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CHECKLIST FOR INCLUSION

The international community can no longer afford to overlook the
immense resources that people with disabilities have to offer, as
administrators, agents and beneficiaries of the development process.

Development organizations can play a powerful role in counteracting
the cycle of oppression through which disabled people, particularly
women, are denied access to support and resources which would
empower them to reach their potential and contribute to the community.

We invite you to use MIUSA’s Checklist for Inclusion as a starting point for
bringing the perspectives and contributions of women and men with
disabilities into your organization and services.

INTERACTION PVO STANDARDS ON DISABILITY:
GUIDELINES FOR INCLUSION

InterAction, a coalition of over 160 US-based international development,
relief and refugee agencies, has long demonstrated an organizational
commitment to increasing diversity within the international development
assistance field.   In 1996, InterAction adopted “Diversity Amendments”
to InterAction’s Private Voluntary Organization (PVO) Standards, requiring
member organizations to ensure that no person is “excluded from
participation in the organization, be denied the benefits of the organization
or otherwise be subjected to discrimination by the organization on the
basis of race, color, national origin, age, religion, disability or sex.”
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In 2000, InterAction amended the PVO Standards to include guidelines
on inclusion of people with disabilities in governance, management
practice, human resources, programs, material assistance, and child
sponsorship.  (See the Appendix for a complete list of PVO Standards
on Disability.)

Checklist for Inclusion

MIUSA created the Checklist for Inclusion  as a simple self-assessment
guide for organizations on the inclusion of people with disabilities.  The
Checklist for Inclusion provides a template for InterAction member
organizations to assess compliance with the PVO Standards on Disability,
in areas of governance, administration and programs.

The Checklist for Inclusion is comprised of a list of simple questions
divided into two general areas:  administration and governance, and programs.
Each question is followed by direction to relevant information in MIUSA’s
Building an Inclusive Development Community Manual.  The specific PVO
Standard to which the question refers is included for the user’s reference.

Following are our suggestions for using the Checklist for Inclusion.
However, we encourage users to tailor the self-assessment process to
best fit with the structure of your organization.

SUGGESTIONS FOR USE OF THE CHECKLIST FOR
INCLUSION

1) Assign the Checklist for Inclusion to appropriate staff, with a target
date for completion.
*Some organizations may find it most efficient to assign specific
sections or questions to specific individuals, positions or departments
(e.g. human relations, administration, program).

2) Compile and review results of the Checklist for Inclusion.
*Discuss with Board, management, staff members, as appropriate
to your organization.
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3) For questions to which you have answered “YES”:
*consider submitting a “best practice” story or example for MIUSA’s
Building an Inclusive Development Community project!

4) For questions which you have answered “NO”:

a. Review information about the topic as suggested in the Checklist:
“Where to find information about the topic in the Building an
Inclusive Development Community Manual”.
*see MIUSA website for information on how to obtain the
Manual.

b. Identify priority Target Areas in which to focus Action Plans.

c. Make Action Plans to address the Target Areas, including
identification of action steps, assignment of staff responsibility,
timeline, benchmarks, resources needed and evaluation plan.

d.Contact MIUSA for information, resources and technical
assistance for implementing your action plan.

5) Implement the Action Plan!
*Review benchmarks according to your timeline, adjusting
strategies as necessary.

6) Chose your next Target Area for inclusion of people with disabilities!

7) Send your “Success Stories” to MIUSA’s Building an Inclusive Development
Community Manual Project at: development@miusa.org, to provide
ideas and models for other organizations.
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Organizational Structure, Policy, Administration, Governance

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Does your organization have
a written policy on inclusion
of people with disabilities?

If yes, does the policy address:

�  Yes
�  No

Section 3: Governance “Written organizational policy
on inclusion of women and
men with disabilities in organi-
zational structures and in staff
and board composition, fully
integrated into organization’s
plans and operations.”
(Reference:   Amendment 2.6.3)

Organizational structures?
Staff composition?
Board Composition?

� Yes �No
� Yes �No
� Yes �No

Section 3: Governance
Section 1: Recruitment
Strategies

Is the policy on inclusion fully
integrated into the organi-
zation’s plans and operations?

�  Yes
�  No

Section 3: Governance

Does the policy on inclusion
incorporate a gender lens?

�  Yes
�  No

Section 7:  Gender and
Disability; Section 3:
Governance. Also see
Commission on the
Advancement of
Women, InterAction.

Are people with disabilities
employed in senior decision-
making positions?

If yes, how many?

�  Yes
�  No
�  No Data

Section 1:  Recruitment
strategies

“Increased number of people
with disabilities in senior
decision-making positions at
headquarters, in the field and
on Boards of Directors.”
(Reference: Amendment 6.4.3.1)

Headquarters �  No Data Section 1:  Recruitment
Strategies

Field �  No Data Section 1: Field Offices-
Developing Partnerships

Number

Number
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Program
implementation �  No Data Section 1 and Section 5

Organizational Structure, Policy, Administration, Governance

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Board of
Directors �  No Data Section 3: Board Recruit-

ment. See also: Campaign
for Gender Equity on
Boards of Directors
(CAW-InterAction).

Are women with disabilities
employed in senior decision-
making positions?

If yes, how many?

�  Yes
�  No
�  No Data

Headquarters �  No Data

Field �  No Data

Are people with disabilities
involved, as staff or consult-
ants in proposal writing, pro-
gram implementation, and
monitoring and evaluation?

If yes, how many?

�  Yes
�  No
�  No Data

Section 5: Inclusion of
Disability in Delivery of
Programs/Services

Proposal
writing �  No Data Section 1: Budgeting for

Inclusion and Section 5

Board of
Directors �  No Data

Monitoring and
evaluation �  No Data Section 5

Number

Number

Number

Number

Number

Number

Number



C H E C K L I S T  F O R  I N C L U S I O N

Are people with disabilities
represented from a rights-
based perspective, that is,
are issues of people with
disabilities viewed as human
rights issues?

�  Yes
�  No

Introduction and
throughout

Is disability integrated into
gender equality or integration
policies and initiatives?

�  Yes
�  No

Introduction and Section 3

If yes, is disability integrated
into the organizational gen-
der sensitization program?

�  Yes
�  No

Section 1:  Training

“Disability integrated into the
organizational diversity sensi-
tization program for staff  at
all levels. “(Reference: Amend-
ment 6.4.3.2)

Are women with disabilities
represented from a rights-
based perspective, that is,
are issues of women with
disabilities viewed as gender
equality and human rights
issues?

�  Yes
�  No

Section 1: Training, and
Section 6: Gender and
Disability

Is disability integrated into the
organizational diversity sensi-
tization program?

If yes, are people with
disabilities involved in:

�  Yes
�  No

Introduction and Section
1: Training

“Disability integrated into the or-
ganizational diversity sensitization
program for staff  at all levels. “
(Reference: Amendment 6.4.3.2)

Proposal writing
Program implementation
Monitoring/evaluation

� Yes �No
� Yes �No
� Yes �No

Organizational Structure, Policy, Administration, Governance

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference
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Organizational Structure, Policy, Administration, Governance

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Does your organization have
a financial plan to reasonably
accommodate people with
disabilities in member pro-
grams and activities? For ex-
ample: Are reasonable costs
of inclusion of people with dis-
abilities incorporated into
project proposals and organi-
zational budgets?

�  Yes
�  No

Section 1: Budgeting for
Inclusion

“Financial plan in place to rea-
sonably accommodate people
with disabilities in member
programs and activities.”
(Reference: Amendment 7.4.3)
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Programs

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Is there a mandate from the
CEO to promote and moni-
tor the inclusion of people
with disabilities in programs?

�  Yes
�  No

Section 3:  Governance

Are mechanisms established
to promote inc lusion of
people with disabilities in pro-
grams?

�  Yes
�  No

Section 5:  Evaluation

InterAction Disability Standards:
“Mechanism established to
promote and monitor inclu-
sion in programs with a man-
date from the CEO to pro-
mote and monitor the inclu-
sion of people with disabilities
in programs.” (Reference:
Amendment 7.4.1)

If yes then, have mechanisms
to promote and inclusion of
people with disabilities in
programs been effective?

�  Yes
�  No

InterAction Disability Standards:
“Mechanism established to
promote and monitor inclusion
in programs with a mandate
from the CEO to promote
and monitor the inclusion of
people with disabilities in pro-
grams.” (Reference: Amend-
ment 7.4.1)

Section 5:  Project Pro-
posal, Evaluation Plan,
and Program & Services

Section 5:  Project Proposal,
Evaluation Plan, and Pro-
gram & Services

Are the mechanisms estab-
lished to promote inclusion
of people with disabilities
gender-sensitive?

�  Yes
�  No

Section 3Are images of people with
disabilities incorporated into
outreach and program ma-
terials?

�  Yes
�  No
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Programs

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Are mechanisms established
to monitor inclusion of
people with disabilities in
programs?

If yes, do monitoring mecha-
nisms incorporate gender-
sensitive indicators?

�  Yes
�  No

Section 5: Inclusion of
Disability in Delivery of
Programs/Services

InterAction Disability Standards:
“Mechanism established to
promote and monitor inclu-
sion in programs with a man-
date from the CEO to pro-
mote and monitor the inclu-
sion of people with disabilities
in programs.” (Reference:
Amendment 7.4.1

Have mechanisms to moni-
tor inclusion of people with
disabilities in programs been
effective?

�  Yes
�  No

Section 5: Evaluation

Are strategies for inclusion of
people with disabilities inte-
grated into each stage of
program including:

�  Yes
�  No

Section 5:  Project proposal InterAction Disability Standards:
“Strategies for inclusion of
women, children and men with
disabilities integrated into each
stage of the program from re-
view of project proposals to
implementation and evaluation.”
(Reference: Amendment 7.4.2)

A) Review of project pro-
posals

�  Yes
�  No

Section 5:  Project Pro-
posal, Evaluation Plan,
and Program & Services

B) Project implementation �  Yes
�  No

Section 5:  Program Services

C) Project evaluation �  Yes
�  No

Section 5: Evaluation

Are the strategies for inclu-
sion gender-sensitive?

�  Yes
�  No

Section 8: Gender & Disability

�  Yes
�  No
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Programs

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Have strategies to promote
inclusion of people with dis-
abilities in programs been
effective?

�  Yes
�  No

Section 5: Evaluation

Does your organization col-
laborate with NGO Partner
Organizations in the field on
strategies to include people
with disabilities?

�  Yes
�  No

Section 6,
Section 7: Gender & Dis-
ability, and Section 1: Field
Office-Developing Part-
nerships

InterAction Disability Stan-
dards: “Collaboration with
NGO Partner Organizations in
Field on Strategies to Include
People with Disabilities.”  (Ref-
erence: Amendment 7.4.2)

If yes, do NGO partners
address gender issues of
people with disabilities?

�  Yes
�  No

Section 6 and Section 7:
Gender and Disability

Does leadership of NGO
partner organizations include
women with disabilities?

�  Yes
�  No

Section 5: Program Services
and Section 7: Gender
and Disability

Are collaborations with
NGO Partners effective in
fostering inclusion of people
with disabilities in programs?

�  Yes
�  No

Section 5: Evaluation

Does your organization hold
member programs and activi-
ties in accessible locations to
the maximum extent fea-
sible?

�  Yes
�  No

Section 1: Checklist for
Existing Facilities and Sec-
tion 4: Accessibility

InterAction Disability Standards
“Member programs and activi-
ties held in accessible locations
to the maximum extent fea-
sible.”  (Reference: Amend-
ment 7.4.3)
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Programs

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Have project staff been edu-
cated on barrier free ap-
proaches to program planning?

�  Yes
�  No

Section 4:  Accessibility
Section 1: Training

Are accessible locations (in-
cluding venues on ground
floor, with ramps or few or
steps or working elevators,
wide enough doorways, ac-
cessible bathrooms) priori-
tized for member programs
and activities?

�  Yes
�  No

Section 4:  Accessibility
and Section 1: Checklist
for Existing Facilities

InterAction Disability Standards
“Training and conference ma-
terials and communications
provided in alternative formats
as applicable.  (Braille, sign lan-
guage interpreters, etc.)” (Ref-
erence: Amendment 7.4.3)

Are simple adaptations
implemented to make activ-
ity locations accessible
(ramps, doorways widened,
etc.)?

�  Yes
�  No

Section 4:  Accessibility
and Section 1: Checklist
of Existing Facilities

Are accessible transportation
options available to program
locations to the maximum
extent possible?

�  Yes
�  No

Section 4:  Accessibility

Does your organization pro-
vide materials and communi-
cations in alternative formats
as applicable? For example:

�  Yes
�  No

Section 1: Alternative For-
mats and Section 4: Com-
munications Accessibility
and Website Access

Does your organization pro-
vide non-print and large
print versions of print ma-
terials (Diskette or Braille)?

�  Yes
�  No

Section 1:  Alternative
Formats and Section 4:
Communications Accessi-
bility and Website Access

For example:
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Programs

Question YES /  NO Reference in the Manual InterAction Disability
Standards Reference

Does your organization pro-
vide qualified sign language
interpreters for trainings,
conferences and program
activities?

�  Yes
�  No

Section 4: Communica-
tions Accessibility

Does your organization
own and use a TTY, or use a
relay system?

�  Yes
�  No

Section 4: Communica-
tions Accessibility

Is your website accessible to
non-screen-reading (blind,
low vision, etc.) users?

�  Yes
�  No

Section 4: Website Access

Are all staff members
trained to use, arrange for
and produce materials and
communications in alterna-
tive formats as applicable?

�  Yes
�  No

Section 1:  Training and
Alternative Formats


