Draft


Outreach and Recruitment: Are You Ready?

	Questions
	Yes 
	No
	Accomplishments/Next Steps

	Staffing
	
	
	

	1. Do you have a designated staff person(s) responsible for outreach and recruitment? 

a. Is this person knowledgeable about accessibility issues?

b. Has he/she received training in the area of disability awareness and on Equal Opportunity Employment?
	
	
	

	Architectural Access
	
	
	

	2. Number of program location sites______

a. Have you conducted a physical evaluation of each building (including rented spaces) where program and administrative activities take place?
	
	
	

	3. Have you developed a plan for modifications to improve accessibility?

a. Specify the physical  barriers to be remedied
b. Methods to be used, including required funds.
c. Timeline/Schedule for completion,
	
	
	

	Recruitment and Accommodation Practices
	
	
	

	4. Have you ensured that the application process and all application forms are accessible to persons with disabilities?
a. Interviews are held in accessible locations.

b. If requests are made, application is available in alternative formats or methods.
c. You provide interpreters for interviews when requested.
d. Recruitment materials contain an inclusive statement such as “Individuals with disabilities are encouraged to apply.”
	
	
	

	5.  Do the written service descriptions for which you are recruiting adequately reflect the essential and marginal functions of the position?
	
	
	

	6. Have applicants and members been informed that they are entitled to reasonable accommodation?

	
	
	

	7. Do you actively recruit qualified members with disabilities?

	
	
	

	Accessible Communication 
	
	
	

	8. Do your publications; meetings and web site include clear language concerning access for people with various disabilities?

a. Publications are available in alternative formats.

b. Have you publicized meetings or public events indicating s sign language interpreter is available upon request?
c. Is your Web site accessible? Web sites meets accessibility standards [any graphics are available in alternative text]
d. Images of people with disabilities are included in our outreach materials?
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