Equally Effective Alternate Access Plan - Template

The University must apply accessibility standards to digital products and services that it buys, creates, uses and maintains.  In accordance with Northwestern’s Digital Accessibility Policy, when units would like to purchase systems, software or applications that do not meet the required accessibility standards, an equally effective alternate access plan (“EEAAP”) must be developed to address the known accessibility issue(s).  This EEAAP template should be used for that purpose. 

Submit the completed EEAAP to the Office of Equity at equity@northwestern.edu 

Part I: Plan Creator Information
Include information about the person creating the EEAAP, so that they can be contacted if needed.

	1. Name
	

	2. Title
	

	3. Department/Unit
	

	4. Email
	

	5. Phone Number
	

	6. Date
	

	7. Unit’s Digital Accessibility Liaison
	





Part II: Product Information
Identify the product, its purpose, and expected users to help determine the scope of the EEAAP. 

	1. Product Name
	

	2. Product Vendor
	

	3. Primary Vendor Contact
	

	4. Product Description
	

	5. Product Purpose within Unit
	

	6. Expected User Group(s) (e.g. Students, Faculty, Public, etc.)
	

	7. Expected # of Users 
	



Part III: Providing Access
Everyone who is a potential user of the product needs to be able to have access to an equal experience and information. When there are known accessibility issues, there needs to be a plan to provide alternate access should a user encounter an accessibility issue. In this part of the EEAAP, identify the accessibility issues with the product, the group(s) it affects, the steps to be taken to provide alternate access, the resources needed, and how alternate access will be communicated to parties in need of it.

	1. Accessibility Issues:
Describe the identified accessibility issue(s) with this product. Identify the specific component(s) of the system known to have accessibility issues.

Coordinate with the vendor as necessary.
	

	2. People Affected:
List the specific group(s) of people likely to be affected by the identified accessibility issue(s). (If all users are specifically known, and are not expected to be affected by these issues, please indicate this as well. Submit a new EEAAP when users affected by accessibility issues are added.)


	

	3. Alternate Access:
Describe the alternate access solution that will address the known accessibility issue(s). Include steps that will be taken, offices or units that will need to be involved, etc.

	

	4. Communication:
Describe how alternate access options will be communicated to users who encounter accessibility issues.



	

	5. Person Responsible:
Provide the name, job title, and contact information of the person responsible for implementing the alternate access solution. 

	

	6. Resources Needed:
List the resources required to provide alternate access.

	

	Accommodations: If EEAAP workarounds are not sufficient to provide access for a specific individual, accommodations may be necessary. To address accommodation needs:
· For student(s), contact AccessibleNU at accessiblenu@northwestern.edu
· For faculty, staff, or the general public, contact the Office of Equity at accommodations@northwestern.edu 






Part IV: Alerting Vendors to Accessibility Issues
When accessibility issues are identified, the vendor should be made aware of them and asked to fix them. This part of the EEAAP identifies who will make that contact.

	1. Vendor accessibility contact name and information.

	

	2. Name of the individual responsible for communicating issues with vendor.

	

	3. Vendor’s timeline for addressing identified issues.

	



