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Quick wins for entities to create inclusive workplaces


[bookmark: _Toc53573622]Below are ‘quick wins’ to support entities in creating more accessible and inclusive APS office premises. The quick wins can be implemented without significant financial outlay and immediately provide dignified access. 
Travel to and from the office
Entities should consider creating a building accessibility guide for their tenancies. This is supported by the Finance template How to create a Building Accessibility Guide 
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the travel to and from the office category:
· ensure that the accessible entrance remains unlocked during business hours.
· relocate items on pathways that cause physical barriers.
· slow the speed and timing of revolving entrance doors and security gates.
· identify processes that will inform employees about lift outages and malfunctioning turnstiles.
· introduce a system to provide for booking of accessible car parking spaces.
· give consideration to policy regarding meeting staff and visitors while large scale cleaning or refurbishment of offices is underway. 
Reception
Entities should consider creating clear internal processes and guidance for staff on how to accommodate staff and visitors with a disability or mobility issues. This includes key contacts for organising special assistance for visitors.
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the reception category:
· remove items that obstruct access and reduce circulation space on pathways.
· review lighting and adjust as required.
· review the timing of the security gates and engage all accessiblity features.


Lifts, steps and stairways
Entities should consider:
· working with landlords to enable accessibility features to ensure audio announcements are made within the lifts.
· investigate usage of tactile ground surface indicators on steps ensuring correct placement to visibility guidelines.
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the lifts, steps and stairways category:
· ensure that all lighting is working and fit for purpose.
· mark floor numbers on lift buttons and on the ends of handrails on steps and stairways with braille or tactile markers.

Work Areas
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the work areas category:
· remove excess and unused furniture within work areas.
· apply tactile stickers to lockers, phones and desk controls.
· use policies, procedures and behavioural prompts to address noise concerns.
· seek staff input on a preferred height for personal lockers.
· ensure advertised job descriptions contain all requirements for the job including manual and sensory tasks with a clear pathway to support reasonable adjustments as required across the employment lifecycle.
· review and updating policies and processes for implementing reasonable adjustments.

Meeting Rooms
Entities should consider:
· cultural change – building awareness about why changes are required and how they help to include colleagues and visitors is crucial to ensuring behavioural changes.
· creating processes to standardise meeting room fit out.
· assessing what staff require, single person small groups or larger collaboration spaces and design spaces to accommodate.
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the meeting rooms category:
· removing excess, bulky or not used furniture and furnishings.
· using boardroom fit out as a visual guide to the required amount of circulation space required in meeting rooms, utilise compact table and chair furniture or decrease the amount of people the room can be booked for.
· utilising closed caption technology as standard practice.
· creating a list which identifies features and barriers to the rooms allowing staff to make decisions on which room would best suit their requirements – room mapping.
· ensuring colour contrasting tape is over cabling that needs to run across pathways of travel.
· asking about accessibility requirements for every meeting and event.
Shared Areas
Entities should consider:
· standardising fit out and placement of furnishings across floor levels.
· improving the awareness about dignified accessibility (via cultural change) – when items are used, they need to be returned correctly to ensure others can also utilise.
· supporting the physical needs of people to ensure that dignified accessibility is a priority:
· providing a first aid bed at the appropriate height (so that climbing is not required)
· removing clutter from mail and utility rooms to support unhindered access.
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the shared areas category:
· relocate commonly used stationery to a height and position that is easily accessible.
· set up all rooms with the same purpose in the same way for every first aid or utility room mimics that of other floors.
· remove excess furniture from areas that are not specifically designed for storage.
Bathrooms
Entities should consider supporting dignified access through cultural changes such as ensuring:
· accessible bathrooms are not used as overflow storage for furniture.
· swipe cards and/or security personnel are not required to unlock bathrooms.
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Below are some simple solutions to improve dignified accessibility in the bathrooms category:
· lower coat hooks to be more accessible to everyone.
· remove swipe or key lock requirements to access bathrooms.
· remove any excess furniture or furnishings that block access to amenities.
Kitchens
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the kitchens category:
· place commonly used items such as plates, glasses, mugs and cutlery in lower more accessible locations.
· set out all kitchens/kitchenettes in the same way and place labels on cupboards to inform of contents.
· add tactile buttons/stickers to all appliances.
· add handles to drawers and cupboards.
· provide first aid and contact officer details at accessible heights and close to kitchen appliances.
· reposition appliances to be closer to users – reducing the required reach.
· enable closed captioning on all screens (such as televisions).
Doors
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the doors category:
· replace broken door handles as part of office maintenance.
· review the force required to open and close all office doors.
· consider removing automatic door closers.
· ensure where automatic doors are already in use that they are correctly labelled and timing settings are reviewed.


Wayfinding
Easy Wins 
Below are some simple solutions to improve dignified accessibility in the wayfinding category:
· entities to create maps detailing accessibility features that are physically displayed at accessible heights and available on intranets and entity webpages.
Evacuation
Entities should consider:
· the behavioural and cultural aspects that can impact placement of furniture and furnishings to ensure the safety of all individuals. For example, if staff are placing furniture in the pathway to fire exits an education program may be required to change this behaviour.
· implementing PEEPs on induction and then reviewing on regular basis will keep people safe in an emergency situation.
Easy Wins 
Below are some simple solutions to improve dignified accessibility and safety in for people during an emergency: 
· review evacuation pathways and procedures, including reminding staff of the importance of keeping doors clear of obstacles and ensuring that PEEPs are current.
· provide guidance to staff on how to assist visitors with accessibility concerns during an emergency.
· understand where there are gaps in audible and visual alarms.
· conduct regular emergency drills including practice of evacuation procedures for staff with disability.
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