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UAF is an AA/EO employer and educational institution and prohibits illegal discrimination against any

individual: www.alaska.edu/nondiscrimination/.
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Clearly marked (Braille and tactile/raised signage), accessible restrooms located on
an accessible route.
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Doors wide enough (32 inches with door open 90 degrees) for wheelchairs/scooters
to enter/exit.

" - JFIdedTRCS i 1ddT) 0Cd &1 Ji-C 3 TAKCI )i eddi DEPT i-CIiD) dT
automatic/push button openers.

Seating aisles that are wide enough (36 inches) to accommodate a
wheelchair/scooter/other mobility aid.

Accessible, integrated seating throughout the room, with preferred seating for
people with visual and hearing impairments in the front row.

~TTDTCATED -4 ced 1D PCdkaei 0-J #D-)J 0% iCAhes) to accommodate a
wheelchair/scooter/other mobility aid.
Rooms large enough to allow all people to move about freely.
Speaker podium at ground level or accessible via ramp or lift.
Accessible exhibit areas.
piigid Tdd& ) 4dT T-1J0ET-CJ) ceddi visual and hearing impairments.
Good acoustics and a functioning auxiliary sound system.
qTdE&ICPCI ceDiigiods E5)aAD J T-£D &dT -C ICIDTITRIDT Jd JI-C1T 0P8t T-0) D1 Ti-JadTE&
with a dark solid color background).
Assistive listening devices, hearing or induction loops, and Communication Access
tP-iIIED }1-CJa-JidC ot} 4dT T-130AT-CI) ceid -0 1D-4dT1-TI dd 1D-TiCas
dCI-£I JiD #PT-TIEDCI d4 "TkaJF -C1  d&Ti-CAD -J ikyCoyoryOKKY dT
uaf.edu/equity for information.
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Elevators near rooms.

Quiet break space near rooms.

Presentations

Announce when the meeting begins and ends.

At the start of the meeting, introduce the interpreter(s) and other service providers.
Presenters (in person or online) should consider a visual description of themselves
as part of the introduction (ie: | am a middle-aged woman, with brown hair that falls
just below my shoulders, | am wearing dark square-rimmed glasses, and am
wearing a black jacket with a flower-patterned top and gray pants).

At the start of the meeting, orally describe the room layout and location of
emergency exits, food/beverages, and restrooms.

Inform attendees of the meeting agenda in advance and provide clear directions at
the start of any writing or reading activities during the meeting so people with
visual, cognitive, or motor impairments can fully and equally participate.

Avoid the use of strobe lights and unusually loud sounds.

Share applicable content warnings at the start of the presentation and again
immediately before sharing potentially sensitive or upsetting information/media.

Keep the presentation clear, simple, concise, and organized.

Provide an overview of the presentation at the start and a summary of the key
points at the end.

Edol dCiF k)iCe ®D)IkTD) -CT E3) k-1 TdiCI) da TDEDTDCEDE PRTi-IC JiDE iC cedTl ) -}
well.
Use simple language; avoid acronyms, jargon, and idioms.
Always face the audience; never turn away.
Keep hands and other objects away from your mouth when speaking.
Be visible to everyone; stand in good light.
Use a microphone.
If interpreters are being used, do not walk while speaking. Stand near interpreter.
Speak to the person, not their interpreter.
wID-aiC ebiic&dTki-IDT JACP) -CT -J - T-AD Ji-J -fdee) sCIDTTIDIDT) I ICIDTTID]

accurately and persons with learning cognitive impairments to process.
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Describe verbally all text and visual materials (e.g., slides, graphs, photos, videos,
etc.) in detail.

Ensure that visual aids are printed in large font and make print copies available.
Provide a written description of all images.

Allow participants extra time to look at visual materials (for instance, individuals
who use interpreters cannot look at both the interpreter and the materials
simultaneously and persons with learning disabilities and cognitive impairments
need time to process the information).

Use multiple communication methods for different learning styles (verbal
information, pictures and diagrams, text, auditory).

Give people time to process information by pausing between topics.

Check in with participants to ensure that the presentation is understood and clarify
if needed.

When reading directly from text, provide an advance copy and pause slightly when
interjecting information not in the text.

Provide audio descriptions (i.e., describe facial expressions, body language,
actions, and costumes) and captioning or CART for all videos.

Instruct participants to wait to be called on, not interrupt, speak one at a time, and
speak clearly into the microphone.

Repeat questions posed by people in the audience before responding.

Allow for written questions.

Build in sufficient time for participants to get from session to session.

Prepare all materials (papers, PowerPoints, agendas, slides) in alternative formats
(D888 i-TeeD TT0CH  T-0D8 -k 10dJ-TD )8 EdETKIDT 10Ja)8 #CtZT)is

Make electronic versions of materials available in plain text, rich text, Microsoft
Word, or Google Docs.

Make materials available in advance of the meeting to allow persons with learning
and other cognitive impairments, as well as interpreters and other support
personnel, to familiarize themselves with the material and ask any questions.

Allow persons with visual or learning disabilities to record meetings.
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Ensure the table and bars are at the correct height (28 to 34 inches) for persons
using mobility aids.
Avoid fixed seating attached to tables.

Edol AdKCIDTCIAT Vo J-AD) -CT Ei-01)8
Ensure adequate room under dining tables for wheelchairs/scooters to roll under.
Ensure sufficient space between seating areas for wheelchairs/scooters/other
mobility aids.
Ensure sufficient room for everyone to maneuver safely and independently.

Ensure that there is an accessible route of travel to the food and entertainment and
between tables.

Avoid seating persons with disabilities in one area or on the fringes of the venue.
Ensure that any entertainment is accessible.

Arrange for accessible transportation.

Avoid ) Dia¢)DTED EP-i) dT Ak&dDJ)z dJiDTeed) B8 i-ED TOT)dC-i -] Jd)J-CJ) dC i-CI8
Accessible restaurants (including ability to provide for dietary restrictions and large
print/Braille menus), bars/lounges, and shopping.

Include finger foods that do not require people to use utensils or hold plates.
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Considerations for Conference Activities or Participants' Free Time
Accessible fitness centers (including restrooms and showers).

Accessible Restaurants (including ability to provide dietary restrictions and large
print/Braille menus), bars/lounges, and shopping.
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Effective, Respectful Communication

Everyone deserves respectful and clear communication. In addition to disability-specific
etiquette, it is also important to familiarize yourself with general inclusive communication
Ti-£3#D) -Cl i-Cek-2D -C1 Jd k)b JiDE Oeki-Tif8 T-CF 18] -AsidiD) -1 siCE)sAD7; ceidki
&Db-C) Fdki1 i#apiF CPEPT aCdee Ji-J - TOT)dC i-) - 16)-A%iI¥ kCib) ) JiDF Ji-101 Ji-J
information with you. By using inclusive language and communication practices in your
daily life, you are supporting people of all abilities and helping embrace and grow a culture
of respect, diversity, inclusion, caring, accessibility, and accountability. Here are some
general guidelines:

Every Person
e Treat the person with the same respect that you extend to every person.
e Focus on the person, not their disability.
e Ask each person what will make them more comfortable.

e Always ask the person if they need assistance and how you can assist; do not
assume they need help.

e Do not make decisions for the person.

e Address the individual directly rather than the sign language interpreter, friend or
family member, reader, or other access provider, who may be with them.

e Do not feed, touch or distract service animals.

e Walk on the opposite side of the service animal.

o tDiT-iC &TdE k) iCx -ADi)J i-Cak-=D (wbD EPTHE-C q) FEI dideif-i ) Jd/Ei-JidCr) okol
Equity, Diversity, and Inclusion: Inclusive Language Guidelines for more info:
www.apa.org/about/apa/equity-diversity-inclusion/language-guidelines).

Persons Who Use Wheelchairs/Scooters/Other Mobility Aids

e When speaking for more than a few minutes with someone using a wheelchair or
scooter, pull up a chair.

e UDCEDTH-C dC8 Tk} 8 dT Jdk&T JiD iCTiEITKk-4) SdAsIF -918

Persons Who Are Blind or Have Visual Impairments

e Introduce yourself and others if present.
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e Ask the person their name.

e Identify your job or role.

e Be descriptive when giving directions, do not use motions to explain.

o  (Edil KJiCa €3] K-EFCATDCIDT THADTDCAD S

e Offer your arm if the person needs to be guided (Learn proper guiding techniques
here: www.everydaysight.com/how-to-guide-a-person-who-is-visually-impaired/).

e Describe where you are going and any obstacles if you are serving as a guide.

o Ji TDTE) JodCs kil JiID TOT)AC) 1-C1 Jo JiD A-£a dé - £i-01 6 Fdu offer
someone a seat.

e Letthe person know when you are leaving.

e Find a place with good lighting, but not too bright.

Persons Who Are Deaf or Hard-of-Hearing

e Ask the person how they prefer to communicate ( e.g., sign language, gesturing,
writing, or speaking).

e Advise the person if you have trouble understanding them, do not pretend to
understand when you do not.

e Face the person when talking.

o 9ICT - cePigid Tdd &8 AkJ -EdoT @i-TD8

e Speak clearly, avoiding gum chewing or obscuring your mouth with your hands.

e Use your normal tone of voice and volume.

e Avoid spaces with background noise.

e Have penand paper or a device to text on hand as an alternative communication
method.

e Ingroups, request that people speak one at a time.
e Address the person rather than their interpreter.

e When communicating with a person who reads lips, speak clearly in a normal way
that does not over-exaggerate words, use short and simple sentences, avoid
AidEaiCa FdkT &-£D§ -C1 JI-C1 §C - ceDiici] Ti-£D8

e Ensure that the venue has an induction loop that stops background noise from
interfering if the person is wearing a hearing aid.

e Ask, if you have any doubt if the person understands you.
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e Be aware of situations involving announcements or calling out names so you can
notify Deaf or hard-of-hearing individuals.
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e Ask neutral questions.

o iidoe JIED &dT IDEI)IACEE -adCaks

e NPPTJJdJiDTET)dC) JAIDIKD -CI routine.

e Lettheirvocabulary and pace inform your own.

e Verify responses by repeating questions in different ways.
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This resource was adapted from the American Bar Association’s accessible meetings and events toolkit.
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