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https://www.eeoc.gov/policy/docs/accommodation.html
https://nationaldisabilitynavigator.org/ndnrc-materials/disability-guide/auxiliary-aids-and-services/
https://nationaldisabilitynavigator.org/ndnrc-materials/disability-guide/auxiliary-aids-and-services/
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http://www.asha.org/publications/journals/submissions/person_first.htm
http://www.asha.org/publications/journals/submissions/person_first.htm
http://www.asha.org/publications/journals/submissions/person_first.htm
http://www.unitedspinal.org/pdf/DisabilityEtiquette.pdf
http://autistichoya.blogspot.com/2011/08/significance-of-semantics-person-first.html
http://autistichoya.blogspot.com/2011/08/significance-of-semantics-person-first.html
http://www.cafemom.com/journals/read/436505
http://www.cafemom.com/journals/read/436505
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Worksheets 

 

 
Administration Worksheet 

 

Town of Wareham 
 

 

AMERICANS WITH DISABILITIES ACT 
 

 

SELF-EVALUATION REVIEW FORM 

 
This questionnaire was completed by the following individuals: 

 

Name:______________________________  

 

Position:_________________Telephone___________________Email_________________ 

Name:______________________________  

 

Position:_________________Telephone___________________Email_________________



 

 

 

 

Policy/Procedure 
Yes No N/A Comments 

A. GENERAL PROCEDURES3 

1. Has an employee been appointed to 

coordinate the public entity’s ADA 

obligations - ADA Coordinator? 
(Required if 50 or more employees.). 

   
Name and title 

a. ADA Coordinator has received 

ADA training. 

   
Please provide date of last 

training 

2. A Grievance Policy and Procedure has 

been adopted to resolve disability 

related complaints? The policy includes 

the name and contact information of 

the employee responsible for receiving 

and processing discrimination 

complaints.   

   
Please attach 

a. The Grievance Policy is posted in 

conspicuous locations in all Town 

buildings.  

   
Name and contact info 

b. The Grievance Policy has been 

distributed to all department 

heads, boards and commissions. 

   
 

3. Surcharges are not imposed to recover 

the cost of accommodations, effective 

communications services or 

accessibility features. 

   
 

4. Procedures are established to assure 

meetings (including Boards and 

Commissions), hearings, workshops, 

and conferences, are held in 

accessible locations. 

   
Please describe 

5. List any licenses or certifications issued 

by Wareham (liquor, restaurant, etc.) 

and indicate whether the application 

process has been reviewed to ensure 

that qualified persons with disabilities 

are not screened out: 

   
  

                                                           
3 If you have any questions, please contact: Katie Denis, kdenis@kmaccess.com or David Kessler, 

dkessler@kmaccess.com 

 

mailto:kdenis@kmaccess.com


 

 

a.  
   

 

b.  
   

 

c.  
   

 

d.  
   

 

B. NOTIFICATION 

2. Public Notice of ADA compliance has 

been developed and is visibly posted 

in public spaces of municipal facilities, 

in publications and digital media 

including: 

   
Please attach 

a. Building entrances/lobbies, bulletin 

boards and gathering places 

   
 

b. Home page of the Town’s website 

and other pages where 

information about disability 

services, public events and facility 

accessibility is displayed 

   
 

c. Employee handbooks and 

manuals 

   
 

d. Event posters, flyers, program 

brochures and announcements 

   
 

e. Program announcements (in 

abbreviated form) 

   
 

3. Appropriate staff have received 

training regarding: 

a. the Town’s policy of 

nondiscrimination, 

b. how to respond to requests for 

reasonable modifications, 

c. their roles and responsibilities in 

providing auxiliary communication 

aids and services, 

d. the available resources for providing 

auxiliary aids and services,      

e. effective communication with 

people with disabilities. 

f. Use of the Massachusetts Relay 

Service to make and receive calls. 

   
Please describe how this is 

accomplished. 



 

 

C. Reasonable Modifications of Policies 

1. Wareham has a process for 

responding to requests for 

modifications to policies or practices if 

the modification is necessary for a 

person with a disability to participate? 

   
 

a. The process includes criteria for 

determining whether a 

modification would fundamentally 

alter the nature of the program. 

   
 

D. SERVICE ANIMALS  

1. Wareham has a written policy 

regarding service animals in municipal 

facilities. 

   
Please attach 

E. USE OF CONTRACTORS 

1. Wareham has included language in its 

contracts to ensure that contractors 

are aware of their obligations to 

facilitate the participation of persons 

with disabilities in programs and 

activities the contractor operates on 

behalf of Wareham.  

   
Please attach sample 

language 

2. Wareham has developed a procedure 

to disseminate information about ADA 

requirements to contractors.   

   
Please describe how this is 

accomplished. 

F. TRANSPORTATION 

1. Wareham provides or contracts for 

transportation services. (If the answer is 

no, skip the rest of this section) 

    

2. Wareham or contractor has 

procedures for responding to requests 

from persons with disabilities to provide 

schedule and route materials in a 

timely manner in an accessible form. 

    

3. Wareham or contractors have 

procedures to provide information with 

no delay nor additional cost to persons 

with disabilities.    

    



 

 

4. Wareham or contractor provides 

training and testing to assure 

employees are fully qualified to serve 

passengers with disabilities.    

    

5. Wareham or contractor has a policy 

that requires regular and frequent 

checks of lifts, as well as other access-

related equipment or vehicles.   

    

 

G. COMMUNICATIONS 

1. There is a policy requiring and 

implementing procedures for making 

Auxiliary Aids and Services available to 

persons who are deaf or hard of hearing 

and people who are blind or have 

limited sight. 

    

a. All program announcements include 

information about how to request an 

auxiliary aid or service. 

    

b. Sound amplification and assistive 

listening systems are available and 

maintained in assembly/meeting 

spaces and performance areas. 

    

c. Wareham has a procedure to ensure 

that qualified interpreters are 

provided in an expeditious manner 

when requested in advance at 

meetings, hearings. interviews, 

conferences or public appearances 

by Wareham officials.    

    

2. Wareham has the resources necessary to 

provide materials in alternative (to 

traditional print) formats s including large 

print, audio and/or scanned material for 

use with screen readers, 

   Please describe how 

this is accomplished. 

3. Where phone numbers are provided as a 

means of contacting the municipality, an 

alternative means of communication 

(e.g. TTY number or email) is also 

provided. 

    



 

 

a. TDD numbers or telephone relay 

numbers been added to all 

Wareham directories, pamphlets, 

brochures, letterhead, etc.   

    

 

H.  DOCUMENTS AND PUBLICATION 

1. Wareham has reviewed public 

documents to eliminate patronizing or 

stigmatizing language and images. 

    

I. WEBSITE     

2. Is there a policy regarding the 

accessibility of Wareham’s webpages, 

that is, in compliance with the W3C 

Web Content Accessibility Guidelines 

(WCAG) 2.0 or Section 508 Standards?  

    

3. Are the staff and contractors who are 

responsible for webpage and content 

development aware of the policy and 

knowledgeable about these 

standards? 

    

4. Has the website been tested for 

compliance with either of these 

standards? 

    

a. If yes, have people with disabilities 

who use screen reading software 

and other assistive technology 

participated in the evaluation? 

    

J EMERGENCY EVACUATION 

1. Municipal alerts and emergency 

warnings are sent in multiple 

formats?  

    

2. Emergency evacuation procedures 

from buildings address the needs of 

individuals with disabilities  

   Please attach a 

copy of the section 

of your emergency 

preparedness plan 

that addresses 

individuals with 

disabilities 

3. Emergency personnel are trained in 

effective communication with 

people with disabilities. 

    

 



 

 

Department Worksheet 

Town of Wareham 
 

Department: 

 

Dept. Head or Contact: 

 

Phone:                                              

 Email: 
1. Please identify the programs and services operated by your department and their location: 

 
Program Location 

  

  

  

  

2. What, if any, do you think may be barriers (architectural, operational, etc.) for individuals with 

disabilities to access your programs/services? 

 

 

 

 

3. Have you ever received feedback that one of your programs was difficult to access by an 

individual(s) with a disability?  If yes, please describe: 

 

 

 

 

4. Do you charge any user fees related to providing accessibility to your programs?   If yes, 

please describe; 

 

 

 
5.   Do you offer any separate services, programs or activities for people with disabilities?  

 

         

 

 

 

 
Note: if there is insufficient space in the table for your response, please add additional sheets. 

  



 

 

 
Service/Program Yes No N/A Comment 

6. Have department personnel received 

training in: 

a. the Town’s policy of 

nondiscrimination, 

b. protocols for responding to 

requests for reasonable 

modifications, 

c. providing auxiliary communication 

aids and services, 

d. available resources for providing 

auxiliary aids and services,      

e. effective communication with 

people with disabilities. 

f. Use of the Massachusetts Relay 

Service to make and receive calls. 

    

7. What methods do you use to 

communicate with the people who 

live in Wareham and visitors 

(announcements, brochures, etc.)? 

    

8. Do materials or literature about your 

programs and services include a 

notice about non-discrimination? 

    

9. Do your communications (see #7) 

alert recipients on how to request 

auxiliary aids/services and/or 

materials in alternate formats? 

    

10. If requested, do you have the 

resources necessary to provide print 

materials in alternate formats in a 

timely manner? 

    

11. If they are requested, do you have 

access to appropriate auxiliary aids 

and services (ASL interpreters, 

assistive listening systems, etc.)? 

    

12. Does the emergency preparedness 

plan for your facilities address the 

needs of individuals with disabilities? 

   If yes, please describe. 

 

 

 

 
If you have any questions, please contact: Katie Denis, kdenis@kmaccess.com 

 

 

  

mailto:kdenis@kmaccess.com


  

 

 

  



  

 

 



  

 

 

  



  

 

 

 

 

 
 

mailto:kdenis@kmaccess.com

