Making Your Workplace Accessible

Outside

· clear passages and direct routes to building

· well marked signage - visible and clearly marked, watch for height of signage

· accessible parking

· smooth surfaces

· ramps

· plants - can be hazards 

· accessible doors - 36"

· glass doors within a large glass facade is hard to see   

Inside

· signage - mobility issue over-walk
lighting

· counter tops

· chairs - waiting area

· free of obstacles

· stairs - handrails - both sides - end curves upward at ends to identify ending of stairs for persons with visual difficulties

· accessible washrooms -doors easy to open, handles, stall turning area, sink level, dryer level, etc.

Elevators

· clearly marked

· close proximity

· no obstacles

· height of buttons

Workstation

· area free of clutter and obstacles

· modified workstations - lowered desk, keyboard

· large screen, adaptive mouse - rotating ball for dexterity

· offer assistive devices;- telecommunication devices TDD 

· computer software- Inspiration, WordQ, zoomtext, kurzweil, jaws Safety - low vision, or blind (sound alarm) and deaf, deafened or hard of hearing (flashing lights) - buddy system in place.

· advertise and promote services you offer

Communication

· all literature 16 font Arial
· offer electronic format and various other formats (large print, Braille etc)

General Guidelines

· offer your help but don't insist
· ask how to help and what to do
· respect person's determination of his/her own needs
· avoid making assumptions - ask
· convey message you are comfortable and not anxious when helping

· be precise and clear

· address person directly - not interpreter, attendant, companion

· don't be overly careful with words "see" what you mean etc.

· don't be afraid to ask someone to repeat something if you didn't understand

· don't touch without asking - equipment, dogs, wheelchairs

· don't shout and don't talk down

· wheelchair - sit at their level

· be patient

· relax and smile

· see the person for who they are, not the disability because they are as individual and unique as you are
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