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An EnAbling Change Partnership with the Government of Ontario

Introduction 

In 2005, the Ontario government passed the Accessibility for Ontarians With Disabilities Act (AODA). Its goal is to make the province accessible to people with disabilities by 2025. The accessibility standards under this legislation address five key areas, including an Accessibility Standard for Employment. The compliance dates for the Employment Standard are staggered, starting from January 2012. 
The Conference Board of Canada partnered with the Ontario government’s EnAbling Change Program to develop resources to help employers tap into a vibrant and underutilized labour pool—people with disabilities. In 2012, the report Employers’ Toolkit: Making Ontario Workplaces Accessible to People With Disabilities was released 
The Employers' Toolkit provides practical advice to employers of all sizes about simple changes they can implement to make their workplaces more inclusive for people with disabilities, as well as suggestions on complying with the Accessibility Standard for Employment Standard as set out under the AODA. It includes resources such as checklists, tips and techniques, links to other resources, case studies (business profiles), and tips for small businesses to help employers implement accessible employment strategies and practices. The toolkit is organized around all the stages of employment—from job advertising, interviewing, the hiring process, and retention to career development and advancement considerations.


Companion Tools and Templates for Employers

The purpose of the Companion Tools and Templates for Employers document is to provide employers with accessible and customizable Word format versions of the templates, tips, and forms found in the Employers' Toolkit that they can easily adapt to their needs. Employers are encouraged to customize and modify these forms for use in their respective organizations. These tools and templates are meant as guidelines of good practice for employers as they work toward making their employment practices more accessible to people with disabilities. The use of these specific forms is not a requirement under the AODA. 
This document has 12 sections containing tips, advice, checklists, and sample templates to help employers review and revise organizational policies and procedures to help them meet requirements under the Accessibility Standard for Employment. Customizable Word document versions of these forms are available in the accompanying folder.



1. Accessible Interviewing Checklist
· This form contains items that organizations should take into account when prepare to make interviews accessible.
· These tips are meant as good practice. The Employment Standard does not specify the method that employers need to use this checklist.  
2. Sample Interview Script Guidelines
· These guidelines can be given to human resources interviewers, as they prepare to contact applicants for interviews, to help ensure bias-free hiring and compliance with section 23 of the Employment Standard—Recruitment, Selection, or Assessment Process. This section requires an employer to notify job applicants, when they are individually selected to participate in an assessment or selection process, that accommodations are available upon request related to the materials and processes used during the assessment/selection process. 
· These guidelines, however, are meant as a good practice. The Employment Standard does not specify the method that employers need to use to fulfill this requirement. The script can also be modified to reflect a specific organization.
3. Sample Notification to Successful Applicants
· This sample letter can be used by human resources personnel to notify a successful applicant that accommodations are available in the company, in compliance with section 24 of the Employment Standard—Notice to Successful Applicants. In this section, employers are required, when making offers of employment, to notify successful applicants of the organization's policies for accommodating employees with disabilities.
· This letter, however, is meant as a good practice. The Employment Standard does not specify the method that employers need to use to fulfill this requirement.
4. Sample Functional Capacity Assessment Form
· This functional capacity assessment form can be used by employers when requesting an evaluation by an outside medical or other expert for non-work-related injuries, illness, or disabilities. It can be used to determine whether, and how, an accommodation can be achieved, as described in section 28 (2) of the Employment Standard—Documented Individual Accommodation Plans.
· This form could be used as part of a written accommodation process. However, it is meant as a good practice. It is not a requirement under the Employment Standard.
· It is important to note that, for work-related situations, employers should use the Workplace Safety and Insurance Board's “Functional Abilities Form for Planning Early and Safe Return to Work,” if the Workplace Safety and Insurance Act, 1977 applies to the situation of workplace. 
5. Sample Written Accommodation Process
· It is a requirement under section 28 of the Employment Standard—Documented Individual Accommodation Plans—for all Ontario employers (other than employers that are small organizations) to develop and have in place a written process for the development of documented individual accommodation plans for employees with disabilities.
· An example of an accommodation process is described. It can be modified to meet organizational needs.
6. Sample Individual Accommodation Plan
· Under section 28 (1) of the Employment Standard—Documented Individual Accommodation Plans—employers (other than small businesses) are required to develop and have in place a written process for the development of documented individual accommodation plans for employees with disabilities. The form provided can be modified and used by employers for this purpose.
7. Examples of Job Accommodations
· This form provides examples of accommodations that have enabled valuable employees with disabilities to keep their jobs, constituting a smart investment for their employers. The examples provided in this table are direct accounts from employers who participated in an ongoing Job Accommodation Network (JAN) study. (For a more detailed list of specific job accommodations, go to JAN's website at http://askjan.org.)
8. Sample Worksheet—Identification of Potential Barriers During an Emergency Response
· Employees with disabilities may not be able to easily identify the potential barriers or challenges to their safety during an emergency response in the workplace. An employers and employee can complete this worksheet to determine whether the employee requires an accommodation in an emergency situation.
· Although the completion of a worksheet is not a requirement under section 27 of the Employment Standard—Workplace Emergency Response Information—it can be useful when determining appropriate and effective workplace responses during an emergency. 
9. Sample Individualized Employee Emergency Response Information Form
· Under section 27 of the Employment Standard—Workplace Emergency Response Information—all Ontario employers are required to provide individualized workplace emergency response information to employees with disabilities, if the disabilities are such that the individualized information is necessary and the employers are aware of the need for accommodation due to the employees' disabilities.
· The form can be used to document the workplace emergency response information for an employee with a disability and can then be added to her individual accommodation plan, if applicable. 
10. Sample Job Task Analysis Form
· Employers are not required under section 29 of the Employment Standard—Return to Work Process—to do a job task analysis for employees returning to work from a disability-related leave. However, it is a good practice to analyze the various job options available to returning employees to ensure that the best options are chosen.
· During a job task analysis, three steps must be carried out for every position of interest.



11: Sample Return to Work Process
· It is a requirement under section 29 of the Employment Standard—Return to Work Process—for all Ontario employers (other than employers that are small organizations) to develop, put in place, and document a return to work (RTW) process for employees who have been absent from work due to a disability and who require an accommodation to return to work.
· An example of a written process is presented. It can be modified to meet organizational needs. 
12: Sample Return to Work Plan Form
· Under section 29 of the Employment Standard—Return to Work Process—all Ontario employers (other than small employers) must develop, put in place, and document a return to work (RTW) process for employees who have been absent from work due to a disability and who require an accommodation to return to work.
· Although it is not a requirement under the Standard, this form can be used to document the outcome of a RTW process for an individual employee and can then be added to the employee's individual accommodation plan, if applicable. 
--------------------------------------------------------------------------------------------------------------------------------------------------------------
The full report, Employers’ Toolkit: Making Ontario Workplaces Accessible to People With Disabilities, may be accessed free of charge at www.conferenceboard.ca/e-library/abstract.aspx?did=5258. A version for those using assistive technologies is also available.
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