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Appendix 3: Inclusive work practices plan (Customers) [ASSESSOR VERSION]

	Date completed:
	10/01/2022
	Completed by:
	Jane Doe



SCOPE
	Activity: 
What is the event, work process or other situation which this plan aims to incorporate inclusive work practices into? 
	Sign-in process for customer/community members to attend a film presentation/open day.

	Stakeholders:
Who is involved in or affected by this:
	☐ Workers
	☐ Existing customers 
	☐ Potential customers



PLAN
	Expected/ possible diversity needs
	Barrier/s to inclusion 
	Reasonable adjustments to the physical area
	Inclusive work practices to adjust non-verbal communication
	Inclusive work practices to adjust verbal communication
	Other inclusive work practices (such as process adjustments) 

	English as a Second language 
	Difficulty communicating 
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:

	
	
	
	· Adjust pace/speed to respond to comprehension
· Use simple terms 
	· Adjusting the language to avoid Australian colloquialisms
	· Assist with reading or completing the form

	
	
	
	
	
	

	Hearing impairment 
	Difficulty hearing to communicate during sign in
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:

	
	
	
	· Adjust tone of voice to suit the context of communication 
· Adjust pace/speed to respond to hearing 
· Adjusting volume  
· Turning to face individuals to improve hearing.
	
	

	
	
	
	
	
	

	Mobility impairment – e.g. using a wheelchair/ walker 
	Difficulty accessing the sign-in table 
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:

	
	
	· Remove chairs or other objects to create larger more accessible walkways/areas
· Provide a place to sit
	
	
	

	
	
	
	
	
	

	Sight impairment 
	Difficulty reading sign-in sheet 
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:

	
	
	
	
	
	· Assist with reading or completing the form 

	
	
	
	
	
	

	
	
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
	☐ N/A ☐ To be used:
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