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Welcome

No one would consciously plan a meeting with barriers and obstacles inherent within
the meeting that prevented attendees from participating and gaining from having
attended the meeting. Yet, we often overlook the needs of people with disabilities.
When thinking about the American Disabilities Act (ADA), don't stop when you have
made arrangements for physical access to the meeting. Access to the information and
participation is as important.

This year marks the 14th anniversary of the American Disability Act. | became more
conscious of the numerous overlooked details in hotels, meetings, and the travel
experience through the travels of my cousin, Sean, who was blind. This issue of
T.1.M.E. is a compilation of ideas and tips for making your meeting accessible and
friendly to people with special needs. It is dedicated to the memory of Sean who passed
away this spring from complications arising from diabetes.

We all have the chance to make a small difference. This is my attempt to do so.

Sue
Sue Tinnish
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The Law



The Americans with Disabilities Act (ADA) requires that places of public accommodation
are prohibited from discrimination based on disability.

The responsibility for meeting ADA requirements is born by both the companies or
organizations sponsoring the events, conferences, seminars or meetings and the place
where the event is held, such as a conference center or hotel. The ADA holds that in
some cases the allocation of obligations between the site and the lessee may be
determined by contract.

On July 23, 2004, the US Access Board updated and revised guidelines for the the
Americans with Disabilities Act (ADA) and the Architectural Barriers Act (ABA).
Revisions have been made so that the guidelines continue to meet the needs of people
with disabilities and keep pace with technological innovations. The ADA Accessibility
Guidelines (ADAAG) cover the construction and alteration of facilities in the private and
the public sector. The accessibility guidelines issued under the ABA primarily address
facilities in the Federal sector.

You can access the guidelines at http://www.access-board.gov/ada-
aba/Blue%20HTML/ADA-ABA%20Guidelines%20Blue.htm or click here Guidelines

What 's My Responsibility

While the responsibility for providing barrier free meetings is a joint responsibility
between the site and the event sponsor, the primary responsibility falls to the
organization holding the event.

Areas you must consider:

The meeting site allowing for physical accessibility

Communication Plan (including participants, on-site staff, speakers)
Promotion and Registration

Social Functions and Meals

Presentations

The focus of T.I.M.E. is on improving the meeting experience and the balance of this
issue will provide ideas, services and tips for providing barrier-free meeting content.

Before You Meet

Planning is the key to success.

Your overall plan should allot time and resources (key point person) for the creation of
a barrier-free meeting. Designate someone on staff to handle all issues concerning
accommodations during the meeting. Have this person available to assist in room
registration and site orientation.

Specific areas to consider include:



Your Communication Plan

Participant's needs vary widely. You will be doing yourself and the meeting a
great benefit if you ask specific questions about what is required. If you receive
general information on registration forms, someone should be prepared to ask
detailed questions regarding necessary accommodations.

Prepare the on-site staff for your meeting. by orienting and sensitizing them to
the needs of all participants. Be certain that information "trickles down" through
all departments and levels of the host property. lIdentify specific needs that will
help your group.

o Well-lit and easily accessible meeting rooms

o Safety and exit information; alarm systems that alert both visually and
audibly
Keys for rooms
Registration assistance
Accessible electrical outlets for audio tape or computer
Telephones equipped with Text Telephones (TTY) for people who are deaf
or have speech disabilities
Accessible restrooms on the same floor as the meeting
o Preferential seating for people with disabilities
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Promotion and Registration

Social

Arrange for all promotional material to be available in alternative formats, such
as Braille or computer disk. Include photographs of individuals with disabilities in
the promotional material; this illustrates a commitment to assuring all
participants an accessible conference.

In all materials, make participants aware that accommodations can be made for
a variety of needs. The registration form must ask whether any special
assistance is needed. Be as clear and specific as possible. For example, vague
statements such as "Disability-related services are available upon request” leave
the reader wondering what services are really available. A preferred statement
might be, "Audio tape, braille, large print, electronic formats, sign language
interpreters, among many other disability related services are available". While
it takes more space, it eliminates ambiguity.

Functions and Meals

When planning social functions and meals, make adequate provisions for
seating, allowing all participants to sit in the same area. Do not place persons in
wheelchairs, or those who use walkers or dog guides on the fringes of the dining
area.

Avoid buffet lines; they can be particularly difficult for persons with mobility or
visual impairments.



Finally, in your overall planning , don't forget to include personal assistants and
interpreters in the estimated number of participants.

Meeting Accessibility for Individuals who are Deaf or Hard of Hearing

There are various forms of communication used by hearing impaired meeting
attendees, depending on a number of conditions, such as their particular hearing loss,
the size and type of meeting, and when they had their hearing loss (born with it, or lost
later in their life).

General Guidelines:

Allow for preferred seating, usually in front of the speaker and interpreter.
(Preferred seating should also be away from heating and air conditioning units,
hallways, and other "noisy" areas.)

Keep lights bright in the area where the presenter and interpreter stand.
Check that window coverings are adjustable to reduce or remove glare.
Arrange seats in a circle for smaller discussion groups.

Potential Solutions:

Sign Language Interpretation: Arrange for qualified, professional
interpreters, trained in the preferred communication style. There are multiple
languages and they are not all that similar. The most common is ASL - American
Sign Language. The second most common is SEE - Signing Exact English. Other
languages include Signed English, or Cued-Speech. Arrange for an adequate
number of interpreters for meetings, meals, and social events. At least two
interpreters must be available for any meeting longer than two hours. Have an
additional interpreter available for registration.

Real Time Captioning: Stenographic captioning (real-time captioning) provides
simultaneous, word-for-word transcription. This service is known as CART, an
acronym for Computer Aided Real-Time Captioning or Communication Access
Real-time Translation. Some people differentiate between captioning of a
speaker (the former service) and captioning of a presentation with video (the
latter service). Using stenographic machines and computer software, CART
translates the spoken word into the written word nearly as fast as people can
talk. Text is displayed on a laptop computer, monitor, or large screen,
depending on the situation. CART results in a verbatim (word—for—word) text of
all spoken content. A related service, computer—assisted note taking (CAN),
produces a briefer summary that may not be as complete as a CART transcript.
There are companies who have developed technology that allows them to do
Virtual Computer Assisted Transcription (VCAT) without even being on location.

Assistive Listening Devices: Useful for attendees with partial hearing losses.
Assistive Listening Devices (ALDs) are amplification instruments that are
designed to be helpful in specific, but not all listening situations. Hearing aids,
which also amplify sound, are instruments that can be used in all listening



situations. ALDs differ from hearing aids because the construction of an ALD is
different from a hearing aid in one important aspect. All of the components of a
hearing aid, the microphone, the amplifier, and the loudspeaker are located
within the body of the instrument that is placed on the user's ear. In contrast,
the microphone of an ALD is separated from the body of the instrument and is
placed at the sound source so that it is most apt to pick up the desired signal at
the expense of background noise. In practice, the ability to selectively amplify
signal, but not background noise, is the biggest advantage of ALDs.

Speech Recognition Software: Dragon NaturallySpeaking and ViaVoice are
the two major desktop speech recognition products available today for
consumers. Unfortunately, this technology isn't sufficiently developed to be
viable for most meetings, because the software has to be 'trained’ to the
speakers inflections and words.

Meeting Accessibility for Individuals with Visual Impairments

The term "visual impairment" covers a variety of circumstances. Participants may be
visually impaired, requiring assistance to see, or legally blind. Know your participants is
the cardinal rule for success within a meeting.

General Guidelines:

Meet with participants who have visual impairments and show them the site by
explaining the layout, identifying the location of amenities and exits, and
walking through the meeting area with them. Help them to find seating in the
meeting room.

Allow access to front row seats during meeting sessions.

Have photocopies of transparencies or slides available at the registration area
for close examination; some audiovisual materials may not be amenable to
verbal description.

Design all exhibits so that they may be touched and/or heard. Always provide an
alternative to solely visual exhibits.

Check for adjustable lighting in the meeting room; this is particularly important
for the individual with low vision. Lowering the ceiling lights can increase the
contrast--and thus the visibility--of audiovisual materials. However, moving from
a brightly lit vestibule to a darkened room can cause temporary disorientation.
Ask the participant whether a sighted guide would be helpful.

Use sharply contrasting colors and large print for materials, maps, books, signs,
menus, forms, and displays.

Caution presenters against relying solely on oral presentations and gestures to
illustrate a point, or using visual points of reference (e.g., "here" or "there.")
Presenters should speak clearly and face the audience as much as possible.

Potential Solutions: Offer papers, agendas, or other materials in alternative formats.
Options:



Large print: These publications feature Big Type, Bold Print, sharp Contrast,
and a Small Book Format

Tape Recordings: A verbal listing of contents should be included at the front of
each tape.

Electronic formatted information

Readers: This may simply be having a staff member or volunteer available to
sit with the participant and describe the presentations or read the presentation
to the participant.

Translation of Graphs and Figures: Utilize tactile graphics, raised line charts
and drawings or replace graphics entirely with descriptions.

Braille

In the next section, guest, Davey Hulse of Braille Plus writes about Braille production in
detail.

Braille Production

Davey Hulse, CEO of Braille Plus, Inc. provides these hints regarding the production of
Braille documents:

Allot a reasonable time for Braille preparation. At a minimum provide:

2 days or more for documents less than 10 pages
3 days or more for documents less than 25 pages
7 days or more for documents less than 100 pages

Most production houses can/will accept a variety of electronic files, although the
favorite is Word or WordPerfect

Pricing will be variable but will usually be based on price per Braille page

For prose documents, expect 3 Braille pages per print page -- 100 to 110 words
per Braille page

Documents with table and charts are much more difficult to handle and may
yield up to 6 or 7 Braille pages per print page depending on the composition of
the table.

For lengthy documents such as 100-page conference programs with schedules,
bios and advertisers, be ready to discuss how you want the document broken
into volumes since a 300-page Braille document is very unwieldy at 4 inches
thick.

Be ready to provide sample documents for bid purposes -- drafts showing
layout, length, etc., are fine

Sources of braille are most readily located through the Internet using key words
such as:

Braille



Braille transcription
Braille translation

In light of timing issues, aggressively broadcast the availability of alternate
formats -- braille, audio, large print or electronic editions -- in the publicity for
the meeting so any potential need is identified at the earliest possible moment

Davey's cotact informtion is:
Davey Hulse, CEO

Braille Plus, Inc.

PO Box 3686

3276 Commercial Street SE
Salem, Oregon 97302
www.brailleplus.net

Davey Hulse or davey@brailleplus.net
Phone: (503) 391-5335

Toll Free: (866) 264-2345
Fax: (503) 391-9359

Freebies: The Growing Digital Divide

FREEBIES: The Growing Digital Divide

Technology can be a solution or part of the problem when creating barrier free
meetings. Federal agencies are bound by Section 508 of the Rehabilitation Act
Amendments of 1998 relating to electronic and information technology. Section 508
requires that when Federal agencies develop, procure, maintain, or use electronic and
information technology, the electronic and information technology allows Federal
employees with disabilities to have access to and use of information and data that is
comparable to the access to and use of information and data by Federal employees who
are not individuals with disabilities. While you may not be dealing with 508 compliance,
consider these areas where technology can create a divide between those with
disabilities and those without:

Internet Kiosks
Smart Cards
Electronic Textbooks
Distance Learning
Web sites

More FREEBIES Click here Other Resources or send an email to stinnish@ameritech.net
if you are interested in other websites, papers and information about creating barrier-
free meetings.

Future T.1.M.E.
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I will be speaking at the following conferences:

Minneapolis Chapter of Meeting Professionals International, February 2005
South Florida Chapter of Meeting Professionals International, February 22, 2005
I love to see familiar faces in the audience. Please come and see me!

I would really appreciate it if you would forward T.1.M.E. onto your colleagues,
associates, and clients. Just press the forward button at the end of the newsletter.

T.1.M.E. Gone By

If you are interested in past issues, please e-mail us with the month and topic and we
will send you a copy of that newsletter. Here's what is included in past issues Back
Issue Request:

May 2000: Teambuilding and (Freebie) New York Times Reprint On Teambuilding
June 2000: Green Meetings and (Freebie) Resource List Of Exercises

July 2000: Values and (Freebie) Meeting Analysis

August 2000: Minimum/Minimal Meetings and (Freebie) Web Winners

October 2000: Evaluations and (Freebie) Sample Evaluation Questions
November 2000: Politics

December 2000: Toys and (Freebie) Brainstorming ldeas

January 2001: Sales, Award Presentations and (Freebie) Sales Tips

February 2001: Change and Communicating Change and (Freebie) Change Bombs
March 2001: Open Space Technology

April 2001: Adult Learning Styles and (Freebie) Learning Style Questionnaire
May 2001: Trade Shows and (Freebie) Trade Show Timeline

June 2001: Emotional Intelligence and (Freebie) El Quiz

July 2001: Presentation Tips and (Freebie) Speaker Introductions

August 2001: Ice Breakers and (Freebie) Resource List

September 2001: Facilitation and (Freebie) Problem Personalities In A Meeting
October 2001: Humor and (Freebie) The Benefits Of Laughter November 2001:
Customer Care and (Freebie) Complaints

December 2001: Slack and (Freebie) Quiet Time

January 2002: Teambuilding Options and (Freebie)

February 2002: Promotional Products and (Freebie) Case Study

March 2002: Multicultural Communication and (Freebie) Multicultural Meeting Tips
April 2002: Outdoor Learning and (Freebie) Justification Checklist

May 2002: Budgets, June, June, and ROK and (Freebie) Budgeting Beyond Excel
June 2002: Creativity and (Freebie) Building the Case for Creativity

July 2002: High Touch Technology and (Freebie) Personal Technology Tools

August 2002: Economic and Business Cycles and (Freebie) Investment Strategies for
meetings

September 2002: Successful Environmental Factors/Conference Centers and (Freebie)
Learning Environments

October 2002: Return on Investment and (Freebie) Balanced Scorecard

November 2002: Incentive Meetings and (Freebie) Forum Synopsis



December 2002: Resource Recap and (Freebie) Resource Lists

January 2003: Everyday Meetings and (Freebie) Meeting Quiz

February 2003: Diversity and (Freebie) Survey Results

March 2003: Problem Solving and (Freebie) Techniques lllustrated

April 2003: Marketing: Pre- and Post- Event and (Freebie) Blogs

May 2003: Entertainment and (Freebie) Storytelling

June 2003: Balance in Meetings and child caret with (Freebie) Child Care at Meetings
Tips

July 2003: Mobile Events with (Freebie) Spnsorship

August 2003: Last Minute Ideas with (Freebie) Audience Participation

September 2003: Training Meetings with (Freebie) Kirkpatrick Challenge

October 2003: Unique Venues with (Freebie) Experiential Checklist

November 2003: Data, Information and Number Crunching with (Freebie) European
Privacy

December 2003: Deja View

January 2004: Branding with (Freebie) Identity vs. Brand

February 2004: Audio Visuals with (Freebie) Speaker Guidelines

March 2004: Networking with (Freebie) Networking lIdeas

April 2004: Strategic Budgeting with (Freebie) Budgeting ldeas

May 2004: Sensory Meetings with (Freebie) Music's Impact

June 2004: Board Meetings with (Freebie) Litmus Test

July 2004: Leadership with (Freebie) Best Meeting Leadership Behaviors

This newsletter is designed to provide information in regard to the subject matter
covered. It is distributed with the understanding that the publisher and author are not
engaged in rendering legal, accounting or other professional services. If legal or other
expert assistance is required, the services of a competent professional should be
sought.

Copyright© 2004, all rights reserved. You may copy or distribute T.I.M.E. by including
this copyright notice and including full information on contacting the author, Sue
Tinnish. Contact her at 847.394.9857 or Email Sue

We support a spam-free Internet. You may have received this issue based upon a
recommendation from a colleague or associate. To unsubscribe, click here and your
address will be immediately and permanently removed. Unsubscribe
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