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Sample Accessibility Plan Template

Sample Accessibility Plan Template

The Accessible Canada Act (ACA) and the Accessible Canada Regulations
(regulations) require that federally regulated entities prepare and publish accessibility
plans. This template is not mandatory, and is provided as a sample that can be used to

prepare your organization’s accessibility plan.

The template clearly indicates all of the required content. For example, your plan must
include certain headings (“General,” headings respecting the areas described in section
5 of the ACA, and “Consultations”).

The template also includes content that is recommended, but not required. You can
adapt this content to reflect your organization’s needs and resources.

You may also be required to include additional content in your plan if your organization
is regulated under the Broadcasting Act, the Telecommunications Act, or the

Canada Transportation Act. For more information on these requirements, read
sections 42 through 68 of the ACA.

“General” (required heading)

This section must include the position title of the person designated by your
organization to receive feedback on barriers and your accessibility plans. It must also
include the mailing address of your organization’s publicly accessible place of business,
a telephone number, and an email address.

Executive summary (recommended subheading)

You could include a short (1 page or less) summary of your accessibility plan. It could
give an overview of the major barriers you identified, the steps you will take to remove
and prevent them, and a summary of your consultations with people with disabilities.

Accessibility statement (recommended subheading)

You could include a short (1 page or less) statement describing how accessibility fits
into your organization’s operations and activities. It should reflect the current regulations
and your organization’s long-term goals.

Areas described under section 5 of the ACA (required
headings)

You must include a heading for each of the areas described under section 5 of the ACA:
e employment

e the built environment
e information and communication technologies (ICT)
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e communication, other than ICT

e the procurement of goods, services and facilities
e the design and delivery of programs and services
e transportation

The ACA requires the publication of an accessibility plan respecting your organization’s
policies, programs, practices and services in relation to the identification and removal of
barriers, and the prevention of new barriers, in the areas listed above. If you cannot
identify any barriers in one of the areas, or if that area is not relevant to your operations,
you can note this under the heading. You can also use your consultations with persons
with disabilities to ask for advice about barriers within these areas.

It is recommended that you cover the following topics under each area:

e Barriers: Barriers in each area as identified by employees, clients, consultation
participants, or others
e Actions: Concrete steps you have taken or will take to remove and/or prevent
those barriers, including:
o Timelines
o Roles and responsibilities
o Determining and tracking intended outcomes

“Consultations” (required heading)

You must set out the manner in which your organization consulted persons with
disabilities in the preparation of your accessibility plan. While maintaining respect for
consultation participants’ right to privacy, we recommend that you describe how you
consulted (in-person or virtual meetings, surveys, or other means), whom you consulted
(individuals, experts, and organizations), and what comments or data you received. You
could include more details about your consultations in an annex. ESDC will publish
additional guidance on consulting persons with disabilities.

Additional headings (recommended)
Glossary (recommended heading)

You could include definitions of words or expressions in your plan with which people
may not be familiar. The definitions should be written in simple, clear, and concise
language.

Budget and resource allocation (recommended heading)

You could include a description of the money and resources your organization plans to
allocate for accessibility improvements.
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Training (recommended heading)

You could include training that you will provide to your staff, such as training about
accessibility and about communicating with people with different types of disabilities.
You could also include training about intersectionality and unconscious biases.

Areas other than those identified under section 5 of the ACA
(recommended heading)

Your organization may identify, remove, or prevent barriers in areas that are not listed in
the ACA. You can include headings for these areas, and cover the same topics that are
listed above: consultations, barrier descriptions, and actions.
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