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Our Project
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As a team, we worked with the York U Registrar to 
review, revise, and edit unit specific learning 
materials such as outdated SOPs.



What are Standard Operating 
Procedures (SOPs)?

Have you ever experienced an orientation for a new job? 
If so, think about what methods they used to train you for that role. 
● Did you watch a video? 
● Did you have to complete online modules? 
● Do you follow a document that outlines step-by-step instructions?

Noun

Established or prescribed methods to be followed routinely for the 
performance of designated operations or in designated situations 
➔ Also known as standing operating procedure

(Merriam-Webster, n.d.).



Creating a SOP 
Resource

(An example of a SOP)



● AODA = Accessibility for Ontarians with Disabilities Act 2005 

● Sets out accessibility standards for organizations in Ontario 

● The aim of AODA is to make Ontario more accessible & inclusive for 

people with disabilities

○ e.g. identify, remove & prevent barriers in workplaces.

(Texthelp, n.d.).

Accessibility for Ontarians with 
Disabilities Act 



Creating an AODA Resource



Task #1: Review & Revise Student Records SOP Document

● Made suggestions based on what was effective vs not effective

○ Ensure information is up to date

○ Consider the size of the document - how many standard operating 

procedures make a document overwhelming? How can the document 

be more intuitive for staff 

○ Process steps (shows exact steps that you should be following; Step 1, 

Step 2, etc.)

● Transferred to York U template

● AODA compliant changes



Here's an example of one of the 
original SOPs from York’s Student 
Records Standard Operating 
Procedures 



Here is an edited version of the SOP we showed you in the 
previous slide. As we added suggestions, we had to keep 
in mind how to make this document easy to understand 
for a new hire while also following AODA regulations



Task #2: Review & Revise Kuali Videos

● Analyzed Kuali videos to make sure they are AODA compliant

○ Action that needs to be taken 

○ Up to date and efficient 

○ Step by step instructions 



Our Learnings
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This project allowed me to gain a better 
understanding of what a SOP was and 
what information it contained. I also 
learned about AODA compliance when 
it came to incorporating it into 
documents.

Lakshiga 

Alexander

Marlene

Siqi

Education is all around us disguised in 
different forms such as a SOP. We 
encounter different forms of education 
that support us in our daily lives. Also, I 
learned the importance of ensuring 
forms of education is AODA compliant. 

Throughout this project we learned how 
to analyze documents so that they are 
AODA compliant. Some of the we did 
this was by giving feedback on ways 
they can be more beneficial to follow. 

We learned about AODA Compliance, 
and what makes a document 
compliant to those standards. Such as 
making sure if the font is the right size 
or if the colour of the text is clear for 
viewers to read.



Our Challenges

03



● Unclear about final project results, 
and what our responsibilities were.

● Denied access to the schools online 
system.

● Unable to use and apply real-life 
school system photos/references for 
the newly edited SOP records.

● Balancing project work while  
managing other courses.



Real Life 
Application
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● SOPs are required in all fields of work
● When an experienced worker leaves the job after years of doing the 

same thing, a new employee who comes in to replace them will have 
no idea what the job entails
○ This is where SOPs come in - this documentation provides 

direction
● SOPs aid in the elimination of risk in organizations
● AODA ensures that everyone has equal access to documentation and 

training materials



Our Takeaway
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01 02 03
Our takeaway is that 

creating a SOP record 
document can be hard, 

since you have to 
consider all the elements 

of how all the points 
written, and visuals can 

help guide people 
through the online system

We are proud to be able 
to make a change to the 
formatting and visual of 

the SOP records for 
new hires to easily read 
and understand it for 

references.

We had the 
opportunity to conduct 
research on AODA and 

incorporate our 
learnings into the 

suggestions we made 
for the Student SOPs.



Our My 
Paths
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Marlene’s My Path Lakshiga’s My Path Siqi’s My Path Alex’s My Path
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