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Template Project Charter Resource
Accessibility Support System and Employment Accessibility Strategy

[bookmark: _Toc1507761261]How to Use This Template
Use this template to build a clear, approval-ready project charter for an Employment Accessibility Strategy and Accessibility Support System. In this template, an accessibility support system means the connected elements that make inclusive employment consistent and reliable, including strategy, policies, governance, roles and responsibilities, processes, tools, resources, training, privacy-aware handling of personal information, engagement mechanisms that include lived experience, and a monitoring and continuous improvement cycle.
This charter is intended to support approval of a system that covers strategy, implementation, monitoring, publication, feedback, and continuous improvement.
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[bookmark: _Toc360193715]1. Project Title
[Organization Name] Employment Accessibility Strategy and Accessibility Support System
· Optional subtitle if this is a new initiative: Design and implement an integrated accessibility support system for inclusive employment.
· Optional subtitle if this is an integration initiative: Strengthen and align existing supports under a measurable strategy and governance model.
[bookmark: _Toc1860675841]2. Leadership and Approvals
[bookmark: _Toc2104744131]Leadership
	Project Role
	Name
	Title
	Department

	Executive Sponsor
	
	
	

	Project Owner
	
	
	

	Project Lead
	
	
	

	Project Assistant
	
	
	


[bookmark: _Toc852026930]Approvals
· Governance body: [Name of committee] [or “Accessibility Working Group, 2 to 4 people”] [or “Use existing People and Culture or H&S meeting structure”]
· Approving authority: [Executive Team, CEO, HR Leadership Council, Operations Leadership]
· Approval date: [Date]
[bookmark: _Toc830061244]3. Executive Summary
This project will [design and implement] an Accessibility Support System that enables inclusive and accessible employment across the employee lifecycle. In this charter, the Accessibility Support System refers to the connected strategy, policies, governance, roles, processes, tools, resources, training, engagement mechanisms, and improvement activities needed to make supports consistent, measurable, and easier to navigate. The project will produce a published Employment Accessibility Strategy with measurable objectives, clear accountability, and supporting policies. Progress will be monitored on a defined schedule, the strategy will be reviewed and updated every three years using feedback and improvement suggestions, and updates will be communicated annually to workers and interested parties. The project will also ensure workplace parties have the resources needed to participate effectively, including premises, equipment, communication tools, and dedicated work time. Engagement and discussions will include people with disabilities and lived experience, along with relevant internal and external contributors, while respecting privacy and confidentiality.
[bookmark: _Toc569021452]4. Background and Problem Statement
[bookmark: _Toc538999254]Current Situation
· Current state: [Describe the current state in plain language.]
· Known barriers: [Note barriers across recruitment, onboarding, day-to-day work, career development, and return to work.]
[bookmark: _Toc1014190355]Impacts
· Employees and candidates: [Describe key impacts.]
· Managers and workplace parties: [Describe key impacts.]
· Organization: [Describe key impacts.]
[bookmark: _Toc1754800600]Evidence and Inputs
· Employee feedback or ERG input: [Optional]
· Survey or engagement data: [Optional]
· Case trends, audit findings, or incident learnings: [Optional]
[bookmark: _Toc609027204]5. Purpose and Rationale
[bookmark: _Toc478053755]Purpose
· Purpose statement: [State the purpose in one sentence.]
· Approach type: [Indicate whether the work will build a new system or strengthen and align existing supports.]
[bookmark: _Toc1687087725]Sample Purpose Statements
· To establish a clear and accountable accessibility support system that improves consistency across the employee lifecycle.
· To strengthen and align existing accessibility supports under a measurable strategy, with defined roles, monitoring, and continuous improvement.
· To build a more consistent and accessible approach to employment by defining responsibilities, standardizing support pathways, and creating a clear plan for action and review.
[bookmark: _Toc523605884]Rationale
· Why now: [Explain why this work matters now.]
· Decision-maker reasons: [List 2 to 3 reasons most likely to resonate with leaders.]
[bookmark: _Toc2112518437]6. Objectives and Measurable Outcomes
[bookmark: _Toc2003376277]Objectives
Use this section to define the main outcomes leaders are being asked to approve and how progress will be measured at a high level.
· System objective: [Define the accessibility support system to be established.]
· Strategy objective: [Describe the strategy to be developed and approved.]
· Operating model objective: [Describe the future-state processes, roles, and tools.]
· Measurement objective: [Describe how progress will be monitored.]
· Improvement objective: [Describe how feedback and review will support continuous improvement.]
[bookmark: _Toc1651611224]Sample KPIs
· Timeliness: Time from support request to acknowledgement or first response, target [X business days].
· Consistency: Percent of cases following the documented support process, target [X percent].
· Capability: Percent of key workplace parties trained on inclusive employment and accessibility supports, target [X percent].
· Experience: Employee feedback indicating that supports are easier to access and navigate, target [survey metric or qualitative measure].
· Improvement: Number of recurring barrier themes identified and addressed through assigned actions, target [X per quarter or year].
[bookmark: _Toc360235655]7. Scope
[bookmark: _Toc1062784100]In Scope
· Recruitment and selection
· Onboarding and orientation
· Workplace accommodations and supports, including the interactive process
· Accessible communications and documentation used for employment
· Access to learning, training, and career development
· Performance management practices related to access needs
· Return to work and disability management coordination, where applicable
· Health and safety integration related to accessibility and accommodations
· Procurement and technology accessibility for employment-related tools
· Facilities and built environment access as it relates to employees and candidates
· Feedback, issue resolution, and continuous improvement
[bookmark: _Toc317420932]Out of Scope
· Excluded work: [List what is not included in this charter.]
· Owned elsewhere: [List areas that remain owned by existing teams.]
· Later phases: [List major work that may be considered later.]
[bookmark: _Toc789499090]8. Approach
Select one primary approach and adapt the prompts below to match your organization.
[bookmark: _Toc1029130211]Option A, New Initiative, Build the System
· Governance and decision rights: [Describe the governance approach, decision rights, and accountability model.]
· Strategy, tools, and templates: [List the core materials to be designed or developed.]
· Measurement and oversight: [Describe the baseline measures, reporting approach, and review cycles.]
[bookmark: _Toc1231212818]Option B, Integrate into Existing Systems, Strengthen and Align
· Existing governance and systems: [Describe the governance, systems, and decision structures that already exist.]
· Priority improvements: [Describe the processes, tools, and gaps to be strengthened or aligned.]
· Measurement and publication: [Describe how reporting, publication, and review will connect to existing channels and supports.]
[bookmark: _Toc520396990]9. Deliverables
[bookmark: _Toc510557444]Core Deliverables
List the main outputs leaders are being asked to approve through this charter.
· Strategy: [Approved Employment Accessibility Strategy, in accessible formats.]
· Governance model: [Decision rights, ownership, and review responsibilities.]
· Operational model: [Roles, responsibilities, escalation pathways, and support process.]
· Monitoring framework: [KPIs, reporting cadence, and review commitments.]
· Supporting materials: [Training, guidance, templates, and communications materials.]
[bookmark: _Toc710729295]Supporting Outputs
List supporting outputs that may be needed to design, pilot, or implement the approved deliverables.
· Assessment: [Current state findings, barriers, and priority improvement areas.]
· Implementation planning: [Future-state process model, roadmap, and rollout approach.]
· Pilot and refinement: [Pilot results, refinements, and post-implementation review actions.]
[bookmark: _Toc1202900032]10. Operational Roles and Responsibilities
Use this section to define the workplace parties that will carry responsibilities in the future-state model and clarify what each role group is expected to do.
[bookmark: _Toc1050207106]Operational Roles
· Coordination and case management: [Name the owner for intake, coordination, escalation, reporting, and privacy-aware handling of operational information.]
· People leadership: [Describe responsibilities for receiving requests, participating in the support process, and ensuring timely follow-up.]
· HR and operations: [Describe ownership for policy, process consistency, training, and operational oversight.]
· Enabling functions: [Identify the functions that will support implementation and ongoing operation.]
· Employee and worker input: [Describe how lived experience input, worker representatives, or ERGs will contribute.]
[bookmark: _Toc1773420335]11. Resource Requirements
[bookmark: _Toc2049812027]People and Time
· Project leadership capacity: [X FTE or X hours per week for the duration of the project.]
· Core contributor time: [Functions, level of involvement, and expected time commitment.]
· Ongoing coordination: [Time needed after implementation for intake, reporting, and continuous improvement.]
· External expertise: [Accessibility, privacy, legal, technical, or other specialized support, if needed.]
[bookmark: _Toc1340826020]Enabling Resources
· Spaces, tools, and channels: [What is needed for engagement, confidential discussions, training, and publication?]
· Systems and platforms: [What is needed to support tracking, reporting, document access, and communication?]
· Accessibility supports: [What captioning, interpretation, assistive technology, alternative formats, or external services may be needed?]
[bookmark: _Toc472682449]Budget Assumptions
· Budget range or estimate: [Provide the range or estimate for the approved phases.]
· Major cost drivers: [Note the main drivers, such as internal time, external expertise, technology changes, training, or communications.]
· Unknown costs: [If needed, state that Phase 1 will confirm costs for later phases.]
[bookmark: _Toc1672239959]12. Work Plan and Timeline
Use this section to outline the proposed phases of work, expected timing, and the main outputs that support delivery and approval.
[bookmark: _Toc1404220720]Phase 1, Discovery and Assessment, [X weeks]
· Current state review: [Policies, processes, tools, data sources, and known barriers.]
· Priority issues and input: [Key issues, workplace party input, and lived experience input.]
· Baseline measures: [Initial indicators needed for approval and implementation.]
[bookmark: _Toc2058380554]Phase 2, Strategy and Design, [X weeks]
· Strategy development: [Measurable objectives, governance, and policy implications.]
· Operating model design: [Roles, responsibilities, decision rights, and workflows.]
· Monitoring and tools: [Reporting cadence, supporting tools, and publication approach.]
[bookmark: _Toc260937616]Phase 3, Implementation and Publication, [X weeks]
· Pilot or rollout: [Describe the implementation approach.]
· Training and change support: [List the support needed for workplace parties.]
· Publication: [Describe what will be published, for whom, and in what accessible formats.]
[bookmark: _Toc558074135]Phase 4, Monitoring and Continuous Improvement, Ongoing
· Monitoring cadence: [How progress will be reviewed and tracked.]
· Annual updates: [How updates will be communicated to workers and interested parties.]
· Review and improvement: [How feedback and review cycles will refresh the strategy over time.]
[bookmark: _Toc947553950]13. Risks, Constraints, and Assumptions
[bookmark: _Toc413544556]Risks
Use this section to identify the main risks, constraints, and assumptions leaders should understand before approving the project.
· Key risks: [List the main risks that could affect approval, delivery, adoption, or sustainability.]
[bookmark: _Toc957929768]Mitigations
· Mitigations: [List the main mitigation or management approach for each major risk.]
[bookmark: _Toc754670851]Constraints
· Key constraints: [List the main delivery constraints that may affect timing, scope, or implementation.]
[bookmark: _Toc689637004]Assumptions
· Key assumptions: [State the key assumptions that must hold true for the project to succeed.]
[bookmark: _Toc1973942812]14. Decision Request, What Approval Is Needed
Use this section to state clearly what leaders are being asked to approve through this charter.
1. Approve the charter: [Scope, governance approach, and delivery timeline.]
2. Approve resourcing: [Work time, contributors, and engagement activities.]
3. Approve strategy development and publication: [Internal and external versions, as appropriate.]
4. Approve monitoring and review: [Annual updates, review cycle, and reporting approach.]
5. Approve phased budget or pilot approach: [Initial budget range and any staged approval model.]
	[image: ]
	
	



image1.png
4,
[m UNTAPPEDTalent





image2.png
4,
[m UNTAPPEDTalent





