
	[image: ]
	Version
	Last Review
	Board Date of Approval

	
	1
	[bookmark: _GoBack]Aug. 25, 2026
	

	Document Name
	[bookmark: _4d34og8]Accessible Employment Policy (AODA Compliance) 



[bookmark: _j5cxo7h4lpkl]Intent
The intent of this policy is to ensure Forward House provides equitable, barrier-free employment practices in accordance with the Accessibility for Ontarians with Disabilities Act (AODA) and applicable human rights legislation, including the Ontario Human Rights Code.
Forward House is committed to fair, inclusive, and accessible employment practices across all stages of the employment lifecycle. This includes recruitment, hiring, training, performance management, career development, and return-to-work processes.
Forward House will work collaboratively with employees to identify and remove disability-related barriers and determine appropriate accommodation measures based on individual accessibility needs. 
Definitions 
      Disability
      Has the meaning set out in the Ontario Human Rights Code, and includes disabilities that are visible or non-visible. 
      Accommodation
Reasonable adjustments to workplace practices, policies, job duties, or environments to enable equal participation, up to the point of undue hardship.
      Undue Hardship
Has the meaning set out in the Ontario Human Rights Code. In determining whether an accommodation would result in undue hardship, the applicable legal factors, including cost, outside sources of funding, and health and safety requirements, will be considered.   
      Accessible Formats and Communication Supports
Formats or supports that make information accessible, including but not limited to large print, plain language, assistive technology, or communication assistance.

Individual Accommodation Plan (IAP)
A documented, individualized plan outlining workplace accommodations for an employee with a disability.

[bookmark: _3ixtrlz663ki]Guidelines
      Forward House will comply with all applicable accessibility and human rights legislation and will implement employment practices that promote dignity, independence, integration, and equal opportunity.
[bookmark: _7wr4uw5hnovi]Recruitment, Assessment and Hiring
Forward House will notify employees and the public of the availability of accommodation for applicants with disabilities in its recruitment processes.
When an applicant is individually selected to participate in an assessment or selection process, Forward House will notify the applicant that accommodations are available upon request in relation to the materials or processes to be used.
This includes:
· Providing accommodations during the recruitment and assessment process upon request;
· Consulting with applicants to determine appropriate accommodations; and
· Notifying successful candidates of Forward House's policies for accommodating employees with disabilities.
[bookmark: _hcqsvf1sein6] Informing Employees of Supports
      Forward House will inform all employees of policies used to support employees with disabilities, including this policy.
· This information will be provided to new employees as soon as practicable
· Updated information will be provided whenever there are changes to policies
[bookmark: _4k9xpipzq6oi]Accessible Formats and Communication Supports for Employees
Upon request, Forward House will provide accessible formats and communication supports for:
· Information required to perform job duties
· Information generally available to employees in the workplace
Forward House will:
· Consult with the employee to determine suitable formats or supports
· Provide or arrange for the provision of accessible formats in a timely manner
[bookmark: _6boeq0j6zoq7]Workplace Emergency Response Information
Forward House will provide individualized workplace emergency response information to employees with disabilities where the disability makes individualized emergency response information necessary.
Forward House will:
· Provide individualized workplace emergency response information as soon as practicable after becoming aware of the need for accommodation due to the employee’s disability;
· With the employee’s consent, provide the individualized workplace emergency response information to the person designated by Forward House to provide assistance to the employee; and
· Review the individualized workplace emergency response information:
· When the employee moves to a different work location;
· When the employee’s overall accommodation needs or Individual Accommodation Plan are reviewed; and
· When Forward House reviews its general workplace emergency response policies.
[bookmark: _wn1an7dfatca]Individual Accommodation Plans (IAPs)
Forward House will develop and maintain a written process for the creation of individualized accommodation plans for employees with disabilities.
The process will include:
· Employees may request accommodation through their manager or Human Resources;
· Employee participation in the development of the Individual Accommodation Plan;
· The opportunity for an employee to request the participation of a representative from their bargaining agent, where represented, or another representative from the workplace, where not represented by a bargaining agent;
· Assessment of the employee’s individual accommodation needs;
· The manner in which Forward House may request an evaluation by an outside medical or other expert, at Forward House’s expense, where appropriate to assist in determining whether accommodation can be achieved and, if so, how accommodation can be achieved;
· Where applicable, identification of accessible formats and communication supports required by the employee;
· Measures to protect personal information and maintain confidentiality;
· Documentation of the Individual Accommodation Plan;
· Timely development and implementation of the plan;
· Written reasons provided to the employee where an accommodation request is denied;
· Regular review and updates of the Individual Accommodation Plan, including the frequency and manner in which the plan will be reviewed and updated; and
· A process for reviewing and addressing concerns regarding an Individual Accommodation Plan.
The Individual Accommodation Plan will:
· Be provided to the employee in an accessible format that takes into account the employee’s accessibility needs due to disability;
· Include, where requested, information regarding accessible formats and communication supports provided to the employee;
· Include individualized workplace emergency response information, where required; and
· Identify any other accommodation to be provided to the employee.

      Return-to-Work Process
      Forward House will maintain a documented return-to-work process for employees who have been absent from work due to a disability and require disability-related accommodations in order to return to work.
This process will:
· Be individualized and supportive and include consultation with the employee;
· Outline the steps Forward House will take to facilitate the employee’s return to work;
· Consider and, where applicable, incorporate the employee’s Individual Accommodation Plan;
· Include the development or review of an Individual Accommodation Plan where required to support the employee’s return to work; and
· Document the return-to-work process and any accommodation measures implemented.
Performance Management
Forward House will consider the accessibility needs of employees with disabilities, as well as any Individual Accommodation Plans, when:
· Conducting performance reviews
· Providing feedback
· Implementing performance improvement processes
[bookmark: _r9jp93xbaigd]Career Development and Advancement
      Forward House will consider the accessibility needs of employees with disabilities, and any Individual Accommodation Plans, when:
· Providing training opportunities
· Supporting career development and advancement
[bookmark: _lujvmvkair5l]Redeployment
Where redeployment occurs, Forward House will consider:
· The accessibility needs of employees with disabilities
· Any existing Individual Accommodation Plans

[bookmark: _2kv9j9ip587h]Training
Forward House will provide training on the requirements of the Accessibility for Ontarians with Disabilities Act (AODA) and the Integrated Accessibility Standards Regulation (IASR) to employees, volunteers, and other persons as applicable based on their duties and responsibilities.
Training will include the requirements of the Ontario Human Rights Code as they relate to persons with disabilities, where applicable to the individual's role.
Forward House will:
· Provide training as soon as practicable after individuals begin their duties or responsibilities;
· Ensure training is appropriate to the individual's duties and responsibilities;
· Provide additional or updated training when there are changes to applicable legislation, accessibility requirements, policies, or practices; and
· Maintain records of accessibility training, including the dates training was provided and the number of individuals to whom training was provided.
Where applicable, accessibility training requirements related to customer service will be addressed through Forward House's Accessible Customer Service Policy and related training.
[bookmark: _u9uze5vugvsm]Feedback Process

      Forward House will maintain mechanisms for employees to provide feedback regarding accessibility of employment practices. Feedback may be provided through a manager, Human Resources, or another designated accessibility contact. 
This policy will be made publicly available and will be provided in an accessible format upon request. 
[bookmark: _995zfh4r9twq]Confidentiality

      Accommodation-related information will be treated as confidential and will only be collected, used, disclosed and retained as necessary for the purposes of accommodation, workplace safety, legal compliance, or other authorized purposes, in accordance with applicable privacy requirements. 
      Review and Continuous Improvement
      Forward House will review this policy on a regular basis and update it as required to ensure ongoing compliance with legislation and to improve accessibility in employment practices and remove barriers.
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