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Disability Inclusion Onboarding Checklist
A Disability:IN Resource for Hiring Managers
While onboarding procedures are designed to support the successful transition of new employees, those activities and tools may not have been designed with candidates and employees with disabilities in mind. This Disability Inclusion Onboarding Checklist is meant to supplement standard onboarding procedures to assist supervisors and managers in creating an inclusive and successful experience before employment starts, during onboarding and integration, after 30 days of employment, and for future career development support.
You may not be aware, but you currently have talent with disabilities who are onboarding at your company. This is because most disabilities are non-apparent, and people may choose not to self-disclose that they have a disability. 
Providing an inclusive environment for people with disabilities is a team effort and requires awareness and action on the part of managers, colleagues, and leaders. It is best practice to embed general education and awareness resources into everyone’s recruiting and onboarding experience, in addition to providing customized support or training when relevant as provided below. 
Before the New Employee Begins Work
[bookmark: Check1]|_| Read the Inclusion Best Practices and Disability Etiquette Guide: The information provided in this guide is the result of a collaborative effort between the Disability:IN Inclusion Works team of disability inclusion experts, participating Inclusion Works companies, and external partners. The guide was created for anyone, with or without a disability, who wants to create a more inclusive workplace and interact more effectively with applicants, employees, and customers with disabilities. 
Improve your understanding of disability disclosure by reading this comprehensive resource from the Job Accommodation Network.
|_| Discuss with the new hire how you can best support them as they onboard. Share your intention of ensuring they are welcomed and supported as they onboard and ask if engaging the broader team in disability education and awareness activities, which may mean disclosing their disability status, is acceptable and desired. 
|_| Host disability etiquette training for the entire team/others who will be working with the new employee, not just the manager. 
	
|_| Best Practice: Ask the incoming employee with a disability what they would like their colleagues to know, and if they would be interested in co-presenting with a Disability:IN team member this information/insight. 

|_| 	If you identified your candidate by utilizing a disability service organization, partner with your appropriate internal contact to work together with them through the onboarding process.
[bookmark: Check2]|_|	If applicable, meet with appropriate contacts to review key accessibility requirements, including the following:
[bookmark: Check3]|_| Employee agreements, information sheets, and benefits information.
|_| Documentation of the incoming employee’s job requirements, including department training materials, procedure manuals, and electronic or other materials.
[bookmark: Check4]|_| Parking and building access: Understand what’s available for accessible parking and building access and the process for requests. Consult your new hire on what they need and determine if you’re able to facilitate this access before they start. If not, ensure they know where to go to make a request once they start and be prepared to support and advocate if needed. 
Best Practice: Work with your facilities team to undertake an accessibility review using tools like the Accessibility Assessment for Facilities and Parking and Accessibility Scorecard for Facilities and Parking. Afterwards, you can bring in expert consultants for a more comprehensive universal design audit.
[bookmark: Check5]|_| Emergency preparedness, evacuation, and shelter in place procedures: review your procedures and consider sharing the Accessibility Assessment for Emergency Planning resource with appropriate colleagues. 
Best Practice: Ask the incoming employee if they need a customized emergency evacuation plan and set up time with a security representative to review needs, potentially waive any requirements to participate in drills (instead opting to receive advanced notice/or “practice” their plan without being part of the drill.)

|_| If the incoming employee will be traveling, whether between buildings on the same campus or standard business travel, review specific accessibility requirements and supports that need to be in place for a successful travel experience.

[bookmark: Check6]|_|	If reasonable accommodations or other adjustments were agreed upon, work with the appropriate departments to procure, receive, install and/or provide upon the employee’s arrival. Contact your company’s internal reasonable accommodations contact to learn your process. If you need an example, check out the Reasonable Accommodations (RA) Guidebook or explore the Job Accommodation Network for more information.
|_| Best Practice: Reasonable Accommodations Guidance for Hiring Managers 
(from RA Guidebook)
When extending job offers, ask the new employees-to-be whether your organization can provide them with any reasonable accommodations. If they decline, encourage them to ask you (as the hiring manager) or their HR representative for such an accommodation if they ever need one in the future. Have them sign the form (sample included in the Guidebook on page 39) acknowledging they have had an opportunity to discuss this matter with you, and give the signed form to your reasonable accommodations point of contact.
If the candidate or employee requests an accommodation, record the details of the request separately on your company’s Reasonable Accommodation Request Form.
|_| If you and the candidate are not sure what, if any, accommodations might be needed, consult with your company’s reasonable accommodations point of contact for advice and resources. JAN also provided the below list of accommodations that may be imperative for effectively onboarding employees with disabilities:
· Access to Website and online forms
· Print material in an accessible format including providing media in an alternative format as needed (large print, Braille, text file, etc.)
· Accessible parking and building access (keyless entry, security issues, restrooms, break rooms, exercise rooms, etc.)
· Use of a service animal in the workplace
· Computer and communication technology access (alternative input devices, screen reading software, screen magnification, telephone amplification, smart phone or tablet apps, etc.)
· Workspace modifications (furniture, lighting, space, noise abatement, etc.)
· Services or work related assistance (sign language interpreters, readers, note takers, Personal Assistant Services (PAS), etc.)
· Emergency evacuation and shelter in place plan needs.

|_| Best Practice: If the incoming employees utilizes assistive technology, contact your IT Helpdesk for installation, ongoing support, and successful placement for future security and privacy updates. 

|_| Best Practice: Work with appropriate contacts to ensure all systems are accessible, such as timesheet systems and databases where users of assistive technology frequently encounter issues.

[bookmark: Check7]|_| As appropriate, identify a peer as a support person or buddy for the employee to contact for questions about company culture, office norms, and day-to-day operations.  This could be someone through a disability employee/business resource group or another company mentoring program.
During Onboarding and Integration
[bookmark: Check8]|_| Reference disability inclusion and related resources when onboarding all employees. Employee orientation materials should include information on how to request reasonable accommodations or adjustments, how to connect with the company’s disability employee/business resource group, and benefits that may be of use to employees with disabilities.
[bookmark: Check9]|_| 	Ensure onboarding processes are accessible and inclusive; provide orientation information in a suitable format for the new employee with a disability (e.g. audio, Braille, written/text, etc.).
[bookmark: Check11]|_| 	Explain and show where the lunchroom, restrooms and supply rooms are located.
[bookmark: Check12]|_| 	Introduce the new employee to their team, manager, and buddy (if applicable).
[bookmark: Check13]|_| Offer to have someone accompany the new employee on breaks. However, it is quite possible the employee may desire time alone on breaks so be flexible.
|_| Review training plan for the essential job duties and determine if any reasonable accommodations are needed for the training (as opposed to performing the actual job duties).
Useful Tools
|_| If you are seeking a deeper dive into a particular disability segment or topic, access Disability:IN’s Webinar Series (register and/or access recorded archives in the Upcoming Events section).


Within 30 Days on the Job
[bookmark: Check15]|_| During manager check-ins for first 6 months ask the employee if they have everything they need to feel safe, comfortable and fully included. It is recommended to ask this question daily during the employee’s first week, weekly during their first month, and quarterly during their first year on the job.  (Note: due to stigma and learning more about the job on the job, this conversation needs to happen frequently the first year).
[bookmark: Check16]|_| As appropriate, discuss how current accommodations or adjustments are working.  Further, confirm whether any additional accommodations or adjustments are needed.
	Best Practice: If there are challenges for the employee or candidate in navigating the accommodations process, advocate for the person to make sure they are getting the support they need in a timely manner, the process is not too onerous/demotivating, and they feel respected.
[bookmark: Check17]|_| Introduce the employee to their Human Resources Business Partner and explain how to reach them and what they can help with if needed.
|_| As should be custom with all employees, obtain feedback from co-workers to support the new employee’s learning and development.
|_| If applicable, review available employee/business resource groups. Include all resource groups in this review; people with disabilities may prefer to join a disability-related group or any other group (as part of their identities or as an ally).
|_| Take an unconscious bias training focused on disability. Apply learnings to the performance review process.
Career Development
[bookmark: Check18]|_| The opportunity for an employee with a disability to succeed in their work and then seek and succeed in positions of greater responsibility is driven by key elements, including:
· Whether or not the manager and other colleagues have high expectations of how much potential the person can contribute
· If the employee has the productivity tools and training needed to perform at higher levels
· If greater development opportunities fit their goals – they are ambitious
· If the employee receives helpful feedback during less formal check-ins and through formal performance reviews.  All employees need feedback to be able to develop and grow and if managers are hesitant to give employees with disabilities such performance related feedback they will not develop and grow with their non-disabled peers.
Note: These are the same contingencies for growing and developing employees who do not have disabilities and that determine whether any employee will grow into roles that require more leadership and expanded responsibilities.
|_|	For Neurodivergent employees, including those who are autistic or have Attention Deficit Hyperactivity Disorder (ADHD), providing direct, actionable and clear feedback through the Situation-Behavior-Impact (SBI) Model developed by The Center for Creative Leadership will help these employees understand precisely what you are commenting on, and why. And when you outline the impact of their behavior on others, you’re giving employees a chance to reflect on their actions and think about what they need to change. Learn more about the SBI Model and other considerations by visiting the Center for Creative Leadership website. 
[bookmark: Check19]|_|	Connect the employee to available retention and advancement programs, such as leadership development or mentoring programs.  If available, connect employee to any retention and advancement programs that are focused on employees with disabilities.
Other Considerations
[bookmark: Check20]|_|	Benefits: Encourage connection with your benefits representatives to review the available range of financial benefits, including both short- and long-term disability, Employee Assistance Program(s), mental health programs, Return to Work and Stay at Work initiatives.
[bookmark: Check21]|_|	Self-Identification: Where appropriate, discuss the company self-identification process and describe the shift from compliance driven to employee centric self-identification. 
Frequently Asked Questions for Hiring Managers
Disability:IN developed a list of Frequently Asked Questions (FAQs) that are questions/concerns expressed by hiring managers about the employment of people with disabilities. The responses were crafted by a team of Disability:IN Inclusion Works consultants. Some questions have been consolidated or made more general to make the information applicable to a broader audience.
Customized Training and Resources
As the disability community has a variety of different ways of communicating and engaging with people and information, it is also important to consider training and resources that are highly customized for a specific segment.  Below we provide helpful content and suggestions based on disabled talent groups as a starting point to assist organizations and managers.
Deaf and Hard of Hearing Talent 
· Guidance on things to do before an employee starts, as well as during orientation: Hiring a Deaf Employee – DeafTEC
· Five module training to educate and increase confidence in hiring and working with deaf and hard-of-hearing employees: Working Together Course (deaftec.org)
· Workplace Accommodations for Deaf and Hard of Hearing Employees: AccessATE - Workplace Accommodations and Safety for Deaf & Hard-of-Hearing Employees
· Consider conducting inclusion training or sign language training with a team who will be onboarding a deaf colleague 
· CSD’s eGuide: How to Engage and Maximize Deaf and Hard of Hearing Employees
Blind and Low Vision Talent
· Things you can do to help create an accessible, inclusive workplace for blind or low vision employees: Vision Accessibility in the Workplace | AbilityLinks
· Considerations in the recruitment process: Considerations in Hiring a Visually Impaired Employee - CareerConnect (aphcareerconnect.org) 
· Consider in-depth training on accessible communications for a team who will be onboarding a blind or low vision colleague
· Offer mobility orientation sessions with an orientation and mobility specialist for new blind employees to learn to navigate their new workplace surroundings
Talent with Physical Disabilities
· Workplace Accommodations for Physical Disabilities: AccessATE - Workplace Accommodations for Physical Disabilities
· Workplace Communication & Safety for Physical Disabilities: AccessATE - Workplace Communication & Safety for Physical Disabilities
· Consider in-depth training on employees with physical disabilities and common accessibility barriers and solutions. 
Autistic and Neurodivergent Talent
· Guidance on things to do before an employee starts, as well as during orientation: Neurodiverse Practices – How to Onboard Employees with Autism - Focus Professional Services Inc. (focusps.ca)
· Have hiring managers and colleagues read: An Employer's Guide to Managing Professionals on the Autism Spectrum: Scheiner, Marcia: 9781785927454: Amazon.com: Books
· Neurodiversity @ Work Playbook: Employee Engagement and Growth Series: This series augments the original Playbook by focusing on best practices and lessons learned related to supporting growth and advancement. This series includes research-based content combined with best practices and lessons learned from over 20 employers including neurotypical and neurodivergent program leads.  
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