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Volume 3 - Self Audit Form

1.0 Introduction

This volume provides an easy to follow questionnaire format
that will enable you to audit the physical features of your own
premises.  As well as complying with the recommendations for
good practice in the DDA Code of Practice, this type of self-audit
helps you to decide how well you’re doing in providing easy
access to and full use of your business by a whole host of
customers - including disabled people.

The audit process will not only draw your attention to access
issues, but also the needs of people with learning difficulties,
physical and/or sensory impairments, to those with mental
illnesses, all of whom may wish to use Post Office services and
your business. The questions posed cover not only the needs of
such people, but also those of wheelchair users, people who have
visual or hearing impairment, elderly people and parents with
small children in pushchairs.

You can use the self-audit form as a springboard to develop an
ongoing action plan for your business.  By following the
questionnaire section through the logical sequence of a visit to
your business, entrance into your premises and a trip around
them, you will quickly produce a picture of your preparedness to
comply with the legislation and establish priorities to deal with
the requirements of the Act.  All the questions are cross-indexed
to the topics covered in Volume 2 so you can refer easily to the
text while you answer the questions.
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Who should complete the access self-audit form?

The owner / manager should fill in the form him / herself whenever
possible.  This is because the process will help you to gain direct
knowledge of how well your Post Office premises perform in
relation to the needs of your customers and potential customers.
Don’t just do everything yourself, however.  The whole process
will be greatly improved when you involve your staff, collectively
and individually.  It’s also a very good method of training them
in their own responsibilities and duties as far as the DDA legislation
is concerned.

What happens if you answer “No” to all the questions?

Don’t panic - you still have until 2004 to get things sorted as far
as physical access is concerned and, as we have seen in Volumes
1 and 2, there is always an awareness of the need for a
“Reasonable” solution in response to the Act.  Indeed, many of
the positive changes you can make to your business will often
have a nil or small cost tag attached to them.  Moreover, the
spirit of the Act is such that a very large expenditure requirement
by a small business would not necessarily be a reasonable solution
for all concerned.  You should also remember to avoid unnecessary
future expense, so, if you are moving premises or undertaking
any refurbishments take the opportunity to make reasonable
adjustments now.  If this is not possible, you would be well advised
to have an ‘action plan’ in place now, which allows you to make
necessary alterations before 1st October 2004.
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Consultation

Activity

Self-access audit

Inform customers

Annual review

Other issues

Your Action Plan: measuring progress (1)

Progress

2001 2002 2003 2004

Establish a disability policy

Review policy

Completion of access
self-audit

Review access self-audit

Review staff DDA training
needs and implement

Ensure customers are
aware of DDA policy

Other issues

DDA office policy

Activity

Budget
£

Progress

2001 2002 2003 2004Budget
£
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Your Action Plan: measuring progress (2)

Routes to your Post Office

Parking provision

Pathways

Paving and street furniture

Drain covers

Progress

Budget
£

2001 2002 2003 2004

Routes/Buildings/Equipment

Windows and doors

Post box/stamp machine

Buzzers

Signs

Steps/handrails/ramps

Entrance

External Post Office facilities
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Inside the premises

Your Action Plan: measuring progress (3)

Progress

Budget
£

2001 2002 2003 2004

Routes Buildings/Equipment

Lighting

Floors/finishes

Circulation space
queuing system

Walls, ceilings, skirting
boards etc.

Fixtures and fittings

Public telephones

Internal post box/stamp
machine

Seating

Vending machines/
merchandising

Writing desk/shelf/pens

Counter/point of sale

Other Issues

Scales

Clocks

Signs

Fire exit

Fire alarm


