Program Access:  Non-Structural Evaluation Checklist

The following checklists are provided to assist program managers at GSA in evaluating non-structural program access for individuals with disabilities.

Non-structural Accessibility:  General Obligations

	Question
	Reference
	Yes or No

N/A
	Comment

	1.  Has the program staff that deals with the public received disability awareness

training?
	Recommended by OCR 
	
	

	2.  Are there any policies or procedures that would limit the participation of or deny access to individuals with disabilities?
	41 CFR 105-8
	
	

	3.  Are there any policies or practices that would result in an individual with disabilities receiving lesser or different benefit/service than a person without a disability?
	41 CFR 105-8
	
	

	4.  Is program staff required to request supervisory approval prior to declining a request for assistance from an individual with disabilities?
	OCR recommends only supervisory staff should make decision to decline a request for assistance.
	
	

	5.  Is the staff aware of their responsibility to make reasonable modifications to policies and/or provide alternative assistance?
	
	
	

	6.  Has the staff been trained or instructed under what conditions or situations that modifications and/or assistance may be required in order to provide meaningful access to individuals with disabilities? 
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Non-structural Accessibility:  General Obligations

	Question
	Reference
	Yes or No

N/A
	Comment

	7.  Are there any instances when members of the public with disabilities are provided services/assistance separate from others?
 (i.e., segregated)
	
	
	

	8.  Has your program notified contractors of services to the public that they are obligated to comply with your level of responsibility under Section 504 of the Rehabilitation Act of 1973, as amended?
	
	
	

	9.  Has the program staff received instruction on the requirement to allow individuals with disabilities with service animals in the same areas that those without disabilities are allowed?
	
	
	

	10.  Has the program staff been instructed to keep the route of travel clear of obstructions and to report any loose flooring/carpeting immediately to buildings management?
	
	
	

	11.  Does the program hold off-site meetings, conferences or other temporary events?
	
	
	

	12.  If so, does the staff ensure that the location and site is accessible for individuals with disabilities?
	
	
	


Effective communications refer to the way information is received and transmitted.  Section 504 and 41 CFR 105-8 require the provision of auxiliary aids and services to facilitate meaningful access by individuals with disabilities.  These are devices that can accommodate a person with a communication disability, such as a hearing impairment, a visual impairment, or a speech/language problem.  

Auxiliary aids and services include qualified sign language interpreters and communication devices for persons who are deaf or hard of hearing; qualified readers, taped texts, Braille or other devices for persons who are blind or with visual impairments; adaptive equipment or similar services and activities for people with other communication disabilities.

Preference should be given to the individual’s preferred method of auxiliary aid or service.  However, in the event the preferred method is unavailable or cannot be provided, program managers must ensure that the selected method provided is effective.  GSA Language Services Schedule may be helpful in locating a vendor to provide an auxiliary aid or service.

Non-structural Accessibility:  Effective Communications

	Question

	Reference
	Yes or No

N/A
	Comment

	1.  Can information that is communicated visually (brochures, enrollment forms, handbooks, videotapes, flip charts, slides, posters, printed directional signs, and so forth) be provided in an alternate format, if requested?
	41 CFR 105-8
	
	

	2.  Can information that is communicated verbally be provided in alternate format, if requested?
	
	
	

	3.  Does the program inform participants/members of the public with disabilities that auxiliary aids and services are provided upon request?
	
	
	

	4.  Is there a procedure established for staff to refer to obtain/arrange for auxiliary aids and services in a timely manner?
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Non-structural Accessibility:  Effective Communications

	Question
	Reference
	Yes or No

N/A
	Comment

	5.  Can an individual with a hearing or speech impairment access a TTY/TDD phone system at your program site?

	
	
	

	6.  If so, have staff members been trained on how to use the equipment?
	
	
	

	7.  If your program does not have TTY/TDD, does your staff know how to use the Federal Relay Service and the telephone number?
	
	
	

	8.  Is there a mechanism for ensuring that people who are deaf or hearing impaired are aware of an activated fire or smoke alarm?
	
	
	

	9.  Does your program have it’s own web page?
	
	
	

	10.  If so, is it accessible?
	
	
	

	11.  Does your program use videos in outreach activities, meetings or events dealing with the public?
	
	
	

	12.  If so, are they closed captioned?
	
	
	


Program Access:  Limited English Proficiency

Executive Order 13166 requires Federal executive agencies to take reasonable steps to provide meaningful access to federally conducted programs and activities for individuals with Limited English Proficiency (LEP).

	Question

	Reference
	Yes or No

N/A
	Comment

	1.  Has the four-factor analysis been conducted to determine whether some form(s) of LEP assistance is required in order to provide meaningful access to LEP individuals?
	Executive Order 13160 & “The Key to Accessing Federally Conducted Programs and Activities” Handbook1
	 
	 

	2.  Did the four-factor analysis conclude a finding that some form(s) of LEP assistance is required?
	 
	 
	 

	3.  If yes, have the necessary processes, procedures and practices been put in place?
	 
	 
	 

	4.  If yes, has the staff been trained or instructed on the LEP procedures 
	 
	 
	 

	5.  Are procedures in place to monitor the effectiveness of LEP assistance to determine whether adjustments need to be made?
	 
	 
	 


�Services must be provided to people with disabilities in the most integrated setting appropriate. 


� A TTY/TDD (text telephone) is a device that allows individuals with hearing or speech impairments to communicate over the telephone.  The abbreviation TTY is preferred by most users of these devices.
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