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Barrier Free Onboarding Checklist
[bookmark: _Toc216254521][bookmark: _Toc235385811]Overview
This is a checklist template designed to help you provide an accessible onboarding experience for every employee. 
· Use this checklist for every new hire
· Do not wait for a disclosure before offering accessible options
· Begin this checklist before the first day
· Document any outstanding actions on the last page
· Revisit it after orientation and during early employment
Here’s guidance on customizing this template for your organization:
· Read each point to ensure that it is applicable to your workplace
· Switch our logo and website for your own
· If you’re not in a unionized environment, use the “Find” function and search for the word “union” to ensure you’ve adjusted any references to a union
For a medium to large organization, you may benefit from using this resource in our RACI format. We provide this to partnered employers in our exclusive resource library.
This resource is for guidance only. It does not replace legal advice, collective agreement requirements, occupational health and safety obligations, or applicable accessibility, human rights, labour or employment legislation.


Contents
Overview	1
Preparing for a New Hire Before Their First Day	3
1. Prepare yourself to support the new hire	3
2. Contact the new hire before their first day	4
3. Arrange the required accessibility supports	5
4. Prepare accessible onboarding information	6
5. Plan an accessible first-day orientation	7
6. Protect the employee during probation and evaluation	8
7. Schedule accessibility follow-up	9
Final readiness confirmation	10
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Purpose: Use this checklist to prepare an accessible and barrier-free start for every new hire.
Checklist Owner: ______________________________
New hire: ________________________________________
Position: _________________________________________
First day: ________________________________________
This checklist should be used for every new hire. The employee does not need to disclose a disability to receive information in an accessible format or to benefit from accessible workplace practices.
[bookmark: _Toc235385813]1. Prepare yourself to support the new hire
☐	I understand that I am responsible for coordinating or confirming the accessibility of the new hire’s welcome and onboarding.
☐	I understand the organization’s accessibility support and accommodation process.
☐	I know how a worker can confidentially request accessibility supports.
☐	I know who can approve, purchase or arrange accessibility supports when I cannot provide them directly.
☐	I understand that accessibility requests should focus on removing barriers, not on obtaining a diagnosis.
☐	I will protect the new hire’s privacy and only share information with their informed consent and on a need-to-know basis.
☐	I know the organization’s processes for reporting accessibility barriers, discrimination, harassment or concerns without reprisal.
☐	I have received appropriate training on accessibility, anti-ableism, accessible communication, discrimination, harassment and the duty to accommodate.
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☐	I have provided a welcoming point of contact for questions before the first day.
☐  I have told the new hire that individualized accessibility supports are available and that we can work together to identify what is needed.
☐	I have explained that requesting support will not negatively affect their employment, pay, probation or career opportunities.
☐	I have provided a simple and confidential way to communicate accessibility requirements or barriers.
☐	I have not asked whether the person has a disability or requested a diagnosis.
☐  I have asked whether information, communication, technology, equipment, scheduling or workplace arrangements would work better in a particular format or approach.
☐	I have given the new hire enough time and the necessary information to consider and communicate their accessibility requirements.
☐	I have acknowledged any request promptly and explained the next steps.
☐	I have asked for the new hire’s input before deciding how a support will be provided.
☐	I have obtained informed consent before sharing information about an accessibility support with another person.
☐	Where applicable, I have informed the new hire of their right to union representation during the accommodation process.
☐	If an external service provider may be required, I have consulted the new hire about their preferences.
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☐	I have identified the barriers the requested support is intended to remove.
☐	I have worked from a “yes by default” approach rather than requiring the employee to prove that they need support.
☐	I have avoided requesting medical or disability-related documentation wherever possible.
☐	If documentation is genuinely required, I have limited the request to the minimum information necessary and confirmed that the organization will cover the related costs and lost time.
☐  I have worked with the new hire to arrange the requested assistive technology, adaptive equipment, communication support, service provider or other workplace support.
☐  I have confirmed with the new hire when the supports will be available and what interim arrangements are needed, if any.
☐	I have tested equipment, software, accounts and accessibility features before the first day.
☐	I have confirmed that the employee can access the digital systems, applications, document platforms and communication tools required for the role.
☐	I have enabled the available accessibility features in workplace technology.
☐  I have worked with the new hire to confirm that the physical, remote or hybrid work environment does not create known barriers.
☐	I have considered relevant environmental factors such as office layout, workstation setup, noise, lighting and scent-related policies.
☐  I have asked whether the employee requires an individualized accessibility arrangement for workplace emergencies.
☐	If a requested support cannot be fully provided, I have given the new hire a clear and honest explanation and documented the decision.
☐	I have documented the supports being provided so they can continue throughout the employee’s employment.
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☐	The welcome and orientation materials introduce the employee to the organization, their work environment and their job duties.
☐	All essential information is available in an accessible format.
☐  I have confirmed the employee’s preferred or required format with them rather than assuming a format will work.
☐	Digital documents and communications are accessible.
☐	Written information uses clear, consistent and inclusive language.
☐	Videos include the accessibility features required by the employee, such as captions or described video.
☐	Presentations, meetings and training activities can be adapted to the employee’s communication and participation requirements.
The following information is prepared in an accessible format:
☐	Job description, essential duties and expected outcomes
☐	Job instructions and work manuals
☐	Workplace rules and relevant policies
☐	Accessibility and accommodation policies
☐	Instructions for requesting accessibility supports or accessible formats
☐	Anti-discrimination and anti-harassment policies
☐	Health and safety information
☐	Workplace emergency procedures
☐	Grievance, complaint and barrier-reporting procedures
☐	Benefits and employee support information
☐	Information about support persons, service animals or other relevant supports
☐	Required training and learning materials
☐	The employee will be able to access these materials without needing special permission or unnecessary additional steps.
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☐	I am identified as the new hire’s support person or “go-to” person during onboarding, or I have clearly identified another person who will serve in that role.
☐	The orientation will introduce the employee to the organization.
☐	The orientation will familiarize the employee with their job duties and work environment.
☐  The orientation plan reflects the employee’s identified accessibility requirements and has been adjusted with their input where possible.
☐	The orientation method, location, technology and materials are accessible to the employee.
☐	The employee will receive clear and consistent information in the format they require.
☐  The employee will know how to request additional or different accessibility supports at any point, and that requests can be reviewed together as needs or job duties change.
☐	The employee will know how to report an accessibility barrier or concern confidentially and without reprisal.
☐	The employee will have access to the tools, technology, information and training required to begin participating in the workplace.
☐	Any planned introductions, meetings or workplace activities have been reviewed for communication, technology, environmental and attitudinal barriers.
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☐	The employee’s probationary or performance evaluation will not begin until their required accessibility supports have been provided.
☐	Anyone involved in assessing the employee understands which supports must be in place.
☐	The employee will not be negatively evaluated because an accessibility support was delayed or unavailable.
☐	Any expectations or performance measures provided to the employee are accessible, clear and connected to the essential duties of the position.
☐  The employee has been invited to identify additional accessibility requirements before any decision that could negatively affect them.
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Before the first day:
☐	I have planned a prompt follow-up after the employee begins work to identify and resolve barriers.
☐  I have planned to review the agreed supports with the employee to confirm whether they are effective.
☐  I have planned to ask the employee whether they require additional or different supports after completing orientation and onboarding.
☐	I have identified how concerns will be addressed promptly.
☐	I have identified how changes to supports will be documented to maintain continuity.
☐	The employee will have an opportunity to provide feedback about the accessibility of their onboarding and support experience.
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Before confirming that the workplace is ready:
☐	The employee has received information about available accessibility supports.
☐	The employee has a confidential way to request support.
☐	Requested supports have been arranged or appropriately addressed.
☐	Required technology and equipment have been tested.
☐	Essential workplace information is accessible.
☐	The first-day orientation is accessible.
☐	A support or “go-to” person has been identified.
☐	Privacy and informed consent have been addressed.
☐	No probationary or performance evaluation will begin before required supports are available.
☐	Follow-up and review have been planned.

Outstanding accessibility actions:


Person responsible for completing outstanding actions:


Target completion date for outstanding actions: _________________________________
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