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A PROJECT OF OPEN DOOR ARTS

Accessibility Self-Assessment Guide

Please read this guide thoroughly before starting your Self-Assessment as it has

important information and helpful tips to help you complete your self-assessment.
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Welcome

Congratulations!

By making a commitment to participate in this self-assessment process, you are joining a
growing group of organizations and people who, like you, know that access matters and that
people with disabilities deserve equitable access, participation and representation in arts and
culture. This process will help you and your organization celebrate what you're already doing
well, identify what you could be doing better, and create a plan to improve your accessibility. It

will ultimately contribute to a more equitable, accessible and inclusive arts and culture sector.

The Arts and Culture Accessibility Self-Assessment

This self-assessment was designed primarily for US-based public-facing arts and culture
organizations including museums, theaters, zoos, gardens, historic sites, performing arts
centers, galleries, libraries, and more. It was created to give your organization a structured
process to review your existing accessibility in 5 main areas:

e Organizational Approach
Space

Access Services
Communication
Programming

The self-assessment is fully digital and contains 290 multiple choice questions to help your
organization reflect on your current practices and identify areas for celebration and growth.
Your responses are only for you and your organization and offer an opportunity for you to
engage in deep reflection rooted in a desire and intention to improve. After completing your
self-assessment you will receive a personalized report based on your responses and a
step-by-step guide to help you through the process of creating your own Accessibility Plan.

This Guide

We created this guide to help you through the entire self-assessment process. In our
experience, when organizations take the time to thoroughly read this guide, they know what
to expect, understand the process, and have a more successful and enjoyable self-assessment
experience. While there is often urgency and excitement to jump right into the assessment,

we highly recommend putting the necessary time aside to plan and prepare.
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Preparing to take your Self-Assessment

Before you get started, we wanted to share a few considerations to help you prepare for the
process. Since organizations vary in their size, type, and structure, the teams involved in

completing this assessment, the process and timeline you use may also vary accordingly.

Determine who will complete your self-assessment

Begin by identifying the people and/or teams within your organization who will be involved in
this process and who will be responsible for entering your responses. If your organization has
a designated Accessibility Coordinator, they may be the right person to take the lead.
Knowledge of facilities, programs, policies, procedures, marketing, and services will be
necessary. Depending on your organization, this could require only one person or it could

require multiple individuals.

If multiple individuals will be contributing, it is helpful to decide early on if you want to
“assign' specific sections or questions to specific individuals or if you want to complete all
questions collaboratively. To help you with the process, PDFs with instructions and questions
are available at the beginning of each section which can be downloaded and/or printed. Your
unique link to the self-assessment can also be shared with multiple team members. We
recommend that, as much as possible, multiple team members and stakeholders (including
leadership) are involved throughout, in particular in reviewing your report and creating your

Accessibility Plan.

Determine when you will complete your self-assessment

When preparing to take your self-assessment you should also consider the best time for your
organization to engage in this process. You can choose to align your self-assessment timing
with relevant organizational events such as annual budget planning, strategic planning, board
and leadership conveneings, or the launch of new initiatives, but what's most important is to
prioritize the time when your team will be able to fully contribute to this process.

The Self-Assessment takes on average 2-6 hours to complete, depending on many factors
including the size of your organization and number of team members participating. Most
organizations find it helpful to schedule “self-assessment time” as they would a meeting or
another event to ensure the time is held without conflicts. Make sure to also allocate
additional time after your self-assessment is complete to review your report and create your
Accessibility Plan.
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Familiarize Yourself with Key Terminology

Language is important and always evolving. Before you get started, we encourage you to
familiarize yourself with the ADA definition of disability. While this definition helps us have a
broader understanding of who is impacted and protected, it's important to remember that it

does not fully capture the identity and cultural implications of the disability experience. ltis
also important to be mindful of the ways we communicate about disability and people with
disabilities. Throughout this assessment, we intentionally use both people-first and
identity-first language to represent the range of preferences that exist when it comes to
language used to talk about people with disabilities. We encourage you to take time to learn
more about these different ways of using language and be sure to make thoughtful,
intentional, and informed decisions in your own language as well as to always defer to how
individuals wish to be identified.

To help users understand access terms that may be new, unfamiliar, and even unclear, we
created_this glossary that defines terms in plain language and provides resource links to learn
more or get examples in practice. Glossary terms will be hyperlinked every time they appear
in the self-assessment and can be accessed in 3 different ways:
e Hover over the term in the self-assessment with your mouse and the definition will
appear
o Click on the term in the self-assessment and it will take you directly to that term in the
glossary document
e Keep the glossary document open for reference and search for terms using the
document outline feature

Familiarize Yourself with Key Legal Requirements

Before beginning, we also recommend you take a few moments to complete this brief
Identification Tool (https:/bit.ly/ArtsAccessIDTool) we created to help you better understand

your legal responsibilities around access. The tool contains 13 yes or no questions regarding
your organizational structure, who you serve, the number of employees you have, and how
you receive funding to determine which laws and standards apply to your organization and
how. Throughout the self-assessment we will be pointing out accessibility compliance
requirements so understanding what applies to your organization up front will make your

process clearer.
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Taking your Self-Assessment

Signing in

Once you navigate to the assessment site, the first prompt will ask you to enter an email
address. After your email is entered, you will receive an email that provides you with a unique
link to your individual assessment so you can save your responses and leave/return as needed.
Use your unique link (sent to your email) moving forward. This link can be shared with other

members of your team who will be completing the assessment. Returning to the original link

and/or entering a new email address will create a new self-assessment.

Content

This self-assessment includes approximately 290 questions, organized into five main sections:
Organizational Approach, Space, Access Services, Communication, and Programming. Each
main section is divided into subsections that contain specific questions. At the beginning of
each main section there is an informational overview in text and video format to introduce you
to the main ideas and concepts you will be asked to assess. Each preface also provides
important links to connect you to relevant standards and legislation related to questions in
that section. Finally, asterisks ( * ) are used throughout the assessment to indicate when a
question has a related access regulation. If there’s no asterisk next to a question, it means
there’s no specific related legal standard, however it's a best practice that you should still

work hard to implement.

Response Choices

For each question you will be presented with five answer choices:

e Fully true

e Mostly true

e Somewhat true

e Not true

e Not sure
These answer choices are intended to allow for a certain range of subjectivity and variation
appropriate for a self-assessment tool. What might be “fully true” for you and another
organization may vary slightly, and that’s ok. Answer as accurately as you can with the
information you have and remember, this process is intended to help you learn more about

your organization’s current work and help you move forward, not to compare or rank you
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against other organizations. A not applicable or “N/A” option is also available to you.
However, be mindful when choosing the “N/A” option that the question is truly not applicable
to your organization, rather than not on your budget, not a perceived priority or requirement,
or not within your current capacity. Similarly, we recommend considering the ways in which
examining and reflecting on a question can still be useful to your organization even if it is not

directly applicable.

Assessing Multiple Facilities or Programs

For some organizations, it may be helpful to assess specific spaces, programs, or services in
addition to your overall organizational Accessibility Self-Assessment. For example, if you
operate in multiple locations and each of those locations has their own unique features, needs,
and barriers, it may be helpful to have a specific assessment of each space in addition to your
general assessment. Similarly, if you operate a range of programming and because of
location, population, content, etc. those programs vary significantly from one another, it might
be more useful to have program specific assessments. If this sounds like the case for your
organization, after completing your overall organizational Self-Assessment you can return to
the Self-Assessment site and take any section and/or subsections again. To do so, you will
need to:

e Click on the original self-assessment link provided in this guide

e Enter a different email address than the one you used for your initial self-assessment

e Simply skip any sections or subsections that you do not want to reassess and only

complete the ones that are relevant/unique for your additional space, site, or program.

e When you are done, you will receive a new report for just those sections/subsections.

Technical Tips

e PDFs are available for download (and/or print) with the introductions and questions for
each of the 5 sections of the self-assessment

e While progress saves automatically, we encourage you to hit the “Save Progress”
button on the top right of the self-assessment on a regular basis

e You can come and go in and out of the self-assessment using your unique link

e Please be sure you are completely done with all sections of your self-assessment
before you click “Finish”, as this will automatically close your self-assessment and

trigger the creation of your report.
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Receiving your Report

After completing your self-assessment you will receive a customized report (in both Word and
PDF formats) that provides you with:

e Numerical scores reflecting your overall assessment, each of the 5 sections, and all the

subsections, to give you a visual representation of your progress

e Recommendations on steps to develop an Accessibility Plan

e Accessibility Plan templates and resources

e A copy of your responses to all self-assessment questions.
Please know that your responses and report scores will not be read or reviewed by Open Door
Arts and will never be shared externally in a way that is attributable to your organization.
This process is only for your organization and only intended to help you learn and grow!

Access and Support

We took great care in identifying an accessible platform for the Self-Assessment and worked
with User/Experts to make all content and materials as accessible as possible to screen reader
users. Videos shared in the Self-Assessment are captioned and have ASL interpretation. We
understand that additional supports might be needed for equitable participation, and we're

here for you! Please reach out to admin@OpenDoorArtsMA.org to request alternative formats

or support for you to be able to access any portion of the self-assessment tool and process.

Additionally, if you have questions or need technical support and assistance during the
process, please don't hesitate to contact admin@OpenDoorArtsMA.org and our team will be

happy to assist you. You can also click here (www.ArtsAccessResources.org) to sign up for

one of our Q&A webinars or to book a 1:1 support session with us.

Limitations of the Self-Assessment

A self-assessment is only one part of a comprehensive and ongoing access journey and it does
not replace a third-party full organizational access audit. Completing this self-assessment
alone will not ensure compliance with access regulations. It is also important to note that
while this tool was developed by people with expertise in the ADA and legal requirements
related to access, it was created for informational purposes and should not be considered

legal advice.
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Privacy and Use of Data

We take privacy and confidentiality seriously and understand that they are critical to ensure
you can comfortably respond with honesty and accuracy to the assessment questions. Any
identifying information associated with your organization will never be shared or linked to
your responses. No individual or organization including Open Door Arts will ever review your
individual responses (unless specifically requested by your organization). You can click here to

learn more about the privacy offered by our hosting platform.

You'’re Ready!

Thank you for taking the time to prepare for your self-assessment. You are ready to go! We
wish you all the best and please remember you can join one of our monthly Q&As or book a
1:1 session with us by clicking here (www.ArtsAccessResources.org) or email us at any time
at Admin@OpenDoorArtsMA.org if you need any additional support.

Click here to return to the Self-Assessment

Admin@OpenDoorArtsMA.org | OpenDoorArtsMA.org


https://www.brilliantassessments.com/privacy-policy
http://www.artsaccessresources.org
mailto:Admin@OpenDoorArtsMA.org
https://bit.ly/ArtsAccessSelfAssessment

