Section One:  CAMPUS self-assessment

The purpose of this section is two-fold: (1) to help campuses ascertain staff awareness and training on elements of disability access; and (2) to ascertain processes that help ensure the accessibility of information to persons with disabilities. Campuses may disseminate this self-assessment in any way or form that is appropriate for the campus culture. This list is not meant to be all inclusive, but highlights some key areas to help foster a campus climate inclusive of persons with disabilities and thereby assist in the management of risk associated with the lack of campus-wide awareness and training.  An explanatory article on a campus-wide universal model of serving individuals with disabilities follows this checklist.  
A.
Staff Awareness and Training: Staff members in a service role are prepared to serve all individuals with disabilities. 

1.
Are staff members aware of issues related to communicating with individuals with disabilities?  

__________  The handout  "Helpful Communication Hints" has been reviewed with staff or another form of training addressing this issue has occurred.  

2.
Are staff members familiar with the availability and use of a TTY/TDD and/or the Telecommunications Relay Service?  

__________  Staff members have engaged in a training on TTY/TDD.     

3.
Do staff members know how to respond to requests for disability-related accommodations, such as sign language interpreters, large-print format of publications, or sighted guide assistance for a visitor who is blind?  (See your disability services office for assistance.)

.__________  A process is developed with disability services office and recorded as part of office procedures.

4.
Do staff members have access to a current list of key campus offices or programs that offer disability-related assistance in order to respond to telephone, email, or visitor requests for information or assistance? This list might include contacts for services to students with disabilities, wheelchair-accessible transportation, assistive technology, accessible housing, and special types of financial aid.

.__________  A current list of key offices and programs is readily available for staff use.


5.
Do staff members have a basic knowledge of accessible travel routes to effectively direct visitors with disabilities to the office and to other key locations on campus?

​.__________  A map of accessible paths is readily available for staff to use. 

6.
Are staff members aware of campus assistive technology resources (screen readers, Braille printers, enlargers, speech output software, etc.) and how to direct individuals to these resources?  

.__________  A description of campus assistive technology resources and their locations is readily available to staff members. 

B.
Information Resources: Assure that publications and websites welcome a diverse group and that information is accessible to everyone.

1.
Do pictures in your publications and website include people with diverse characteristics with respect to race, gender, age, and disability?

.__________  An evaluation of unit publications and websites has occurred with respect to this item. 

2.
In key publications, do you include a statement about your commitment to universal access and procedures for requesting disability-related accommodations? For example, you could include the following statement: "Our goal is to make all materials and services accessible. Please inform staff of accessibility barriers you encounter and request accommodations that will make activities and information resources accessible to you."

.__________  The statement above or a similar statement is included in key publications. 

3.
Is there a process for providing print materials in alternate formats upon request by those who cannot access print. Alternate formats include audio, Braille, large print, and electronic text.  (Posting an accessible digital format of the print material in an accessible web page will generally be sufficient for making print materials accessible.  However, some individuals with disabilities may still require an alternative version such as Braille, large print, or audio.)  

.__________  Staff members know how to respond to such requests and in accordance with campus policy. 

4.
Are printed materials within easy reach from a variety of heights and without furniture blocking access?

__________  An assessment has been in key public areas where printed materials are on display.

5.
Are your materials, whether print or digital, written in a clear and concise manner, legible, and easy to follow?   

__________ A review of both print and digital materials has occurred and recommendations will be factored into the next update.  

6.
For units who develop their own web sites, have staff members in charge of web site development or creating documents for the web undergone any training for web accessibility?  Section 508 Standards for Accessible Electronic and Information Technology (http://www.access-board.gov/sec508/guide/) is the baseline standard for the CSU.  For information and tutorials about making your website and online resources accessible to everyone, consult your campus resources or the ATI website:  www.calstate.edu/accessibility
___________
The campus has developed a method and is using that method to track the training needs and training completion of staff members engaged in web site, web applications, or web content development.   

7. Are videos and multimedia that are purchased or used by your unit captioned?

__________ A policy has been established and communicated to the campus about purchasing and using captioned videos and multimedia.  

__________ A process is in place to create captions in-house or to outsource as appropriate.  (Check the ATI website (www.calstate.edu/accessibility for captioning resources.)

8.
Are staff members aware of how to appropriately address or direct complaints about inaccessible information and technology? 

___________ A process has been established and communicated widely to staff.  


C.
Events: Assure that everyone feels welcome and can participate in events sponsored by your organization, program or department.

___________
Are group meetings and presentations located in wheelchair-accessible facilities? Is the accessible entrance clearly marked?

___________
  Is information about how to request disability-related accommodations included in publications promoting activities and events?  (Sample Language included below)

___________
 Is accessible transportation available if transportation is arranged for other participants?

SAMPLE LANGUAGE 

ACCOMMODATION REQUESTS FOR CAMPUS EVENTS

1.
Please request disability-related accommodation at least ten working days prior to the event, including materials produced in alternate format, by contacting (name), (title), (department), at (email or phone number or both).  Requests made within less than ten working days are not guaranteed.

2.
This university strives to make its facilities, programs and services accessible to people with disabilities.  If you desire accommodations related to a disability, contact ________ at _________ at least ten working days before this event.  Your request should include a general description of your disability and the type of accommodation you are requesting.  You will be notified before the event takes place about the accommodation that has been arranged for you.

3.
To request disability-related accommodation, contact ______________ at _______________ at least ten working days before this event.

4.
Event information and materials are available in alternative formats upon request.  To request materials in Braille, enlarged print, or audiocassette, or to request a sign language interpreter, captionist or other accommodation for the event, call _______________ at __________ or email ____________________ at least ten working days prior to the event to ensure availability.
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