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1. INTRODUCTION 

This plan will address the specific accessibility requirements in relation to the 2022 

Municipal Election in the Town of Grand Valley.  

The Town of Grand Valley has made great efforts in promoting a barrier free 

community. To ensure that the 2022 Municipal Election is consistent with the core 

principles of the Accessibility for Ontarians with Disabilities Act, 2005, this planning 

document was developed in advance of the election to identify measures to be 

taken and reported to Council following the election. 

2. OBJECTIVES 

This plan is intended to highlight measures that the Town will be implementing to 

ensure equal opportunity for all electors and candidates. These objectives include:  

• That persons with disabilities can independently cast their vote and verify their 

selection. 

• That persons with disabilities have full and equal access to all information on 

where and when to vote and on eligible candidates. 

• That persons with disabilities can fully participate in the Municipal Election as an 

elector, candidate, or election official. 

• That efforts are made to ensure that electors with disabilities are aware of the 

accessibility measures available via channels such as the newspaper, media 

launches, the Town’s website and social media.  

• That all polling locations/voting assistance locations are accessible. 

3. DEVELOPMENT OF THE PLAN 

This Plan is a “living” document which will be improved and updated as best 

practices are identified and new opportunities for improvement arise. In order to 

develop the plan below, several steps were taken in order to ensure that the 

statutory requirements were met, and a feasible implementation plan was in place. 

During the development of the 2022 Municipal Election Accessibility Plan, the 

following steps shall be implemented:  
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• Review and analysis of documents, policies and other supporting materials 

from AMCTO, neighboring Municipalities, the Ministry of Municipal Affairs 

and Housing, technology suppliers and other various stakeholder groups. 
• Establish staff training standards and practices directly related to the Election 

to ensure that people with disabilities can vote in a positive customer service 

environment and ensure that all Election Officials recognize that a voter’s 

needs shall be accommodated. 

4. VOTING METHODS 

The 2022 Town of Grand Valley Municipal Election will be working with Intelivote 

Systems Inc. to provide eVoting services to eligible voters. This includes the 

convenience and independence of voting from anywhere via telephone, internet or 

in-person at a polling/voting station during the October 14 – 24, 2022 voting period.  

Everyday tools like computers, telephones and other aids can present accessible 

opportunities for persons with disabilities to accomplish more, while being 

consistent with the principles of independence, dignity, integration and equal 

opportunity.  

The Intelivote Voting System provides voters with the capability to vote from the 

comfort of their own home. Voting from home facilitates the voting process for 

persons with disabilities who may have mobility restrictions, visual impairment, 

and/or have a difficult time with transportation. Additionally, persons who have 

assistive devices set up in their homes can now use them to assist with casting a 

ballot privately and independently.  

By allowing persons with disabilities to vote from any location and from a selection 

of methods, there is an increase in the capability for the voter to vote without any 

assistance. This provides persons with disabilities the same independence and 

privacy in participating in the election as other voters. If persons with disabilities do 

require assistance in the voting process, trained Election Officials will be present at 

in-person Polling Locations throughout the voting period.  
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4.1 Telephone Voting  
Eligible voters may vote using a touch-tone telephone, and the toll-free telephone 

number, date of birth, and PIN number contained in their Voter Information Letter to 

access an audio ballot.  Communications barriers can make it difficult for people to 

receive or convey information.  Barriers may be identified as low volume, use of 

language that is not clear or plain, and confusing or unorganized menu options.  

The Intelivote telephone voting application provides the following:  

• Service on all types of touch tone phones and wireless devices. 

• Clear, plain language. 

• Menu options that are easy to follow, advising when to select options and 

provision of confirmation of the voter’s selections. 

• Standard volume is used to allow for adjustment dependent of the telephone 

or device being utilized. 

4.2 Internet Voting  
Eligible voters may vote online, using a smart phone, tablet device, gaming device 

or computer and any accompanying assistive devices or software, along with their 

date of birth and PIN and qualifying information, to access the internet address 

provided in their Voter Instruction Letter.  

The Intelivote System has been created to meet the Web Content Accessibility 

Guidelines (WCAG-2 Level AA), so that persons with disabilities can perceive, 

understand, navigate and interact with the online voting system. It is compliant with 

the guidelines of the World Wide Web Consortium website principles, which include 

organization, functionality and readability of information provided, as well as 

alternative ways of representing information, such as with audio.  

4.3 In-person Voting at Polling/Voting Station(s)  
For those individuals without means to access voting via telephone or internet, or 

who require the assistance of a trained Election Official, an advance polling/voting 

station and Election Day polling/voting station will be open to provide in-person 

internet voting opportunities via a laptop.  
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Access to the polling/voting station interior and voting area shall be level and slip-

resistant. Any doormats or carpeting shall be level with the floor to prevent potential 

tripping hazards. The voting area shall be well lit, and seating shall be available. 

Entrance corridors shall be clear of obstructions and tripping hazards and will allow 

sufficient space for use of a wheelchair or scooter.  

An accessible voting area will be available at each polling/voting location. These 

areas shall be low in height and have a wide area to allow for individuals who use a 

wheelchair or scooter to vote independently and secretively.  

Voters may attend any polling/voting station location throughout the voting period. 

The Town will be operating the following voting place location(s) during the 

Advance Voting Period:  

October 14, 2022 - 10:00 a.m. to 4:30 p.m. 

October 17-21, 2022 - 8:30 a.m. to 4:30 p.m.  

Town Hall, 5 Main Street North, Grand Valley  

Internet only 

The following polling/voting location(s) will be open on Election Day, Monday 

October 24, 2022 from 8:30 a.m. to 8:00 p.m.  

Town Hall, 5 Main Street North, Grand Valley 

Internet only 

5. VOTING LOCATION(S) 

An accessibility assessment of each physical polling location will be conducted. The 

following considerations are taken into account when determining which location(s) 

will be used:  

5.1 Accessible Route  
The name and/or address of the voting location shall be clearly visible. An easily 

navigable route will be marked for entry into the voting location and into the voting 

area within the location. The voting area shall be identified with clear and 
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understandable signage. Seating areas shall be provided throughout the voting 

location for individuals needing a rest.  

5.2 Entrance and Exit 
The route to the entrance of the voting location shall be unobstructed and 

accessible. The route shall be wide enough to allow for an individual using a 

wheelchair, scooter, other assistive device, or service animal to travel safely. Doors 

into the voting location and voting area shall be accessible and easy to open or 

shall remain propped open for the duration of the voting location hours. Routine 

checks of entrance and exit routes will be made throughout the hours of operation.  

5.3 Parking  
Accessible parking shall be available at all voting locations. The designated parking 

space(s) shall be clearly marked with the international Symbol of Accessibility and 

will be on firm and level ground, close to the entrance of the voting location. By-law 

officers will monitor and enforce parking at voting locations throughout the day. 

6. VOTING ASSISTANCE 

6.1 Support Person/Friend of the Voter 
Pursuant to the Town’s Accessible Customer Service Policy people with disabilities 

shall be permitted to be accompanied by a support person at any voting location. A 

designated support person and/or ‘Friend of the Voter’ will be administered an oath 

of secrecy/confidentiality by an Election Official prior to providing any such 

assistance.  

6.2 Service Animals 
Pursuant to the Town’s Accessible Customer Service Policy, individuals requiring 

service animals are permitted to be accompanied by a service animal at all voting 

locations.  

6.3 Election Officials  
At in-person polling/voting locations, upon request, Election Officials are available 

to assist any voter who requires assistance in casting their online ballot. All 

individuals working in the capacity of an Election Official are formally appointed as 

such and administered an oath of secrecy prior to voting day. 
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7. COMMUNICATION 

The 2022 Municipal Election Accessibility Plan will be made available at the Town 

Office and by way of the Town’s web site www.townofgrandvalley.ca. Alternative 

formats will be made available upon request.  

Information regarding the accessibility measures provided for the 2018 Municipal 

Election shall be included in general election advertising as well as in the 2018 

Municipal Election Nomination Package.  

7.1 Election Materials  
The Town is required, as per the Accessible Customer Service Standard, to provide 

a copy of a document to a person with a disability, or the information contained in 

the document, in a format that takes into account the person's disability.  

Alternate Formats  
Alternate formats are other ways of publishing information besides regular print. 

Some of these formats can be used by everyone while others are designed to 

address the specific needs of a user.  

The Town and the person with a disability may agree upon the format to be used 

for the document or information.  

In the event the information is not generated by the Town or is supplied by a third 

party, the Town will make every effort to obtain the information from the third 

party in an alternate format and/or will attempt to assist the Elector by providing 

assistive equipment.  

General Election Materials  
Large Print – Printed material generated by the Town will be provided in an Arial 

font, minimum 12 point, and can be made available in a font (print) size that is 16 

to 20 points or larger. 

Website – Information generated by the Town on the website in relation to the 

election will be compliant with WCAG 2.0 Level A and allow for assistive software 

to be utilized. In addition, website font can be adjusted within the browser’s 

functionality to aid the user in reading the information. 
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7.2 Service Disruptions 
From time to time and/or for unforeseen circumstances beyond the Town’s control, 

temporary service disruptions may be experienced. In the event of a temporary 

accessible service disruption, Election Officials will commit to making reasonable 

efforts to ensure that services are reinstated as quickly as possible and that 

alternative services are provided where feasible.  

In these instances of service disruptions, the Town shall provide reasonable notice 

in the event of a planned or unexpected disruption in the facilities or services 

usually used by persons with disabilities.  

Notice of these temporary disruptions shall be provided in a conspicuous place and 

manner at the respective location(s) and information shall also be posted on the 

Town website. This notice shall include information about the reason for the 

disruption, its anticipated duration, and a description of alternative facilities or 

services, if available.  

Accessible services in relation to this plan include voting places, election materials 

and/or voting provisions for Electors with disabilities at the voting place.  

In the event of disruptions to service or unforeseen circumstances that affect the 

accessibility of voting places during the advance vote or on Election Day, notices of 

disruption will be posted in real time on the Town’s website and election website. 

8. CANDIDATES 

Candidates must also have regard to the needs of electors with disabilities. 

Campaign offices, election materials and canvassing should all be reviewed in 

order to ensure that they are fully accessible. The Accessibility Directorate of 

Ontario has released several quick reference documents to assist candidates with 

accessible elections considerations: 

• Count Us In: Removing Barriers to Political Participation - Quick Reference 

Guide to Accessible Campaign Information and Communication 
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• Count Us In: Removing Barriers to Political Participation - Quick Reference

Guide to Accessible Constituency, Riding Association, Central Party and

Campaign Offices

• Count Us In: Removing Barriers to Political Participation - Quick Reference

Guide to Accessible All Candidates Meetings

9. REPORTING

Pursuant to Section 12.1 of the Municipal Elections Act, 1996, within 90 days after

voting day, the Town Clerk shall submit a report to Council about the identification,

removal and prevention of barriers that affect electors and candidates with

disabilities.


	1. INTRODUCTION
	2. OBJECTIVES
	3. DEVELOPMENT OF THE PLAN
	4. VOTING METHODS
	4.1 Telephone Voting
	4.2 Internet Voting
	4.3 In-person Voting at Polling/Voting Station(s)

	5. VOTING LOCATION(S)
	5.1 Accessible Route
	5.2 Entrance and Exit
	5.3 Parking

	6. VOTING ASSISTANCE
	6.1 Support Person/Friend of the Voter
	6.2 Service Animals
	6.3 Election Officials

	7. COMMUNICATION
	Alternate Formats
	General Election Materials
	7.2 Service Disruptions

	8. CANDIDATES
	9. REPORTING




COUNT
US IN


Removing Barriers to


Political Participation


Accessible


All Candidates 


Meetings


Q
ui


ck
 R


ef
er


en
ce


 G
ui


de







CCoouunntt  UUss  IInn::  RReemmoovviinngg  BBaarrrriieerrss  ttoo  PPoolliittiiccaall  PPaarrttiicciippaattiioonn
QQuuiicckk  RReeffeerreennccee  GGuuiiddee  ttoo  AAcccceessssiibbllee  AAllll  CCaannddiiddaatteess
MMeeeettiinnggss


Published by Accessibility Directorate of Ontario
Ministry of Community and Social Services
Province of Ontario, Toronto, Canada


© Queen’s Printer for Ontario, July 2007


ISBN 978-1-4249-4749-2


The development of this guide has been made possible through an
EnAbling Change Partnership Program provided by the Government
of Ontario — http://www.mcss.gov.on.ca/mcss/


We wish to thank Canadian Paraplegic Association Ontario; CNIB;
The Canadian Hearing Society; and Ontario March of Dimes for the
development of this guide. 







Table of 
Contents


page


5 People With Disabilities 
Are Voters


6 How to Use This Guide


7 Choosing a Location Transportation
Signage
Parking
Sidewalks and Paths of Travel
Entrances, Lobbies and Corridors
Accessible Washrooms
Meeting Space
Additional Considerations


11 Advertising an Accessible
All Candidates Meeting


12 Assistive Technologies and Sign Language Interpreting
Services Real-time Captioning


Deaf-Blind Intervenor
Attendant Service
Assistive Listening Technology 
and Systems


14 Budgeting for Assistive Sign Language Interpreting
Technologies and Services Real-time Captioning


Attendant Services
Sample Budget


16 Conducting the Accessible Before the Meeting
All Candidates Meeting During the Meeting


Accessible All Candidates Meetings |  3







17 Understanding Disability Physical Disabilities
Vision Loss
Deafness and Hearing Loss
Deaf-Blindness
Speech Disabilities
Cognitive Disabilities
Mental Illness


19 More Information Resources
Who Can Help?


4 | Accessible All Candidates Meetings







People with Disabilities 
are Voters


There has been steady progress and many positive changes to
the election process in Ontario to help ensure that people with
disabilities are able to vote. Yet, key barriers remain that prevent
the full and equal political participation of all people in Ontario
before they go to the polls.


At present, a lack of opportunity exists for people with
disabilities to interact with the candidates and organizers during
the election process. At the same time, accessibility barriers are
preventing candidates from benefiting from the views and
involvement of voters with disabilities. Political candidates
have the opportunity to engage this portion of the voting public
by taking steps to ensure that their campaign activities are
accessible to everyone. 


Making your campaign, party or constituency office accessible
will help with this, but you also need to look at all aspects of
how you deliver your campaign and anticipate how to adjust
these activities to meet the needs of voters with disabilities. 


People with disabilities deserve the same opportunities as
everyone else to participate in all election activities. In the
coming years, age related disabilities will increase as the
generation of baby boomers ages, creating an even greater
need for inclusion and accessibility in the electoral process. 


Providing an accessible environment need not be complicated
or expensive. In fact many changes cost nothing at all or have a
minimal impact on the bottom line — but they can have a huge
impact on voter engagement.


You can make positive changes to your campaign activities by
actively involving voters with disabilities. Value their input, as
they are the ‘experts.’ Taking the time to listen to their
experiences will often lead you to solutions that, once
identified, are easily incorporated into your everyday activities
and will lead to long lasting improvements in accessibility and
excellent customer service.
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How to Use 
This Guide


All voters want to have the information they need to decide
who to vote for on Election Day. One way to get that
information is to go to a meeting where all of the candidates in
the riding talk about what they plan to do about important
issues and respond to voter’s questions.


Taking part in the democratic process by attending a local All
Candidates meeting is something most people take for granted.
However, not everyone can take advantage of this opportunity.
People with disabilities commonly experience barriers in
directly accessing their candidates during All Candidates
meetings.


The Quick Reference Guide to Accessible All Candidates
Meetings has been developed to assist you and your planning
team to look at ways of ensuring that voters with disabilities
have the opportunity to participate in All Candidates meetings
in a setting that supports their ability to communicate directly
with candidates.


By building accessible information and communication
strategies into the planning of your meeting, you can meet the
information needs of all voters. Remember – communication is
a two-way street. You are not only providing information to
voters but you are also putting in place effective ways for
political candidates to seek the views of voters with disabilities.


The Guide provides recommendations on effective strategies
and information about alternative formats, assistive
technologies and services to make sure your meeting is
accessible to the largest possible audience. 


Three important points need to be considered when planning
an accessible All Candidates meeting:


✓ Physical access to the meeting location


✓ Access to the dialogue that will take place during the meeting 
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✓ Ability for voters to pose their questions to candidates and
receive the answer to their questions in a way that is
understood by them.


Advanced planning will ensure that the needs of voters with
disabilities are anticipated and acted upon ahead of time. Even
when you do not know in advance whether any of your
participants may need accommodations, you should be
prepared to arrange your meeting to be accessible so that
everyone can participate independently.


Choosing 
a Location


When deciding on a location for an All Candidates meeting, a
site that has been recommended by a credible local disability
organization with expertise in barrier-free access is ideal. It is
also recommended to plan an on-site visit to the location under
consideration to determine its level of accessibility before you
book your meeting. Inquire about recent renovations or current
construction that may have an impact on accessibility. The
following are some guidelines to consider when evaluating a
location:


Transportation
✓ Select a meeting space that is located on a route that is


served by public transportation.


Signage
✓ The location should have signs for the street address


and/or building name that are clearly visible from the
street and well lit during evening events.


Parking
✓ Determine whether there are a reasonable number of


accessible parking spots available for participants.


✓ Ensure signage is provided to designate the barrier-free
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space(s) as reserved for permit holders.


✓ All sidewalks should have curb cuts at locations near
parking and along the route to the accessible entrance.


✓ Snow and ice should be removed as soon as possible in
winter months.


Temporary solution for your meeting:


Concern: Parking is available, but there are a limited number of
accessible spaces, and there is no van-accessible parking.


Solution:


✓ Designate additional accessible parking by finding a
level parking area near the accessible entrance


✓ Provide a sign designating each additional parking
space and make sure the access aisle of each space is
connected to the accessible route to the accessible
entrance


✓ Use three parking spaces to make two van-accessible
parking with an access aisles


✓ Use traffic cones to mark the additional spaces and
accessible route


Sidewalks and Paths of Travel
✓ A barrier-free path of travel from the parking lot to the


meeting entrance should avoid stairs, sudden changes in
level, and slippery or unstable ground. 


✓ Beware of signs, furniture, garbage cans, trees and other
items that can pose a hazard to someone who is blind or
has low vision


✓ Level access is preferred. However, if ramps are
required, they should be gradual in slope and have
handrails on both sides.


Entrances, Lobbies and Corridors
✓ The entrance should be wide enough for a person using


a wheelchair or scooter to pass through it safely. Access
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through the main entrance is preferred.


✓ Doors should be clearly visible and in a contrasting
colour to the area around it. The doors should be easy to
open, with lever handles or other handles that can be
used without grasping or twisting of the wrist. A power
door opener or automatic door is preferred.


✓ Provide signs indicating where the meeting is taking
place within the building. Use signs that are large enough
and clear enough to be read by people with low vision.  


✓ Have someone positioned as a greeter to welcome
participants to the meeting and to direct them to the
meeting room.


✓ Hallways and doorways leading to the meeting room
should be wide enough to permit the passage of people
using wheelchairs and scooters.


✓ Hazards in the lobby and corridors should be avoided.
Low hanging signs and other items like plants or
garbage cans or objects in unexpected places are
dangerous to people who are blind or visually impaired. 


Accessible Washrooms
✓ Your meeting location must have washrooms that are


large enough to accommodate scooter and power
wheelchair users and are equipped with at least one
accessible stall. A unisex washroom is preferred.


✓ The accessible washrooms must be located on the same
floor and in close proximity to the room where your
meeting is taking place.


✓ Doors to the washroom should have a raised (tactile)
male or female sign or Braille lettering. 


✓ Ensure fire alarms are located in the washrooms and
include both audible and visual signaling.


Meeting Space
✓ Select a meeting room located on the main floor to


avoid the need for elevator use, ramps or stairs.


✓ Ensure that the meeting room is large enough to
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provide circulation and seating for voters who use
wheelchair, scooters, guide dogs or other mobility aids. 


✓ Reserve a block of seating near the front of the room for
individuals who prefer close proximity to the sign
language interpreter and captioning screen.


✓ Ensure the location provided for the sign language
interpreter is well lit and on the stage with the
candidates and moderator.


✓ Check for audible noise levels that may be distracting,
such as ventilation systems or noise from adjacent rooms. 


✓ Check for sources of visual noise, such as flickering
lights or reflections.


✓ Movable chairs, rather than fixed seating, provides more
options for accessibility as participants can choose where
they sit and adjust seating according to their needs. 


✓ Where microphones are provided for questions, provide
at least one hand held microphone and assign
responsibility to a member of your team for the
operation of the microphone. 


✓ Check that cables, wires and floor microphones are well
secured. Where floor microphones are used in aisles,
ensure that the aisles are wide enough so that they do
not block traffic. 


Additional Considerations
✓ Check to see that fire alarms have both a visual and an


audible signal and are strategically placed to be seen
and heard from all areas of the building.


✓ If refreshments are to be provided, provide bendable
straws and lightweight cups and an option for sugar free
beverages. 


✓ Note that it is prohibited to deny a person access to a place
or a service because a guide dog accompanies them.


Additional information about choosing an accessible meeting
location can be found in the Quick Reference Guide for
Accessible Campaign, Riding Association, Central Party and
Constituency Offices.
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Advertising an Accessible 
All Candidates Meeting


It is important to factor accessibility into the promotion of your
All Candidates meeting in order to ensure that people with
disabilities are aware of the meeting and its accessibility.  The
following are some important tips for promoting an accessible
All Candidates meeting:


✓ Ensure that the invitations, notice of meeting and all
promotional materials include information that your
meeting is accessible. 


✓ Be sure to include your TTY (Teletypewriter) number in
all the advertising and promotional materials about the
meeting.


✓ Take advantage of the services offered through
VoicePrint. VoicePrint, a division of The National
Broadcast Reading Service, broadcasts readings of full-
text articles from more than 600 Canadian newspapers
and magazines. They also provide advertising
opportunities through a fee-for-service program.


✓ Reach the largest number of possible participants by
providing your notice of meeting and promotional
materials to local disability organizations. Links to
organizations can be found in the ‘More Information’
section at the end of this document.  


✓ If you plan to invite local media, make sure there is
room for them to set up equipment without affecting the
accessibility of the space. 


Additional information about accessible advertising, including
recommendations for Web site and e-mail accessibility can be
found in the Quick Reference Guide to Accessible Campaign
Information and Communication.
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Assistive Technologies 
and Services


In order for everyone to understand and participate in the
dialogue during the meeting, it is important that you arrange for
appropriate assistive technologies and services to be made
available. The following are key resources for making an All
Candidates meeting accessible:


Sign Language Interpreting
Sign Language Interpreting supports communication between
people who use American Sign Language (ASL) and people
who use spoken English [or Langue des signes québécoise
(LSQ) and spoken French]. Sign language interpreters are
knowledgeable in the language and culture of both Deaf and
hearing people. They provide communication in both a sign
language and a spoken language and are bound by a
professional Code of Ethics. Sign Language is a requirement for
a successful and accessible All Candidates meeting. 


Real-time captioning
Real-time captioning (or CART) uses stenographic and laptop
computer technology. A captionist types exactly what each
speaker says and the dialogue appears on a laptop computer
monitor or is projected to a large screen so that it can be read
by all participants, including people with hearing loss. Real-time
captioning is a requirement to a successful and accessible All
Candidates meeting. 


Sign language interpreting and real time captioning is a require-
ment for an accessible All Candidates meeting. As these resources
are in high demand, schedule sign language interpreters and
captionist as soon as you confirm the date of the meeting.


Deaf-Blind Intervenor
Deaf-Blind Intervenor provides individuals with deaf-blindness
with information from the environment, and may provide
communication on behalf of the individual. Be prepared to
accommodate requests to arrange for an intervenor. Generally,
individuals will arrange for the intervenor themselves. 
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Attendant Service 
Atendant Service delivers non-medical physical assistance to
help people with a physical disability perform activities of daily
living when a person cannot perform these functions
themselves. At a meeting, these services might include
assistance with toileting, assistance with jackets and other
street clothing, assistance with refreshments and other personal
care. Providing attendant service is a requirement for a
successful and accessible All Candidates meeting.


Assistive Listening Technology and Systems
Assistive Listening Devices (ALDs) are designed to improve
communication for people with hearing loss in situations where
hearing aids alone are inadequate. Assistive listening devices
carry the sound across distance and over background sounds.
The desired sound is sent directly into the listener’s ears.
Instead of hearing from across the room, sound is heard as if
the speaker is right next to the listener and background sounds
are reduced. Assistive listening devices include FM systems,
infrared systems and personal amplification systems. Assistive
Listening Devices are a requirement for a successful and
accessible All Candidates meeting. 


✓ FM systems send signals from the transmitter to the
receivers by way of wireless, designated radio waves.
The speaker uses the transmitter or it can be jacked into
the amplifier of an existing PA system. The receiver is
worn by the hard of hearing individual who can adjust
the volume.


✓ Infrared systems use light energy to transmit the signal
from the transmitter to the receiver. 


✓ Personal amplification systems assist communication with a
hard of hearing person who is not wearing a hearing
aid. It is a portable one-to-one communication device.
A speaker talks into the lapel microphone. The sound is
then carried directly to the headset of the hard of
hearing individual. This minimizes background noises
and the distance between speaker and listener.
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Budgeting for Assistive 
Technologies and Services


This guide is intended to provide information on accessibility
strategies and budgeting considerations for meeting organizers
wishing to make their meeting accessible. It is important to
note, however, that the responsibility for ensuring the
accessibility of All Candidates meetings, including budgeting
costs, lies with the meeting organizers.  


Use accessibility as a budget line item when you begin the
financial planning for the meeting. Provide enough funds to
cover technology and services that will be required at the
meeting to make it accessible, such as sign language
interpreting, real-time captioning and attendant service. You will
need to contact an appropriate supplier to get an actual
estimate of the costs. Links to suppliers can be found in the
‘More Information’ section at the end of this document.  The
following are some general guidelines, based on current market
prices at time of publication, that can help you out when
determining your budget


Sign Language Interpreting
For sign language interpreting, the cost will be based on how
long the service is needed and whether one or more interpreters
will be required. Currently, the base rate for interpreting service
is $110 per interpreter for up to two hours of service. After that,
$55 is charged for every hour or part thereof. 


Real-time Captioning 
For voice-to-text captioning, also know as real-time captioning
or CART, the cost will be based on how long the service is
needed and whether one or more captioners will be required.
Generally speaking, one CART provider can write for a 6-hour
day with appropriate breaks.


Currently, while the rates for captioning vary depending on the
skill set of the captioner and meeting content, rates begin at
$125 per hour per captioner and usually require a 4-hour
minimum, which includes a three hour minimum for the actual
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voice-to-text CART service and one hour of preparation before
the meeting. After that, the rate is charged for every hour or
part thereof. Rough draft transcripts may be available after the
meeting, but there may be additional charges for this service.


Attendant Services
The costs for attendant services vary depending on which
service provider is used, how long the service is needed and
whether one or more attendants will be required. For public
meetings, providing at least one male and one female attendant
is recommended. Currently, the base rate for attendant services
is $30.00 per hour per attendant.


Sample Budget
Based on the requirements for sign language interpreting,
captioning and attendant services as outlined above, the base
cost for a typical two-hour meeting would breakdown as
follows:


Sign Language Interpreting 
— 2 interpreters at $110.00 (2 hours each) $220.00


Real-time Captioning 
— 1 captioner at $125.00 (four-hour minimum) $500.00


Attendant Services 
— 2 attendants at $30.00 (2 hours each) $120.00


Sub Total $840.00


Additional expenses may be incurred, depending on the
number of assistive listening devices that may need to be
rented and whether any print materials will need to be made
available in alternative formats such as Braille and large print.
As the candidates will be responsible for supplying their own
campaign literature in alternative formats, it is unlikely there will
be additional print information for distribution by the meeting
organizers. The costs for providing an accessible meeting can be
shared among the participating campaign teams.
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Conducting the Accessible  
All Candidates Meeting


Before the Meeting
Prior to beginning the All Candidates meeting, the following
steps will help to ensure that assistive devices and services
function smoothly throughout the meeting:


✓ Test Assistive Listening Devices and microphones to
make sure that they are in working order.  


✓ Adjust the lighting so that the location provided for the
sign language interpreter is well lit.


✓ Check for distracting audible and visual noises and
adjust accordingly.


During the Meeting
While there are variations for the format of an All Candidates
meeting, the debate format will lend itself to a more accessible
meeting if it allows for one speaker at a time to present their
views and respond to questions. It is important for the
moderator to introduce and communicate the rules to maintain
order and enforce timelines during the meeting.


The same rules apply to accessible All Candidates meeting as to
non-accessible meetings. However, some additional points need
to be taken into consideration in order to maintain the
accessibility of the dialogue. 


The moderator needs to be aware of interpreting and
captioning. If the pace of the discussion is too rapid, the
moderator will need to remind the participants to speak at a
moderate pace so that their comments can be interpreted and
transcribed effectively. In addition, the moderator needs to
firmly direct the conversation so that only one person is
speaking at a time in order to allow each person’s conversation
to be interpreted and understood correctly before the next
speaker begins.


Typically, there is a maximum time limit in effect for members
of the audience to pose their questions. This is necessary to


16 | Accessible All Candidates Meetings







avoid long speeches and to maximize the number of questions
posed during the meeting. Some flexibility should be allowed
for those who have difficulty speaking or whose questions need
to be voiced by an interpreter or transcribed by a captioner. 


Understanding 
Disability


Disabilities can take many forms. They may be permanent or
temporary; developmental or physical; severe or mild; for the
young or the old; or any combination of disabilities. A person
can be born with a disability or someone could become injured
resulting in a temporary or permanent disability. Some
disabilities are visible and many are non-visible. Since you never
know who may want to interact with you during the election
process, it is important that you plan to include all people.


Physical Disabilities
There are many types and degrees of physical disabilities, and
while people who use mobility aids like wheelchairs, scooters,
crutches or canes are most recognizable, it is important to
consider that not all people with physical disabilities require a
mobility device. People who have arthritis, heart or lung
conditions or amputations may also have difficulty with stamina,
moving, standing, sitting or the ability to reach or grasp. It may
be difficult to identify a person with a physical disability.


Vision Loss
There are varying degrees of vision loss and a distinction
between blindness and low vision. In some cases, it may be
difficult to tell if a person has a vision loss. The majority of
people living with a vision disability have some vision. Some
people are totally blind. Vision disabilities can reduce one’s
ability to see clearly or can affect the range of visual field. Some
people can distinguish between light and dark, or between
contrasting colours, or read large print, but have difficulty with
small print or low-light situations. Others may have a loss of
peripheral or side vision, or a lack of central vision, which
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impacts a person’s ability to distinguish details, like recognizing
faces or reading. Vision disabilities can restrict a person’s ability
to read print and signs, locate landmarks or see hazards. They
may use a white cane or service animal to help with orientation
and movement in an environment.


Deafness and Hearing Loss 
Hearing loss ranges from mild to profound.  The distinctions
between the terms “deaf”, “Deaf”, “deafened”, and “hard of
hearing” are based principally on the individual’s preferred
language (spoken or signed) rather than on the actual degree of
hearing loss.  Deaf, deafened and hard of hearing individuals
may use hearing aids, cochlear implants, and/or other assistive-
listening and communication devices. 


Deaf-Blindness 
A person who is deaf-blind has some degree of both vision and
hearing loss. This results in greater difficulties in accessing
information and managing daily activities. Most people who are
deaf-blind will be accompanied by an intervenor, a professional
who helps with communicating. An intervenor is trained in
many adaptive communication methods, depending upon the
preferences of the person who is deaf-blind. The intervenor may
guide and interpret for their client.


Speech Disabilities 
People with speech disabilities may have problems
communicating. For many reasons, people may have difficulty
speaking clearly — for example, as a result of a stroke or
cerebral palsy — which may result in difficulties with verbal
communication.  Some people may use communication boards
or other assistive devices to help communicate.  A speech
disability often has no impact on a person’s ability to
understand.


Cognitive Disabilities 
Cognitive disabilities may affect understanding, communication,
or behavior and can be attributed to brain injuries,
developmental or learning disabilities. It is not always easy to
identify someone who has a cognitive disability. Some
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conditions, such as Down’s syndrome exhibit physical
characteristics, but there are others that are not so apparent.
People with a cognitive disability may have difficulties
recognizing, understanding and remembering information.


Mental Illness 
Mental illness is a disturbance in thoughts and emotions that
may decrease a person’s capacity to cope with the challenges of
everyday life. Mental illness can take many forms, just as
physical illness does. Mental illnesses include schizophrenia,
mood disorders (such as depression and bipolar disorder),
anxiety disorders, personality disorders, and eating disorders


More 
Information


Additional Resources
There are many resources about accessible information and
communication. The resources listed below support the
recommendations made throughout this Guide:


More information about interpreting services and providing
access and accommodation to you and deaf, deafened, and
hard of hearing voters is available through The Canadian
Hearing Society’s web site at: www.chs.ca


Information about Attendant Services is available through the
Canadian Paraplegic Association Ontario web site at
www.cpaont.org and the Ontario March of Dimes web site at
www.marchofdimes.ca


More information about Ontario-based companies and
organizations that provide services or assistance for people with
disabilities, including assistive technology, transcription,
captioning and Braille translation services is available through
the Directory of Accessibility at www.accessibilitydirectory.ca
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Additional suppliers for assistive technology, transcription,
captioning and Braille translation services can be found through
the online Canadian Company Capabilities Database maintained
by Industry Canada at
www.strategis.ic.gc.ca/sc_coinf/ccc/engdoc/homepage.html


Information about disability organizations in your community is
available through the Access Guide Canada web site at
www.abilities.ca/agc/index.php


More information about VoicePrint, a division of The National
Broadcast Reading Service is available at
www.voiceprintcanada.com


Who Can Help?
There are many organizations, which work with and on behalf
of people with disabilities that may be able to provide further
guidance. The following organizations contributed to the
development of this guide:


Canadian Paraplegic Association Ontario
520 Sutherland Drive,
Toronto, Ontario M4G 3V9
Toll Free: 1-877-422-1112
Tel: 416-422-5644
Fax: 416-422-5943
E-mail: info@cpaont.org
www.cpaont.org


CNIB
1929 Bayview Avenue
Toronto, Ontario M4G 3E8
Tel: 416-486-2500
Toll Free: 1-800-563-2642
Fax: 416-480-7717
TTY: 416-480-8645
E-mail: ontario@cnib.ca
www.cnib.ca
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The Canadian Hearing Society (CHS)
271 Spadina Road 
Toronto, Ontario M5R 2V3
Tel: 416-928-2500
Toll-Free: 1-877-347-3427
TTY: 416-964-0023
Toll-Free TTY: 1-877-347-3429
Fax: 416-928-2506
E-mail: info@chs.ca
www.chs.ca


Ontario March of Dimes
10 Overlea Blvd. 
Toronto, Ontario M4H 1A4
Tel: 416-425-3463 
Toll-free: 1-800-263-3463
E-mail: info@dimes.on.ca
www.marchofdimes.ca


Canadian Mental Health Association, Ontario
2301 - 180 Dundas Street West
Toronto, Ontario M5G 1Z8
Tel: 416-977-5580
Fax: 416-977-2813
E-mail: info@ontario.cmha.ca
www.ontario.cmha.ca


Accessibility Directorate of Ontario
Ontario Ministry of Community and Social Services
777 Bay Street, 6th Floor, Suite 601
Toronto, Ontario M7A 2J4
Tel: 416-326-0207
Toll-free: 1-888-520-5828 
TTY: 416-326-0148
Toll-free 1-888-335-6611
Fax: 416-326-9725 
E-mail: accessibility@css.gov.on.ca 
www.mcss.gov.on.ca
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Disclaimer


The material contained in this guide is for information and
reference purposes only and is not intended as legal or
professional advice. The adoption of the practices described in
this guide may not meet the needs of your organization or a
particular individual. The Government of Ontario does not
warrant or guarantee the accuracy, completeness, timeliness, or
usefulness of any information contained in this guide and shall
not be responsible or liable, directly or indirectly, in any way, for
any loss or damage of any kind incurred as a result of, or in
connection with the use of, or reliance on, any such content. 


In Ontario, legislation prescribes specific responsibilities related
to the accommodation of persons with disabilities.  


For the purposes of this guide, the following legislation is the
minimum accommodation requirements service providers must
be aware of and comply with (list not inclusive):


✓ Ontario Human Rights Code


✓ Accessibility for Ontarians with Disabilities Act, 2005
(AODA)


✓ Ontario Building Code


For full versions of these Codes and Acts please refer to 
www.e-laws.gov.on.ca
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People with Disabilities 
are Voters


There has been steady progress and many positive changes to
the election process in Ontario to help ensure that people with
disabilities are able to vote. Yet, key barriers remain that prevent
the full and equal political participation of all people in Ontario
before they go to the polls.


At present, a lack of opportunity exists for people with
disabilities to interact with the candidates and organizers during
the election process. At the same time, accessibility barriers are
preventing candidates from benefiting from the views and
involvement of voters with disabilities. Political candidates
have the opportunity to engage this portion of the voting public
by taking steps to ensure that their campaign activities are
accessible to everyone. 


Making your campaign, party or constituency office accessible
will help with this, but you also need to look at all aspects of
how you deliver your campaign and anticipate how to adjust
these activities to meet the needs of voters with disabilities. 


People with disabilities deserve the same opportunities as
everyone else to participate in all election activities. In the
coming years, age related disabilities will increase as the
generation of baby boomers ages, creating an even greater
need for inclusion and accessibility in the electoral process. 


Providing an accessible environment need not be complicated
or expensive. In fact many changes cost nothing at all or have a
minimal impact on the bottom line — but they can have a huge
impact on voter engagement.


You can make positive changes to your campaign activities by
actively involving voters with disabilities. Value their input, as
they are the ‘experts.’ Taking the time to listen to their
experiences will often lead you to solutions that, once
identified, are easily incorporated into your everyday activities
and will lead to long lasting improvements in accessibility and
excellent customer service.
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How to Use 
This Guide


The Quick Reference Guide to Accessible Information and
Communication has been developed to assist you and your
campaign team to look at ways of actively ensuring that voters
with disabilities are included in practical ways in your activities
from the launch of your campaign to Election Day.


Building an accessible information and communication strategy
into your campaign activities does not need to be complicated
when you dedicate a little extra time at the beginning of your
campaign to make sure you have considered the information
needs of all voters. Remember — communication is a two-way
street. You are not only providing information to voters but you
are also putting in place effective ways to seek the views of
voters with disabilities.


The Guide provides tips on effective communication strategies
for interaction with voters with disabilities; accessible
information strategies that provide suggestions about how the
get your message out to all voters effectively; and information
about alternative formats, assistive technologies and services to
further aid in communication activities to ensure all your
campaign activities reach the largest possible audience. 


Communication Strategies: 
Person to Person 


The following tips will help you to communicate with all voters
more effectively, both during your campaign and throughout
your everyday business activities. All of these tips are easy to
do, but may require a conscious effort at first to make them an
integrated part of your communication process.
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Tips for Communicating with a Person who is Deaf,
Deafened, or Hard of Hearing


✓ Choose a quiet environment. Avoid communicating
where there is a lot of noise or visual activity. Ask the
person what will make communication easier.


✓ Make sure the light is shining on your face, not behind
you. Avoid standing in front of a light source when
speaking. Make sure you have the person’s attention.


✓ In group settings, make sure only one person at a time
is talking. 


✓ Do not cover your mouth or have anything in your
mouth when you are speaking. 


✓ When using an interpreter, speak directly to the deaf
person. When the interpreter voices what the deaf
person signs, look at the deaf person, not the
interpreter.


✓ Speak naturally and clearly, with normal expression and
at a normal pace. 


✓ Rephrase, rather than repeat, when you are not
understood. Write down a few words or a phrase to
clarify if communication is difficult.


✓ When writing back and forth, keep your word choices
simple and sentences short. If the person uses more
complex sentence and vocabulary, do the same. 


✓ Do not shout. A loud voice may increase distortion or
give the impression you are angry, without improving
comprehension.


✓ Be patient and take time to communicate. Saying “never
mind” or “it’s not important” may cause the person with
hearing loss to feel that their contribution is not valued.


✓ Do not overspeak to fill in words or finish the person’s
thoughts or sentences.   


Tips for Communicating with a Person who is Deaf-Blind
✓ People who are deaf-blind have many communication


methods and styles. The person who is deaf-blind will let
you know how to best communicate.
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✓ Stand close to the person who is deaf-blind. Do not try
to communicate from across the room or table.


✓ Always identify yourself to let the person who is deaf-
blind know you are there. Approach from the front and
then move to the side. This gives the person the
opportunity to use any residual central or peripheral
vision available.


✓ A Deaf-Blind Intervenor can be arranged to provide
individuals with deaf-blindness with information from
the environment, and may provide communication on
behalf of the individual. 


✓ Some people who are deaf-blind will benefit from large
print or Braille materials. Ask which print
accommodations are effective.


✓ Avoid leaving a person who is deaf-blind standing in the
middle of an open space, or alone in unfamiliar
surroundings. Make sure there is somewhere for the
person to sit, or something stationary to have contact
with, such as a wall or table.


Tips for Communicating with a Person who is Blind or
Visually Impaired


✓ Always introduce yourself when you meet someone
with a vision loss. Even though they may know you,
they may not recognize your voice. 


✓ When leaving a room or conversation tell the person
you are leaving so they are not left talking to
themselves. Avoid leaving them standing in the middle
of an open space, or alone in unfamiliar surroundings.
Make sure there is somewhere for the person to sit, or
something stationary to have contact with, such as a
wall or table.


✓ When you are in a group, introduce others in the group
and use people’s names so that the person with a vision
loss knows who you are speaking to. 


✓ Look and speak to the person with a vision loss, not a
person they are with. 


✓ When giving directions or passing something to a
person who is blind or visually impaired, use specific
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directions like “behind you on your left” or “I’m putting
the cup by your right hand.” Avoid “over here” or
“there.”


✓ Remember that nods, shrugs and gestures may not be
noticed.


✓ For safety, push chairs into table when vacating them,
keep doors entirely opened or closed and close
cupboard doors and drawers.


✓ When escorting a blind person to a chair, place his or
her hand on the back of the chair.


✓ When walking with a person who is blind or visually
impaired, offer to provide sighted guide. Let the person
take your arm just above your elbow. You can guide with
either the right or the left arm, which can either relax at
your side or bend at the elbow. The person follows a half
step behind you at a pace that is comfortable for both of
you. Make sure you identify steps, curbs, or other
obstacles before you come to them.  


✓ Do not pet, feed or distract a dog guide from doing its job.


Tips for Communicating with a Person who has a
Cognitive Disability


✓ Treat adults with cognitive disabilities as adults.


✓ When speaking to someone who has a cognitive
disability, be alert to their responses and adjust your
method of communication if necessary. 


✓ Some people may benefit from simple, direct sentences
while others may prefer visual forms of communication,
such as gestures, diagrams, or demonstrations.


✓ Keep sentences short and clear, avoiding complex words
or jargon. Use language that is concrete rather than
abstract.


✓ Some people may have trouble with short-term memory
and may repeat themselves or require information to be
repeated.


✓ Minimize distractions so that full attention is on
communication. If you are in a public area with many
distractions, consider moving to a quiet or private
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location. 


✓ Repeat information using different wording or a different
communication approach if necessary. Allow time for the
information to be fully understood.


✓ Do not expect all people to be able to read well. Some
people may not read at all.


Tips for Communicating with a Person who has a
Speech Disability


✓ Talk to people with speech disabilities as you would talk
to anyone else and speak in your regular tone of voice.


✓ Do not speak for the individual or attempt to complete
their sentences. Be patient, it may take the person a
while to answer. 


✓ Tell the person if you do not understand what he or she
is trying to say. Ask the person to repeat the message,
spell it, tell you in a different way, or write it down.


✓ Consider asking questions that require only short
answers or a nod of the head.


Tips for Communicating with a Person who has a
Mental Illness


✓ The majority of people living with a mental illness have
no special needs when it comes to communication and
you will not be aware that they have a mental illness,
nor will you need to know. Some medications and some
symptoms of mental illness may impact on people’s
communication and concentration abilities.


✓ Talk to the person as you would talk to anyone else and
speak in your regular tone of voice. Don’t rush. Speak in
a calm manner and present one thought at a time.


✓ Repeat in different words to convey your meaning if you
are not understood.


✓ Some people who are taking medication may have
excess thirst, and will need access to water or other
beverage. 
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Accessible Communication 
Strategies 


It is important to ensure that information and communications
such as campaign literature, advertising and Internet
communications are accessible.  The following tips will enable
you to better reach voters with disabilities with your campaign
information as well as allowing those voters to fully participate
in the campaign process.


Campaign Literature
Not all people can access the written word in conventional
ways. People who are blind or have low vision may need a
different format to access your campaign information. Ensure
that your campaign literature is available, on request, in
alternative formats, such as Braille or large print for people who
cannot read traditional printed materials. Consider alternative
format production even before requests are made.  


It is equally important to make sure that your materials are
designed and presented in clear language to meet the widest
audience possible including people with low literacy skills,
learning disabilities, cognitive disabilities and people whose
first language is not English.


Make sure that all of your campaign staff is aware that your
material is available in alternative formats and how to access it.
Include a statement in all of your materials that will inform
voters that your campaign materials are available in alternate
formats so that the public is aware of the steps you are taking
to include everyone. Be sure to include your TTY (Teletypewriter)
number. This will help to avoid the perception that materials
and activities are unavailable when they actually are.


Campaign Advertising
Media advertising is a large part of any political campaign. You
can reach the largest audience possible by ensuring your
campaign advertising is accessible to people with disabilities.
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Television Advertising


Your television campaign advertising should be closed-
captioned to provide a narrative description of dialogue and
sounds contained in the ad to make the information accessible
to people who are deaf, deafened, and hard of hearing.


Printed words appearing on the screen should be read aloud
using audio description that provides descriptions of what
appears in the images. Just as closed captions provide display
text corresponding to the audio in a video, audio description
enables someone to hear what is being portrayed visually for
the benefit of people with a vision loss. 


In addition, television ads and video clips of public appearances
that you capture to be included on your web site should be
treated in the same manner with closed-captioning and audio
description. 


Newspaper Advertising


While the very nature of print media is limiting to people who
are restricted by print, there are steps you can take to ensure
that your message reaches the largest possible audience. 


As in your campaign literature, include a statement in all of
your print advertising that will inform voters that your
campaign materials are available in alternate formats so that
the public is aware of the steps you are taking to include
everyone. Be sure to include your TTY number. 


Take advantage of the services offered through VoicePrint.
VoicePrint, a division of The National Broadcast Reading
Service, broadcasts readings of full-text articles from more than
600 Canadian newspapers and magazines. They also provide
advertising opportunities through a fee-for-service program.


Radio Advertising


As in your campaign literature and newspaper advertising,
include a statement in all of your radio advertising that will
inform voters that your campaign materials are available in
alternate formats.  
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Web Accessibility
Providing information about your campaign and campaign
activities on the Internet is a fast and efficient way of informing
voters. Yet not all people access the Internet in the same way. It
is important that, as you begin to develop your communication
strategies, you incorporate the principles of accessible design
into the design of your web site.


A site developed with accessibility in mind will not take any
longer to build and doesn’t need to cost extra. There are many
web developers who create accessible web designs as standard
practice; and do not charge a premium for accessible design. If
your web site is inaccessible and needs to be modified then
there will be an additional cost. Again, the cost will depend on
the amount of work involved and the designer employed to do
the work.


It is generally accepted that if your site conforms to the good
practice outlined in the World Wide Web Consortiums (W3C)
web site Content Accessibility Guidelines (WCAG), you have
demonstrated your commitment to making your site accessible.
You should aim to ensure your web site meets at least Priority 2
of the World Wide Web Consortium Web Content Accessibility
Guidelines.


The World Wide Web Consortium (W3C) is an international
organization. One of its primary goals is to develop standards,
protocols and guidelines to ensure that the benefits of web-
based information are accessible to all people, whatever their
hardware, software, network infrastructure, native language,
culture, geographical location, or physical or mental ability. 


Users with Vision Loss


It is a misconception that persons with vision loss do not use
electronic media. In fact, for many people with a vision
disability, e-mail and web-based technologies provide excellent
communication opportunities. Users with a vision loss range
from people who have little vision to no vision at all. These
users can have problems understanding images or video clips
that are not accompanied by a text description that describes
what the image or video represents. Users with a vision loss
may have difficulties navigating sites that are not built to be
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“viewed” through a non-visual browser such as a screen reader.
A screen reader is a web browser that reads web sites out loud,
making them accessible to users with a vision loss. Crisp, high-
contrast colour schemes and larger font sizes with increased
line spacing are easier to read for persons with low vision,
including many seniors. For downloadable forms, its best to
provide options including Word as well as PDF files.  


Colour blind users may have trouble recognizing design
elements, including text, whose colors are not sufficiently
different from the design elements around them, including the
background or colour of the text.


Users who are Deaf, Deafened, or Hard of Hearing


Users with a hearing loss cannot understand information that is
communicated with sound. The solution is to provide an
alternative that does not use sound, such as a text description,
an image or a video that is captioned. Make campaign and
party web sites fully accessible to persons with hearing loss by
including a TTY number and an e-mail address to request
further information. Consider adding video content in American
Sign Language for your key messages.


Users with Physical Disabilities


Some people with physical disabilities cannot access a web site
with the use of a mouse and may use alternative methods such
as keyboard tabbing, voice recognition programs, head pointers
or Morse code input in order to navigate through your site.
These navigation methods need to be taken into account when
designing your site. 


Users with Cognitive Disabilities and Mental Illness


Web sites can be complex, and sites that use an overly
complicated design, inconsistent navigation, confusing
language and distracting, repetitive animation can be difficult
for users with cognitive disabilities or mental illness. 
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E-Mail Accessibility
Candidates should be aware that e-mail could pose a barrier for
some voters with disabilities.


Plain text e-mail is the most accessible information format for e-
mail. The user has more control over how the message is
displayed and can view them at whatever font size they like. 


Make messages short and to the point. Avoid graphics that are
simply decorative in nature. If graphics are necessary, make
sure that they include a text description for voters who are blind
or have low vision, or those who can only read text-only e-mails.


Accessible Information 
Strategies


Having materials available for voters in a format they can
access, read and understand independently is all part of
providing inclusive customer service.


Alternative Formats


Braille


Braille is a reading system of raised dots. There is English
Braille and French Braille. Grade 1 Braille is the most basic
representation of letters, numbers and punctuation while Grade
2 combines approximately 300 contractions. It is important that
braillists certified by the Braille Authority of North America
(BANA) create any Braille materials you develop for your
campaign.


Large Print


Large print uses a set of standards for printed materials that
improve readability beyond standard design and formatting.
This includes a larger font size (14 to 16 point) for characters
plus the use of non-serif fonts, like Arial or Verdana, increased
spacing and improved contrast. You can produce simple large
print documents yourself in-house, but more complex materials
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need to be sent to a printer who specializes in large print
formats.


Captioning 


Captioning translates the audio portion of a video presentation
by way of subtitles, or captions, which usually appear on the
bottom of the screen. Captioning may be closed or open.
Closed captions can only be seen on a television screen that is
equipped with a device called a closed caption decoder. Open
captions appear whenever the video is shown. Captioning
makes television programs, films and other visual media with
sound accessible to people who are deaf or hard of hearing. 


Electronic Text


Used with computer synthetic voice technology (screen reading
software) that enables people with a vision loss or who have
learning disabilities to hear a spoken translation of what others
see on the monitor. 


Audio Format 


An alternative format for people with a vision, intellectual or
developmental, or learning disability, and are unable to read
print. 


Descriptive Video Service (DVS)


DVS provides descriptive narration of key visual elements –
such as the activity, participants and locations – without
interfering with dialog or sound effects, making television
programs and advertising, films, and other visual media
accessible for people with a vision loss.


Sign Language Video Format


An alternative format for Deaf voters is to provide information
in sign language in video format.


Assistive Technologies and Services
Sign Language Interpreting 


Sign Language Interpreting supports communication between
people who use American Sign Language (ASL) and people
who use spoken English [or Langue des signes québécoise
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(LSQ) and spoken French]. Sign language interpreters are
knowledgeable in the language and culture of both Deaf and
hearing people. They provide communication in both a sign
language and a spoken language and are bound by a
professional Code of Ethics. Sign Language is an important
component of any public meeting you might hold or participate in.


Real-time captioning


Real-time captioning or CART uses stenographic and laptop
computer technology. A captionist types exactly what each
speaker says and the dialogue appears on a laptop computer
monitor or is projected to a large screen so that it can be read
by all participants, including people with a hearing loss. Real-
time captioning is an important component of any larger public
meeting you might hold or participate in.


Assistive Listening Technology & Systems


Assistive Listening Devices (ALDs) are designed to improve
communication for people with hearing loss in situations where
hearing aids alone are inadequate. Assistive listening devices
carry the sound across distance and over background sounds.
The desired sound is sent directly into the listener’s ears.
Instead of hearing from across the room, sound is heard as if
the speaker is right next to the listener and background sounds
are reduced. Assistive listening devices include FM systems,
infrared systems and personal amplification systems.
Any or all of these devices would be a useful inclusion in an
accessible office environment.


FM systems send signals from the transmitter to the receivers
by way of wireless, designated radio waves. The speaker uses
the transmitter or it can be jacked into the amplifier of an
existing PA system. The receiver is worn by the hard of hearing
individual who can adjust the volume.


Infrared systems use light energy to transmit the signal from
the transmitter to the receiver. 


Personal amplification systems assist communication with a
hard of hearing person who is not wearing a hearing aid. It is a
portable one-to-one communication device. A speaker talks into
the lapel microphone. The sound is then carried directly to the
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headset of the hard of hearing individual. This minimizes
background noises and the distance between speaker and
listener.


Telecommunications


TTY (Teletypewriter) consists of a keyboard and small display
screen that lets people communicate by telephone via typed
conversation. If both the caller and the receiver have a TTY, the
call can take place directly person to person. 


Relay Service If one of the callers does not have a TTY, they can
still communicate through a telephone relay operator. The
operator acts as a communication link by typing what the
hearing person says so that it appears as written text on the
TTY screen and voicing what the TTY user types. The number
for the relay operator is 1-800-855-0511.


It is important that all of your staff and volunteers are trained in
the use of TTY and Relay Service.


Budgeting for Accessible Information
and Communication*


Use accessibility as a budget line item when you begin your
financial planning. Provide enough funds to cover such services
as sign language interpretation, Braille translation, TTY number
and real-time captioning. You will need to contact an
appropriate supplier to get an actual estimate of the costs. Links
to suppliers can be found in the ‘More Information’ section at
the end of this document.  There are some general guidelines,
based on current market prices as of the time of publication that
can help you out when determining your budget.
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*It is important to note that accessibility expenses must be
included in overall campaign budgeting and adhere to the
limitations of campaign expenses spelled out in section 38 of
the Election Finances Act, 1990 







Braille and Large Print
Pricing for print materials are based on the length and
complexity of content needed to be translated into Braille or
large print.  


Shorter documents such as brochures and Fact Sheets,
approximately 2 to 3 pages in length, provided as a Word or
PDF file with few illustrations or charts are lower in cost to
translate. The translation would result in 6 to 9 pages of Braille
and would need approximately 5 to 7 working days for turn
around. The cost for this type of document would be
approximately $30 to $55 for the master transcription and $3
to $5 for each Braille copy thereafter. The cost for a large print
version of a document of this type would have similar costs and
timeframe.


Translation for an average 10 paged Word document would
result in 25 to 30 Braille pages. Costs would run $150 to $180
for the master transcription and $13 to $16 for each Braille
copy thereafter. The timeframe for turn around is 7 to 10
working days. The large print version of a document of this
type would have a similar master and copy as well as turn
around time for production.


Lengthy, more complex documents with no electronic text file
and that contain many charts and images will be higher in cost
to translate. 20 to 30 print pages would transcribe to 120 to 180
Braille pages. Costs are based per page for lengthy complex
documents and would need approximately 2 to 3 weeks for turn
around.


Sign Language Interpreting
For sign language interpreting, the cost will be based on how
long the service is needed and whether one or more
interpreters will be required. Currently, the base rate for
interpreting service is $110 per interpreter for up to two hours of
service. After that, $55 is charged for every hour or part thereof. 


Real-time Captioning
For voice-to-text captioning, also known as real-time captioning
or CART, the cost will be based on how long the service is
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needed and whether one or more captioners will be required.
Generally speaking, one CART provider can write for a 6-hour
day with appropriate breaks.


Currently, while the rates for captioning do vary depending on
the skill set of the captioner and meeting content, rates begin at
$125 per hour per captioner with usually a 4-hour minimum,
which includes a three hour minimum for the actual voice-to-
text CART service and one hour of preparation before the
meeting. After that, the rate is charged for every hour or part
thereof. Rough draft transcripts may be available after the
meeting, but there may be additional charges for this service.


Understanding 
Disability


Disabilities can take many forms. They may be permanent or
temporary; developmental or physical; severe or mild; for the
young or the old; or any combination of disabilities. A person
can be born with a disability or someone could become injured
resulting in a temporary or permanent disability. Some
disabilities are visible and many are non-visible. Since you
never know who may want to interact with you during the
election process, it is important that you plan to include all
people.


Physical Disabilities 
There are many types and degrees of physical disabilities, and
while people who use mobility aids like wheelchairs, scooters,
crutches or canes are most recognizable, it is important to
consider that not all people with physical disabilities require a
mobility device. People who have arthritis, heart or lung
conditions or amputations may also have difficulty with
stamina, moving, standing, sitting or the ability to reach or
grasp. It may be difficult to identify a person with a physical
disability.


Vision Loss 
There are varying degrees of vision loss and a distinction
between blindness and low vision. In some cases, it may be
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difficult to tell if a person has a vision loss. The majority of
people living with a vision disability have some vision. Some
people are totally blind. Vision disabilities can reduce one’s
ability to see clearly or can affect the range of visual field. Some
people can distinguish between light and dark, or between
contrasting colours, or read large print, but have difficulty with
small print or low-light situations. Others may have a loss of
peripheral or side vision, or a lack of central vision, which
impacts a person’s ability to distinguish details, like recognizing
faces or reading. Vision disabilities can restrict a person’s ability
to read print and signs, locate landmarks or see hazards. They
may use a white cane or service animal to help with orientation
and movement in an environment.


Deafness and Hearing Loss 
Hearing loss ranges from mild to profound.  The distinctions
between the terms “deaf”, “Deaf”, “deafened”, and “hard of
hearing” are based principally on the individual’s preferred
language (spoken or signed) rather than on the actual degree of
hearing loss.  Deaf, deafened and hard of hearing individuals
may use hearing aids, cochlear implants, and/or other assistive-
listening and communication devices.  


Deaf-Blindness
A person who is deaf-blind has some degree of both vision and
hearing loss. This results in greater difficulties in accessing
information and managing daily activities. Most people who are
deaf-blind will be accompanied by an intervenor, a professional
who helps with communicating. An intervenor is trained in
many adaptive communication methods, depending upon the
preferences of the person who is deaf-blind. The intervenor may
guide and interpret for their client.


Speech Disabilities 
People with speech disabilities may have problems
communicating. For many reasons, people may have difficulty
speaking clearly — for example, as a result of a stroke or
cerebral palsy — which may result in difficulties with verbal
communication.  Some people may use communication boards
or other assistive devices to help communicate.  A speech
disability often has no impact on a person’s ability to
understand.
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Cognitive Disabilities 
Cognitive disabilities may affect understanding, communication,
or behavior and can be attributed to brain injuries,
developmental or learning disabilities. It is not always easy to
identify someone who has a cognitive disability. Some
conditions, such as Down’s syndrome exhibit physical
characteristics, but there are others that are not so apparent.
People with a cognitive disability may have difficulties
recognizing, understanding and remembering information.


Mental Illness 
Mental illness is a disturbance in thoughts and emotions that
may decrease a person’s capacity to cope with the challenges of
everyday life. Mental illness can take many forms, just as
physical illness does. Mental illnesses include schizophrenia,
mood disorders (such as depression and bipolar disorder),
anxiety disorders, personality disorders, and eating disorders.


More 
Information


Additional Resources
There are many resources about accessible information and
communication. The resources listed below support the
recommendations made throughout this Guide:


More information on guidelines and suggestions for making
Web sites accessible appears on the World Wide Web
Consortium’s (W3C) web site at www.w3.org/WAI


More information on the Clear Print Accessibility Guidelines is
available through the CNIB web site at
www.cnib.ca/en/services/accessibility/text/clearprint/Default.aspx


More information about accessibility for print and electronic
communications is available through the CNIB web site at
www.cnib.ca/en/services/accessibility/design/Default.aspx
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More information about interpreting services and providing
access and accommodation to you and deaf, deafened, and
hard of hearing voters is available through The Canadian
Hearing Society’s web site at www.chs.ca


More information about Ontario-based companies and
organizations that provide services or assistance for people with
disabilities, including assistive technology, transcription,
captioning and Braille translation services is available through
the Directory of Accessibility at www.accessibilitydirectory.ca


Additional suppliers for assistive technology, transcription,
captioning and Braille translation services can be found through
the online Canadian Company Capabilities Database maintained
by Industry Canada at
www.strategis.ic.gc.ca/sc_coinf/ccc/engdoc/homepage.html


More information about VoicePrint, a division of The National
Broadcast Reading Service is available at
www.voiceprintcanada.com


More information about Clear Language and Design, including
an online thesaurus is available through East End Literacy at
www.eastendliteracy.on.ca/clearlanguageanddesign


Who Can Help?
There are many organizations, which work with and on behalf
of people with disabilities that may be able to provide further
guidance. The following organizations contributed to the
development of this guide:


Canadian Paraplegic Association Ontario
520 Sutherland Drive,
Toronto, Ontario M4G 3V9
Toll Free: 1-877-422-1112
Tel: 416-422-5644
Fax: 416-422-5943
E-mail: info@cpaont.org
www.cpaont.org
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CNIB
1929 Bayview Avenue
Toronto, Ontario M4G 3E8
Tel: 416-486-2500
Toll Free: 1-800-563-2642
Fax: 416-480-7717
TTY: 416-480-8645
E-mail: ontario@cnib.ca
www.cnib.ca


The Canadian Hearing Society (CHS)
271 Spadina Road 
Toronto, Ontario M5R 2V3
Tel: 416-928-2500
Toll-Free: 1-877-347-3427
TTY: 416-964-0023
Toll-Free TTY: 1-877-347-3429
Fax: 416-928-2506
E-mail: info@chs.ca
www.chs.ca


Ontario March of Dimes
10 Overlea Blvd. 
Toronto, Ontario M4H 1A4
Tel: 416-425-3463 
Toll-free: 1-800-263-3463
E-mail: info@dimes.on.ca
www.marchofdimes.ca


Canadian Mental Health Association, Ontario
2301 - 180 Dundas Street West
Toronto, Ontario M5G 1Z8
Tel: 416-977-5580
Fax: 416-977-2813
E-mail: info@ontario.cmha.ca
www.ontario.cmha.ca
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Accessibility Directorate of Ontario
Ontario Ministry of Community and Social Services
777 Bay Street, 6th Floor, Suite 601
Toronto, Ontario M7A 2J4
Tel: 416-326-0207
Toll-free: 1-888-520-5828 
TTY: 416-326-0148
Toll-free 1-888-335-6611
Fax: 416-326-9725 
E-mail: accessibility@css.gov.on.ca 
www.mcss.gov.on.ca
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Disclaimer


The material contained in this guide is for information and
reference purposes only and is not intended as legal or
professional advice. The adoption of the practices described in
this guide may not meet the needs of your organization or a
particular individual. The Government of Ontario does not
warrant or guarantee the accuracy, completeness, timeliness, or
usefulness of any information contained in this guide and shall
not be responsible or liable, directly or indirectly, in any way, for
any loss or damage of any kind incurred as a result of, or in
connection with the use of, or reliance on, any such content. 


In Ontario, legislation prescribes specific responsibilities related
to the accommodation of persons with disabilities.  


For the purposes of this guide, the following legislation is the
minimum accommodation requirements service providers must
be aware of and comply with (list not inclusive):


✓ Ontario Human Rights Code


✓ Accessibility for Ontarians with Disabilities Act, 2005
(AODA)


✓ Ontario Building Code


For full versions of these Codes and Acts please refer to 
www.e-laws.gov.on.ca
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People with Disabilities 
are Voters


There has been steady progress and many positive changes to
the election process in Ontario to help ensure that people with
disabilities are able to vote. Yet, key barriers remain that prevent
the full and equal political participation of all people in Ontario
before they go to the polls.


At present, a lack of opportunity exists for people with
disabilities to interact with the candidates and organizers during
the election process. At the same time, accessibility barriers are
preventing candidates from benefiting from the views and
involvement of voters with disabilities. Political candidates
have the opportunity to engage this portion of the voting public
by taking steps to ensure that their campaign activities are
accessible to everyone. 


Making your campaign, party or constituency office accessible
will help with this, but you also need to look at all aspects of
how you deliver your campaign and anticipate how to adjust
these activities to meet the needs of voters with disabilities. 


People with disabilities deserve the same opportunities as
everyone else to participate in all election activities. In the
coming years, age related disabilities will increase as the
generation of baby boomers ages, creating an even greater
need for inclusion and accessibility in the electoral process. 


Providing an accessible environment need not be complicated
or expensive. In fact many changes cost nothing at all or have a
minimal impact on the bottom line — but they can have a huge
impact on voter engagement.


You can make positive changes to your campaign activities by
actively involving voters with disabilities. Value their input, as
they are the ‘experts.’ Taking the time to listen to their
experiences will often lead you to solutions that, once
identified, are easily incorporated into your everyday activities
and will lead to long lasting improvements in accessibility and
excellent customer service.
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How to Use 
This Guide


The Quick Reference Guide to Accessible Constituency, Riding
Association, Central Party and Campaign Offices has been
developed to assist you and your campaign team to look at
ways of actively ensuring that voters with disabilities are
included in practical ways in your activities from the launch of
your campaign to Election Day.


Accessibility is key to meaningful interaction with all voters. An
office located on the ground floor that is easily accessible, close
to public transport and with convenient parking, away from
railroads and other sources of environmental noise, is the most
desirable location for you to meet and interact with voters. A
building that is accessible to people with disabilities will benefit
all users.


It is important that you carefully assess your building, as it is
easy to overlook barriers. If a facility has steps without a ramp,
multiple levels without an elevator, no accessible stall in the
washroom or inadequate parking, you will need to look
elsewhere for a more accessible facility.


It is helpful to use a checklist when visiting a site or assessing
your own facility to make sure that important features are not
overlooked. It is likely that a facility will not meet every
requirement on a checklist, but using a checklist is important, as
it will help to identify barriers that can be removed or modified.


The goal of your assessment should be to provide universal
access for all people, including all ages and abilities, an overall
functional environment, which will benefit everyone and offer
equal opportunity to information and interaction with members
of your campaign team, community services, employment, and
volunteer experiences. 


You should consider the needs of people with mobility, agility,
strength, endurance and coordination disabilities; vision and
hearing loss, cognitive and learning disabilities and the needs
of people with mental illness. 
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Excellent Customer Service  
Is Essential 


Excellent customer service is the responsibility of all levels of
an organization and not simply of its front-line staff.  Customer
satisfaction should be integrated into all internal processes and
policies. With this in mind, the points below will assist you and
your campaign team in providing excellent customer service for
voters with disabilities:


✓ Always treat anyone with a disability with the same
respect and courtesy that you would offer to everyone
else.


✓ Extend common courtesies as you would to anyone
else. Shake hands and/or give them your business card.
If the person cannot shake your hand or grasp your
card, they will tell you. 


✓ Treat adults with disabilities as adults.


✓ Use words that put the person first, referring to them as
a “person with a disability” or “person with hearing
loss.” Do not use words like “handicapped,” “retarded,”
“crippled,” or “wheelchair bound”.


✓ Don’t worry about substituting words. It’s okay to use
words like “see,” “walk,” or “hear.” Don’t avoid common
expressions when they fit naturally into the conversation.


✓ Offer assistance to a person with a disability if it seems
appropriate, but wait until the offer is accepted before
you help. 


✓ Listen to any instructions that the individual gives about
the best way to assist them and respond accordingly. If
you are helping and aren’t sure what to do, ask.


✓ If you are having trouble understanding something the
person’s says, do not pretend that you do. Ask the
individual to repeat what he or she said and then repeat
it back. In some cases it may be helpful to use pen and
paper. Do not finish sentences for the person with a
disability.
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✓ When talking with a person who has a disability, speak
directly to them rather than to a companion, assistant or
interpreter who may be with them.


✓ Get the person’s attention before you speak. Use eye
contact and a simple wave to connect visually when
speaking with a deaf, deafened or hard of hearing
person.


✓ Don’t shout; speak clearly and distinctly, and at a
moderate pace.


✓ Rephrase, rather than repeat, when you are not
understood.


✓ Do not overspeak to fill in words or finish the person’s
thoughts or sentences.   


✓ As with anyone else, let a person with a disability make
their own decisions regarding what they can or cannot
do. Do not make assumptions. 


✓ Be considerate, some people with disabilities may need
extra time to complete a task. Be considerate.


✓ If you are talking to a person in a wheelchair and the
conversation lasts more than a few minutes, consider
sitting down to be on the same level as the person, and
to share eye contact.


✓ It is prohibited to deny a person access to a place or a
service because a guide dog accompanies them. Avoid
petting or distracting the dog. They are hard to resist –
but they’re on the job and petting, although well
intentioned, can put both the handler and the dog in
danger. Be aware that service animals are used to serve
a range of disabilities, including vision and hearing loss,
epilepsy, learning and developmental disabilities.
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Office Accessibility Checklist
ACTIVITY YES NO ACTION


Crosswalks served by an
audible and visual traffic-
crossing signal are preferred.
Where there is a change in
level, for example where the
sidewalk meets the street, curb
cuts are necessary.


At least one accessible parking
space should be provided on
the shortest, safest accessible
route to the accessible building
entrance. 


Provide signage to designate
the barrier-free space(s) as
reserved for permit holders.


Parking surfaces must be firm
and level to be used safely.
Avoid gravel.  


Is your office
located on a route
that is served by
accessible public
transportation?


Is the name and
address of your
building clearly
visible from the
street and sidewalk?


If visitors to your
office need to
navigate a main
road to access the
building, is there a
pedestrian
crosswalk close by?


Parking


Is accessible parking
available for
visitors?


Is the accessible
parking space
clearly marked with
the International
Symbol of
Accessibility?


Is the parking space
firm and level?


Transportation
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Are curb cuts
provided?


Is the space large
enough to meet the
needs of a visitor
who uses a van
equipped with a
wheelchair lift?


Is the parking area
and route to the
entrance well lit? 


Are the parking
areas and route of
travel properly
maintained? 


Is the route to the
entrance accessible?


All sidewalks should have curb
cuts at locations near parking
and along the route to the
primary entrance.


Accessible car parking spaces
need a minimum width of
2400mm plus a 1500mm wide
access aisle. Van parking
spaces need a minimum width
of 3500mm plus a 1500mm
wide access aisle for
wheelchair lifts. The length of
the space is determined by
municipal bylaws. Two adjacent
spaces may share the same
access aisle.


Snow and ice should be
removed and uneven surfaces
should be repaired as soon as
possible.


Accessible routes should be
unobstructed and have
continuous, smooth, hard
surfaces with no abrupt
changes in level and should not
require the use of stairs.


ACTIVITY YES NO ACTION


Accessible Route of Travel
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The clear width should be at
least 1600mm wide. The
minimum clear space required
by most mobility devices to
turn around is 1670mm and
should be available in areas
such as landings and at intervals
along longer routes so that
someone using a wheelchair or
scooter can turn around.


Beware of signs, furniture,
garbage cans, trees and other
items that can pose a hazard to
someone who is blind or has
low vision. Avoid obstructions
below knee level. A protruding
object placed higher than
100mm above the floor is
difficult to detect by a person
using a white cane.


Ramp slopes should be a
maximum of 1:12. Slopes of
1:16 to 1:20 are easier for most
people to negotiate. That is: for
every 1” of vertical rise, 12” of
horizontal ramp is required
(e.g. a 5” curb would require a
60” ramp to be built). A
handrail is necessary on both
sides of a ramp.


For exterior areas, signs need
to be located near the entrance
between the ground and eye
level and positioned where
they will not cause injury to
allow close inspection by
someone with low vision. 


Is the route wide
enough so someone
using a wheelchair,
scooter or service
animal can travel
safely?


Is the route clear of
protruding or low
hanging objects?


Does the route of
travel require a
ramp to make it
accessible?


Is your office easily
identified by
signage?  


ACTIVITY YES NO ACTION
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Clear, high contrasting letters
and uncluttered information
(not too many messages) is
easier to understand by people
with low vision, cognitive and
learning disabilities and people
who are unfamiliar with the
location.


Your office should have a
primary entrance that allows
people with disabilities to
approach and enter the
building in the same manner
as everyone else. The primary
entrance should have level
access, a low threshold and
not require the use of stairs.


A welcoming environment is
important for all people and
helps to highlight the safety
and security (perceived and
real) for people with a
cognitive disability or mental
illness.


Accessible doors and doorways
within the building should
provide a minimum of 810mm
of clear space. That is, when
the door is open, the space
from the door to the opposite
side of the doorframe should
be a minimum of 810mm. 


ACTIVITY YES NO ACTION


Is your sign easy to
read and
understand?


Entrance


Is your entrance
accessible?


Does your office
present itself as a
welcoming
environment?


Is your doorway
wide enough for a
person using a
wheelchair or
scooter to pass
through?
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The exterior door should by
easy to open with lever or “D”-
type handles. A power door
opener or automatic door is
preferred.


The entrance should be clearly
identified by signage, and by
painting the door, or frame, in
a different colour from the
surrounding surfaces. Clear
glass doors are difficult to see
and pose a safety hazard. A
strip of contrasting colour
mounted continuously 1350mm
above the floor will help make
it more visible.


Provide lighting at entrances so
that there is not a sudden drop
in lighting levels from the
outside to the inside in the
daytime; highlight obstructions
that may prove a hazard to
people who have low vision.
Make sure signs are well lit.


People with disabilities should
be able to gain access to all
areas in your office. Interior
routes should be minimum
1100mm wide with a 1600mm
by 1600mm turn-around space
a minimum of 30m apart in
long corridors. 


ACTIVITY YES NO ACTION


Is the door easy to
open?


Is your entrance
easy to see?


Is your entrance
well lit?


Circulation


Does your interior
space provide a
clear path of travel?
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People with a vision loss
benefit from simple,
straightforward design and
layout. Large open concept
areas may be confusing and
difficult to navigate by people
who are blind or visually
impaired and people with
cognitive disabilities.


Designing your space so that
the walls, floors, doors and
furniture are high in colour
contrast will aid in navigation. 


Obstructions or hazards in
circulation areas like the
reception area, lobby or
corridors should be avoided.
Low hanging signs, suspended
lighting or other potential
hazards such as plants or
garbage cans pose detection
problems for a person with low
vision.


Open concept spaces can be
difficult to hear in as sound
reverberates. Breaking spaces
up into smaller spaces by using
portable screens may be
helpful as this isolates sounds
and reduces background noise.
Avoid the use of hard surfaces,
especially on floors as sound
can echo, making it difficult to
hear.


Loose rugs and mats are a
tripping hazard and can also
hinder wheelchair users. They 


ACTIVITY YES NO ACTION


Is your space easy
to navigate? 


Is your space clear
of protruding or low
hanging objects?


Is your space noisy?


Are the floor
finishes safe?


(continued)
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should be avoided. Floors
should be finished with non-
slip, non-glare surfaces.
Carpets should be of short,
dense pile. Avoid floor patterns
that are visually confusing. 


An office that is overly
cluttered could be hazardous to
people with mobility
disabilities or someone with a
vision loss. Be aware of items
that could present a barrier and
avoid objects in unexpected  
places like extra chairs placed
in a hallway, washroom
supplies stored in the
accessible stall and boxes
received by delivery stored in
front of the reception desk.


Good signs and sign systems
will stop people feeling worried
or confused and prevent
people from getting lost. Signs
should be:
• clear (easy to see and


understand);
• concise (simple, short and to


the point); and 
• consistent (signs meaning


the same thing should
always appear the same and
be consistently located).


Use large print signs with a
clear typeface and contrasted
from the background such as 


ACTIVITY YES NO ACTION


Is your office
cluttered with
unnecessary
furniture and other
items?


Signage


Are the signs
throughout your
office clear, concise
and consistent?


Can the signs be
read by someone
with a vision loss?


(continued)
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light coloured characters or
symbols on a dark background
or dark coloured characters or
symbols on a light background. 


Signs placed on glass panels or
doors can be difficult to read
and should be avoided.


Key directional signs like
washrooms, exits, and room
numbers should contain raised
(tactile) and Braille lettering.


A reception area or information
point that is obvious as soon
as a building is entered is
helpful for everyone. A
reception desk that is located
directly in front of the entry
point to the building is preferred. 


Lighting should avoid patches
of sudden changes from
brightly lit to dark areas. Good
general lighting and lighting on
the faces of the reception staff
will help people with low vision
and people with a hearing loss. 


Provide different lighting
options. For some people, glare
and bright light reduces
functional vision, for others not
enough light has the same
effect.


Desks and counters should be
placed so that light falls on
faces and does not come from
behind.


Is your reception
area easy to
recognize?


Is the reception
area well lit?


ACTIVITY YES NO ACTION


Reception and Office Area 
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Counter tops or reception
desks should have a clear area
of approach in front of them
and counters that are no higher
than 860mm above the floor
with clear knee space below. 


Self-serve materials should be
placed so that a person who is
seated can reach the materials
safely.


Reception areas located behind
glass windows present a
barrier to someone with a
hearing or vision loss.


Ensure that tables in areas such
as offices and meeting rooms,
are a maximum of 860mm
high, and have a clear knee
space below.


Office furnishings that are a
contrasting colour from the
floors and walls make them
easier to be seen by someone
with low vision.


Purchase a TTY (teletypewriter
or text telephone) and make it
available next to the telephone
in a common area for public
use.


Ensure your internal TTY
system is compatible and
accessible to receive and make
TTY calls from and to the
public. All staff should be
trained in its use.


ACTIVITY YES NO ACTION


Is your reception
desk accessible to
someone who is
seated?


Is your reception
area in an open
space?


Are office desks and
meeting room
tables accessible?


Have you taken into
account the needs
of voters who are
deaf, deafened or
hard of hearing?


(continued)
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Make sure there is an
unobstructed view of people’s
faces in all areas where verbal
visual communication may
take place.


Reduce background noise as
much as possible.


Maximize the use of written
information. 


Any television set displaying
information for the public
should be captioned.


Paper and a pen should be
made available for deaf voters
to communicate with office
staff if requested.


Make staff aware of procedures
to obtain the services.


Be prepared to make written
information available in
alternative format if requested.
Alternative formats can include
large print, Braille, audio
cassette, or disk.


Make sure that materials
provided in print or large print
are of high contrast. Fourteen
point, Arial or Verdana fonts are
very reader friendly. Avoid 3rd
or 4th generation photocopies.


If forms need to be filled out,
they should either be available
in large print, or staff should
offer to assist people to fill
forms out.


Have you taken into
account the needs
of voters who are
blind or visually
impaired?


ACTIVITY YES NO ACTION
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Staff members and volunteers
should refrain from wearing
fragrances, and keep their use
of scented products, for
example highly fragrant
deodorants or aftershave, to a
minimum. 


If modifying an existing
washroom is not possible,
design of at least one
individual accessible unisex
washroom should be
considered. Although larger in
size, unisex washrooms
provide an individual with the
ability to have assistance by a
caregiver or spouse.


Appropriate transfer space on
one side and in front of the
toilet should be provided. Flush
controls should be located on
the transfer side of the toilet.
Accessories (such as light
switches, mirrors, soap
dispensers, hand dryers, coat
hooks, and shelves) should be
mounted at a height that is
accessible from a seated
position. Dispensers and other
accessories should not block
the safe use of the grab bars,
transfer or maneuvering space.


ACTIVITY YES NO ACTION


Have you taken into
account the needs
of voters who have
environmental
sensitivities?


Accessible Washrooms


Does your office
have an accessible
washroom?


Are fixtures and
accessories placed
so that they can be
accessed by
someone using and
wheelchair or
scooter?
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Customer service training for
staff should familiarize them
with the accessible features of
the office, the availability of
extra help or adjustments to
the way the service is provided,
to make sure services are
accessible to voters with
disabilities. Disability awareness
training will give staff the
confidence to offer help in
appropriate ways.


It is important that accessibility
improvements are regularly
reviewed and maintained to
ensure that they continue to
benefit voters with disabilities.


All facilities should have an
Emergency Policy and
Emergency Evacuation Plan
that addresses the needs of
people with disabilities.


Make sure your fire alarms
have both a visual and an
audible signal and are
strategically placed to be seen
and heard from all areas
including the washrooms.


ACTIVITY YES NO ACTION


Training


Has customer
service and
disability awareness
training been
provided as part of
regular office
training
procedures?


Do you monitor
and review the
accessibility
improvements you
have made to your
office and services?


Fire and Life Safety


Have you
established a Fire
and Safety Plan for
the evacuation of
people with
disabilities?


Are there systems
in place to visually
alert people with
hearing loss to
emergency
situations? 







Understanding 
Disability


Disabilities can take many forms. They may be permanent or
temporary; developmental or physical; severe or mild; for the
young or the old; or any combination of disabilities. A person
can be born with a disability or someone could become injured
resulting in a temporary or permanent disability. Some
disabilities are visible and many are non-visible. Since you
never know who may want to interact with you during the
election process, it is important that you plan to include all
people.


Physical Disabilities 
There are many types and degrees of physical disabilities, and
while people who use mobility aids like wheelchairs, scooters,
crutches or canes are most recognizable, it is important to
consider that not all people with physical disabilities require a
mobility device. People who have arthritis, heart or lung
conditions or amputations may also have difficulty with
stamina, moving, standing, sitting or the ability to reach or
grasp. It may be difficult to identify a person with a physical
disability.


Vision Loss
There are varying degrees of vision loss and a distinction
between blindness and low vision. In some cases, it may be
difficult to tell if a person has a vision loss. The majority of
people living with a vision disability have some vision. Some
people are totally blind. Vision disabilities can reduce one’s
ability to see clearly or can affect the range of visual field. Some
people can distinguish between light and dark, or between
contrasting colours, or read large print, but have difficulty with
small print or low-light situations. Others may have a loss of
peripheral or side vision, or a lack of central vision, which
impacts a person’s ability to distinguish details, like recognizing
faces or reading. Vision disabilities can restrict a person’s ability
to read print and signs, locate landmarks or see hazards. They
may use a white cane or service animal to help with orientation
and movement in an environment.
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Deafness and Hearing Loss
Hearing loss ranges from mild to profound.  The distinctions
between the terms “deaf”, “Deaf”, “deafened”, and “hard of
hearing” are based principally on the individual’s preferred
language (spoken or signed) rather than on the actual degree of
hearing loss.  Deaf, deafened and hard of hearing individuals
may use hearing aids, cochlear implants, and/or other assistive-
listening and communication devices. 


Deaf-Blindness 
A person who is deaf-blind has some degree of both vision and
hearing loss. This results in greater difficulties in accessing
information and managing daily activities. Most people who are
deaf-blind will be accompanied by an intervenor, a professional
who helps with communicating. An intervenor is trained in
many adaptive communication methods, depending upon the
preferences of the person who is deaf-blind. The intervenor may
guide and interpret for their client.


Speech Disabilities 
People with speech disabilities may have problems
communicating. For many reasons, people may have difficulty
speaking clearly — for example, as a result of a stroke or
cerebral palsy — which may result in difficulties with verbal
communication.  Some people may use communication boards
or other assistive devices to help communicate.  A speech
disability often has no impact on a person’s ability to
understand.


Cognitive Disabilities 
Cognitive disabilities may affect understanding, communication,
or behavior and can be attributed to brain injuries,
developmental or learning disabilities. It is not always easy to
identify someone who has a cognitive disability. Some
conditions, such as Down’s syndrome exhibit physical
characteristics, but there are others that are not so apparent.
People with a cognitive disability may have difficulties
recognizing, understanding and remembering information.
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Mental Illness 
Mental illness is a disturbance in thoughts and emotions that
may decrease a person’s capacity to cope with the challenges of
everyday life. Mental illness can take many forms, just as
physical illness does. Mental illnesses include schizophrenia,
mood disorders (such as depression and bipolar disorder),
anxiety disorders, personality disorders, and eating disorders


More 
Information


Additional Resources
While there are many resources about accessibility, six excellent
Canadian resources are available that can help to ensure your
offices and the services you provide are accessible to people
with disabilities. These resources include the technical
specifications required for barrier-free design.


Accessible Design for the Built Environment. (CAN/CSA B651-04)
Mississauga: Canadian Standards Association, 2004.
www.csaintl.org/onlinestore/GetCatalogItemDetails.asp?mat=00000000
0002015478


Standards for Barrier-Free Design of Ontario Government
Facilities.Toronto: Ontario Realty Corporation, 2006.
www.orc.on.ca/AssetFactory.aspx?did=1243


Hospitality Accessibility Checklist.Toronto: Greater Toronto Hotel
Association, 2003. 
www.gtha.com/pdf/covers-appendices/coverpage.pdf


Customer Service Standard for People with Disabilities
(CAN/CSA B480-02)
Mississauga: Canadian Standards Association, 2002.
www.csaintl.org/onlinestore/GetCatalogDrillDown.asp?Parent=3081
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Get Connected to Deaf, Deafened and Hard of Hearing People:
A Guide for Service Providers and Businesses. Toronto: The
Canadian Hearing Society, 2003.
www.chs.ca/info/access/busguide/eng1.html


Every Voter Counts.Toronto: Canadian Mental Health
Association, Ontario, 2007.
www.ontario.cmha.ca/content/reading_room/network_story.asp?cID=7
595


Who Can Help?
There are many organizations, which work with and on behalf
of people with disabilities that may be able to provide further
guidance. Some of these organizations have expertise in
auditing facilities for accessibility, and providing disability
awareness training and have offices throughout the province. 


The following organizations contributed to the development of
this guide:


Canadian Paraplegic Association Ontario
520 Sutherland Drive,
Toronto, Ontario M4G 3V9
Toll Free: 1-877-422-1112
Tel: 416-422-5644
Fax: 416-422-5943
E-mail: info@cpaont.org
www.cpaont.org


CNIB
1929 Bayview Avenue
Toronto, Ontario M4G 3E8
Tel: 416-486-2500
Toll Free: 1-800-563-2642
Fax: 416-480-7717
TTY: 416-480-8645
E-mail: ontario@cnib.ca
www.cnib.ca
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The Canadian Hearing Society (CHS)
271 Spadina Road 
Toronto, Ontario M5R 2V3
Tel: 416-928-2500
Toll-Free: 1-877-347-3427
TTY: 416-964-0023
Toll-Free TTY: 1-877-347-3429
Fax: 416-928-2506
E-mail: info@chs.ca
www.chs.ca


Ontario March of Dimes
10 Overlea Blvd. 
Toronto, Ontario M4H 1A4
Tel: 416-425-3463 
Toll-free: 1-800-263-3463
e-mail: info@dimes.on.ca
www.marchofdimes.ca


Canadian Mental Health Association, Ontario
2301 - 180 Dundas Street West
Toronto, Ontario M5G 1Z8
Tel: 416-977-5580
Fax: 416-977-2813
E-mail: info@ontario.cmha.ca
www.ontario.cmha.ca


Accessibility Directorate of Ontario
Ontario Ministry of Community and Social Services
777 Bay Street, 6th Floor, Suite 601
Toronto, Ontario M7A 2J4
Tel: 416-326-0207
Toll-free: 1-888-520-5828 
TTY: 416-326-0148
Toll-free 1-888-335-6611
Fax: 416-326-9725 
E-mail: accessibility@css.gov.on.ca 
www.mcss.gov.on.ca
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Disclaimer


The material contained in this guide is for information and
reference purposes only and is not intended as legal or
professional advice. The adoption of the practices described in
this guide may not meet the needs of your organization or a
particular individual. The Government of Ontario does not
warrant or guarantee the accuracy, completeness, timeliness, or
usefulness of any information contained in this guide and shall
not be responsible or liable, directly or indirectly, in any way, for
any loss or damage of any kind incurred as a result of, or in
connection with the use of, or reliance on, any such content. 


In Ontario, legislation prescribes specific responsibilities related
to the accommodation of persons with disabilities.  


For the purposes of this guide, the following legislation is the
minimum accommodation requirements service providers must
be aware of and comply with (list not inclusive):


✓ Ontario Human Rights Code


✓ Accessibility for Ontarians with Disabilities Act, 2005
(AODA)


✓ Ontario Building Code


For full versions of these Codes and Acts please refer to 
www.e-laws.gov.on.ca
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