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Section 1: Introduction 

The goal of the Accessibility for Ontarians with Disabilities Act (AODA) is for Ontario to be accessible 

by 2025 by removing and preventing barriers so that people with disabilities can participate more fully 

in their work and communities: 

 “Barriers” can include not only physical barriers but also barriers to accessing information or 

communication supports as well as systemic barriers, or attitudinal barriers 

 “Disabilities” include physical limitations, mental health, cognitive or intellectual development, 

learning, hearing, or vision. They also can include epilepsy, substance addictions, 

environmental sensitivities, and workplace injuries. Ontarians are protected from 

discrimination because of past, present, or perceived disabilities 

The AODA has legislated mandatory province-wide accessibility standards:  

 Customer Service Standard 

 Addresses how organizations work with the public and others in business 

relationships 

 Integrated Accessibility Standards Regulation (the IASR) 

 Addresses a wide range of transactions related to Information and Communications 

with the public, the Transportation industry and Employment Standards Regulations. 

Under the Ontario Human Rights Code, employers must consider disability-related accommodation 

requests and provide timely accommodation 

 Employers must accommodate people with disabilities to the point of undue hardship 

 The AODA does not change the duty to accommodate or define undue hardship 

 The AODA does not explain how an employer should accommodate a particular person 

Under the AODA’s IASR/Employment Standards Regulations, employers must set up written 

processes and procedures to address employee accommodation needs 

 The AODA and IASR are about proactivity, process and documentation  

 New obligations to notify employees (and recruits) of their right to be accommodated and the 

employer’s policies that support disabled employees 
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The AODA is first of its kind in Canada 

 Manitoba has passed legislation and is currently working on draft Regulations that would 

affect employer programs (may take a few more years before draft Regulations are issued for 

comment) 

 Other provinces are considering similar legislation 

The AODA applies to operations in Ontario: 

 Detailed rules based on head count 

 Not federally-regulated employees/operations 

 Can apply to non-Ontario-based managers and others (e.g. HR) if their duties relate to 

Ontario-based operations (e.g. U.S. recruiter or manager of an Ontario based Employee) 

The Ontario government chose a phased approach to implementation: 

 Added to complexity and confusion about what obligations apply and when 

In 2014, Saint-Gobain established an Accessibility Working Group to work towards AODA compliance. 

This group has reviewed our existing policies and procedures and where necessary, updated or 

amended these policies and procedures to ensure that we comply.  
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The Human Rights Code (the Code) and AODA Work Together 

 

Ontario Human 

Rights Code 
Accommodation 

AODA Legislation 

Under the Code, employers 
must consider disability-
related accommodation 

requests and provide timely 
accommodation, up to the 
point of “Undue Hardship”  
(Duty to Accommodate). 

 
The Code offers protection of 
rights, equal opportunity, and 
freedom from discrimination.  

  

The AODA does not 
change the duty to 
accommodate or 

define undue 
hardship 

 
The AODA does not 

explain how an 
employer should 
accommodate a 

particular person 

Under the AODA, employers 
must set up written processes 

and procedures to address 
employee accommodation 

needs, including documenting 
accommodation needs through 

individual accommodation 
plans. 

 
The AODA is about being 
proactive, processes and 

documentation; and informing 
employees of those processes. 
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Section 2: Definitions 

The terms identified and defined below are intended to provide assistance in understanding and 

implementing the requirements outlined in the Integrated Accessibility Standards Regulation. 

Accessible formats – formats that are an alternative to standard print and are accessible to people 

with disabilities. Accessible formats may include large print, Braille, and audio electronic formats such 

as DVDs, CDs, etc. 

Career Development and Advancement - includes providing additional responsibilities within an 

employee’s current position and the movement of an employee from one job to another in an 

organization that may be higher in pay, provide greater responsibility or be at a higher level in the 

organization or any combination of them and, for both additional responsibilities and employee 

movement, is usually based on merit or seniority, or a combination of them. 

Communications – the term communications as it used in the Information and Communications 

Standard refers to the interaction between two or more people or entities when information is 

provided, sent or received. 

Conversion ready – refers to an electronic or digital format that assists conversion into an accessible 

format such as Braille, large print, audio cassettes, CDs, DVDs, etc. 

Information – the term information as it is used in the Information and Communications Standard 

refers to knowledge, data and facts that convey meaning and that exist in any format such as text, 

audio, digital or images. 

Communication supports – supports that individuals with disabilities may need to access information. 

Some examples include plain language formats, sign language, as well as reading out loud, 

captioning, or using written notes to communicate. 

Government of Ontario – refers to the executive of the government and operational branches, 

including every ministry of the Government of Ontario and the Office of the Premier. 

Individualized Accommodation Plan - a formal way of recording and reviewing the workplace-related 

accommodations that an employer will provide to an employee with a disability. Accommodation plans 

are living documents. They are reviewed and updated so that they remain effective and up-to-date. 

Individualized workplace emergency response information - refers to the information prepared by 

employers, in consultation with their employees who have disabilities, to help them prepare for 

emergencies such as fire, severe weather and power outages. 
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Individualized Workplace Emergency Response Plan - A plan to help an employee with a disability 

during an emergency, or emergency information that’s formatted so an employee with a disability can 

understand it. 

Large organization – refers to a private or not-for-profit organization that provides goods, services or 

facilities to the public, or to other organizations, and has 50 or more employees in Ontario. See 

obligated organizations below. It does not include the Government of Ontario, Legislative Assembly, or 

designated 

Legislative Assembly – refers to the offices of the Legislative Assembly of Ontario including all the 

offices of members of the provincial parliament (MPPs), their constituency offices in their ridings and 

the offices of those appointed on the address of the assembly, such as the Speaker of the Legislative 

Assembly of Ontario. 

Obligated organization – refers to the Government of Ontario, Legislative Assembly and designated 

public sector organizations, as well as the large and small organizations to which the standards of the 

Integrated Accessibility Standards Regulation apply. 

Performance Management - means activities related to assessing and improving employee 

performance, productivity and effectiveness, with the goal of facilitating employee success 

Redeployment - means the reassignment of employees to other departments or jobs within the 

organization as an alternative to layoff, when a particular job or department has been eliminated by 

the organization 
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Section 3: General Public 

3.1 Statement of Commitment and Multi-Year Accessibility Plan 

Under the AODA, private and not-for-profit organizations with 50 or more employees, like Saint-

Gobain, must create a multi-year accessibility plan and accessibility policies.  

Every obligated organization must develop, implement and maintain policies governing how we 

achieve or will achieve accessibility through meeting the requirements referred to in this Regulation. 

Obligated organizations shall include a statement of organizational commitment to meet the 

accessibility needs of persons with disabilities in a timely manner in their policies. 

Saint-Gobain’s has established and documented a Statement of Commitment and Multi-Year 

Accessibility Plan which outlines the company’s accessibility policies and action plan to meet their 

obligations under Ontario’s Accessibility for Ontarians with Disabilities Act. This document includes 

Saint-Gobain’s strategy to meet the accessibility needs of persons with disabilities in a timely manner. 

Saint-Gobain’s Statement of Commitment and Multi-Year Accessibility Plan is posted on the Saint-

Gobain website and is available to the general public including customers, employees, and 

prospective employees.  

The 2015 Statement of Commitment and Multi-Year Accessibility Plan is included in the appendix of 

this guide for reference. The Statement of Commitment and Multi-Year Accessibility Plan must be 

reviewed and updated by Saint-Gobain at least once every five years. 

3.2 Customer Service Plan 

The AODA also establishes accessibility standards for customer service and it applies to every 
designated public sector organization and to every other person or organization that provides goods or 
services to members of the public or other third parties and that has at least one employee in Ontario. 
 
As required under this Regulation, Saint-Gobain has established documented policies, practices and 
procedures for provision of goods and services to the disabled (including prescribed requirements; 
including service animals and support persons); published notice that the above will be made available 
on request to any person and provided training to employees on these policies, practices and 
procedures. 
 
Saint-Gobain is required to provide training to employees, as soon as practicable after he or she is 
assigned duties involving customer service. Further, training must also be provided on an ongoing 
basis in connection with changes to the policies, practices and procedures governing the provision of 
goods or services to persons with disabilities. 
 
Saint-Gobain has developed a training module on the Accessibility Standard for Customer Service and 
each business unit will maintain their own training completion records. 
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The 2015 Customer Service Plan is included in the appendix of this guide for reference. 

3.3 Communication and Accessible Formats 

All organizations with a process(es) for receiving and responding to feedback make them available to 

people with disabilities in accessible formats or with appropriate communication supports, on request. 

The intent of these requirements are that Saint-Gobain will: 

 Provide information and communication in an accessible manner about their goods, 

services or facilities to people with disabilities, upon request 

 Make their websites and web content (internet and intranet) conform to the World Wide 

Web Consortium Web Content Accessibility Guidelines (WCAG) 2.0 Level AA 

 Train employees and all those who participate in developing the organization‘s policies, and 

all others who provide goods or services on behalf of the organization, about the 

requirements in the Integrated Accessibility Standards Regulation, as well as the Ontario 

Human Rights Code as it relates to people with disabilities  

 Inform new and existing employees of their policies for supporting employees with 

disabilities, including providing employment-related accommodations for disabilities 

 Consult with their employees who have disabilities in order to provide them with the 

accessible formats and communication supports they require to do their jobs effectively and 

to be informed of information that is generally available to all employees in the workplace 

 Inform new and existing employees of changes or updates to their policies or procedures 

3.4 AODA Web-Page Content 

Under AODA, Saint-Gobain is required to post their accessibility plans (Statement of Commitment, 

Multi-Year Accessibility Plan, Customer Service Plan) on their website. Additionally, Saint-Gobain is 

required to provide customers, employees, and the public with the opportunity to provide feedback on 

their accessibility policies and plans as well as the option to request information in accessible formats. 

Saint-Gobain has developed a dedicated publicly accessible web-page to contain all AODA related 

materials and established processes for receiving and responding to feedback related to the Customer 

Service Accessibility Standards as well as Employment Accessibility Standard as required under 

AODA.  

Dedicated AODA email inbox: accessibilitycanada@saint-gobain.com  
 

mailto:accessibilitycanada@saint-gobain.com
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Saint-Gobain has established the above email inbox to receive feedback and requests for accessible 
formats and communication supports. Each business unit within Saint-Gobain is required to monitor 
this inbox. An HR representatives from each business unit must maintain an ongoing schedule to 
monitor and respond to feedback and requests received in the above inbox. 
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Section 4: Employment Standards – IASR, 

Part III, sections 22–24, 30–32 

4.1 Recruitment, Assessment and Selection  

Saint-Gobain is committed to fair and accessible employment practices. 

The intent of these requirements is that Saint-Gobain will:  

 Notify internal and external job applicants that, where needed, accommodations 

for disabilities will be provided, on request. 

 Notify job applicants who have been invited to participate in a recruitment, assessment or 

selection process that, where needed, accommodations for disabilities are available, on 

request, to support their participation in the process. 

 Notify successful applicants of their policies for accommodating employees with disabilities 

when offering employment. 

In relation to the Employment Standards under Part III of the Integrated Accessibility Standards 

Regulations (IASR) to the AODA (other than the Workplace Emergency Response Information 

regulations which is addressed later in this document), Saint-Gobain has established an Employment 

Standards Accessibility Working Group. This group has reviewed our existing policies and procedures 

and where necessary, updated or amended these policies and procedures to ensure that we comply.  

Specific documentation, noted below, was developed to assist HR, Recruiters and Managers with 

ensuring that Saint-Gobain is compliant. A copy of this documentation is included in the appendix of 

this guide. 

– Specific AODA language for Job Postings – Open Jobs has been updated to include 

an option to add the appropriate accommodation language compliant with the AODA 

requirement. However, managers and recruiters who do not use Open Jobs will need 

to manually add this language on any job postings. 

– Updated New Hire/Onboarding Packages 

– Recruiter Cheat Sheet 

– Recruiter Script 

– Recruiter AODA Training Module 
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– Candidate Evaluation Record Retention Policy - In addition to AODA requirements, 

Saint-Gobain has established a practice where Candidate Evaluation Forms should be 

retained for a period of one year following candidate interviews. This applies to all 

candidates selected for interviews, regardless of whether there was an offer of 

employment. 

Additionally, it is important to be aware that job applicants and individuals participating in the recruiting 

process may contact the accessibilitycanada@saint-gobain.com address to request accommodations 

at any time during the recruitment process. 

4.2 Performance Management 

Saint-Gobain is committed to meeting the needs of employees with disabilities and ensuring it 

removes barriers to career development.  

The intent of these requirements is that Saint-Gobain will:  

 Use performance management processes that will take into account the 

accessibility needs of employees with disabilities  

A manager specific training module was developed by the Saint-Gobain Accessibility Working Group. 

All managers have participated in mandatory AODA training. Additionally, specific 

instructions/communication for managers with Ontario-based employees have been developed in 

relation to Saint-Gobain’s Performance Management online systems. A copy of this documentation is 

included in the appendix of this guide. 

Under the AODA, Saint-Gobain must review and consider individual accommodation plans or 
accessibility needs when managing employee performance. If an employee has an individual 
accommodation plan in place, this plan should be reviewed prior to a performance management 
meeting to ensure that all relevant accommodations are implemented in the meeting and taken into 
account in the assessment and discussion.  

Managers may contact Canadian HR for assistance with Saint-Gobain’s accessibility policies or to 
access to training materials.  

4.3 Career Development and Advancement 

The intent of these requirements are that Saint-Gobain will:  

 Provide career development and advancement opportunities that will take into account the 

accessibility needs of their employees who have disabilities. 

mailto:accessibilitycanada@saint-gobain.com
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The Saint-Gobain Accessibility Working Group’s assessment determined that the most business units 

do not conduct specific career development or advancement activities. However, Saint-Gobain HR 

and managers need to be aware that if a career development framework is developed in the future, 

Saint-Gobain must ensure AODA integration. 

There was one business unit that reported use of employee development forms and employee 

development plans. Note that any business unit using career development tools, must consider 

accessibility needs including accessible formats and communication supports. If an employee has an 

individual accommodation plan in place, this plan should be reviewed prior to a career 

development/advance meeting to ensure that all relevant accommodations are implemented in the 

meeting and taken into account in the assessment and discussion. 

4.4 Redeployment 

Redeployment means the reassignment of employees to other departments or jobs within the 

organization as an alternative to layoff, when a particular job or department has been eliminated by 

the organization.  

The Saint-Gobain Accessibility Working Group determined that redeployment is not currently 

undertaken within Saint-Gobain’s Ontario-based operations. However, Saint-Gobain HR and 

managers need to be aware that if redeployment activities are undertaken in the future, Saint-Gobain 

must ensure AODA integration. 
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Section 5: Emergency, Accommodation 

and Return to Work – IASR Part III, 

sections 27-29 

5.1 Workplace Emergency Response 

The intent of these requirements are that Saint-Gobain will: 

 Prepare for the specific needs that employees with disabilities may have in emergency 

situations  

 Ensure that if an employee has an individual accommodation plan (IAP), then the 

individualized workplace emergency response information provided to the employee should 

be included in the plan. 

Information on the workplace emergency response is included in the employee-specific AODA training 

that is mandatory for all existing employees and is a part of the onboarding materials for new hires.  

Employees must notify Saint-Gobain of their need for an individualized workplace emergency 

response plan.  

Saint-Gobain is required to provide individualized workplace emergency response information to 

disabled employees (once employer is aware of need); notify employees of the process for 

establishing a response plan; obtain necessary consent to allow designated employee to provide 

assistance (if part of response plan); review and update plan if employee at new location, overall 

accommodation plan review, or employer reviews general emergency response processes.  

Specific forms (Emergency Response Worksheet and the Emergency Response Information Form) 

have been developed to collect the relevant information. These forms may be used in conjunction with 

the IAP. Copies of these documents are included in the appendix of this guide. 

5.2 Accommodation and Return to Work 

The intent of these requirements are that Saint-Gobain will: 

 Develop and have in place a written process for the development of documented individual 

accommodation plans (IAP) for employees with disabilities 
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 Have in place a documented process for supporting employees who return to work after 

being away for reasons related to their disabilities 

 Use individual accommodation plans as part of the return to work process 

 Ensure that if an employee has an IAP, then the individualized workplace emergency 

response information provided to the employee should be included in the plan 

Information on accommodation is included in the Employee specific AODA training that is 

mandatory for all existing employees and is a part of the onboarding materials for new hires. 

The Saint-Gobain Accessibility Working Group developed Accessibility Process Flow 

documentation that outlines Saint-Gobain’s approach to the development of accommodation and 

return to work plans integrating the workplace emergency response process. Additionally, a 

number of templates supporting the accommodation and return to work process were developed. 

The Accessibility Process Flow document is included on the following pages. The templates, 

forms and letters designed to be used with the Accessibility Process Flow and referenced with 

the process flow documents can be found in the appendix of this document. 

Accessibility Process Flow Documentation: 

1) Assessment of Accommodation: Identification of Accommodation Need 

1a) Employee Initiated General Accommodation Requests 

1b) STD & LTD Return To Work And Accommodation 

1c) Workers Compensation Return to Work And Accommodation 

2) The Accommodation And Return To Work (RTW) Review Process 

2a)  Accommodation and RTW Review: General Accommodation, STD, LTD, WCB 

2b)  Accommodation and RTW Review: 3rd Party Medical or Functional Review 

3) Development Of The Individualized Accommodation Plan (IAP) / RTW Plan 

4) Integration With Emergency Response 

AODA Templates, Forms, Letters1: 

A. Worksheet: Identification of Potential Barriers during an Emergency Response 

B. Individualized Employee Emergency Response Information Form 

C. Sample Individual Accommodation Plan 

D. Functional Abilities Assessment Form 

E. Job Task Analysis Form 

F. Sample Return to Work Plan 

G. Sample Accommodation Unavailable (declined) Letter 

H. Saint-Gobain Privacy Policy (Existing)  

                                                      
1 Templates, Forms and Letters are found in Appendix E 
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Section 6: Training and Communications, 

IASR – Part I, section 7 and Part III, 

sections 25-26 

The intent of these requirements are that Saint-Gobain will: 

 Train employees, volunteers, all those who participate in developing the organization‘s 

policies, and all others who provide goods or services on behalf of the organization, about the 

requirements in the Integrated Accessibility Standards Regulation (IASR), as well as the 

Ontario Human Rights Code (OHRC) as it relates to people with disabilities 

 Inform new and existing employees of its policies for supporting employees with disabilities, 

including providing employment-related accommodations for disabilities 

 Consult with its employees who have disabilities in order to provide them with the accessible 

formats and communication supports they require to do their jobs effectively and to be 

provided information that is generally available to all employees in the workplace 

The Saint-Gobain Accessibility Working Group developed and delivered a training program for 

employees and managers on the IASR and OHRC as required under AODA in 2014. The program 

was updated and delivered in light of policy and process updates during 2015. 
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Appendix A: SOC and MYAP 

A.O.D.A. Statement of Commitment and Multi-Year Accessibility Plan for Saint-Gobain 
Corporation (operating in Ontario as Saint-Gobain ADFORS America Inc., Decoustics, 
CertainTeed Gypsum Canada, Inc., CertainTeed Canada, Inc., Saint-Gobain Abrasives- Stoney 
Creek, Saint-Gobain Abrasives-Plattsville and Saint-Gobain Ceramic Materials Canada, Inc.) 
hereafter known as Saint-Gobain. 

This Accessibility Plan outlines the company’s accessibility policies and action plan to meet their 
obligations under Ontario’s Accessibility for Ontarians with Disabilities Act.     

December 2015 

Statement of Commitment 

Saint-Gobain is committed to treating all Ontarians in a way that allows them to maintain their dignity 
and independence.  We believe in integration and equal opportunity.  We are committed to meeting 
the needs of our employees in Ontario in a timely manner, where the business can reasonably 
accommodate those needs, and will do so by preventing and removing barriers to accessibility and 
meeting accessibility requirements under the Accessibility for Ontarians with Disabilities Act.   

Accessible Emergency Information 

Saint-Gobain is committed to providing its Ontario customers and clients with publicly available 
emergency information in an accessible way upon request.   

Saint-Gobain took the following steps to provide Ontario employees with disabilities with individualized 
emergency response information: 

 Provided notice to Ontario employees regarding workplace emergency response information 
and opportunity to self-identify.  

 Provided managers and those involved with workplace emergency management with 
materials to assist in identifying individualized workplace emergency response needs for 
employees. 

Training 

Saint-Gobain has, by January 1, 2015, provided training to employees and other staff members on 
Ontario’s accessibility laws and on the Human Rights Code as it relates to people with disabilities.  
Training has been provided in a way that reflects the duties of employees and other staff members. 
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Saint-Gobain took the following steps to ensure employees are provided with the training needed to 
meet Ontario’s accessible laws: 

 Identified employees, managers, and those involved in employment policies and developed 
training materials for each group based on their duties.  
 

 Conducted training to all groups in-person and through tele-conference sessions in 2014.  
 

Saint-Gobain will have provided additional training regarding its updated accessibility policies, by 
January 1, 2016. 
 

 

 

Information and Communications 

Saint-Gobain is committed to meeting the communication needs of Ontarians with disabilities. Upon 
request of an accommodation, we will consult with people with disabilities to determine their 
information and communication needs.  

Saint-Gobain has taken the following steps to ensure existing processes for receiving and responding 
to feedback are accessible for people with disabilities and for publicly available information to be 
available in accessible formats upon request: 

 Created a dedicated webpage where all AODA related materials are publicly available; and 

 Established a feedback mechanism where people with disabilities requesting accessible 
information can contact Saint-Gobain directly for assistance. 

All new Saint-Gobain websites and web content already comply with international accessibility 
guidelines WCAG 2.0 Level A. 

Saint-Gobain is committed to making every effort to ensure that by January 1, 2021, all websites and 
content conform to WCAG 2.0, Level AA. 

Employment 

Saint-Gobain is committed to fair and accessible employment practices. 

In relation to the Employment Standards under Part III of the Integrated Accessibility Standards 
Regulations to the AODA (other than the Workplace Emergency Response Information regulations 
which were addressed earlier in this Plan), Saint-Gobain has established an Employment Standards 
Accessibility Working Group. This group has reviewed our existing policies and procedures and where 
necessary, updated or amended these policies and procedures to ensure that, by January 1 2016, we 
are:  

 Notifying the public and employees that, when requested, reasonable accommodations are 
available for people with disabilities during the recruitment and assessment and selection 
phases; 

 Developing individual accommodation plans and return-to-work policies for employees who 
have been absent due to a disability;  
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 Ensuring the accessibility needs of employees with disabilities are considered when deploying 
our performance management, career development and redeployment processes; and  

 Continuing to assist disabled employees in accessing accommodation so that they can fully 
participate in the workplace. 

Saint-Gobain has updated or amended existing policies and procedures to ensure that, by January 1 
2016, the company shall:  

In relation to Recruitment and Hiring  

 Notify our Ontario employees and the public about the availability of accommodations for 
applicants with disabilities throughout its recruitment processes;  

 Notify Ontario job applicants, when they are individually selected to participate in an 
assessment or selection process during the recruitment process, that accommodations are 
available upon request in relation to the materials or processes to be used; 

 Consult with an applicant requesting an accommodation and provide or arrange for the 
provision of a suitable accommodation in a manner that takes into account the applicant’s 
accessibility needs due to disability; and 

 Notify the successful applicant of its policies for accommodating employees with disabilities 
when making offers of employment in Ontario, 

In relation to Informing Ontario Employees of Supports 

Saint-Gobain has updated its policies and training programs and will post this information on 
Employee facing websites in order to: 

 Inform our Ontario employees of our policies used to support those with disabilities, including, 
but not limited to, policies on the provision of job accommodations that take into account an 
employee’s accessibility needs due to disability; 

 Provide the information described here to new Ontario employees as soon as practicable after 
they begin their employment; and 

 Provide updated information to our Ontario employees whenever there is a change to existing 
policies.  

In relation to Accessible Formats and Communication Supports  

 Where an employee with a disability so requests it, consult with the employee to provide or 
arrange for the provision of accessible formats and communication supports for:  

a) Information that is needed in order to perform the employee’s job; and  

b) Information that is generally available to employees in the workplace.  

 Consult with Ontario employees who are making an accommodation request, to determine the 
suitability of an accessible format or communication support. 

In relation to Individual Accommodation Plans 
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 Saint-Gobain has established a documented process for the development of individual 
accommodation plans for Ontario employees with disabilities which includes the following 
elements: 

a) The manner in which an employee requesting an accommodation can participate in the 
development of the individual accommodation plan: 

b) The means by which the employee is assessed on an individual basis: 

c) The manner in which Saint-Gobain  can request an evaluation by an outside medical or 
other expert, at their expense, to assist in determining if the accommodation can be 
achieved and, if so, how accommodation can be achieved:  

d) The manner in which the employee can request the participation of a representative 
from their bargaining agent, where the employee is represented by a bargaining agent, 
or other representative from the workplace, where the employee is not represented by 
a bargaining agent, in the development of the accommodation plan; 

e) The steps taken to protect the privacy of the employee’s personal information;  

f) The frequency with which the individual accommodation plan will be reviewed and 
updated and the manner in which it will be done; 

g) If an individual accommodation is denied, the manner in which the reasons for the 
denial will be provided to the employee; 

h) The means of providing the individual accommodation plan in a format that takes into 
account the employee’s accessibility needs due to disability; and 

i) The means by which Saint-Gobain will, if requested, include in the individual 
accommodation plan: 

i) information regarding accessible formats and communications supports provided 
to the employee; 

ii) individualized workplace emergency response information; and 

iii) details regarding any other accommodation that is to be provided. 

 

In relation to Return to Work Process 

 Saint-Gobain has established a documented return to work process for our Ontario employees 
who have been absent from work due to a disability and require disability-related 
accommodations in order to return to work. The process includes: 

a) Outline the steps we will take to facilitate the return to work of employees who were 
absent because of their disability; and  

b) Use documented individual accommodation plans, as described above as part of the 
process. 

In relation to Performance Management, Career Development and Advancement and Redeployment  
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 In using performance management in respect of our Ontario employees, take into account the 
accessibility needs of employees with disabilities, as well as individual accommodation plans; 

 In providing career development and advancement to our Ontario Employees, take into 
account the accessibility needs of employees with disabilities as well as any individual 
accommodation plans; and 

 In redeploying Ontario employees, take into account the accessibility needs of our employees 
with disabilities, as well as individual accommodation plans. 

Design of Public Spaces 

Saint-Gobain will meet the Accessibility Standards for the Design of Public Spaces when building or 
making major modifications to public spaces.   

 

Saint-Gobain will put the following procedures in place to prevent service disruptions to the accessible 
parts of its public spaces. 

 In the event of a service disruption, we will notify the public of the service disruption and 
alternatives available. 

For More Information 

For more information on this accessibility plan, please email contact AccessibilityCanada@saint-
gobain.com or contact Natalie Abbott at:   

 Phone  610-341-7405 

 Email: natalie.s.abbott@saint-gobain.com 

If you need this document in an alternative formant, please contact us at AccessibilityCanada@saint-
gobain.com and let us know what your individual needs are.  

mailto:AccessibilityCanada@saint-gobain.com
mailto:AccessibilityCanada@saint-gobain.com
mailto:AccessibilityCanada@saint-gobain.com
mailto:AccessibilityCanada@saint-gobain.com
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Appendix B: Customer Service Plan 

ACCESSIBILITY STANDARD FOR CUSTOMER SERVICE 
 

Providing Goods and Services to People with Disabilities 
 

 
Saint-Gobain is committed to excellence in serving all customers including people with disabilities. 
 
Saint-Gobain uses reasonable efforts to ensure that the policies, procedures and practices are 
established in the Customer Service Standard and are consistent with the following principles: 
 

a) Dignity 
b) Independence 
c) Integration, except when alternate measures are necessary to meet the needs of people 

with disabilities 
d) Equality 

 
Assistive Devices 
 
We will ensure that our staff are trained and familiar with various assistive devices that may be used by 
customers with disabilities to access our goods or services. 
 
Communication 
 
We will communicate with people with disabilities in ways that take into account their disability. 
 
Service animals 
 
We welcome people with disabilities and their service animals. Service animals are allowed on the parts 
of our premises that are open to the public. 
 
Support persons 
 
A person with a disability who is accompanied by a support person will be allowed to have that person 
accompany them on our premises. 
 
Training for Staff 
 
Saint-Gobain will provide training to employees, volunteers and others who deal with the public or other 
third parties on their behalf. 
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Individuals in the following positions will be trained: 

 All Sales Representatives and Sales Management personnel 
 All Customer Service personnel 
 All Joint Health & Safety Committee members 

 
The Training will include: 

 An overview of the Accessibility for Ontarians with Disabilities Act, 2005 and the requirements 
of the Customer Service Standard 

 Saint-Gobain’s plan related to the Customer Service Standard 

 How to interact and communicate with people with various types of disabilities 

 How to interact with people with disabilities who use an assistive device 

 What to do if a person with a disability is having difficulty in accessing Saint-Gobain’s facility 
 
The Health and Safety Committee will also be trained when changes are made to our Plan. 
 
Feedback Process 
 
Customers who wish to provide feedback on the way Saint-Gobain provides goods and services to 
people with disabilities are welcome to do so via email, verbally or through the postal service. 
 
All feedback will be directed to AccessibilityCanada@saint-gobain.com. Anticipated response time 
should be expected within five (5) business days. 
 
Complaints will be addressed according to our organization’s regular complaint management 
procedures. 
 
Modifications to this or other policies 
 
Any policy of Saint-Gobain that does not respect and promote the dignity and independence of 
people with disabilities will be modified or removed. 
 
 
Names of Management Sponsor(s) 
Title 

June 2015 revision 

mailto:AccessibilityCanada@saint-gobain.com


30 Saint-Gobain Corporation Canada 

 Towers Watson Confidential 

Appendix C: Recruitment, Assessment, 

Selection Materials 

Job posting language 

Saint Gobain is an inclusive and equal opportunity employer committed to providing reasonable 

accommodations throughout the recruitment process to applicants upon their request. This 

commitment is in accordance with the Accessibility for Ontarians with Disabilities Act (AODA) and the 

Ontario Human Rights Code. 

Recruiter Script 

Hello, my name is [insert name] and I’m a recruiter with [company name]. Recently you applied for 

[insert position] and I’m contacting you to find out if you are still interested in participating in an 

interview for the role.  

That’s great! I’d like to provide you with some additional information about what you can expect from 

your interview [include details like duration, number of interviewers, any required testing and the 

format (i.e. paper or computer), location (i.e. any stairs to climb), etc.] 

[Company name] has an accommodation process in place to support candidates with disabilities 

throughout the recruitment process. Based on the process I just outlined, will you require an 

accommodation to participate?  

[If interviewee says yes] Can you please provide me with some details about the accommodation you 

require? Thank you – I have made of note of this request and will call you back shortly confirming your 

accommodation as well as the interview date, time and location.  

[If interviewee says no] Thank you for confirming this. Your interview will take place at [date], at [time] 

at [location]. You can ask for [location contact] at reception when you arrive.  

Do you have any questions? If anything comes up before the interview, you can contact [name and 

contact info].  

Thank you 
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AODA Recruitment Cheat Sheet 

IASR sections 22 - 24 

This document outlines how Saint-Gobain (and its subsidiaries) integrates the AODA/IASR 

requirements with the administration of its recruitment program. The AODA/IASR applies to the public 

(potential employees) and Saint-Gobain employees and outlines the employer’s requirement to notify 

of the availability of accommodations for applicants with disabilities during Saint-Gobain’s recruitment 

processes. The AODA/IASR does not apply to volunteers and other non-paid individuals. 

During recruitment:  

 HR / Hiring Manager finalize bona fide job requirements and job posting to fill a vacancy. 

 HR / Hiring Manager to ensure Ontario job postings, either through Open Jobs (“All Ontario 
Jobs_AODA”) or added manually, include the AODA commitment statement: 

 Accommodations throughout the recruitment process are available to applicants upon 
request.  

 This statement will be on all Ontario job postings such as internal websites, external websites, 
job boards, newspapers, etc. 

 Members of the Saint-Gobain AODA team will monitor accessibilitycanada@saint-gobain.com 
for accommodation requests and triage appropriately.  

 After receiving a request from an applicant, Saint-Gobain will consult with the candidate to 
determine a suitable accommodation. 

During interview, assessment and selection management: 

 HR / Hiring Manager is accountable for ensuring the interview and selection process 
accommodate applicants with disabilities upon their request. 

 When job applicants are notified to participate in an interview, HR / Hiring Manager should use 
the recruiter script to inform the selected candidates that accommodations are available upon 
request in relation to the materials or processes to be used.  

 Where a job applicant identifies an accommodation that is required during the interview and 
selection process, Saint-Gobain will consult with the candidate to determine a suitable 
accommodation. 

 HR / Hiring Manager will ensure consistent questions and candidate evaluation forms are 
used when interviewing for the same position. 

 HR / Hiring Manager to retain evaluation forms for all interviewed candidates for one year. 

Notice to selected candidate 

 HR / Hiring Manager to ensure all offer of employment letters include the employee 

accessibility addendum. 

 Upon request, HR / Hiring Manager will make documents in the job offer and employment 

agreement available in accessible formats upon request. 

mailto:accessibilitycanada@saint-gobain.com
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AODA Offer of Employment Accessibility Addendum 

This addendum outlines how Saint-Gobain and its subsidiaries will notify successful applicants of 

the Company’s accessibility policies. It should be included on all offer of employment letters to 

Ontario-based employees.  

Important note: 

The Accessibility for Ontarians with Disability Act (AODA) was introduced in the province of 

Ontario and applies to operations in Ontario. It sets out mandatory province-wide accessibility 

standards addressing Customer Service, Employment, Information and Communications, as well 

as Transportation. 

The goal of the AODA is for Ontario to be accessible by 2025 by removing and preventing barriers 

so that people with disabilities can participate more fully in their work and communities. Under the 

AODA’s Employment Standards Regulations, employers must set up written processes and 

procedures to address employee accommodation needs. 

Saint-Gobain and its subsidiaries have accommodation processes in place and provide 

accommodations for Ontario-based employees with disabilities. If you require an accommodation 

because of a disability or medical need, please contact [contact name], [title] at [phone number] or 

[email]. This will help ensure arrangements can be made for the appropriate accommodations to 

be in place before you begin your employment.  

A copy of our Statement of Commitment and Multi-year Accessibility Plan is enclosed.  

If you have any questions about the accommodation process, please feel free to reach out to Human 

Resources at [insert contact info].
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Appendix D: Performance Management 

Instructions for Managers with Ontario-based employees:  

Saint-Gobain is committed to meeting the needs of employees with disabilities and ensuring there are 

no barriers to career development. Under the AODA, Saint-Gobain must review and consider 

individual accommodation plans or accessibility needs when managing employee performance. If your 

report/employee has an individual accommodation plan in place, this plan should be reviewed prior to 

a performance management meeting to ensure that all relevant accommodations are implemented in 

the meeting and taken into account in the assessment and discussion.  

For a copy of our accessibility policies, please click here [add hyperlink to public webpage/site]. 

To access manager training materials, please talk to your Canadian HR Team. 
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Appendix E: Accommodation and Return 

to Work Templates, Forms and Letters 
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Accommodation Unavailable Letter 

 
Re: Your request for accommodation 
Dear EMPLOYEE NAME, 
 
Thank you for your cooperation in our review of your request for work accommodation. We endeavour 
to review each such request on an individual basis, and consideration is given to each request based 
on several factors, including the medical necessity of the accommodation being requested and the 
feasibility of such accommodation within our business.  
 
With respect to your request to be accommodated by [PLACE ACCOMMODATION REQUEST 
HERE], we have conducted a review of this request and have determined that the requested 
accommodation will not be approved.  
 
The reason why we are not approving your requested accommodation is [PLACE REASONS HERE]. 
 
As we want to ensure that we have taken all relevant factors into consideration, we do want to offer 
you the opportunity to appeal our decision.  
If there is additional information that we are not aware of, we would be pleased to review such 
information.  
 
Should this information be of a medical nature, we will be pleased to involve [VENDOR], who acts as a 
service provider to us when assessing medical information. When you work with [VENDOR], no 
private medical details need to be shared with us, and [VENDOR] does not divulge any private 
medical details to us, so you can rest assured that we will not have access to your private medical 
details as a result of this process.  
 

Please let me know if there are additional relevant factors you would like for us to consider, and we 

will work with you to re-assess our decision.       

 

If you have any questions about our decision or the process used to arrive at our decision, please feel 

free to contact me.  

 

Regards, 

 


