


















Processing Requests 

Requests for an accessible format or communication support can be received by staff in person, by 

phonefrTY or by electronic formats such as emails or service requests. Upon receipt of a request, staff 

will complete the Online Request Form (Appendix A) which is forwarded to the Municipality for record 

keeping purposes. The request is to be responded to by the appropriate operational staff. 

All Municipal staff shall, upon request, and in consultation with the person making the request, provide or 

make arrangements to provide accessible formats and communication supports for persons with 

disabilities. Accessible formats and communication supports shall be provided in a timely manner, taking 

into account the person's accessibility needs and at a cost that is no more than the regular cost charged 

to other persons. 

We will consult with the person making the request in determining the suitability of an accessible format or 

communication support.

Timeframe 

The timeframe for the conversion process of a document into an accessible format, or the provision of a 

communication support, can vary depending on the media chosen, the size, complexlty, quallty of source 

documents, and the number of documents to be converted. Documents shall be returned in a timely 

manner depending on the factors previously noted. 

If the document being requested is the subject of a public consultation or has a set timeframe for public 

comment, the timeframe for document conversion and distribution must be taken into consideration. 

Cost of Conversion 

When a member of the public requests a Municipal document in an accessible format or information with a 

communication support, the department of origin is responsible for the cost of conversion, materials and 

distribution of information. If the materials are directly related to the work of an Advisory Committee, costs 

will be the responsibility of the Clerks department. 

Once the appropriate format or support is determined with the requester, staff shall provide or arrange for 

the provision of the accessible formats and/or communication support for persons with disabilities. 

If a staff member determines that information is unconvertible, they shall, in consultation with their 

manager, provide the person requesting the information or communication with: 
(a) a written explanation as to why the information or communications are unconvertible; and,

(b) a summary of the unconvertible information or communication.

The Municipal Office is available for consultation to help determine if information can be converted. 

Monitoring/Contraventions 

Supervisors and managers shall monitor current practices to ensure compliance. 

Failure to comply with the AODA regulations can result in Provincial administrative penalties and failure to 

comply with this procedure may result in disciplinary action, up to and including dismissal. 


















