Appleton

= Clayton/Taylor Lake Access Point - dam, boat launch, picnic area, BBQ pits, trail and
cenotaph — Clayton

«  Munroe Meadows Park- Munro Meadows Subdivision — two lots left in a natural state

= Greystone Estates Park — not developed

Almonte Ward

= Gemmill Park — track, baseball diamond, soccer fields, play structure, tennis courts, green
space, short trails — Bridge Street

= Knob Hill — green space and Veteran’s walkway - Bridge Street across from Gemmill Park

= Augusta Street Park — play structure, BMX track, small basketball court, green space —
Augusta Street

= Metcalfe Park — canoe launch, benches, green space - Almonte Street

=  Meadowglen Park —basketball court, play structure, green space — Spring Street

= Casey-Snedden Ballfield — ball diamond - Country Street

= Almonte Cenotaph, Corner of Little Bridge Street/Bridge Street

= Almonte Train Wreck Memorial - Corner of Mill Street/Bridge Street

= Coleman Island Park — green space — Esplanade Street

= Don Maynard Park — green space - Gale Street

= Wylie Street Park — play structure, swings, green space — Wylie Street

= James Street Park — basketball court, play structure, green space, benches — James Street

= Almonte Lawn Bowling Greens — lawn bowling greens and club house - Robert Street

= Triangular-shaped green space at the convergence of Perth and Bridge Streets

= Martin Street Open Space — not developed — Martin Street along the boundary between the
Ramsay Ward and Almonte Ward

= Kirkland Park — green space - Mill Street

= Riverwalk — board walk and lookouts located along the Mississippi River in downtown
Almonte Ward

= MclIntosh Park — accessible play structure

Pakenham Ward

= 5-Span Bridge Park- green space - County Road 29

= Fred Millar Park — beach, baseball diamonds, soccer, horse shoe pit, skateboard park,
green space — behind and adjacent to the Stewart Community Centre on MacFarlane Street

16
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Ontario @

Business and economy (https://www.ontario.ca/businessandeconomy) —

How to create an accessibility plan and policy

A guide and template on how to prepare accessibility policies and a multi-year plan. This is for private and non-
profit organizations with 50 or more employees and for public sector organizations.

Accessibility for Ontarians with Disabilities Act
A Comprehensive Guide for Developing Accessibility Policies and Accessibility Plans

This guide can help people develop their organizations’ accessibility policies and accessibility plans.

What you need to do

Under Ontario’s Accessibility for Ontarians with Disabilities Act, all public sector organizations, as well as
private and non-profit organizations with 50 or more employees must:

e Develop statements of commitment to accessibility and make them publicly available

e Create written accessibility policies and make them publicly available

¢ Create written multi-year accessibility plans, update them at least once every five years and post them on
their websites, if they have one

If requested, organizations must provide their statement of commitment, accessibility polices and plan in an
accessible format.

Public sector organizations must develop their accessibility plans in consultation with people with disabilities
and post annual status reports to let the public know what they have accomplished in their accessibility plans.
They must also provide their annual reports in an accessible format on request.

Organization Compliance Date
Public sector organizations with 50+ employees January 1, 2013
Public sector organizations with 1-49 employees January 1, 2014

Private and non-profit organizations with 50+ employees January 1, 2014

A statement of commitment establishes an organization’s vision and goals for accessibility. It is an important
first step in the development of accessibility policies and plans as it gives an organization purpose and direction.

Accessibility policies are the formal rules an organization puts in place to achieve its accessibility goals.

An accessibility plan outlines what steps an organization will take to prevent and remove barriers to
accessibility and when it will do so.

These three elements work in tandem. Together, they should make accessibility a permanent part of your
organization’s culture and business practices.
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Steps to consider

The law is flexible, so you can develop your accessibility policies and plan in a way that works best for your
organization. There is no right or wrong way. This guide provides some useful steps for consideration.

Choose your team

A team or working group approach may be a good way to work on the development of your accessibility
policies and plan. The team members will need to have a good working knowledge of your organization’s
business, policies, programs and services.

Removing and preventing barriers to accessibility requires cooperation among many parts of an organization, so
select members from different departments. For example, consider inviting members from communications,

human resources (FHIR) and information technology (IT) departments. Include employees who have disabilities or
have experience working with people with disabilities.

In order to drive change from the top of your organization, you may want to include an executive who has the
enthusiasm and commitment to champion the multi-year accessibility plan.

Step 1: Determine what you have to do

Once you have your team in place, learn more about accessibility and Ontario’s accessibility laws under the

Learn what the law says

e Visit ontario.ca/accessibility (https://www.ontario.ca/accessibility)

o Accessibility for Ontarians with Disabilities Act (AODA)
(https://www.ontario.ca/laws/statute/05all)

o Accessibility Standards for Customer Service (or Ontario Regulation 429/07)
(https://www.ontario.ca/laws/regulation/070429)

o Integrated Accessibility Standards (or Ontario Regulation 191/11)
(https://www.ontario.ca/laws/regulation/r11191)

Learn about accessibility

¢ Get in touch with disability- and accessibility-related organizations and take advantage of their resources
o Attend disability-related community events or invite guest speakers from local disability organizations

e Read the definition of disability in Appendix A, Definitions

¢ Read about barriers in Appendix B, Barriers and Solutions.

Step 2: Assess your level of accessibility

This can help you set accessibility priorities and develop strategies that can maximize your organization’s
resources.

Review what has been done

What are your workplace’s accessibility achievements so far? What have you already done to meet Ontario’s
accessibility laws? Look at all areas in your organization such as sales, maintenance, human resources,

https://www.ontario.ca/page/how-create-accessibility-plan-and-policy 2/21
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programs, communications and training.

This exercise should help you and your team to understand your organization’s readiness to meet its legal
obligations.

Accessibility achievements — SAMPLE
Maintenance/facilities

e Cleared clutter from the hallways and corridors.
Customer service

e Updated the customer feedback process to allow customers to provide comments through the
website, by email, phone or in-person.

Information and communications

¢ Converted existing emergency and public safety information into a digital file for easy conversion to
accessible formats.

¢ Developed a procedure so that company communications are available to employees with
disabilities at the same time as everyone else.

Identify barriers to accessibility

Barriers to accessibility are obstacles that make it difficult — or sometimes impossible — for people with
disabilities to fully participate in life. Meeting Ontario’s accessibility laws can help you remove many barriers;
however there may be some that are unique to your organization.

Many people think disabilities are the barriers, but that’s not the case. Barriers usually develop because the needs
of people with disabilities are not considered. Once you understand what accessibility barriers are, you will be
able to identify them more easily in your organization.

Barriers may be visible or invisible. There are many different types of barriers. Here are a few examples.

Type of barrier Example of barrier

Attitudinal barriers may result in people with ¢ A receptionist who talks to an individual’s support

disabilities being treated differently than people person rather than the individual with a disability.

without disabilities. e Communicating important messages over an
intercom that people who have hearing loss cannot

Informational and communication barriers arise hear clearly.

when a person with a disability cannot easily « Publications that are not available in large print,

receive and/or understand information that is digitally, Braille or other accessible formats.

available to others.

Systemic barriers in policies, practices and
procedures result in people with disabilities to
being treated differently than others or sometimes
excluded altogether.
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Physical and architectural barriers occurs in the
environment and prevent access for people with

disabilities.

e A website that does not support screen reading
software.

e Eligibility criteria that effectively exclude people
with disabilities. For example, requiring a job
applicant to have a driver’s licence even though it

Technological barriers occur when technology or isn’t essential to do the job.
the way it is used does not meet the needs of people e Meetings or conferences that are held in locations
with disabilities. that are not accessible to people with disabilities.

e A door knob that cannot be twisted by a person
with limited mobility and strength, such as
someone with arthritis.

e A hallway or door that is too narrow for a person
who uses a wheelchair to pass through safely.

Look for barriers in all areas of your organization. Include policies, procedures, programs and services.

When looking for barriers, remember that Ontario’s accessibility laws define disability broadly. The definition
includes invisible disabilities such as mental illness, developmental disabilities, learning disabilities, colour
blindness, etc. For the definition of disability, please go to Appendix A.

Here are some other tips.

e Review "Barriers and Solutions" in Appendix B

e Brainstorm with employees, volunteers, customers or other people outside of your organization to
generate a list of policies, procedures, programs and services that are known to cause — or are suspected
to cause — barriers to people with disabilities. When consulting employees, consider using an anonymous
questionnaire so those who have not disclosed having a disability can identify barriers they have
encountered.

e Think about the barriers that your organization might inadvertently create during major initiatives such as
office relocations, renovations, program changes, software upgrades or website launches.

Set priorities
Now that you have a list of barriers, you are ready to set your priorities.
e Using what you’ve learned ontario.ca/accessibility (https://www.ontario.ca/accessibility)_, list the
accessibility laws that your organization has not met.

e List any other barriers beyond Ontario’s accessibility laws that might significantly affect employees with
disabilities or that exist in programs, facilities and services that are frequently used by the public.

Step 3: Create your accessibility policies and accessibility plan

Now that you understand your organization’s level of accessibility and know where the barriers exist, you’ll
need to develop:

e statement of commitment
e accessibility policies
20
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¢ accessibility plan

Your policies set out the rules your organization will put in place to become more accessible. Your plan is a road
map to help you meet Ontario’s accessibility laws and remove the accessibility barriers you have identified.

Writing your statement of commitment

The statement of commitment summarizes your organization’s commitment to meeting the accessibility needs of
people with disabilities.

As you write it, consider your organization’s vision, overall goals and its current level of accessibility. Think
about the accessibility message you want to convey to your employees and the public.

Once you have finished the statement

e Tell your employees about it by posting it on your intranet or asking an executive on the team to send an
email message to all employees.

e Make the statement of commitment publicly available.

e Provide it in an accessible format on request.

Consider posting it on your website if you have one, or incorporating the statement into your accessibility
policies (see Appendix C), or the "Message from the CEQ" section of the accessibility plan (see Appendix D).

Statement of commitment — SAMPLE

[Name of Organization] is committed to ensuring equal access and participation for people with
disabilities. We are committed to treating people with disabilities in a way that allows them to maintain
their dignity and independence.

We believe in integration, and we are committed to meeting the needs of people with disabilities in a
timely manner. We will do so by removing and preventing barriers to accessibility and by meeting our
accessibility requirements under Ontario’s accessibility laws.

Developing your accessibility policies

Accessibility policies, like all policies, are organizational rules that outline how an organization should operate
and interact with its employees and its customers.

You have the flexibility to determine what accessibility policies best fit your organizational culture and business
practices. You are not required to have a formal policy for each of Ontario’s accessibility laws.

Here are four easy steps to help you develop your accessibility policies.
Identify gaps in your current policies

Some of your current policies may already address accessibility or Ontario’s accessibility laws. For example,
you may already have a policy about making information accessible to people with disabilities on request.

Alternatively, when assessing your organization’s level of accessibility, you may have discovered that some of
your existing policies create barriers. For example, a policy that requires all purchases to be returned within
seven business days creates a barrier for people with di%aflbilities who are not able to travel easily.
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Review what you are required to do under Ontario’s accessibility laws, the barriers you discovered in your
assessment, and your overall accessibility goals. Next, think about whether creating a policy could help you
achieve your goals.

You may also adapt your current policies to include accessibility. For example, if your organization has human

resource policies on recruitment or performance management, you could integrate accessibility requirements
into these existing policies rather than creating new ones.

Organize and write your policies

Once you have decided what content to include, organize it in a clear, logical sequence that’s easy to understand.
Consider starting with your statement of commitment and then adding your other accessibility policies. Your
policies must be consistent with the principles of dignity, independence, integration and equal opportunity. You
can choose how to format your policies, but they must be documented.

See Appendix C for a sample accessibility policies template.

Example

[Name of organization] will provide, on request, information in an accessible format or with
communication supports to people with disabilities, in a manner that takes into account their disability.

Best practice

In your office software, use a structured electronic file to prepare your policies and multi-year plan so it
can be easily shared in a variety of accessible formats on request.

A structured electronic file includes information about the format of the document such as titles, section
headings, font size and colours. This makes it easy to produce the same document in an alternate
accessible format such as a web page, large print, braille or audio version.
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Title of Document

Subtitle of Document

Heading Level 1

This is a paragraph. To make text easier to read for persons with low vision, do
not use italics Instead, always use bold for emphasis. The next paragraph is
placeholder text.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Cras conseguat aliqguam

augue. Nunc et risus massa, sit amet molestie massa. Nulla facilisi. Etiam auctor
dictum sapien ut tempus. Integer velit diam, egestas non placerat eget tempor a
negue. Aliguam erat volutpat. Pellentesque massa lacus, bibendum vel placerat

sit amet, pulvinar sit amet quam.

Heading Level 2

This is a paragraph. The remainder of this paragraph is placeholder text. Lorem
ipsum dolor sit amet, consectetur adipiscing elit.

*+ Hereis a sample bullet point.

v..
| £
@
¥

Figure 1: A structured electronic file composed in Microsoft Word.

Learn more about how to make information accessible (https://www.ontario.ca/page/how-make-information-

accessible)._.

Publish your policies

L

Formatting of selected text

s List Bullet

[selectal | [newstyle... |

Pick formatting to apply

Clear Farmatting
Bold
Heading 1
Heading 2
Heading 3

» List Bullet

1. List Mumber

MNarmal

Subtitle

Shrwe | Availahls etidsa

You must make your policies available to the public. For example, you could post information about the policies
on your website or in your reception area. If requested, you must also provide a copy of the policies in an

accessible format.

You may also want to share your policies with your employees so they can see your commitment to accessibility.

Consider sending out a memo or posting it on your organization’s intranet, if you have one.
y > 1LY

Review and update your policies

A policy is a living document and should be reviewed and updated whenever your organization’s practices or
procedures change. For example, as you move forward with implementing your multi-year accessibility plan,

you may need to update the policies you have written or to draft new policies.

Developing your accessibility plan

Your accessibility plan can help you meet your policy commitments, Ontario’s accessibility laws and improve

accessibility.

Here are some steps that may help you develop your accessibility plan.

Determine your strategies

Review the list of priorities you created in Step 2, which includes legal requirements that you have not met, as

well as the barriers you identified as a priority for removal.

Your next task is to develop strategies to address your priorities.

23
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Your organization is not required to remove or eliminate every barrier right away. You can be strategic about
which ones to tackle immediately. But you must meet your legal requirements by the deadlines outlined in the
report you received from the on ontario.ca/accessibility (https://www.ontario.ca/accessibility)._.

Your strategies to meet these legal requirements that have an approaching deadline may be more detailed than
your strategies to meet those with later deadlines.

Here are some things you may want to consider when determining your strategies.

Consult the experts: Consult people with disabilities throughout this process. People with disabilities are often
knowledgeable about removing the barriers that affect them.

For public sector only
Public sector organizations must consult with people with disabilities when developing their plans. If an

organization has an accessibility advisory committee, the committee must be included in the consultation
process.

Allocate resources: Estimate the human, financial, and technical resources needed and available.
Assign responsibility: Decide which employee or department will lead your efforts to meet each commitment.

Decide on a timeline: Develop a work schedule that aligns with compliance deadlines for Ontario’s accessibility
laws and your organization’s priorities.

For some sample worksheets with strategies to meet Ontario’s accessibility laws and remove barriers please go
to Appendix E.

Ask yourself the following questions about each of your commitments.

Checklist

1. Is the commitment practical?

2. If it’s a multi-step commitment, does the sequence of actions make sense?

3. Is the timeline realistic? Is there enough time to complete each stage?

4. Will the actions taken result in the barrier being removed or prevented?

5. Will the proposed approach to meeting a requirement or removing a particular barrier create any new
barrier to accessibility?

Ask yourself the following questions about each of your commitments.
Create your public accessibility plan

Using the information from the strategies you developed in the previous step, create your publicly available
accessibility plan. It’s up to you to decide how much detail to include in your plan. It should outline how you
plan to remove accessibility barriers and meet Ontario’s accessibility laws.

See the template for an accessibility plan in Appendix D. The template is divided into two sections.

24
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¢ Section One asks you to list what your organization has done to remove and prevent barriers to
accessibility

e Section Two asks you to list the strategies you will put in place up to 2021 to meet Ontario’s accessibility
laws and to remove and prevent barriers. Your list should include projects in areas such as customer
service, information and communications, employment, procurement and training.

Invite people with disabilities, those who have experience with people with disabilities and others who were part
of the consultative process to comment on your plan.

Keep in mind that your accessibility plan is public. So use plain language, write short sentences, avoid jargon or
acronyms, and use the active voice.

Publish your accessibility plan
Post your plan

Get corporate approval and then distribute the plan throughout the organization.

The law says you must post the plan on your organization’s website. If your organization does not have a
website, then consider making the plan available in some other reasonable way such as notifying the public
about its availability on a bulletin board, in a newsletter or through social media.

Provide the plan in accessible format on request

You must also provide your plan in an accessible format when asked. Accessible formats include standard word
processor files, web pages, braille and large print.Learn more about how to make information accessible
(https://www.ontario.ca/page/how-make-information-accessible)..

Consider setting up a process to respond to comments and questions from the public. Include contact
information in the "For More Information" section of the accessibility plan.

Monitor progress and report to the government

To measure the success of the accessibility plan, consider checking its progress every six to 12 months.

You need to file a report with the government regarding your compliance with Ontario’s accessibility laws every
two years (public sector organizations) or every three years (private and non-profit sector organizations). These
reports are filed online at ontario.ca/accessibility (https://www.ontario.ca/accessibility)_.

Reviewing the plan prior to reporting will give your organization the opportunity to see what it has
accomplished and what it still needs to do.

Review and update your plan

You are required to review and update your accessibility plan at least once every five years and post it on your
website, if you have one.

For example, public sector organizations with 50 or more employees must have an accessibility plan in place by
January 1, 2013 and must review and update the plan by January 1, 2018.

For public sector only

25

https://www.ontario.ca/page/how-create-accessibility-plan-and-policy 9/21


https://www.ontario.ca/page/how-make-information-accessible
https://www.ontario.ca/accessibility

6/11/2019 How to create an accessibility plan and policy | Ontario.ca

Consultation

When developing, reviewing and updating their accessibility plans, all public sector organizations must
consult with people with disabilities as well as their organizations’ accessibility advisory committees (if
they have one). Consultations will provide people with disabilities an opportunity to provide feedback and
help organizations to maintain an awareness of the needs of people with disabilities.

Annual status update

Public sector organizations must also prepare annual updates on what they have done to achieve their
accessibility plans. These could include updates about meeting their legal requirements as well as other
accessibility achievements. Updates must be available to the public and posted on their websites if they
have one. Like an accessibility policy or plan, the annual status report must be provided in an accessible
format on request.

Private and non-profit organizations with 50 or more employees must have their accessibility plans in place by
January 1, 2014 and must review and update them by January 1, 2019.

When updating your plan, note the achievements your organization has made and make adjustments to your
strategies where necessary. Remember to check ontario.ca/accessibility (https://www.ontario.ca/accessibility)_for
any changes to accessibility standards so that you may update your plan accordingly.

Best practices

¢ Update accessibility plans annually so that the public can see your organization’s progress.

¢ Build accessibility planning into the existing corporate and strategic business cycles as well as other
planning processes.

e Make sure your accessibility policies remain in step with your accessibility plans.

Appendix A

Definitions

Accessibility — The term accessibility means giving people of all abilities opportunities to participate fully in
everyday life. It is used to describe how widely a service, product, device, or environment is available to as
many people as possible. Accessibility can be seen as the ability to access and benefit from a system, service,
product or environment.

Barrier — Barriers are obstacles that limit access and prevent people with disabilities from fully participating in
society. Most barriers are not intentional. Barriers usually arise because the needs of people with disabilities are
not considered from the beginning.

Disability — Ontario’s accessibility law adopts the definition for disability that is in the Ontario Human Rights
Code. It defines disability broadly:

a. "any degree of physical disability, infirmity, malformation or disfigurement that is caused by bodily injury,
birth defect or illness and, without limiting the generality of the foregoing, includes diabetes mellitus,
epilepsy, a brain injury, any degree of paralysis, amputation, lack of physical co-ordination, blindness or
visual impediment, deafness or hearing impediment, muteness or speech impediment, or physical reliance
on a guide dog or other animal or on a wheelchair or other remedial appliance or device,

b. a condition of mental impairment or a developmental disability,
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c. a learning disability, or a dysfunction in one or more of the processes involved in understanding or using

symbols or spoken language,
d. a mental disorder, or

e. an injury or disability for which benefits were claimed or received under the insurance plan established
under the Workplace Safety and Insurance Act, 1997."

Appendix B

Barriers and solutions

Some people see disabilities as the barrier. But that’s not the case. For example, Sarah has low vision and has a
hard time reading some restaurant menus. Her low vision is not the barrier. It is the small print on the menus.
When a restaurant gives Sarah a large print menu, she can read it and place her order independently and barrier

free.

The tables below illustrate the various types of barriers that exist and some possible solutions for their removal.

Attitudinal barriers may result in people with disabilities being treated differently than people without

disabilities.

Attitudinal Barriers

Thinking that people with intellectual disabilities are
not able to make decisions.

Assuming that a person who has a speech impairment
cannot understand you.

Believing a person who has a mental health disability
or someone who uses a wheelchair would not be a
good employee.

Assuming that a person with vision loss cannot enjoy
movies, TV or concerts.

Avoiding a person with a disability in fear of saying
the wrong word or offending them.

Thinking that every person with a disability will need
costly accommodation.

Possible Solutions

Do not assume what employees or customers with
disabilities can or cannot do. Ask them.

Train staff to interact and communicate with people
with different types of disabilities.

Learn about ways you can accommodate employees
with disabilities.

Learn about the different ways and available
technologies that help people with vision loss enjoy
movies, TV and concerts.

Train staff to interact and communicate with people
with different types of disabilities.

Learn about the types of accommodations for people
with disabilities. Many are low cost.

Informational and communication barriers arise when a person with a disability cannot easily receive and/or

understand information that is available to others.

Informational and Communication Barriers

Possible Solutions

Make everyday documents, like signs and menus, easy to

Print that is too small to read.

read by making sure that the print is legible for most

people.

Presentation materials for meetings, such as slide
decks and videos are not accessible to employees
with low vision or who have hearing loss.

Include captions for videos. When this is not
possible, provide a text transcription of the video.

https://www.ontario.ca/page/how-create-accessibility-plan-and-policy

Develop a template for slide decks using large fonts, high
contrast colours and clean layout.

Provide a visual description of the slides when making a
presentation.

Provide descriptions or alt tags for pictures for people with
vision loss.
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Brochures, guides and advertisements are not clear
or easily understood.

Website pictures don’t have descriptions.

Complicated, busy or confusing signs.

Seating arrangements make it difficult for people
who have hearing loss to fully participate in
meetings.

Marketing and communications are not inclusive,
either in depicting people with disabilities,
including them as a potential target audience, or in
considering them.

Use plain language, symbols and pictures to get your
message across.

Provide descriptions or alt tags for pictures for people with
vision loss.

Keep signs clean and clear. Make information available in
another form, such as a chart or pictogram.

Arrange seating at a round table to facilitate lip reading.
Use assistive listening or amplification devices as
appropriate.

Check that your marketing and communications efforts
reach people with disabilities. Include people with
disabilities of all generations in photos, testimonials and
other communications.

Ensure marketing collateral such as flyers, brochures,
podcasts and YouTube videos, are accessible.

Technological barriers occur when technology or the way it is used does not meet the needs of people with

disabilities.

Technological Barriers Possible Solutions

Emails or other electronic communications
are not accessible to people who use
screen readers.

Make sure every email is accessible to people who use screen
readers and offer alternative methods of communication.

Having only one way for your customers  Allow customers to contact you in a variety of ways including
to reach you, for example, by telephone telephone, email, TTY or train your staff on using the relay

only. service over the phone.

Accepting only online job applications. Welcome job applications in a number of formats.

Systemic barriers in policies, practices and procedures and result in people with disabilities being treated
differently than others or sometimes excluded altogether.

Systemic Barriers

People with disabilities are excluded from events,
or included as an after-thought when planning
events.

Not knowing about the different types of
accommodations an employee might need to return
to work after an absence due to a disability.

There is no leadership or accountability for issues
related to accessibility for people with disabilities.

Hiring policies do not encourage applications from
people with disabilities.

Procedures may exclude some employees, such as
directing maintenance/housekeeping staff to only
use certain cleaning products that can cause
allergic reactions.

https://www.ontario.ca/page/how-create-accessibility-plan-and-policy

Possible Solutions

Make sure that accessibility is considered when making
plans for events and invite attendees to tell you if they
have different needs. Consider using an accessibility
checklist for events.

Learn about the types of accommodations employees
might need. Talking with employees about their specific
needs is a good first step.

Designate a point person to implement accessibility
policies and procedures.

Review current hiring processes to identify and remove
barriers such as inaccessible locations for interviews.

Implement a "fragrance-free" policy.
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Physical and architectural barriers in the environment and prevent access for people with disabilities.

Physical/Architectural Barriers Possible Solutions

Aisles are blocked by displays or merchandise
making them too narrow for a person using a
wheelchair or walker.

Consider the paths that your employees and customers
take when creating displays or storing merchandise.

Think about potential barriers when selecting a venue. Do
Event or meeting spaces are inaccessible. not just look for a ramp. Consider the washrooms, lighting
and signage.

Accessibility features such as power-operated Develop a maintenance plan and ensure prompt response
doors are broken and not fixed promptly. times when equipment is broken.

Appendix C

Accessibility policies — sample template
Statement of organizational commitment

[Name of organization] is committed to ensuring equal access and participation for people with disabilities. We
are committed to treating people with disabilities in a way that allows them to maintain their dignity and
independence. We believe in integration and we are committed to meeting the needs of people with disabilities
in a timely manner. We will do so by removing and preventing barriers to accessibility and meeting our
accessibility requirements under the Accessibility for Ontarians with Disabilities Act and Ontario’s accessibility
laws.

Training

We are committed to training staff and volunteers in Ontario’s accessibility laws and aspects of the Ontario
Human Rights Code that relate to persons with disabilities.

We will train our employees and volunteers on accessibility as it relates to their specific roles.
Procurement

Note: Under the law, only public sector organizations have this requirement.

We will incorporate accessibility criteria and features when procuring or acquiring goods, services or facilities,
including self-serve kiosks. If it is not possible and practical to do so, we will provide an explanation upon
request.

Self-service kiosks

Note: Public sector organizations must incorporate accessibility features. And private and non-profit
organizations must have regard for accessibility in this requirement.

We will incorporate accessibility features/consider accessibility for people with disabilities when designing,
procuring or acquiring self-service kiosks.

Information and communications
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We will communicate with people with disabilities in ways that take into account their disability. When asked,
we will provide information about our organization and its services, including public safety information, in
accessible formats or with communication supports.

We will also meet internationally-recognized Web Content Accessibility Guidelines (WCAG) 2.0 Level AA
website requirements in accordance with Ontario’s accessibility laws.

Employment

We will notify employees, potential hires and the public that accommodations can be made during recruitment
and hiring.

We will notify staff that supports are available for those with disabilities. We will put in place a process to
develop individual accommodation plans for employees.

Where needed, we will also provide customized emergency information to help an employee with a disability
during an emergency.

Our performance management, career development and redeployment processes will take into account the
accessibility needs of all employees. Note: This only applies to organizations that already have these processes
in place.

Design of Public Spaces
Note: This section may not apply to all organizations.
We will meet accessibility laws when building or making major changes to public spaces. Public spaces include:

e Recreational trails/beach access routes

e QOutdoor public eating areas like rest stops or picnic areas

e Outdoor play spaces, like playgrounds in provincial parks and local communities

e QOutdoor paths of travel, like sidewalks, ramps, stairs, curb ramps, rest areas and accessible pedestrian
signals

e Accessible off-street parking

e Accessible on-street parking

e Service-related elements like service counters, fixed queuing lines and waiting areas

We will put procedures in place to prevent service disruptions to our accessible parts of our public spaces.
Changes to existing policies

We will modify or remove an existing policy that does not respect and promote the dignity and independence of
people with disabilities.

Appendix D

Accessibility plan — sample template

Note: This template provides instructions to organizations in highlighted text. Remember to delete all
highlighted text from your final plan prior to publishing and any headings that do not apply to your organization.

Timelines for Compliance

Organization Compliance Date
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Public sector organizations with 50+ employees January 1, 2013
Public sector organizations with 1-49 employees January 1, 2014

Private and non-profit organizations with 50+ employees January 1, 2014

[Organization Name]
Accessibility Plan

Table of Contents

Message from the CEO

Introduction

Section One: Past Achievements to Remove and Prevent Barriers

Customer Service

Information and Communications
Employment
Procurement

Self-service Kiosks

Other

Section Two: Strategies and Actions Planned for 2013/2014 - 2021

Customer Service

Information and Communications
Employment
Procurement

Self-service Kiosks

Training
Other

For More Information

Message from the CEO

A personal message from your CEQ illustrates the importance the leadership of your organization places on
accessibility.

You may want to include a specific achievement, success story or best practice that demonstrates your
organization’s leadership in implementing accessibility initiatives.

You may also want to incorporate the statement of comgllitment to accessibility into this message.
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Introduction

In this section, you may choose to include some information about your organization, highlight some of your
key achievements in accessibility, write a brief executive summary of the plan or include two or three paragraphs
that build on the essence of your Statement of Commitment. You might want to link your accessibility plan to
your diversity or inclusion strategy, if your organization has one.

Sample content

[Name of organization] strives to meet the needs of its employees and customers with disabilities and is working
hard to remove and prevent barriers to accessibility.

Our organization/business is committed to fulfilling our requirements under the Accessibility for Ontarians with
Disabilities Act. This accessibility plan outlines the steps [organization name] is taking to meet those
requirements and to improve opportunities for people with disabilities.

Our plan shows how [organization name] will play its role in making Ontario an accessible province for all
Ontarians.

Section One: Past Achievements to Remove and Prevent Barriers

In this section, you have the opportunity to highlight specific projects and programs your organization has
implemented to improve accessibility for people with disabilities and to meet requirements of the Accessibility
for Ontarians with Disabilities Act. Under each heading, add an introductory paragraph, if you wish, and provide
information in bullets. You may also want to add a paragraph describing the corporate approach to addressing
barriers. Please delete any headings that do not apply.

This document includes a summary of the accessibility initiatives the [organization name] has completed.

Customer Service

You can use the list below to provide information. You can also add additional information.

¢ A statement confirming that your organization has remained in compliance with the Customer Service
Standard.

e How customer feedback was submitted.

e A summary of any actions your organization took to address the feedback it received.

e Ifyou did not receive any feedback, outline what actions your organization took to identify and address
potential barriers that may have prevented people from giving feedback.

For more information about Ontario’s Customer Service Standard, visit ontario.ca/accessibility.
(https://www.ontario.ca/accessibility)

Information and Communications
List initiatives from past years.
Employment

List initiatives from past years.

Procurement
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Note: This section may not apply to your organization. List initiatives from past years, if applicable.
Self-service kiosks

Note: This section may not apply to your organization. List initiatives from past years, if applicable.
Other

If your organization implemented initiatives that do not apply to any of the above headings, please list them
here.

Section Two: Strategies and Actions

Identify the projects and programs your organization plans between now and 2021 to meet the requirements of
the Accessibility for Ontarians with Disabilities Act and to remove and prevent barriers to people with
disabilities.

Customer Service

The [name of organization] is committed to providing accessible customer service to people with disabilities.
This means that we will provide goods and services to people with disabilities with the same high quality and
timeliness as others.

List the initiatives your organization is planning to continue in order to comply with the Customer Service
Standard (e.g., training new staff) and specify the timeframe for each.

Information and Communications

The [name of organization] is committed to making our information and communications accessible to people
with disabilities.

List the initiatives your organization is planning and specify the timeframe for each.
Employment

The [name of organization] is committed to fair and accessible employment practices.

List initiatives your organization is planning and specify the timeframe for each.

Procurement

The [name of organization] is committed to accessible procurement processes.

List the initiatives your organization is planning and specify the timeframe for each.
Self-service kiosks

The [name of organization] is committed to incorporating accessibility features/ considering accessibility for
people with disabilities when designing, procuring or acquiring self-service kiosks.

If applicable, list the initiatives your organization is planning and specify the timeframe for each.
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Training

The [name of organization] is committed to providing training in the requirements of Ontario’s accessibility laws
and the Ontario Human Rights Code as it applies to people with disabilities.

List initiatives your organization is planning and specify the timeframe for each.

Design of Public Spaces

[Name of organization] will meet accessibility laws when building or making major changes to public spaces.
If applicable, list initiatives your organization is planning and specify the timeframe for each.

[Name of organization] will put procedures in place to prevent service disruptions to the accessible parts of our
public spaces.

Other

If your organization has planned initiatives that do not fit any of the above headings, list them here in bullet
format and specify the timeframe.

For More Information

For more information on this accessibility plan, please contact [insert name] at
Your website and social media addresses: (insert addresses).

Standard and accessible formats of this document are free on request from (insert contact information).
Appendix E

Sample worksheets

Here are two sample worksheets that highlight some of the things you may want to consider when developing
strategies to meet Ontario’s accessibility laws and to remove barriers to accessibility.

The sample strategies and timelines are based on the legal requirements of a large private sector organization,
i.e., an organization with 50 or more employees.

Sample Worksheet 1: Highlights strategies an organization could take to address one of Ontario’s accessibility
laws.

Sample Worksheet 2: Highlights strategies an organization could take to remove other accessibility barriers
identified in their accessibility assessment.

Ontario law: Provide accessible formats and communication supports on request.

Actions Resources Responsibility Completion
34 Date
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Develop and implement a policy that documents be created in a Marcl} L
: . ) Upto5 2015 in
structured electronic format to allow for easier conversion to Office Manager .
. days preparation
accessible formats .
for deadline
. . : . Customer Service  September
Assess how and what information we make available to public 1 day
Dept. 1,2015
Develop a process for responding to requests for supports and Upto 5 Customer Service  September
services days Dept. 1,2015
Appoint a staff person to focus on planning accessible meetings Ongoing  Event Coordinator §8p tze(;rll ls)er
Outsource select products for conversion to accessible formats 2 weeks Customer Service | November
Dept. 1,2015
Develop accessible alternatives to telephone systems for people Telecommunications November
. 2 weeks .
who have hearing loss Coordinator 1,2015
Establish or obtain a list of sign language interpreters, Upto 4 Customer Service  November
intervenor and captioner vendors days Dept. 1,2015
Post a notice on website, Facebook page or other social media Up to 2
. . . A8 . . X December
sites and on premises that information is available in a variety hours of = Webmaster 12015

of accessible formats work

Sample Worksheet 2: addressing other barriers

Customer Service Barrier: The Customer Service Centre’s policy that all transactions be in-person shuts out
customers with physical disabilities who have difficulty accessing the centre.

Completion

Actions Date

Resources Responsibility

Customer Service

Investigate alternative policy options and impacts 3 days January 1, 2013

Dept.
Examine on-line and other delivery possibilities 3 days gg;?mer Service January 1, 2013
Establish new procedures based on revised policy 3 days gg;‘i(.)mer Service January 1, 2013
Inform all staff of revised policy and procedures 1 day ](;gls)‘i?mer Service January 1, 2013
Post a notice of revised policy on website and social media | hour Customer Service January 1,2013

outlets Dept.

Information and Communications Barrier: Some employees complain that small fonts and serif fonts make
the branch intranet site more difficult to read.

; - mpletion
Actions Resources Responsibility Completio
Date
2 days Webmaster February 1,
e Review and update intranet site templates 2013
e Ensure that the minimum font size on templates is 12 point,
and only sans-serif typefaces are used (e.g. Arial, Verdana)
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e Ensure that fonts can be resized when technically feasible

Sample Worksheet 2: addressing other barriers (continued)

Employment Barrier: The customer care tracking system requires a computer mouse. So employees who
cannot use or have trouble handling a mouse cannot use the system. This causes problems for people who have
carpal tunnel syndrome.

Actions Resources Responsibility Completion Date

March 1, 2013
Dependent on future
procurement of
technology

March 1, 2013
Dependent on future
procurement of
technology

March 1, 2013
Dependent on future
procurement of
technology

both mouse and keyboard 2 days 11 Department

Developers to observe employees using current system

and to learn about assistive technologies they use 2 days 11 Department

Keyboard accessibility will be criterion when procuring

future software 5 days IT Department

Please note

This guide is not legal advice. Please contact your legal advisor if you require assistance in interpreting the
legislation or the regulation. The guide has been created to help you understand the legislation and/or regulation
and does not replace the official version of the Integrated Accessibility Standards Regulation, Ontario
Regulation 191/11 and the Accessibility for Ontarians with Disabilities Act, 2005 (AODA). If there is any

This guide is protected by Crown copyright, which is held by the Queen’s Printer for Ontario. It may be used for
non-commercial, not-for-profit purposes only in meeting the requirements of the Integrated Accessibility
Standards Regulation 191/11.

Ce document est également disponsible en francais.

© Queen’s Printer for Ontario, 2012
ISBN 978-1-4606-0480-9 (Print)

Updated: April 26, 2019
Published: December 9, 2015

Related

Accessibility laws (https://www.ontario.ca/page/accessibility-laws),
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Subscribe to the newsletter (http://eepurl.com/O6uYz)

Register for a free session (http://www.eventbrite.ca/o/accessibility-directorate-of-ontario-
73480961197s=43432174)
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