ACCESSIBILITY AT KING’S

Accessibility Service Review and Planning Tool
Introduction:

King’s University College is committed to increasing the accessibility of our services to persons with disabilities who study, work or visit King’s.  We can increase accessibility by proactively identifying and removing barriers so persons with a disability can receive services in a respectful way.

Timelines:

January 19, 2010:  Senior administrative Team identifies those budget Unit Heads responsible for completing the service review and planning tool and forwards the tool on to them for completion.

February 15, 2010:  Budget Unit Heads complete the tool.

a) Review work practices in comparison to the expectations described in this document

b) Identify, record (on this document) and implement changes required to meet expectations.

c) Submit the completed tool to HR.

March 5, 2010:  Budget Unit Heads complete a brief on-line survey with regard to accessibility practices in their unit.  Information from this survey will support completion of the Ministry required compliance report due March 31, 2010.
Resources Available:
King’s Accessibility website:  www.kings.uwo.ca/aoda
Tips for Providing Accessible Services 

King’s Accessibility Policy and Guidelines

King’s Human Resources Director (519-433-3491, x-4470)

Guide to Accessibility Standards for Customer Service (Ministry of Community and Social Services)

Accessibility Standards for Accessible Service (Regulation 429.07) Ontario

(Please note:  There are links to all of these documents from the King’s Accessibility website)

Accessibility Services Review and Planning Tool
	Budget Unit:

	

	Completed by:


	

	Date Completed (revised):

	


1. Communications Expectations:
	Req: Communicate in a manner that takes into account the person’s disability.  This includes, but is not limited to, print, verbal and interpersonal communication used in delivering service.

Req:  Use reasonable efforts to ensure all service policies, work practices and procedures are consistent with the following principles:

· Dignity (person is able to maintain his or her self respect

and the respect of others)
· Independence (person is able to do things on their own

without unnecessary help)

· Integration (person is able to benefit for the same service,

in the same place and on the same or similar way to

others)

· Equal Opportunity (person is able to have the same

opportunity as others to benefit from the way you provide services)
	Question: What are the points of contact where a person (student, alumni, visitor, retiree) receives service from your unit (e.g. at a counter, in a classroom, at an event, over the phone, by e‐mail)?
Question: At these points of contact what barriers to service might persons with disabilities encounter?
Question: What changes could improve accessibility to your services?


Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




2. Assistive Devices:

	Req: Set a policy on allowing persons with disabilities to use their own assistive devices.

Req: If your services offer assistive devices (such as special equipment or software), document and communicate what is available.  Ensure those providing the service know what the devices are and how they work, or whom to contact about operating them.

	Question: If your services provide assistive devices or have

special measures in place to assist persons with disabilities:
·  Are the practices documented and communicated widely

             through signage, website or other means?

·  Are those who provide service trained in how to use the      devices?


Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




3. Service Animals:

	Req: Allow service animals onto your premises except where

prohibited by law (e.g. health and safety legislation). Offer an

alternative method of assistance if a service animal is prohibited.


	Question: Are there any areas in your unit where a service

animal would be prohibited by law? If yes, please establish a

practice to allow you to work with the person to find an

alternative method of assistance to allow the person to receive

service.




Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




4. Support Persons:
	Req: Allow persons with disabilities to be accompanied by a

support person.
Req: Where admission fees are charged for a support person,

provide notice ahead of time of the amount.


	Question: Do you charge a fee for support persons? (When

possible, please waive admission fees for support persons to

attend King’s events.)
Question: If you do have an admission fee, is the fee

communicated widely in advance through advertisements,

website, brochure or other public methods?



Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




5. Disruptions in Service:

	Req: Provide notice when there is a temporary disruption in

services usually used by persons with disabilities to access goods

or services. Notices must indicate:

·  The reason for the disruption

·  The expected duration

·  A description of alternate facilities or services, if available


	Question: How can your unit communicate disruptions in your

services (e.g. cancelled classes, closures for department

meeting)?
Question: Which methods will you use to direct people to the

Accessibility at King’s website to find general service disruptions

(e.g. through your website, course outlines, face‐to‐face, as

needed)?



Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




6. Feedback Process:

	Req: Establish a feedback process regarding accessibility and

communicate the process to the public. Allow persons to

provide feedback through a variety of methods (e.g. in person,

by telephone, in writing, by email or other electronic means).

Tip: At King’s, feedback will be directed to Human Resources at

KUC‐AODA@uwo.ca


	Question: Which methods will you use to direct people to the

Accessibility Feedback process (e.g. through your website, course

outlines, face‐to‐face, as needed)?
Tip: Units are encouraged to continue to receive direct comment

or feedback as they would for any other aspect of service. If the

matter is not resolved to the complainant’s satisfaction, then

referral to the Accessibility Feedback process is appropriate.



Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




7. Learning:

	Req: Training about accessible goods and services must be

provided to:

·  Faculty, staff members, contractors, volunteers and

others who interact with members of the public and

·  Every person involved in the development of policies,

practices and procedures regarding the provision of

goods and services.
Req: Training is to occur on an ongoing basis on connection with

changes made to relevant policies, practices and procedures.

Req: Training is to be provided to each person as soon as

practicable after he/she is assigned applicable duties.

*Tip: Initial training of all current employees and contractors at

King’s will be coordinated by the Accessible Services committee.
	Question: Who needs to receive training in your unit?
Question: How will you ensure training for current members* of

your unit and for new members in the future?


Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




8. Records of Training:

	Req: Records of training are required.
Tip: Human Resources will keep records of training for those

attending HR‐sponsored sessions or completing the training online.


	Question: Will you be conducting training within your unit

outside of what is being organized by the Accessible Services

committee?
If yes: what steps will you need to take to track this training?


Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




9. Documentation:

	Req: Document policies, practices and procedures for providing

accessible service. Notify that the documents are available on

request, in an accessible format.

Tip: At King’s , the Accessibility Policy, Guidelines and Feedback Process are posted on the Accessibility website


	Tip: Documenting your Action Plan on this form will help you

meet the AODA documentation requirements.
Question: In addition to the Action Plan, does your unit have

other specific work practices or procedures for providing

accessible services?
If yes: are these documented and have you notified the public

through our website, brochure or other public methods that they are available on request?




Action Plan to Improve Accessibility (describe what, how, who and completion date)
	

	No action required. 




