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Overview 
Opportunities for Ohioans with Disabilities (OOD) supports employers in creating workplaces that are 
diverse and inclusive of employees with disabilities. One way OOD does this is through providing 
consultations and training on creating disability-inclusive and accessible workplaces. 

This learner’s guide is a reference companion to a webinar which addresses digital accessibility in the 
workplace. Many aspects of the workplace occur in the digital environment when participating in the 
hiring process, performing the job, and accessing organizational and training materials.  

Creating a workplace that is digitally accessible to as many individuals as possible can help employers to 
attract qualified candidates, increase productivity on the job, and ensure important information is 
conveyed. Creating digital accessibility can be a challenging process, but best practices and resources 
are available to assist employers with achieving this goal.  

The first step is to recognize the areas of the hiring process and the workplace that are accessed through 
the digital environment. Then, create a plan for accessibility and become familiar with common 
reasonable accommodations that remove barriers and enable access to work-related activities.  

During the process, it is a best practice to include a reasonable accommodation statement in key areas. 
This communicates to individuals with disabilities how to request a reasonable accommodation if they 
encounter a barrier with the hiring process, performing the job, or accessing organizational and training 
materials at work. A reasonable accommodation statement also demonstrates to individuals with 
disabilities that you are a disability-inclusive employer. 

According to an article on the Employer Assistance and Resource Network on Disability’s (EARN) 
website, ensuring access to the digital workplace can improve an employer’s bottom line. Employers 
may see an improvement in recruiting efforts and employee retention, an enhancement in all 
employees’ productivity, and a decrease in operational costs.  

To help foster an accessible digital workplace, this learner’s guide addresses these topics: 

• Hiring Process and Work Environment,  
• Guidelines and Tips, 
• Reasonable Accommodation Statement, and 
• Reasonable Accommodations. 

The information included is for educational purposes, is not an exhaustive list, and is not intended as 
legal advice.  

Hiring Process and Work Environment  
Employers often utilize the digital environment for aspects of the hiring process, onboarding new 
employees, performing work, and communicating organizational and training information. An 
inaccessible environment can present barriers for individuals with disabilities when competing for jobs, 
performing work, and obtaining important information. Digital accessibility can level the playing field for 
candidates and employees with disabilities. The first step for employers is to be aware of the aspects of 
hiring and employment that occur in the digital environment and the barriers that may be present.  

https://askearn.org/topics/creating-an-accessible-and-welcoming-workplace/technological-accessibility/
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Hiring Process 
The hiring process includes posting for open positions, applying for jobs, participating in interviews, and 
taking exams. Reviewing job postings and applying for jobs often occurs on an employer’s website and 
career page. When websites are inaccessible, applicants with disabilities may encounter barriers to 
accessing job postings and applying online. Conducting interviews and preemployment exams in the 
virtual environment are occurring more frequently. There are a variety of virtual platforms, and each can 
present barriers with accessibility.  

Onboarding New Employees 
Onboarding new employees into the workplace may include accessing a virtual platform, an 
organization’s intranet, multimedia such as videos, and online forms. Barriers in these applications can 
delay the completion of new-hire forms, block the receipt of important organizational information, and 
create the perception of a non-inclusive workplace culture.  

Performing Work 
Employees often perform work tasks in the digital environment whether they are working onsite or in a 
telework environment. These tasks can include sending and receiving emails, creating and reviewing 
documents, and participating in virtual meetings and chat functions. Inaccessibility in the digital aspects 
of the workplace can decrease productivity and make it difficult for coworkers to collaborate on work 
tasks.  

Communicating and Training 
Employers communicate with their employees for a variety of reasons, such as to share information and 
resources pertaining to their organization, to meet weekly for updates on work tasks and projects, and 
to deliver training information. When digital information is not accessible it can create barriers in 
receiving important information about the organization, working productively, and learning new tasks. 

Barriers in the Hiring Process and During Employment 
The components of the hiring process and each job are unique, but there is overlap in the accessibility 
barriers that can exist in the digital environment. Here are examples of common barriers that may exist:  

• Inaccessible websites and intranets may include graphics that are too small, pages that are 
disorganized and cluttered, and non-standardized headers and footers; all of which can make 
navigating the website difficult or inaccessible.  

• Inaccessible multimedia that is visual, audio, and/or time-based media may include poor color 
contrast, lack of written descriptions for visual content, non-captioned sounds, and time limits 
which can cause barriers.  

• Inaccessible online forms for reviewing information or completing and submitting information 
which are not fully accessible can create barriers for applicants who are blind and use screen 
reading software.   

• Virtual platforms used for meetings, chat, and presentations may not be accessible for: 
o An individual who uses a screen reader to obtain visual information, an individual who is 

deaf or hard of hearing to receive audio information, or a third-party participant to 
provide sign language interpretation. NOTE: many platforms use automatic captioning 
through artificial intelligence (AI) which can make errors.  
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o An applicant using speech recognition software to complete pre-employment tests or 
for employees to communicate with coworkers and clients in the virtual environment.  

• Virtual hiring platforms used for interviews and preemployment testing may create these 
barriers for candidates with disabilities:  

o Applicant tracking systems which manage applications and prioritize candidates may 
unintentionally screen out employees with disabilities when these systems screen out 
candidates with large gaps in employment without consideration of the reason.  

o Virtual hiring platforms using AI with a computer algorithm to assess facial movements 
or cadence and tone of speech can create a barrier for individuals whose facial 
movements or speech patterns may be impacted by their disability or by medications 
they are taking for treatment. 

o Virtual hiring platforms using AI software that requires the candidate to video record 
answers within time limits can present barriers for a variety of types of disabilities.  

• A workforce not trained on disability awareness, etiquette, and inclusion can pose accessibility 
barriers during team meetings and organizational trainings. 

o Virtual meetings can include uncertainty in taking turns talking leading to interruptions 
and awkwardness. 

o Virtual meetings can create a barrier for accessing conversational cues between 
coworkers. 

 

The aspects of hiring and employment accessed in the digital environment will be unique to each 
employer. General guidelines and tips will be discussed in the next session to inform employers of best 
practices for creating an accessible digital environment. 

Guidelines and Tips 
Digital accessibility is defined as “the ability for a user to perceive, understand, navigate, and interact 
with hardware, software, websites, and documents regardless of age and ability.” This definition is 
provided by the Office of Disability Employment Policy’s (ODEP) Center of Development Expertise for 
Accessibility Task Force. 

The goal of an accessible digital environment is to be usable by “individuals with a wide range of abilities 
and disabilities” and to be compatible with other technologies, including assistive technologies. An 
accessible digital environment provides access to applying to and competing for jobs, promotes a 
disability-inclusive culture, and can lead to improved productivity for all individuals. 

An accessible digital environment may not prevent every barrier to access for individuals with 
disabilities. When barriers are present, reasonable accommodations must be considered. Best practices 

OOD Resource: 

For more information on inclusive hiring, view OOD’s on-demand webinar “Inclusive Hiring: 
Applicants with Disabilities” on the employer’s page of the website.   

For more information on Disability Etiquette and Disability Awareness training, view OOD’s on-
demand webinar “Disability Etiquette Training” on the employer’s page of the website. 

https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/07-inclusive-hiring-applicants-with-disabilities-training
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/06-disability-etiquette-training
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and resources for providing reasonable accommodations will be discussed in the final section of this 
learner’s guide. 

Employers often ask how to determine whether their digital environment is accessible and if it’s not, 
where to start. The answers are unique for each employer. Here are examples of ideas to consider: 

• Consult with individuals with disabilities, 
• Know the accessibility guidelines, 
• Assess the digital environment, 
• Review requests for reasonable accommodations, 
• Know the importance of interoperability, 
• Include accessibility in planning, 
• Procure accessible equipment and services, and 
• Participate in a worksite accessibility consult. 

In addition to these ideas, the Partnership on Employment and Accessible Technology (PEAT) provides 
an example of a roadmap on their website for employers to follow to ensure the accessibility of their 
digital environments. Also, the Job Accommodation Network (JAN) offers ideas in the “Getting Started” 
section of “Tools for Technology Professionals Who Support Digital Accessibility Requests” on “The JAN 
Workplace Accommodation Toolkit” website.  

Consult with Individuals with Disabilities 
Individuals with disabilities can be a great resource for employers to consult with because they know 
where they encounter barriers in the digital environment. They can also educate employers on the types 
of assistive technologies they use to access the digital environment. This information can help you to 
prioritize where to start to create digital accessibility and implement solutions effectively. Individuals 
with disabilities can also help to implement and test accessibility changes made to the digital 
environment to ensure its success.  

Not all individuals with disabilities have barriers to accessing the digital environment. When barriers are 
present, what an individual needs to access the digital environment is unique. When making changes to 
create access, consult with individuals with a range of disabilities to collect information on a variety of 
diverse needs.  

A variety of methods are available for employers to involve individuals with disabilities in digital 
accessibility. Employers may choose to consult with employees with known disabilities, employees who 
use reasonable accommodations, and employees who are a part of the employer’s Employee Resource 
Group (ERG). In doing so, employers should communicate the reason for asking for input, provide 
informed consent, indicate that providing feedback is voluntary, and establish guidelines for 
confidentiality. For employers that do not have an ERG or choose not to solicit input from employees 
with known disabilities, they can review online resources and watch videos with information about how 
individuals with disabilities access the digital environment. 

Know the Accessibility Guidelines 
Knowing how to make the digital environment accessible is vital. Guidelines and instructions are 
available for employers to review from various resources. 

https://www.peatworks.org/accessible-technology-action-steps-a-guide-for-employers/
https://askjan.org/toolkit/index.cfm
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When creating digital accessibility for web content, the Web Content Accessibility Guidelines (WCAG) 
provide a “single shared standard for web content accessibility that meets the needs of individuals, 
organizations, and governments internationally.” WCAG is developed through the Web Accessibility 
Initiative’s (WAI) W3C process with the goal “to help make the web accessible to people with 
disabilities.” WAI’s website offers the following resources: 

• Comprehensive WCAG overview, 
• Accessibility fundamentals including a free online course, 
• Tips and tutorials, and 
• Accessibility checks and evaluation tools. 

Digital accessibility transcends the internet and websites and includes work tasks such as creating 
documents, delivering webinars, hosting virtual events, and posting on social media.  Resources are 
available for employers to address each these various aspects of their digital workplaces. 

PEAT has a website titled “Digital Accessibility Basics” which provides guidance and resources from a 
variety of sources to assist employers in creating accessible documents, virtual presentations, events, 
social media, emails, and videos. 

The State of Minnesota’s IT Services has a website titled “The Office of Accessibility” which provides 
training and best practices for making documents, meetings, webinars, videos, social media, and 
websites accessible.  

Disability:IN has a resource on its website for digital accessibility which provides resources for 
conferences and meetings, social media and email, and new technologies and services. 

JAN has a resource called “Online Applications” on their website which offers a four-step process for 
making the online application process accessible. The process includes 10 tips for employers to consider, 
including reviewing the online application, using text descriptions for visual content, providing captions 
for audio and video content, designing web pages consistently, minimizing reliance on color, designing 
for keyboard navigation, programming controls for viewing multimedia, programming web pages with 
the default human language, providing accessible documents, and evaluating the website.  

Assess the Digital Environment 
One way to move forward with creating digital accessibility is to assess the status of the current 
environment. This helps employers to start where they are and prioritize next steps. A variety of 
resources are available, and some are at no-cost.  

PEAT offers resources for employers to assess and create accessible digital environments on their 
website titled “Digital Accessibility Toolkits” including TechCheck (available on this webpage). 

TechCheck is a short assessment that gives employers a “snapshot” of their accessibility practices, the 
goals they wish to achieve, and steps to take to achieve them. The assessment is confidential and 
provides employers with an evaluation which addresses these areas: 

• Team and leadership, 
• Policy and program development, 
• Staff training and awareness, 

https://www.w3.org/WAI/
https://www.peatworks.org/digital-accessibility-toolkits/staff-training-resources/digital-accessibility-basics/
https://mn.gov/mnit/about-mnit/accessibility/
https://disabilityin.org/resources2/covid-19-response-accessible-tools-and-content/
https://askjan.org/topics/onlineapps.cfm
https://www.peatworks.org/digital-accessibility-toolkits/
https://www.peatworks.org/digital-accessibility-toolkits/techcheck/
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• Assessing and improving accessibility, 
• Specific technologies, 
• Procuring accessible technologies, 
• Implementing accessibility, and  
• Measuring progress. 

WebAIM (Web Accessibility In Mind) has a “Quick Reference” resource available on its website which 
offers testing options through software, checklists, a screen reader, and scans.  

Review Requests for Reasonable Accommodations 
A great source of information about where barriers exist in the digital workplace can be found in the 
requests employers receive for reasonable accommodations. If one individual with a disability 
experiences a barrier it’s possible another individual will experience the same barrier. Or, if an employer 
finds a commonality amongst reasonable accommodations that have been provided, it could indicate an 
aspect of the digital environment that is not accessible. The employer could consider whether the 
barrier could be removed by a permanent solution which makes the work activity or process accessible 
for everyone. If this is possible, it could negate the need for a reasonable accommodation in the future.  

What each individual needs to access the digital workplace can be unique to the individual and the work 
activity, however, barriers can provide insight into how to create accessibility for more individuals. Be 
mindful that reasonable accommodation requests are subject to confidentiality rules so follow these 
accordingly when accessing information on barriers and reasonable accommodations.  

Know the Importance of Interoperability 
According to PEAT, accessible technology is technology which is usable by individuals with a wide range 
of functional abilities and allows for individuals to use the technology in the manner which is best for 
them. Here is an example of accessible technology: 

• A computer with an accessible operating system can be used successfully through multiple 
inputs, such as a mouse, a keyboard, screen reading software, or speech recognition software.  

Individuals with disabilities may use assistive technology (AT) to access technology to review online 
career sites, apply for jobs, and perform jobs. AT is defined by the Assistive Technology Industry 
Association as “any item, piece of equipment, software program, or product system that is used to 
increase, maintain, or improve the functional capabilities of persons with disabilities.” AT includes tools 
like screen reading software and speech recognition software. However, AT alone does not create 
accessibility for individuals with disabilities. Accessibility is achieved when there is interoperability 
between technology and AT, which means the two can “talk to each other” to exchange and use 
information. Lack of interoperability can be a barrier for individuals with disabilities when competing for 
and performing jobs. Employers should strive to implement accessible technology, be aware of the AT 
commonly used, and make interoperability a priority before making changes to technology, including 
applying software updates.  

Include Accessibility in Planning 
One important way to ensure an accessible digital environment in the workplace is to make sure 
accessibility is a priority when planning new events and projects. This ensures accessibility is addressed 

https://webaim.org/resources/evalquickref/
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from the onset and is not an afterthought. For example, if you are sending out an invitation for a 
training presentation, make sure the email, informational documents, and online registration are all 
accessible. Another example is to review the accessibility features of virtual platforms before selecting 
one. If the platform is not fully accessible, understand ways to provide accessibility through services like 
sign language interpretation or live captioning.  

Procure Accessible Equipment and Services 
One way to ensure a digitally accessible work environment is to make sure new purchases of equipment 
and services require these items to be accessible. Employers can achieve this through creating an 
accessible procurement process. A variety of resources are available for employers. 

PEAT offers a guide for purchasing accessible technology on their website. Their eight step process 
addresses setting priorities, preparing to buy, issuing solicitation, evaluating proposals, negotiating 
contracts, testing and validation, and reviewing.  

The Disability:IN organization offers a toolkit on their website for procuring accessible technology. This 
toolkit addresses why digital accessibility matters, policies, inventory, culture, requirements, evaluating 
bids, training, and more.   

Employers are utilizing the virtual environment for the hiring process and performing work now more 
than ever. Accessibility must be considered when evaluating and purchasing virtual platforms. 
Disability:IN offers a resource on their website which addresses purchasing virtual platforms that are 
accessible for everyone. This resource addresses questions to ask vendors, sample contract language, 
capabilities for captioning and sign language interpretation, accessibility and usability testing, and more. 

Participate in a Worksite Accessibility Consult 
OOD offers Worksite Accessibility Services for employer partners at no cost to consult on accessible 
work environments, workplace barriers, possible reasonable accommodation solutions, and best 
practices for navigating Title I of the ADA. OOD’s employer partners are invited to contact OOD if they 
wish to pursue a worksite accessibility consultation related to digital accessibility in their workplace.  

 

The ideas shared in this section provide employers with ways to create accessible digital environments. 
However, barriers can still exist so it’s important to include a reasonable accommodation statement. A 
reasonable accommodation statement informs individuals of how to make a request for a reasonable 
accommodation and is discussed in the next section.  

Reasonable Accommodation Statement 
Accessibility is an ongoing effort. Each employer is at a unique point along the journey to achieving 
digital accessibility in the workplace. There may be times an individual with a disability encounters a 

OOD Resource: 

For more information on Worksite Accessibility Services, view OOD’s on-demand webinar “The 
Employers’ ADA Handbook, Session 4, Resources and Funding” on the employer’s page of the 
website or go to the “Worksite Accessibility Services” page on OOD’s website.  

https://www.peatworks.org/digital-accessibility-toolkits/buy-it/
https://private.disabilityin.org/procurementtoolkit/
https://disabilityin.org/resource/purchasing-and-licensing-accessible-video-conferencing-platforms-that-work-for-everyone/
https://ood.ohio.gov/information-for-employers/employer-resources/Employers-ADA-Handbook-Title-I-Overview
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/worksite-accessibility-services
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barrier to accessing the digital environment for the hiring process or during employment. Because of 
this, a reasonable accommodation statement should be included in key areas. 

A reasonable accommodation statement invites an individual with a disability to request an 
accommodation, when needed, and provides contact information that informs the individual how to 
make the request. Employers are permitted under Title I of the ADA to create their own reasonable 
accommodation statement. Some employers may choose to combine this statement with their equal 
opportunity (EO) statement to communicate both being a disability-inclusive employer and a 
commitment to providing reasonable accommodations. 

The Job Accommodation Network (JAN) provides examples of reasonable accommodation statements 
on their website for employers to consider. Here are some of these examples: 

• “[Employer] complies with federal and state disability laws and makes reasonable 
accommodations for applicants and employees with disabilities. If reasonable accommodation is 
needed to participate in the job application or interview process, to perform essential job 
functions, and/or to receive other benefits and privileges of employment, please contact 
[include name and/or department, telephone, and e-mail address].” 

• “If you require reasonable accommodation in completing this application, interviewing, 
completing any pre-employment testing, or otherwise participating in the employee selection 
process, please direct your inquiries to [include name and/or department, telephone, and e-mail 
address].” 

• “To perform this job successfully, an individual must be able to perform each essential job duty 
satisfactorily. Reasonable accommodations may be made to enable qualified individuals with 
disabilities to perform essential job functions.” 

Reasonable accommodation statements should be easy to find and located in key areas. Here are 
examples of places to include this statement: 

• Job postings, 
• Online applications, 
• Invitations to interview, 
• Formal job offers, 
• Invitations to onboarding, 
• Employee handbooks, 
• Reasonable accommodation policies, 
• Company intranet, 
• Training announcements, and 
• Event registrations. 

Support your reasonable accommodation statement with information about the hiring process, 
onboarding, the workstation, and the work environment. For example, inform all applicants about the 
interview process, such as whether the interview will be held in the virtual or onsite environment, 
whether a virtual interview is automated and includes answering questions via video or a panel of live 
interviewers, and whether an assessment will be administered that is in essay and/or multiple-choice 
format, and whether any components are timed. This information will help the applicant know whether 

https://askjan.org/publications/consultants-corner/vol11iss02.cfm?csSearch=3559231_1


 

10 
 Revised April 14, 2022 

a reasonable accommodation is needed. The reasonable accommodation statement will inform them of 
how to request one. 

Employers should be prepared to handle requests for reasonable accommodations and designate 
someone to be responsible for receiving and facilitating requests. Upon receiving a request, employers 
must begin the informal and collaborative interactive process described in the EEOC’s guidance. 
Employers are not required under Title I to have a formal reasonable accommodation process, but 
having one is a best practice.  

Reasonable Accommodations 
Accessibility and reasonable accommodation are not the same. The goal of accessibility is to provide 
access for all individuals in an equitable way. It is a proactive approach and is geared toward populations 
of individuals. Designing for accessibility includes considering the needs of individuals with disabilities. 
However, the outcome of accessibility benefits everyone. For example, features such as voice 
recognition, magnification of a webpage, word prediction software, and adjusting brightness on smart 
devices are features many individuals use to improve the comfort of or increase the productivity of their 
experience.  

The goal of reasonable accommodation is to remove a barrier and enable access for an individual with a 
disability. It is a reactive approach and is determined on a case-by-case basis for an individual. When a 
barrier exists in the digital environment, a reasonable accommodation may enable an individual with a 
disability to access the digital environment in another way. Employers who are covered under Title I of 
the ADA are required to provide reasonable accommodations for qualified individuals with disabilities, 
when one is needed, to access the hiring process, perform the job, and enjoy the benefits and privileges 
of work. A reasonable accommodation is a change in the work-related process or function and can 
include a variety of types. An effective reasonable accommodation is always determined on a case-by-
case basis through a collaborative interactive process between the individual making a request and the 
employer.  

This section includes examples of reasonable accommodations related to the barriers described in the 
Hiring Process and Work Environment section and includes best practices for creating accessible digital 
workplaces. 

Ideas for Inaccessible Career Page and/or Intranet 
Reasonable Accommodation 

• Provide information, such as application forms, in an alternative way, e.g., written, large print, 
braille, or audio format. 

• Provide alternative methods to apply for jobs such as via email, telephone, video call, or mail. 

OOD Resource: 

For more information on creating a reasonable accommodation process, view OOD’s on-demand 
webinar “Navigating the Reasonable Accommodation Process Training” on the employer’s page of 
the website.   

https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/navigating-the-reasonable-accommodation-process
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• Provide a qualified reader to read information to an applicant or employee with a visual or 
learning disability. 

• Provide a qualified scribe to assist with completing forms for an applicant or a new employee 
with a visual, cognitive, or fine motor disability.  

• Provide speech recognition software for employees with visual or fine motor disabilities to 
navigate the site. 

• Provide screen reading software for employees with visual disabilities to navigate the site. 

Digital Accessibility 
• Ensure the site is accessible for a screen reader. 
• Design large graphics to mark hyperlinks to provide additional space to activate the link.  
• Create organized and uncluttered pages. This encourages increased focus and concentration. 
• Remove refresh options so a screen reader can scroll through a page without restarting. 
• Provide alternative text for visual content. 
• Provide captions for sounds and video.  
• Use a standard header and footer to minimize confusion when navigating pages. 
• Minimize the use of color and check the contrast. 
• Design for keyboard navigation. 
• Allow sound, visual content, and time limits to be controlled by the applicant. 
• Create and use accessible documents. 
• Program the default human language for accurate translation by assistive technologies. 
• Create written content using plain language that is clear and concise and make sure to define 

jargon or industry acronyms and terms if they are necessary to use.  

Ideas for Inaccessible Multimedia: Visual, Audio, and/or Time-Based 
Reasonable Accommodation 

• Provide a transcript for audio materials that are not captioned.  
• Provide software to control for color contrast, brightness, and magnification of written and 

visual information. 
• Provide information in an alternative way such as in written, large print, braille, or audio format. 

Digital Accessibility 
• Permit the individual to control sounds, visual content, and time limits for multimedia 

applications. 
• Provide alternative text for visual content. 
• Provide captions for sounds and video.  
• Create materials using appropriate color contrast and accessible fonts.  

o WebAIM has a free contrast checker on their website, and a resource on its website for 
selecting accessible fonts. 

Ideas for Inaccessible Forms 
Reasonable Accommodation 

• Provide information in an alternative way such as in written, large print, braille, or audio format. 

https://webaim.org/resources/contrastchecker/
https://webaim.org/techniques/fonts/
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• Provide speech recognition software for employees with visual or fine motor disabilities to 
complete the form. 

• Provide screen reading software for employees with visual disabilities to access the form. 

Digital Accessibility 
• Create accessible forms from the beginning using resources such as Microsoft’s Rules for the 

Accessibility Checker available on their website and built-in to applications like Word, 
PowerPoint, and Excel.  

• Ensure forms are accessible for assistive technologies such as screen reading software and 
speech recognition software. 

Ideas for the Virtual Environment 
Reasonable Accommodation 

• Provide sign language interpretation for communications such as virtual interviews, meetings, 
and webinars. JAN provides a resource on their website which shares resources on video remote 
interpreting services. 

• Provide live captioning through a professional stenographer for communications such as virtual 
interviews, meetings, and webinars. JAN provides a resource on their website which shares 
resources on captioning and remote CART (Communication Access Realtime Translation) 
services.  

• Provide training on how to use screen reading software or speech-to-text software with the 
virtual platform.  

• Provide an agenda and written materials in advance. 

Digital Accessibility 
• Ensure virtual platforms are accessible for screen reading software, support third-party 

participants for sign language interpretation, and permit the facilitation of live captioning by a 
trained stenographer.  

o JAN offers resources for accessible virtual meetings on their website for employers to 
obtain information about the accessibility of various virtual platforms. 

o PEAT offers a resource on their website for making virtual meetings and presentations 
accessible.  

• Virtual meetings can cause uncertainty for participants in taking turns talking, leading to 
interruptions and awkwardness. Also, virtual meetings can create a barrier for accessing 
conversational cues between coworkers. 

o Provide communication rules prior to all parties included in a meeting which address the 
procedure for taking turns to talk, a reminder to identify yourself before speaking, and a 
reminder to describe visual content as it is referenced.  

• Assign a person to check in with all employees at the beginning of a meeting to ask if all 
employees have what they need for effective communications and for employees to 
communicate accessibility needs to during the meeting should they arise.  

https://support.microsoft.com/en-us/topic/rules-for-the-accessibility-checker-651e08f2-0fc3-4e10-aaca-74b4a67101c1?ui=en-us&rs=en-ie&ad=ie
https://askjan.org/articles/Teleconference-Accessibility-and-Hearing-Keeping-Deaf-and-Hard-of-Hearing-Employees-in-the-Loop.cfm
https://askjan.org/articles/Teleconference-Accessibility-and-Hearing-Keeping-Deaf-and-Hard-of-Hearing-Employees-in-the-Loop.cfm
https://askjan.org/solutions/Accessible-Virtual-Meeting-Platform-Resources.cfm
https://www.peatworks.org/checklist-for-an-accessible-virtual-meeting-presentation/
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Ideas for Inaccessible Hiring Software 
Reasonable Accommodation 

• Provide alternatives to automated interviews and pre-employment tests such as a phone call, 
video conference, or in-person. 

• Provide the interview questions in advance for a candidate who requests this related to their 
disability. 

• Provide additional time for answering questions when a candidate with a learning disability 
needs this to concentrate and formulate their answer.  

Digital Accessibility 
• When an applicant tracking system automatically screens out qualified candidates based on 

certain criteria, such as gaps in employment, permit hiring staff to override the software and 
consider the candidate for the job, if otherwise qualified.  

• Ensure applicant tracking systems are accessible through the procurement process. 
• Be aware that some virtual platforms use AI to assess facial movements or speech which can 

create barriers for individuals whose facial movements or speech patterns may be impacted by 
their disability or by medications they are taking for treatment. Some of these platforms are 
phasing this technology out. If this is present, opt to turn off this feature. 

• When using automated hiring software to interview and assess candidates, have a trained 
employee score the candidates using an objective scoring tool such as a rubric instead of using 
the automated software for scoring.  

Employers may find it beneficial to research local and national providers for services such as sign 
language interpretation, live captioning, and software updates for assistive technologies like screen 
reading software.  Creating a list of providers allows employers to coordinate these services with ease 
when needed.  

Providing training for hiring professionals, supervisors, and all employees on disability awareness and 
disability etiquette helps to foster an inclusive hiring process and workplace culture.  In addition to the 
resources OOD offers listed just below, PEAT offers training resources for employees on their website 
for employers to consider.  

 

Conclusion 
OOD appreciates your interest in identifying solutions and resources to support a workplace that is 
diverse and inclusive of employees with disabilities. Each employee with a disability, each employer, and 
each workplace is unique and because of this, the effective strategy to create a work environment that 

OOD Resource: 

For more information on OOD’s no-cost Disability Etiquette and Disability Awareness training for 
employers, view OOD’s “Disability Education Resources” on the employer’s page of the website. 

For more information on creating a reasonable accommodation process, view OOD’s on-demand 
webinar “The Employers’ ADA Handbook, Session 2, Reasonable Accommodations and Undue 
Hardship” on the employer’s page of the website.   

https://www.peatworks.org/digital-accessibility-toolkits/staff-training-resources/
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/no-cost-disability-etiquette-and-awareness-training
https://ood.ohio.gov/information-for-employers/employer-resources/Employers-ADA-Handbook-Title-I-Overview
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is accessible and inclusive will be unique. We hope the information shared in this learner’s guide and 
webinar are helpful in supporting your efforts.  

Resources 
Overview 

• Employer Assistance and Resource Network on Disability Inclusion. “Technological Accessibility” 
• Job Accommodation Network. “The JAN Workplace Accommodation Toolkit” 

Hiring Process and Work Environment 
• Job Accommodation Network. “The JAN Workplace Accommodation Toolkit” 
• Opportunities for Ohioans with Disabilities. “Disability Etiquette Training” 
• Opportunities for Ohioans with Disabilities. “Inclusive Hiring: Applicants with Disabilities 

Training” 
• Partnership on Employment and Accessible Technology. “Digital Accessibility in the Workplace 

with EARN” 
• SAGE Journals. “Emotional Expressions Reconsidered: Challenges to Inferring Emotion from 

Human Facial Movements” 

Guidelines and Tips 
• Assistive Technology Industry Association. “What is AT?” 
• Disability:IN. “Accessible Technology Procurement Toolkit” 
• Disability:IN. “COVID-19 Response: Digital Accessibility and Other Best Practices for Remote 

Work” 
• Disability:IN. “Purchasing and Licensing Accessible Video Conferencing Platforms that Work for 

Everyone”  
• Job Accommodation Network. “Online Applications” 
• Job Accommodation Network. “The JAN Workplace Accommodation Toolkit” 
• Minnesota IT Services. “The Office of Accessibility” 
• Opportunities for Ohioans with Disabilities. “The Employers’ ADA Handbook, Session 4, 

Resources and Funding” 
• Opportunities for Ohioans with Disabilities. “Worksite Accessibility Services” 
• Partnership on Employment and Accessible Technology. “Accessible Technology Action Steps” 
• Partnership on Employment and Accessible Technology. “Buy IT!” 
• Partnership on Employment and Accessible Technology. “Digital Accessibility” 
• Partnership on Employment and Accessible Technology. “Digital Accessibility Basics” 
• Partnership on Employment and Accessible Technology. “Digital Accessibility Toolkits” 
• Partnership on Employment and Accessible Technology. “Get Started: Why Accessible 

Technology Matters” 
• Partnership on Employment and Accessible Technology. “Welcome to TechCheck” 
• WebAIM. “Quick Reference” 
• W3C Web Accessibility Initiative. “Involving Users in Web Projects for Better, Easier 

Accessibility” 
• W3C Web Accessibility Initiative. “Web Content Accessibility Guidelines (WCAG) Overview” 

https://askearn.org/topics/creating-an-accessible-and-welcoming-workplace/technological-accessibility/
https://askjan.org/toolkit/index.cfm
https://askjan.org/toolkit/index.cfm
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/06-disability-etiquette-training
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/07-inclusive-hiring-applicants-with-disabilities-training
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/07-inclusive-hiring-applicants-with-disabilities-training
https://www.peatworks.org/digital-accessibility-in-the-workplace-with-earn/
https://www.peatworks.org/digital-accessibility-in-the-workplace-with-earn/
https://journals.sagepub.com/stoken/default+domain/10.1177%2F1529100619832930-FREE/full
https://journals.sagepub.com/stoken/default+domain/10.1177%2F1529100619832930-FREE/full
https://www.atia.org/home/at-resources/what-is-at/
https://private.disabilityin.org/procurementtoolkit/
https://disabilityin.org/resources2/covid-19-response-accessible-tools-and-content/
https://disabilityin.org/resources2/covid-19-response-accessible-tools-and-content/
https://disabilityin.org/resource/purchasing-and-licensing-accessible-video-conferencing-platforms-that-work-for-everyone/
https://disabilityin.org/resource/purchasing-and-licensing-accessible-video-conferencing-platforms-that-work-for-everyone/
https://askjan.org/topics/onlineapps.cfm
https://askjan.org/toolkit/index.cfm
https://mn.gov/mnit/about-mnit/accessibility/
https://ood.ohio.gov/information-for-employers/employer-resources/Employers-ADA-Handbook-Title-I-Overview
https://ood.ohio.gov/information-for-employers/employer-resources/Employers-ADA-Handbook-Title-I-Overview
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/worksite-accessibility-services
https://www.peatworks.org/accessible-technology-action-steps-a-guide-for-employers/
https://www.peatworks.org/digital-accessibility-toolkits/buy-it/
https://www.peatworks.org/futureofwork/a11y/
https://www.peatworks.org/digital-accessibility-toolkits/staff-training-resources/digital-accessibility-basics/
https://www.peatworks.org/digital-accessibility-toolkits/
https://www.peatworks.org/get-started-why-accessible-technology-matters/
https://www.peatworks.org/get-started-why-accessible-technology-matters/
https://www.peatworks.org/digital-accessibility-toolkits/techcheck/
https://webaim.org/resources/evalquickref/
https://www.w3.org/WAI/planning/involving-users/#intro
https://www.w3.org/WAI/planning/involving-users/#intro
https://www.w3.org/WAI/standards-guidelines/wcag/#intro
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Reasonable Accommodation Statement 
• Job Accommodation Network. “Making a Statement – About Reasonable Accommodation and 

Equal Opportunity” 
• Job Accommodation Network. “The JAN Workplace Accommodation Toolkit” 
• Opportunities for Ohioans with Disabilities. “Inclusive Hiring: Applicants with Disabilities 

Training” 
• Opportunities for Ohioans with Disabilities. “Navigating the Reasonable Accommodation Process 

Training” 

Reasonable Accommodations 
• Equal Employment Opportunity Commission. “Enforcement Guidance on Reasonable 

Accommodation and Undue Hardship under the ADA” 
• Great Lakes ADA Center. “Accessible Virtual Meeting Platforms – archived webinar” 
• Great Lakes ADA Center. “The Americans with Disabilities Act (ADA) and Web Sites: What is 

Required – archived webinar” 
• HireVue. “Tips for facing your virtual interview” 
• Job Accommodation Network. “Accessible Virtual Meeting Platform Resources” 
• Job Accommodation Network. “Accommodations Scenarios for the Interviewing Process” 
• Job Accommodation Network. “Teleconference Accessibility and Hearing – Keeping Deaf and 

Hard of Hearing Employees in the Loop” 
• Job Accommodation Network. “The JAN Workplace Accommodation Toolkit” 
• Job Accommodation Network. “Web Accessibility – Bridging the Gap Between IT & HR – 

archived webinar slides” 
• Microsoft. “Rules for the Accessibility Checker” 
• Opportunities for Ohioans with Disabilities. “Disability Education Resources” 
• Opportunities for Ohioans with Disabilities. “Inclusive Hiring: Applicants with Disabilities 

Training” 
• Opportunities for Ohioans with Disabilities. “The Employers’ ADA Handbook, Session 2, 

Reasonable Accommodations and Undue Hardship” 
• Partnership on Employment and Accessible Technology. “Checklist for an Accessible Virtual 

Meeting & Presentation” 
• Partnership on Employment and Accessible Technology. “Staff Training Resources” 
• WebAIM. “Contrast Checker.” 
• WebAIM. “Typefaces and Fonts” 

 
  

https://askjan.org/publications/consultants-corner/vol11iss02.cfm?csSearch=3559231_1
https://askjan.org/publications/consultants-corner/vol11iss02.cfm?csSearch=3559231_1
https://askjan.org/toolkit/index.cfm
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/07-inclusive-hiring-applicants-with-disabilities-training
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/07-inclusive-hiring-applicants-with-disabilities-training
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/navigating-the-reasonable-accommodation-process
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/navigating-the-reasonable-accommodation-process
https://www.eeoc.gov/laws/guidance/enforcement-guidance-reasonable-accommodation-and-undue-hardship-under-ada#intro
https://www.eeoc.gov/laws/guidance/enforcement-guidance-reasonable-accommodation-and-undue-hardship-under-ada#intro
https://www.accessibilityonline.org/cioc-508/archives/110839
https://www.accessibilityonline.org/training/accountManager/60960/Session/110697
https://www.accessibilityonline.org/training/accountManager/60960/Session/110697
https://www.hirevue.com/candidates/interview-tips
https://askjan.org/solutions/Accessible-Virtual-Meeting-Platform-Resources.cfm
https://askjan.org/publications/consultants-corner/vol01iss01.cfm?csSearch=3741930_1
https://askjan.org/articles/Teleconference-Accessibility-and-Hearing-Keeping-Deaf-and-Hard-of-Hearing-Employees-in-the-Loop.cfm
https://askjan.org/articles/Teleconference-Accessibility-and-Hearing-Keeping-Deaf-and-Hard-of-Hearing-Employees-in-the-Loop.cfm
https://askjan.org/toolkit/index.cfm
https://askjan.org/toolkit/upload/JAN-Academy-eA-Presentation-final.pdf
https://askjan.org/toolkit/upload/JAN-Academy-eA-Presentation-final.pdf
https://support.microsoft.com/en-us/topic/rules-for-the-accessibility-checker-651e08f2-0fc3-4e10-aaca-74b4a67101c1?ui=en-us&rs=en-ie&ad=ie
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/no-cost-disability-etiquette-and-awareness-training
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/07-inclusive-hiring-applicants-with-disabilities-training
https://ood.ohio.gov/wps/portal/gov/ood/information-for-employers/employer-resources/07-inclusive-hiring-applicants-with-disabilities-training
https://ood.ohio.gov/information-for-employers/employer-resources/Employers-ADA-Handbook-Title-I-Overview
https://ood.ohio.gov/information-for-employers/employer-resources/Employers-ADA-Handbook-Title-I-Overview
https://www.peatworks.org/checklist-for-an-accessible-virtual-meeting-presentation/
https://www.peatworks.org/checklist-for-an-accessible-virtual-meeting-presentation/
https://www.peatworks.org/digital-accessibility-toolkits/staff-training-resources/
https://webaim.org/resources/contrastchecker/
https://webaim.org/techniques/fonts/
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OOD’s Business Relations Team – see map on final two pages 
• Jon Hackathorn, Manager, Ohio Vocational Apprentice Program and State of Ohio Agencies 

o Phone: 614-306-1744 
o Email: jon.hackathorn@ood.ohio.gov  

• Cynthia L. Crews, Business Relations Specialist in Southwest Ohio 
o Phone: 513-309-5140 
o Email: cynthia.crews@ood.ohio.gov 
o Counties served: Adams, Brown, Butler, Champaign, Clark, Clermont, Clinton, Darke, Fayette, Greene, 

Hamilton, Highland, Logan, Madison, Miami, Montgomery, Preble, Shelby, Union, and Warren 
o Career Development Specialist: Dustin Schwab 
o Colleges/Universities served: Central State University, Miami University, University of Cincinnati, Wilberforce 

University, and Wright State University 
• Michael Hoag, Business Relations Specialist in Northeast Ohio 

o Phone: 216-210-7584 
o Email: michael.hoag@ood.ohio.gov 
o Counties served: Ashtabula, Cuyahoga, Geauga, Lake, Medina, Portage, and Summit 
o Career Development Specialist: Kris Wray 
o Colleges/Universities served: Cuyahoga Community College, Kent State University, and The University of Akron 

• Kelly Jordan, Business Relations Specialist in Southeast Ohio 
o Phone:   614-204-4951 
o Email: kelly.jordan@ood.ohio.gov 
o Counties served: Athens, Delaware, Fairfield, Franklin, Gallia, Hocking, Jackson, Lawrence, Meigs, Monroe, 

Morgan, Perry, Pickaway, Pike, Ross, Scioto, Vinton, and Washington 
o Career Development Specialist: Dustin Schwab 
o Colleges/Universities served: Columbus State Community College, Ohio University, and The Ohio State 

University 
• Ron Klonowski, Business Relations Specialist in East Central Ohio 

o Phone: 330-312-4051 
o Email: ronald.klonowski@ood.ohio.gov 
o Counties served: Ashland, Belmont, Carroll, Columbiana, Coshocton, Crawford, Guernsey, Harrison, Holmes, 

Jefferson, Knox, Licking, Mahoning, Morrow, Muskingum, Noble, Richland, Stark, Trumbull, Tuscarawas, and 
Wayne 

o Career Development Specialist: Dustin Schwab, Kris Wray 
o Colleges/Universities served: Central Ohio Technical College, Stark State College, and Youngstown State 

University 
• Jill Simpson, Business Relations Specialist in Northwest Ohio 

o Phone: 419-277-4894 
o Email: jill.simpson@ood.ohio.gov 
o Counties served: Allen, Auglaize, Defiance, Erie, Fulton, Hancock, Hardin, Henry, Huron, Lorain, Lucas, Marion, 

Mercer, Ottawa, Paulding, Putnam, Sandusky, Seneca, Van Wert, Williams, Wood, and Wyandot 
o Career Development Specialist: Kris Wray 
o Colleges/Universities served: Bowling Green State University, Lorain County Community College, and The 

University of Toledo 

mailto:jon.hackathorn@ood.ohio.gov
mailto:cynthia.crews@ood.ohio.gov
mailto:michael.hoag@ood.ohio.gov
mailto:kelly.jordan@ood.ohio.gov
mailto:ronald.klonowski@ood.ohio.gov
mailto:jill.simpson@ood.ohio.gov
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