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[bookmark: _Toc187907131]About the Guide
This Guide has been prepared for Government of Canada (GC) departments, agencies and organizations. It explains how to apply the Guideline on Making Information Technology Usable by All in competitive and non-competitive Information Communication Technology (ICT)-related procurements.
In this Guide, “ICT-related procurement” means any good or service that includes an ICT component. Examples include:
· internal-facing or public-facing information technology (IT) solutions and equipment;
· documents (electronic content or non-web documents) such as:
· instructional and technical manuals for a good or service;
· training materials;
· presentations;
· reports;
· emails;
· support services;
· help desk.
This Guide walks you through the steps for considering accessibility when developing requirements for your ICT-related procurements. It also includes helpful information about relevant ICT guidelines and standards.
[bookmark: _Toc187907132]Audience
This Guide is for GC departments, agencies, and organizations, listed in Schedule I, I.1 and II of the Financial Administration Act.
The Guide will help:
· Business Owners (Technical Authority or the Client) and Contracting Authorities in GC departments, agencies and organizations.
· Suppliers wanting to learn more about ICT accessibility requirements within GC procurements.
[bookmark: _Toc187907133]Context
The Accessible Canada Act (ACA) was passed in 2019, to realize a barrier-free Canada by 2040. It requires entities under federal jurisdiction to identify, remove, and prevent accessibility barriers in seven priority areas, including ICT, and procurement.
The ACA also requires organizations to publish accessibility plans and annual progress reports. You can find Departmental Accessibility Plans at Accessibility in the public service - Canada.ca.
The Accessibility Strategy for the Public Service of Canada:
· sets out how the GC will advance accessibility for all Canadians through its policies, programs and services; and
· identifies SSC as the lead for developing the framework on how to embed accessibility requirements into ICT-related procurement.
The Guideline for Making Information Technology Usable by All:
· strongly encourages departments, agencies, and organizations to leverage the “CAN/ASC - EN 301 549:2024 Accessibility requirements for ICT products and services (EN 301 549:2021, IDT)” (CAN/ASC standard) when acquiring or developing internal-facing and external-facing ICT; and
· provides further context as to why accessibility is important to the GC.
Note: the CAN/ASC standard is a copy of the EN 301 549 v.3.2.1 (2021-03) Harmonised European Standard Accessibility requirements for ICT products and services.
[bookmark: _Toc187907134]About the EN 301 549 Standard
While this Guide refers to the standard as the “EN 301 549 (2021)”, its full name is “EN 301 549 V3.2.1 (2021-03) Harmonised European Standard – Accessibility requirements for ICT products and services”. The EN 301 549 (2021) defines accessibility requirements for ICT products and services.
[bookmark: _What_are_you]The EN 301 549 (2021) applies to almost every ICT procurement, such as:
· software, including mobile applications;
· websites/webpages (external facing websites and those internal to the GC);
· administrator panels;
· mobile devices;
· hardware, including laptops;
· printers;
· kiosks and transaction machines;
· documents (electronic content or non-web documents), including:
· instructional and technical manuals for a good or service;
· training materials;
· presentations;
· reports; and
· emails.
· ICT support, including:
· help desks; and
· customer service support.
· telecommunications products, including audio/web conferencing;
· group chats;
· videos; and
· [bookmark: _Toc208490739]information technology services.
If the Business Owner is unsure whether something is ICT, ask:
· Is it digital?
· Does someone interact with it?
If the answer to both of these questions is “yes”, then the EN 301 549 (2021) likely applies to your procurement.
The type and functionality of the ICT goods or services that the GC is buying determine the method of supply and the accessibility requirements you will need to include in the solicitation, including the evaluation grid. This also applies to a procurement of a good or service this is not itself ICT, but that ICT will support.
[bookmark: _Toc187907135]Accessibility Standards Canada adopts the EN 301 549
Accessible Standards Canada has adopted “CAN/ASC - EN 301 549:2024 Accessibility requirements for ICT products and services (EN 301 549:2021, IDT) as a published National Standard of Canada. As an official standard of the Government of Canada, it is approved for use throughout the country.” This standard is not yet mandatory for the GC.
[bookmark: _Toc187907136]Use the EN 301 549 (2021) over any version of the Web Content Accessibility Guidelines (WCAG) alone
While the Standard on Web Accessibility requires each public-facing government Web page to meet all five WCAG 2.0 conformance requirements, the Treasury Board of Canada Secretariat (TBS) is currently reviewing the Standard on Web Accessibility and recommends that organizations:
· adopt the CAN/ASC standard (EN 301 549); and
· follow the guidance in the Guideline on Making Information Technology Usable by All.
Note: The EN 301 549 (2021) is a more inclusive standard and exceeds the minimum required by the Standard on Web Accessibility. For example, the EN 501 349 (2021) includes:
· WCAG 2.1 for web, native software, and non-web documents;
· additional requirements for hardware, authoring tools, support services, and more.
Ongoing advancements in technology require the GC to use a broader standard for ICT accessibility. This is why this guide recommends that Business Owners:
· implement the EN 301 549 (2021) until an updated EN 301 549 is published and there is guidance to move to the next version;
· do not use only any version of the WCAG standard alone, rather use the EN 301 549 (2021) which includes WCAG 2.1; and
· can use the EN 301 549 (2021) and WCAG 2.2.
[bookmark: _Toc187907137]Incorporate the EN 301 549 (2021) as a best practice
We also recommend that Business Owners include all relevant ICT accessibility requirements from the EN 301 549 (2021) in ICT-related procurements. This includes Standing Offers and call-ups, Supply Arrangements and Contracts, Contract and Task Authorizations. By including the ICT accessibility requirements, this ensures that:
· the procurement is cost effective by avoiding:
· incurring additional costs to remediate the ICT because ICT accessibility was not considered in the original procurement; or 
· re-procuring an accessible solution.
· the ICT goods and services are inclusive by design and accessible by default.
Refer to Where to find help and resources for assistance.
[bookmark: _Toc201119456][bookmark: _Toc208490740][bookmark: _Toc187907138]Roles and responsibilities
Refer to the Directive on the Management of Procurement- Canada.ca to learn more about the roles and responsibilities of the Business Owner (Technical Authorities or Clients) and Contracting Authority.
[bookmark: _Toc187907139]Departments and agencies
For all ICT-related procurements that:
· do not include accessibility requirements; or
· include a phased approach to ICT accessibility conformance (i.e., a remediation plan or roadmap),
departments and agencies are strongly encouraged to seek approval of the justification from the appropriate authority (e.g., senior management, Section 32, etc.).
[bookmark: _SSC_tools_and][bookmark: _Shared_Services_Canada][bookmark: _Toc187907140]Summary of the process to include accessibility requirements in ICT-related procurements
[bookmark: _Toc187907141]Business Owners are strongly encouraged to:
· understand the ICT components of the requirement and the accessibility requirements from the EN 301 549 (2021) that apply to the procurement;
· include the ICT accessibility requirements as part of the technical requirements for establishing or renewing a common Method of Supply such as Standing Offers (SO) and Supply Arrangements (SA);
· This will permit the department or agency issuing a call-up or contract to incorporate specific accessibility requirements from the EN 301 549 (2021).
· develop a budget to include accessibility conformance testing, end-user testing, and other validation requirements (if applicable) in their project plan;
· determine how to assess conformance with the accessibility requirements during the entire contract period;
· determine the timelines to develop, test, and release an ICT solution, including provisions for temporary workarounds to address any accessibility barriers before the ICT fully meets the accessibility requirements;
· understand the market’s maturity to deliver accessible ICT at either:
· bid closing, or
· over a timeframe specified in the procurement
· provide Industry Days early on in the ICT-related procurement process to allow suppliers to ask questions about:
· ICT accessibility requirements; and
· other key requirements.
· require all suppliers of the ICT to submit an Accessibility Conformance Report (ACR) preferably using the Voluntary Product Accessibility Template (VPAT®) or a comparable format and provide in an accessible format. Note: where the only ICT component are non-web documents only (e.g., Word, PowerPoint, PDF, etc.), requesting an ACR is not required. For further information on an ACR, please refer to What information should an Accessibility Conformance Report (ACR) contain?
Clarifications of who provides the ACR and when it is provided:
· when contracting for a Commercial-off-the-Shelf (COTS) the Original Equipment Manufacturer (OEM) supplier must provide the ACR with the bid and the successful supplier would provide a Roadmap and agree to remediate the solution over a period of time
· when contracting for a custom ICT solution, the OEM supplier must provide the ACR as described in the contract and ensure that the ICT solution is delivered to the ICT requirements
· when contracting with an integrator, the integrator must:
· implement the solution to conform to the EN 301 549, to the greatest extent the OEM platform allows, using and enabling the OEM provided accessibility features or through custom implementations as appropriate;
· have a good working relationship with the OEM; and
· work with the OEM to address accessibility issues.
· require suppliers of the ICT to have the ACR prepared by:
· a third-party with professional ICT accessibility conformance testing (preferably); or
· the supplier’s own experienced in-house accessibility specialists.
· specify which ICT accessibility standard(s) will be accepted as part of the Accessibility Conformance Report (ACR). 
· where the successful supplier(s) has submitted an ACR which records testing results against another ICT accessibility standard, the successful supplier(s) must provide an ACR in an accessible format which shows testing against the EN 301 549 (2021) standard within by a firm date
· include language that says Canada understands that it is unlikely that suppliers will be able to fully conform with the EN 301 549 (2021) at bid closing, however at contract award, the winning bid will be required to demonstrate how full conformance will be achieved. At contract award, the successful supplier is required to: 
· submit a detailed roadmap in an accessible format where the proposed ICT solution does not fully conform with the EN 301 549 (2021) as specified by the Technical Authority. In this case, the contract should contain a firm date by which the supplier of the ICT solution must provide the roadmap. The roadmap should include:
· details on how the successful supplier(s) of the ICT solution will remediate their ICT solution to conform with the EN 301 549 (2021) over a timeframe set out in the contract; and
· enough detail to monitor the ICT solution’s progress and delivery
· ensure that the process includes the following requirements:
· accessibility conformance testing as follows:
· evaluating accessibility conformance to the EN 301 549 (2021) during the bid evaluation phase; and
· as appropriate, at pre-determined intervals throughout the contract period.
· user testing with persons with disabilities as follows:
· the bid evaluation phase; and
· as appropriate, at pre-determined intervals throughout the contract period.
· a feedback mechanism to address user complaints and accessibility issues that:
· are known prior to contract award; and
· arise during contract administration.
· review and understand the supplier’s statements in their ACR about how their ICT solution conforms with the relevant sections of the EN 301 549 (2021)
· conduct the technical evaluation
[bookmark: _Toc187907142]Contracting Authorities are strongly encouraged to:
· discuss with Business Owners if industry engagement is needed before starting an ICT-related procurement process (e.g., Request for Information with a draft Statement of Work). This work may help to assess market capacity to deliver a fully accessible ICT solution at contract award or if a phased approach is needed.
· ensure the solicitation and resulting contract have binding accessibility language and ICT requirements.
· ensure the solicitation and resulting contract include the Business Owner’s ICT requirements that can be generated from SSC’s Information and Communication Technology (ICT) Requirements Generator (Prototype) for the EN 301 549 (2021).The SSC tool generates the requirements from the EN 301 549 (2021. 
Note: Alternatively, they can provide a hyperlink to either the:
· Information and Communications Technology (ICT) Accessibility Requirements )
· EN 301 549 V3.2.1 pdf or
· CAN/ASC - EN 301 549:2024 Accessibility requirements for ICT products and services (EN 301 549:2021, IDT).
· ensure the ICT accessibility requirements are in the technical requirements when establishing or renewing a common method of supply. Two examples are Standing Offers (SO) and Supply Arrangements (SA). This gives identified users the ability to incorporate accessibility requirements from the EN 301 549 (2021) in future call-ups or contracts.
· Ensure the Business Owner requires that the successful supplier(s) must
· provide an ACR in an accessible format which shows testing results against the correct ICT accessibility standard by a firm date as specified in the contract
· provide a detailed roadmap in an accessible format where the proposed ICT solution does not fully conform with the EN 301 549 (2021) at contract award. In this case, the contract should contain a firm date by which the supplier of the ICT solution must provide the roadmap. The roadmap should include:
1. details on how the successful supplier(s) of the ICT solution will remediate their ICT solution to conform with the EN 301 549 (2021) over a timeframe set out in the contract; and
2. enough detail to monitor the ICT solution’s progress and delivery
· monitor, along with the Business Owner, contractor performance issues. This includes issues related to delivering on ICT accessibility commitments. This information will help select appropriate measures for addressing documented issues.
[bookmark: _Exception_process][bookmark: _Justification_for_accessibility][bookmark: _Toc187907143]Justification for accessibility decisions
Wherever possible, ICT accessibility requirements should be included in all ICT-related procurements. The Business Owner should only consider including a phased approach when a fully compliant ICT solution at the time of bid closing is not possible. 
As per the Directive on the Management of Procurement, the Business Owner must provide a written justification when they do not include accessibility requirements in the procurement. This justification should clearly explain the rationale and must be kept in the procurement file. 
Refer to the Where to find help and resources to learn more about:
· when accessibility may not apply; and
· when to use a phased approach.
[bookmark: _Toc187907144]Informing the supplier community
Suppliers should expect ICT-related procurements to include relevant accessibility clauses from the EN 301 549 (2021) as per the Guideline on Making Information Technology Usable by All.
Suppliers may also consult the Digital Accessibility Toolkit. This publicly-available resource was created by federal public servants, and provides:
· resources to learn more about the EN 301 549 (2021); and
· how-to guides and tools to build capacity in creating accessible content and digital solutions.
Remember: Suppliers must direct their questions about active procurements to the Contracting Authority named in the solicitation documentation.
[bookmark: _Where_to_find][bookmark: _Toc187907145][bookmark: _Toc208490764]Where to find help and resources
[bookmark: _Shared_Services_Canada_1][bookmark: _Toc187907146]Tools and resources for the GC:
· information available to the GC only:
· the SSC Accessible ICT Procurement Toolkit available at Procurement - GCpedia
[bookmark: _Toc187907147]Tools and resources for the GC and externally:
· information available publicly includes:
· the Digital Accessibility Toolkit - an external facing website to:
· generate EN 301 549 (2021) requirements that are relevant to the procurement; and
· review all relevant EN 501 349 (2021) ICT accessibility requirements for ICT products and services;
· reference other accessibility guidance including concerning document accessibility.
· SSC Accessibility Accommodations and Adaptive Technology Program - SSC or Other Government Department and agency procurements. Contact: AAACT / AATIA (SSC/SPC) aaact-aatia@ssc-spc.gc.ca AAACT can help you to incorporate the EN 301 549 into ICT-related procurements.
[bookmark: _Toc187907148]Shared Services Canada
· SSC Contracting Authorities can reach out to Strategic Initiatives (SI) with any procurement questions. Contact: SI / IS (SSC/SPC) eitpstrategicinitiatives.initiativesstrategiquesatie@ssc-spc.gc.ca
[bookmark: _Toc187907149]Public Services and Procurement Canada (PSPC) 
· PSPC Contracting Authorities can reach out to the Accessible Procurement Resource Center (APRC). Contact : PA CRA Accessible / AP Accessible PRC (TPSGC/PWGSC) TPSGC.PACRAAccessible-APAccessiblePRC.PWGSC@tpsgc-pwgsc.gc.ca
[bookmark: _Toc187907150]Enquiries and comments about this Guide
Please direct any enquiries or comments about this Guide to:
[bookmark: _References][bookmark: _Toc201119471][bookmark: _Toc208490765]Website: Accessibility, Accommodation and Adaptive Computer Technology (AAACT) - Canada.ca
E-mail: aaact-aatia@ssc-spc.gc.ca
Toll Free: 1-866-442-2228
[bookmark: _References_[Needs_to][bookmark: _Toc187907151]References
[bookmark: _Related_External_Standards][bookmark: _Toc187907152]Related External Standards and Specifications
[bookmark: _Toc187907153]SSC external hyperlinks
· SSC ICT Accessibility Requirements (Based on EN 301 549 (2021)) 
[bookmark: _Toc187907154]Other international accessibility hyperlinks
· EN 301 549 V3.2.1 (2021-03) Harmonized European Standard – Accessibility requirements for ICT products and services
· Convention on the Rights of Persons with Disabilities
· Web Content Accessibility Guidelines (WCAG) 2.1 - World Wide Web Consortium (W3C) 
[bookmark: _Toc187907155]Government of Canada
Legislation
· Accessible Canada Act (justice.gc.ca)
· Canadian Charter of Rights and Freedoms
· Canadian Human Rights Act
· Financial Administration Act
Related policy instruments
· Policy on Service and Digital
· Directive on Service and Digital
· Policy on the Planning and Management of Investments
· Policy on Communications and Federal Identity
· Values and Ethics Code for the Public Sector
· Directive on the Management of Procurement- Canada.ca
· Standard Acquisition Clauses and Conditions
· Standard on Web Accessibility
Guidance
· Guideline on Making Information Technology Usable by All- Canada.ca
· Nothing Without Us: Accessibility Strategy for the Public Service of Canada
· Government of Canada Digital Standards: Playbook
[bookmark: _Definitions][bookmark: _Toc208490766][bookmark: _Toc187907156]Definitions
In addition to the definitions below, you will find definitions helpful for understanding this Guide in Appendix C of the Policy on the Planning and Management of Investments.
Accessibility - “extent to which products, systems, services, environments and facilities can be used by people from a population with the widest range of user needs, characteristics and capabilities, to achieve identified goals in identified contexts of use (from ISO 9241-11:2018 [i.15])
Note 1: Context of use includes direct use or use supported by assistive technologies. 
Note 2: The context in which the ICT is used may affect its overall accessibility. This context could include other products and services with which the ICT may interact.”[footnoteRef:2] [2:  Copied from the EN 301 549 V3.2.1 (2021-03), 3 Definition of terms, symbols and abbreviations, page 15] 

[bookmark: _Hlk187305783]Accessibility Conformance Reports using the Voluntary Product Accessibility Template – “The Accessibility Conformance Report (ACR) based on the ITI VPAT® is the leading global reporting format for assisting buyers and sellers in identifying information and communications technology (ICT) products and services with accessibility features. Version 2 of the VPAT® was expanded to include the leading ICT accessibility standards: Section 508 (U.S.), EN 301 549 (EU), and W3C/WAI WCAG.”[footnoteRef:3] [3:  Copied from the Information Technology Industry Council (ITI) website VPAT® - Information Technology Industry Council (itic.org)] 

Accessibility Conformance Testing - is the evaluation of a product or service to the requirements of a given standard, guideline or specification
End-user - the ultimate consumer of a finished product (good or service)[footnoteRef:4] [4:  Adopted from End user Definition & Meaning - Merriam-Webster] 

Usability / User Testing / Disability inclusive user testing - is the process of conducting usability testing with people with disabilities. This step is an important part of the user experience design process. It ensures that a product or system 
· is accessible and easy to use for all users, including those with disabilities 
· is designed to be inclusive and does not unintentionally exclude people with disabilities
In these tests, it is important to: 
· recruit participants with a wide variety of disabilities, such as visual, hearing, motor and cognitive disabilities. 
· to ensure that the testing environment and materials are accessible. This  includes the software, hardware, and any assistive technology that participants with disabilities may require.
The insights disability inclusive user testing provides can show designers and developers where their product or system may be challenging or inaccessible. They can then use these insights to make it inclusive and accessible to all users.
Information and Communication Technology (ICT) - technology, equipment, or interconnected system or subsystem of equipment for which the principal function is the creation, conversion, duplication, automatic acquisition, storage, analysis, evaluation, manipulation, management, movement, control, display, switching, interchange, transmission, reception, or broadcast of data or information
Note: Examples of ICT are web pages, electronic content, telecommunications products, computers and ancillary equipment, software including mobile applications, information kiosks and transaction machines, videos, IT services, and multifunction office machines which copy, scan, and fax documents.”[footnoteRef:5]
 [5:  Copied from the EN 301 549 V3.2.1 (2021-03), 3 Definition of terms, symbols and abbreviations, page 17] 

[bookmark: _What_information_should][bookmark: _Toc187907157]What information should an Accessibility Conformance Report (ACR) contain?
We recommend that suppliers use the industry template created by the Information Technology Industry Council (ITI). The “Voluntary Product Accessibility Template” and “VPAT” are registered service marks of the Information Technology Industry Council (ITI). For further information please refer to the ITI website.
The following information highlights some of the information which should be included when using an alternative format. This list is not exhaustive and should not be relied upon as the sole source of what information should be provided in a good ACR. The ACR should:
· be in an accessible format
· report conformance to the ICT accessibility standard or guideline specified in the solicitation
· clearly indicate when the ACR was created
· provide contact information for the person who created the report
· identify what was tested including version of product, confirmation that full solution was tested or disclose what sampling methodology was used to determine sample size
· explain what type of testing and tools were used to test against the ICT accessibility standard or guideline
· provide a list of the entire standard or guidelines list of requirements, record the appropriate level of conformance for each item, providing an explanation of where the areas of non-conformance are
· any additional information needed to provide context and allow the ACR to clearly communicate its level of conformance
If users are not using the industry template, we recommend that you do further research to understand what constitutes a good quality ACR and what information you need to provide about the accessibility conformance of your solution.
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