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1. PURPOSE

The purpose of an accessibility feedback process is to provide a clear way for people to identify and report accessibility barriers and to ensure those concerns are addressed in a timely and effective manner.

A good accessibility feedback process aims to:

· Identify accessibility barriers experienced by customers, employees, or the public. 
· Provide an easy way to give feedback, using accessible methods such as email, phone, online forms, or mail. 
· Improve accessibility by using feedback to make services, facilities, products, and communications more inclusive. 
· Respond to concerns promptly, acknowledging feedback and informing individuals about any actions taken. 
· Meet legal and organizational requirements, such as those under accessibility legislation and standards. 
· Promote inclusion and equal access by demonstrating a commitment to removing barriers for people with disabilities.

2. FIELD OF APPLICATION 

This process applies to all accessibility-related feedback concerning the organization's services, facilities, communications, information technology, employment practices, and customer interactions. It covers all organizational departments and personnel responsible for identifying, addressing, and resolving accessibility barriers

3. RESPONSIBILITY

3.1 It is the responsibility of the Employees, Supervisors, & Managers to:

· Being aware of and complying with the organization's accessibility policies and procedures. 
· Receiving and responding respectfully to accessibility feedback from customers, employees, and members of the public. 
· Promptly reporting accessibility barriers or feedback to the designated person or department responsible for handling accessibility concerns. 
· Assisting individuals with disabilities in accessing information, services, or facilities, when appropriate. 
· Maintaining the confidentiality and privacy of individuals who provide accessibility feedback. 
· Participating in accessibility training, as required, and applying accessibility best practices in their work. 
· Cooperating with investigations and the implementation of corrective actions to address identified accessibility barriers. 
· Helping promote a culture of accessibility, inclusion, and continuous improvement throughout the organization.

3.2 It is the responsibility of the Quality Assurance Manager and the Safety Manager:

· Receiving and acknowledging accessibility feedback from employees, customers, contractors, and members of the public. 
· Ensuring feedback is documented, tracked, and maintained in accordance with organizational procedures. 
· Reviewing and assessing accessibility concerns to determine appropriate corrective actions. 
· Coordinating with department managers and other stakeholders to investigate and resolve accessibility barriers. 
· Ensuring timely responses are provided to individuals who submit feedback, when contact information is available. 
· Monitoring the implementation of corrective actions and verifying that identified barriers have been addressed. 
· Maintaining confidentiality and protecting personal information throughout the feedback process. 
· Keeping records of accessibility feedback, actions taken, and outcomes for reporting and continuous improvement. 
· Reporting trends and recurring accessibility issues to senior management and recommending improvements to policies, programs, services, and facilities. 
· Ensuring the accessibility feedback process complies with applicable accessibility legislation and organizational policies.

4. ACRONYMS / DEFINITIONS

ACI			Air Cargo Inc. 
GMP			Good Manufacturing Practices
OHS			Occupational Health and Safety
QA			Quality Assurance








5. PROCEDURES


5.1 ENGLISH VERSION OF PROCESS

Accessibility Feedback Process

Atlantis Transportation Services Inc./ ACI Air Cargo Inc. welcomes feedback from employees, customers, contractors, business partners, and members of the public regarding the accessibility of our workplace, services, facilities, and communications.
Feedback helps us identify, remove, and prevent accessibility barriers and supports our commitment to continuous improvement under the Accessible Canada Act.

How to Submit Feedback

Feedback may be submitted in any of the following ways:

Email:

accessibility@atlantisairlink.com

Mail:

Accessibility Coordinator
Atlantis Transportation Services Inc.
6500 Silver Dart Drive, Building C & D, Suite 236
P.O. Box 6001
Mississauga, ON L5P 1B2

Telephone:

905-672-5171

Feedback may also be provided in person during normal business hours.
Anonymous feedback is accepted. Please note that if feedback is submitted anonymously, Atlantis Transportation Services Inc. will not be able to acknowledge receipt or provide updates regarding the matter.







Designated Contact

The Safety Manager is responsible for receiving, reviewing, and coordinating responses to accessibility feedback on behalf of Atlantis Transportation Services Inc./ ACI Air Cargo Inc. 

Sam Gill		Safety Manager Fleet-OHS			Cell. 647-883-9454
Maria Vaccaro	Quality, Security & Compliance Manager	Cell. 416-333-7802
Sushana Lindo	Human Resources Manager			Cell. 416-528-0725

Acknowledgement and Review

Where contact information is provided, Atlantis Transportation Services Inc. will acknowledge receipt of accessibility feedback as soon as reasonably practicable.
All feedback will be reviewed by the appropriate department. Where appropriate, corrective actions or improvements will be incorporated into our accessibility planning, policies, procedures, training, and future Accessibility Plans and Progress Reports.

Requesting Alternate Formats

This Accessibility Plan and the Accessibility Feedback Process are available in alternate formats upon request. Requests for alternate formats may be submitted using any of the contact methods listed above.
Atlantis Transportation Services Inc. is committed to responding to requests for alternate formats within the timeframes established under the Accessible Canada Regulations.


5.2 FRENCH VERSION OF PROCESS

Processus de rétroaction sur l’accessibilité

Atlantis Transportation Services Inc. accueille les commentaires de ses employés, de ses clients, de ses entrepreneurs, de ses partenaires d’affaires et des membres du public concernant l’accessibilité de son milieu de travail, de ses services, de ses installations et de ses communications.
Les commentaires nous aident à cerner, éliminer et prévenir les obstacles à l’accessibilité et soutiennent notre engagement envers l’amélioration continue conformément à la Loi canadienne sur l’accessibilité.




Comment soumettre des commentaires

Les commentaires peuvent être transmis par l’un des moyens suivants :

Courriel :

accessibility@atlantisairlink.com

Par la poste :

Coordonnateur de l’accessibilité
Atlantis Transportation Services Inc.
6500 Silver Dart Drive, Building C & D, Suite 236
C.P. 6001
Mississauga (Ontario) L5P 1B2

Téléphone :

905-672-5171

Les commentaires peuvent également être fournis en personne pendant les heures normales de bureau.
Les commentaires anonymes sont acceptés. Veuillez toutefois noter que si les commentaires sont soumis de façon anonyme, Atlantis Transportation Services Inc. ne sera pas en mesure d’en accuser réception ni de fournir des mises à jour concernant le suivi.

Personne-ressource designee

Le ou la gestionnaire de la qualité, de la sûreté et de la conformité est responsable de recevoir, d’examiner et de coordonner les réponses aux commentaires relatifs à l’accessibilité au nom d’Atlantis Transportation Services Inc.

Sam Gill		Safety Manager Fleet-OHS			Cell. 647-883-9454
Maria Vaccaro	Quality, Security & Compliance Manager	Cell. 416-333-7802
Sushana Lindo	Human Resources Manager			Cell. 416-528-0725



Accusé de réception et examen
Lorsqu’une personne fournit ses coordonnées, Atlantis Transportation Services Inc. accusera réception des commentaires sur l’accessibilité dans les meilleurs délais raisonnables.
Tous les commentaires seront examinés par le service approprié. Lorsque cela est pertinent, les mesures correctives ou les améliorations seront intégrées à notre planification en matière d’accessibilité, à nos politiques, à nos procédures, à notre formation ainsi qu’à nos futurs plans d’accessibilité et rapports d’étape.

Demande de formats substituts

Le présent Plan d’accessibilité et le Processus de rétroaction sur l’accessibilité sont disponibles dans des formats substituts sur demande. Les demandes de formats substituts peuvent être soumises au moyen de l’un des modes de communication indiqués ci-dessus.
Atlantis Transportation Services Inc. s’engage à répondre aux demandes de formats substituts dans les délais prévus par le Règlement canadien sur l’accessibilité.


6. TRAINING & REVIEW 

6.1 Training:

All applicable employees shall review and train on the process and procedure covered in the SOP according to the following requirements.

· On the release of the first version of a new document and prior to the effective date, 
· On issuance of a document revision prior to the new revision’s effective date, 
· Once every year for GMP related documentation unless more frequent training is indicated within the documents content
· Training must be documented using the ACI Training Form QAAC-02 (appendix 2),

6.2   Reviews:

· This document will be reviewed for adequacy, completeness, accuracy, and applicability according to the following schedule:
· When a customer, if applicable or ACI determines that the products, services, environment, scope, or other mitigating factors have changed so that the processes described are no longer sufficient for the performance of the stated purpose and requires updating, 
· At least once per year the document will be reviewed, 
· ACI will be responsible to make edits to the document and to update all applicable section once complete. The final draft will be reviews by ACI QA Manager and if applicable, the customer for approval prior to release, 
· The effective date of the document should allow for sufficient time for review, approvals, and employee training, 

7. Document Retention:

Unless otherwise stated, the retention policy for all records referenced in this procedure shall be as documented in our documentation guidelines.
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10. Organizational Structure

	Name
	Title
	Phone No.
	Mobile No.
	Email

	
	
	
	
	
	

	
	
	
	
	
	

	Maria Vaccaro
	QA Manager
	905-672-5171
	416-333-7802
	maria@atlantisairlink.com
	

	Selina Marshall
	Director, Cargo Handling Operation
	905-672-5171
	416-984-2109
	selina@acisafe.ca
	

	Sam Gill
	Safety Manager – Fleet & OHS
	905-672-5171
	647-883-9454
	sgill@atlantisairlink.com
	

	Sushana Lindo
	HR Manager
	905-672-5171
	416-528-0725
	sgill@atlantisairlink.com
	

	Jim Falcon
	Safety & Security Manager
	905-672-5171
	416-936-6496
	jim@atlantisairlink.com
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