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Creating an Accessible Workplace

Quick Tips for Employees
It’s easy for your employer to ensure your workplace is accessible. Thanks to technology, it’s simple and often inexpensive. There is also financial assistance available if needed.
Quick Tips for the Physical Environment

· Ask your employer to ensure walking pathways (indoors and outdoors), meeting spaces and working environments are barrier free, clear of obstruction
· You can also ask for contrasting colour and texture strips on stairs

· Ask for signage to be clear and not obstructed

Quick Tips for the Psycho-Social Environment

· Ask your employer to ensure there is open communication in the workplace and ask them to explain potential needs for accommodation with their employees
Quick Tips for Accommodations

You may be able to benefit from improved contrast, magnification and lighting. Or maybe you need high-tech assistive technologies such as synthetic speech software or other technical modifications. 

Examples of Low-Tech Accommodation to Share with Employers
· Ensure overall lighting meets your specific needs with adjustments and/or additional lighting resources 
· Use large print in communications and documents
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· Use appropriate forms of communications such as braille (transcription services are available) 




· Use large print/braille labels or tactile dots on equipment, tools, facilities and documents

· Provide magnification devices (e.g. magnifiers)
· Use electronic text and voice mail communication methods instead of written notes
· Assign people to help with printed and handwritten materials that cannot be converted electronically
· Adjust your work schedule to allow for public transit
· Allow for sharing or switching certain job tasks

Examples of High-Tech Accommodation to Share with Employers
· Use of software/hardware with synthetic speech output to translate text to speech (computers, data phones, PDA’s, etc.)
· Computer screen-magnification programs that change font size and shape, enlarge icons, enhance mouse pointer and change screen colors
· Devices such as closed-circuit television (CCTV) to enlarge printed documents
· Refreshable braille systems that transcribe information from a computer screen into braille text
· Portable note takers: handheld devices that electronically receive, store, and retrieve data. They are equipped with speech and/or refreshable braille display output
Quick Tips for the Application Process 
Possible Accommodations
· You could ask for the application in advance of the interview
· Applications could be made available electronically: by e-mail, CD or online
· Be sure to ask if someone is available to read the application and record the your responses or ask if you can bring a volunteer to assist you with this process if the application must be completed on site

· Suggest adaptive technology (if available on site)
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Administering Employment Tests






      
Accommodations may include:
· Asking someone to read the test to you and to record your responses
· Asking for the test to be made available electronically and providing you with appropriate assistive technology to access it
· Asking if a local agency for the blind can administer the test
· Determining if you have already passed a similar test 

For example, tests measuring typing speed and accuracy, spelling, grammar or basic math skills
Quick Tips for Interviews
· Explain what accommodations, if any, you will need for the interview or testing (e.g., online application, reader/recorder, extra time for test) 
· Ensure questions focus on your abilities as they relate to essential functions of the position
· Make sure you understand the essential job functions of the

position
· Explain whether you can perform the essential job functions with or without accommodations. (e.g. If this job requires editing documents, explain how you would complete the task.)
· Provide information on any job-related education or training you have undergone
· Explain how the employer can help you 
Final Quick Tip

Ensure employers understand that everyone’s vision is different and each person with vision loss has individual needs; therefore, the employer needs to ask what would be most helpful. This will allow for better communication, will build trust and lay the foundation for a path to success.
Special thanks to the American Foundation for the Blind & CareerConnect®
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Additional Resources to Share with Employers
CNIB

1-800-563-2642

www.cnib.ca
Ministry of Community & Social Services

Accessibility for Ontarians with Disabilities Act

1-866-515-2025

www.mcss.gov.on.ca
Job Accommodation Network

1-800-526-7234

www.askjan.org
American Foundation for the Blind 

CareerConnect® Virtual Worksites

Visit a virtual office, restaurant, classroom, or call center to learn how

these environments can be made accessible to workers who are blind

or partially sighted. Each page contains a graphic with embedded links that connect you to detailed information about the accommodations — including product reviews, product evaluations, and in some instances, videos of the products in use. You can also view videos of employees who are blind or partially sighted being active in their workplace.

www.afb.org/Section.asp?SectionID=7&TopicID=330
American Foundation for the Blind-Assistive Technology

To learn more about Assistive technology for people who are blind or
partially sighted, visit AFB Assistive Technology section.
www.afb.org/Section.asp?SectionID=4&TopicID=31
City of London Facility Accessibility Design Standards

www.london.ca/d.aspx?s=/Accessibility/accessibilitystandards.htm
Access World

To learn more about accessibility technology for people who are blind

and partially sighted, visit AFB Access World. www.afb.org/aw/main.asp
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