Steps to Inclusion For Michigan’s National Service Programs

	Steps
	How To
	Resource Guide Chapter(s)

	1. Evaluate your program’s accessibility.
	A. Complete the Self-Assessment Tools (Ch 3) to evaluate your program’s accessibility and for ways to meet accessibility guidelines.

B. Understand how disability-related laws apply to your program.
	(Chapter 3 – Accessibility – Self-Assessment Tools for Programs

( Chapter 5 – Disability Law and National Service Programs

( US Department of Justice ADA Technical Assistance CD-ROM

	2. Develop inclusive Service Position Descriptions.
	A. Conduct a position analysis to carefully determine the fundamental duties of a service position.

B. Determine which functions are essential and which are marginal.
	(Chapter 4 – Building an Inclusive National Service Program 

	3. Ensure that the application process and all forms are accessible to persons with disabilities.
	A. Hold interviews in an accessible location.

B. Make printed materials available in alternate formats when requested.

C. Provide readers or interpreters for interviews when requested.  

D. If testing is required, provide accommodations as needed.
	( Chapter 4 – Building an Inclusive National Service Program


	Steps
	How To
	Resource Guide Chapter(s)

	4. Actively recruit qualified National Service participants with disabilities.
	A. Add an equal opportunity/ reasonable accommodation statement to recruitment materials.

B. Include pictures of participants with disabilities in recruitment materials.

C. Know referral information for participants with questions on the effect of National Service on their disability benefits.

D. Form working relationships with local agencies in the disability community such as independent living centers; state agencies providing services for people with disabilities; and college disability student-service offices.
	( Chapter 4 – Building an Inclusive National Service Program

( Chapter 7 – Federal Benefits and National Service

( Chapter 8 – Connecting with the Disability Community—Local, State, and National Agencies and Organizations

	5. Provide reasonable accommodations as needed.
	A. Understand the legal requirements for providing reasonable accommodations for qualified applicants and participants with disabilities.

B. Work with the applicant or participant with a disability to find the most appropriate accommodation.
	( Chapter 5 – Disability Law and National Service Programs

( US Department of Justice ADA Technical Assistance CD-ROM

( Chapter 8 – Connecting with the Disability Community—Local, State, and National Agencies and Organizations


	Steps
	How To
	Resource Guide Chapter(s)

	6. Retain participants with disabilities.
	A. Monitor the success and continued appropriateness of any reasonable accommodations provided.

B. Ensure full inclusion/participation of individuals with disabilities in all program activities, both formal and informal.

C. Stay aware of changes in the effect of National Service on federal and state disability benefits.
	( Chapter 5 – Disability Law and National Service Programs

( US Department of Justice ADA Technical Assistance CD-ROM

( Chapter 6 – Disability Awareness

( Chapter 7 – Federal Benefits and National Service

	7. Include disability awareness training in your orientation sessions and ongoing training program.


	A. Add to existing training or merge with diversity training.

B. Incorporate outside speakers.
	( Chapter 6 – Disability Awareness

( Chapter 8 – Connecting with the Disability Community—Local, State, and National Agencies and Organizations


Adapted from the AmeriCorps Program Directors Resource Guide to Disability Inclusion, Drake University Disability Resource Center
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	Steps
	How To
	Resource Guide Chapter(s)

	1. Evaluate your program’s accessibility.
	A. Complete the Self-Assessment Tools (Ch 3) to evaluate your program’s accessibility and for ways to make meet accessibility guidelines.

B. Understand how disability-related laws apply to your program.
	(Chapter 3 – Accessibility – Self-Assessment Tools for Programs

( Chapter 5 – Disability Law and National Service Programs

( US Department of Justice ADA Technical Assistance CD-ROM

	2. Develop inclusive descriptions of activities and tasks.
	A. Conduct a task analysis to carefully determine the fundamental activities of a service project.

B. Determine which functions are essential and which are marginal.
	(Chapter 4 – Building an Inclusive National Service Program 

	3. Ensure that the recruitment process and all materials (e.g., worksheets and consent forms) are accessible to persons with disabilities.
	A. Hold meetings in an accessible location.

B. Make printed materials available in alternate formats when requested.

C. Provide readers or interpreters for meetings when requested.  

D. If testing is required, provide accommodations as needed.
	( Chapter 4 – Building an Inclusive National Service Program


	Steps
	How To
	Resource Guide Chapter(s)

	4. Actively recruit qualified service participants with disabilities.
	A. Add an equal opportunity/ reasonable accommodation statement to recruitment materials.

B. Include pictures of participants with disabilities in recruitment materials.

C. Form working relationships with local agencies in the disability community such as independent living centers, state agencies providing services for people with disabilities, and college disability student-service offices.
	( Chapter 4 – Building an Inclusive National Service Program

( Chapter 7 – Federal Benefits and National Service

( Chapter 8 – Connecting with the Disability Community—Local, State, and National Agencies and Organizations

	5. Provide reasonable accommodations as needed.
	A. Understand the legal requirements for providing reasonable accommodations for participants with disabilities.

B. Work with the applicant or participant with a disability to find the most appropriate accommodation.
	( Chapter 5 – Disability Law and National Service Programs

( US Department of Justice ADA Technical Assistance CD-ROM

( Chapter 8 – Connecting with the Disability Community—Local, State, and National Agencies and Organizations


	Steps
	How To
	Resource Guide Chapter(s)

	6. Retain participants with disabilities.
	A. Monitor the success and continued appropriateness of any reasonable accommodations provided.

B. Ensure full inclusion/participation of individuals with disabilities in all program activities, both formal and informal.
	( Chapter 5 – Disability Law and National Service Programs

( US Department of Justice ADA Technical Assistance CD-ROM

( Chapter 6 – Disability Awareness

( Chapter 7 – Federal Benefits and National Service

	7. Include disability awareness training in your orientation sessions and ongoing training program.


	A. Add to existing training or merge with diversity training.

B. Incorporate outside speakers.
	( Chapter 6 – Disability Awareness

( Chapter 8 – Connecting with the Disability Community—Local, State, and National Agencies and Organizations
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