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PREFACE

In an effort to enable our agency to be proactive in providing the highest level of accessibility for staff who have disabilities, a diverse committee of individuals with disabilities and/or disability expertise developed the Accommodations Resource Guide for Work-Related Activities.  This document will assist staff who are planning and developing work-related activities – including casework development, training programs, or agency meetings – in providing accommodations to participants with disabilities in the most-appropriate manner.  This is not an exhaustive list.  Direct contact should be made with the person with the disability to find out his or her personal needs and preferences.
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General Assistive Technology Accommodations, including Multiple Disabilities

Mr. Michael Papp

Rehabilitation technology specialist, Alabama Department of Rehabilitation Services
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INDIVIDUALS WHO ARE BLIND OR HAVE LOW VISION

General Training Information - i.e. Agendas, Pre-conference Information

· Accessible Format - Braille, large print, electronic format, audio file.  As soon as you are made aware that there is a participant who is blind or has low vision, arrange for the materials in the appropriate format.

· When updated case management software is being developed, include the ADRS accessibility specialist in development and testing process.

· When training is required for updated case management software, staff who are blind or have low vision should participate with everyone else.  If accessibility issues arise, the staff member should contact ADRS accessibility specialist for individualized assistance as soon as possible.  
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General Disability Etiquette

· Introduce the people in the room.

· Provide cues to participants who are blind or low vision that will assist them in blending into the group dynamics, i.e., standing ovations, speaker or presenter direction, group introductions, etc.  This is to prevent the participant from standing when no one else is standing, sitting when no one else is sitting, facing the wrong direction, or not knowing when it is his or her turn to introduce him or herself.

· One person speaks at a time and identifies him or herself.

· Make sure interpreters are in place and ready prior to announcements of facility information, such as location of restrooms and emergency exits.

· Microphones should be used by all speakers when available, and the speaker should be advised that use of the microphone is needed to ensure clear, audible speech without distortion for all blind/low-vision participants who rely on auditory cues.
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Mobility Impaired, Including Wheelchair Users

Mr. Graham Sisson

Executive director and general counsel for the Governor's Office on Disability, deputy general counsel for the Alabama Department of Rehabilitation Services, state ADA coordinator

graham.sisson@rehab.alabama.gov 

205-290-4540

Ms. Connie Givens

Rehabilitation counselor, Alabama Department of Rehabilitation Services

connie.givens@rehab.alabama.gov 

205-554-1300

Accessible Format for Blind/Low Vision

Ms. Debra D. Culver

State coordinator of Blind Services, Alabama Department of Rehabilitation Services

debbie.culver@rehab.alabama.gov
334-293-7315

800-441-7607

Children’s Rehabilitation Service Audiologists, Physical and Occupational Therapists
1-800-846-3697
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Deaf-Blind Technology

Mr. Bedarius Bell

Coordinator of Deaf Services, Alabama Department of Rehabilitation Services

bedarius.bell@rehab.alabama.gov 

334-293-7128

800-441-7607

Blindness/Low-Vision Technology

Mr. Bill Boules

Blind and low-vision accessibility specialist, Alabama Department of Rehabilitation Services

bill.boules@rehab.alabama.gov 

334-293-7025

800-441-7607

Orientation and Mobility Services

Ms. Lenore Dillon

State coordinator of Rehabilitation Teaching and Orientation and Mobility programs, Alabama Department of Rehabilitation Services

lenore.dillon@rehab.alabama.gov 

334-293-7100

800-441-7607
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Written Training Materials, Handouts, Manuals

· Accessible Format - Braille, large print, electronic format.  As soon as you are made aware that there is a participant who is blind or has low vision, arrange for the materials in the appropriate format.  When considering accessibility of training materials do not omit conference evaluation forms.

· Provide the assistance of a sighted reader if the attendee’s preferred reading format is unavailable. Make arrangement as soon as you are made aware that there is a participant who is blind or has low vision needing this service.

Audio/Video Presentations - i.e. PowerPoint Presentations, Videos, Audios, Speakers

· Descriptive Narration.  As soon as you are made aware that there is a participant who is blind or has low vision, make arrangements for descriptive narration.  Supplement visual presentations with a descriptive narrative as they are shown.

· Accessible Outline Handout.  As soon as you are made aware that there is a participant who is blind or has low vision, arrange for the materials in the appropriate format.
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Meeting/Training Site Setup

· Orientation to meeting site.  As soon as you are made aware that there is a participant who is blind or has low vision, schedule an orientation and mobility specialist to provide this service, if requested by the participant.

· Avoid obstructions to aisles that could be a hazard, such as cords, boxes, etc. 

· Select meeting rooms with multiple sets of outlets for individuals using laptops or other electronic aids.

· When individuals who are blind or have low vision must use computers for training, be sure that the ADRS accessibility specialist is contacted to ensure that appropriate assistive technology software is installed and functioning properly.  The accessibility specialist should be contacted as soon as it is determined that there is a need. 

Lighting and Sound

· Adequate Lighting for visual impairments.
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Sign Language Interpreter Services

Ms. Karen Gunter

State coordinator of Interpreter Services, Alabama Department of Rehabilitation Services

karen.gunter@rehab.alabama.gov 

334-293-7140

800-441-7607

Captioning Services

Mr. Bedarius Bell

Coordinator of Deaf Services, Alabama Department of Rehabilitation Services

bedarius.bell@rehab.alabama.gov 

334-293-7128

800-441-7607

Deaf/Hard of Hearing Technology

Ms. Evon Black

Deaf/Hard of Hearing Technology Specialist, Alabama Department of Rehabilitation Services

evon.black@rehab.alabama.gov
205-290-4400 (voice)

Mr. Bedarius Bell

Coordinator of Deaf Services, Alabama Department of Rehabilitation Services

bedarius.bell@rehab.alabama.gov 

334-293-7128

800-441-7607
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ACCOMMODATIONS RESOURCE DIRECTORY

Questions Regarding Americans with Disabilities Act (ADA)

Mr. Graham Sisson

Executive director and general counsel for the Governor's Office on Disability, deputy general counsel for the Alabama Department of Rehabilitation Services, state ADA coordinator

graham.sisson@rehab.alabama.gov 

205-290-4540

ADA Information Line

800-205-9986

U.S. Department of Justice website

www.ada.gov 

Peggy Anderson, (for questions regarding ADRS employee accommodations)

Administrator, Business Relations Program, READI-Network, (resources for employment and disability information) Alabama Department of Rehabilitation Services

peggy.anderson@rehab.alabama.gov 

205-290-4457
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Architectural Access - Including Accessible Bathroom Facilities, Hotel, Parking

· Verbal cues of hazardous obstacles.

· Braille markings on rooms and facilities.

· An orientation and mobility specialist should acclimate the participant to the facility, including the emergency evacuation route. As soon as you are made aware that there is a participant who is blind or has low vision, schedule an orientation and mobility specialist to provide this service, if requested by participant. 

Food and Refreshments

· Assistance may be required for buffet or cafeteria style meals. 

· Provide accessible menus in attendee’s preferred format or assistance in reading menus.
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INDIVIDUALS WHO ARE DEAF OR HARD OF HEARING
General Training Information - i.e. Agendas, Pre-conference Information

· Agendas or any information needs to be given to interpreters (Suggestion: a week before the training, to allow the interpreters sufficient time to familiarize themselves with the material before the conference begins)

· For conferences, the coordinator of the conference needs to contact the state coordinator of interpreters as soon as the conference date has been set.

· Communication Accessibility:  Participants who are deaf/hard of hearing need to be identified during pre-registration, and arrangements for accessible communication can be coordinated. This includes interpreters, assistive listening devices or hearing assistive technology, and captioning.
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TEMPLATE ACCOMMODATIONS REQUEST FORM

****Note:  This is a sample accommodations request form to include accommodations for all disability groups included in the Accommodations Resource Guide.  Modify form to meet your event’s specific needs and participants.

Participant’s Name: ______________________________________

                       Last                           First

Phone: _________________ Email: ________________________

ACCOMMODATION(S) REQUEST:  (Check if needed)

Orientation to meeting site by an O&M Specialist: _____ Braille: _____ 

Large Print: _____ Electronic File: _____ Interpreter: _____ Captioning: _____ Reader (if preferred format is unavailable/Braille, large print, electronic): ____ Audio File: _____ Tactile Interpreter: _____
Assistive Listening Device (Hard of Hearing): _____ 

Descriptive Narration of A/V Presentations: _____ 

Assistance with Buffet: _____

Assistance Retrieving and/or Carrying Conference/Meeting Materials: _____

Special Dietary Needs (Please specify): ____________________________

Other (Please specify): _________________________________________
The Alabama Department of Rehabilitation Services is committed to complying with the Americans with Disabilities Act. Your accommodation request must be submitted no later than ___________ to be considered. For further information about an accommodation request contact ____________________________, (title), at _____________________.
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OTHER

Food and Refreshments

· Dietary needs

· Allergic sensitivities

​
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General Disability Etiquette

· Notes available for meeting that has been captioned.

· Only one person speaks at a time and identifies him or herself.

· Allow interpreters to switch position every 15 minutes. (Please pause for a few seconds.)

· Before conference, know where the interpreter and presenter will stand. 

· Avoid any visual noises – i.e., people walking past the presenter, interpreters, or projector.

· For oral users, please ensure that interpreters can sit or stand within a reasonable distance.  A chair might be needed.

· Make sure interpreters are in place and ready prior to announcements of facility information, such as location of restrooms and emergency exits.

· For hard-of-hearing participants, the speakers should use clear speech and be visible for those that use lip-reading/speechreading.

· Provide interpreters and captioning regardless, when scheduled prior to the program.
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· Microphones should be used by all speakers when available, and the speaker should be advised that use of the microphone is needed to ensure clear, audible speech without distortion for all deaf/hard-of-hearing participants who rely on auditory cues.

· Microphones for assistive listening devices/hearing assistive technology should be used within 6 inches of the speaker’s mouth.

Audio/Video Presentations - i.e. PowerPoint Presentations, Videos, Audios, Speakers

· Assistive listening devices/hearing assistive technology use needs to be coordinated with the participant requesting the devices as soon as the registration is received.  Make sure the devices are in good condition.  Ensure that the devices are ready two weeks prior to conference.

· Captioning – Request captioning services three months prior to conference.

· Interpreter or captionist – Provide material one week prior to conference.

· If videos or audio presentations will be provided, provide the scripts to interpreters and captionists a week before the conference.
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· Contact participants ahead of time to determine if and/or how lighting or sound impacts their disability.  Make accommodations or modifications accordingly.

· Provide and/or allow use of headphones for sound to help minimize distractions.

Architectural Access - Including Accessible Bathroom Facilities, Hotel, Parking

· Close proximity to hotel rooms, transportation, meeting rooms, and restaurants is helpful.

· Ensure bathroom facilities have adequate space for individuals who need assistance in using them.

Food and Refreshments

· Locate food and refreshments close to meeting space.

· Some developmental disabilities are believed to be affected by food allergies, such as gluten.  Make sure the dietary requirements of participants are determined ahead of time.
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· Provide adequate time or prompting for individuals with time-management issues to help them get from one meeting to another.

· Select meeting rooms with multiple sets of outlets for individuals using laptops or other electronic aids.

· Reserve a quiet space close to the main meeting area where participants can take breaks from the meeting or conference.

· Provide “memory note” paper in typical day planner or regular paper size, rather than smaller notepad paper.

· Make conference staff available to direct participants to restrooms, break areas, meeting rooms, etc.

· Meetings should have clear signage with pictograms.

Lighting and Sound

· Someone with an intellectual disability may be sensitive to fluorescent lighting.  Prolonged exposure can cause decreased cognitive skills and concentration, fatigue, slowed processing, and physical discomfort.  Use natural light when possible.
· Laser pointers can be visually distracting for some individuals with an intellectual disability.
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· Give handouts to interpreters and captionists before the program starts.

· If video will be shown on TV or screen, the interpreters and captionists must know in advance so they can determine where they will stand or sit, allowing for the space and area.

Meeting/Training Site Setup

· Set up room for visual access to interpreter or captioning without obstructions or lighting that impairs one’s view.

· Keep a reasonable distance between interpreters/presenters from deaf or hard-of-hearing individuals. 

· Select meeting rooms with multiple sets of outlets for individuals using laptops or other electronic aids.

· If possible, it is better not to be beside a room with a great deal of noise.  A person with a hearing loss may be distracted by the vibration caused by the noise, and it makes it almost impossible for a hard-of-hearing individual to focus, even through an FM or other type of assistive listening device.

13

· Integrity of assistive listening devices/hearing assistive technology should be tested and verified with the participant prior to start of the program.

Lighting and Sound

· Adequate lighting should be available where interpreters will stand.

· Speakers and participants must be very clear for the interpreter to hear.  Make sure the microphone is checked before the program starts.

· Make sure there is adequate lighting to allow speakers to be clearly visible for those that use lipreading/speechreading.

Architectural Access - Including Accessible Bathroom Facilities, Hotel, Parking

· Flashing door knocker.

· Alarms using lights.

· Deaf/hard of hearing accommodation kits with TTY, flashing door knocker, alarm clock with vibrations plug.

· Avoid assigning deaf/hard-of-hearing individuals to accessible rooms unless they request it.
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· Limit slides to three or four bullets per page.  Supplement visual presentations with a descriptive narrative as they are shown. 

· Avoid abstract, complex images, graphs, and charts in presentations.

· Avoid flash graphics and sudden noises.

· Provide audio or video recordings of sessions and/or allow taping.  If possible, provide hard copies of lecture notes.

· Provide a summary or outline of visual presentations in accessible format for participants who have difficulty taking notes.

Meeting/Training Site Setup

· Offer regular breaks and “Q and A” throughout the conference.

· For sessions, provide an environment with limited stimuli. Consider the “busyness” of carpeting and wall coverings.  When possible, manage traffic in and out of sessions.  Select meeting locations that are not close to busy roads, kitchens, service areas, etc.  Typical room dividers for break-out sessions are sometimes not sufficiently noise-proof. When possible, schedule breakout sessions in separate rooms.
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Written Materials, Handouts, Manuals

· Provide pictures, symbols, or diagrams instead of words, if needed.

· Present materials in an accessible format, including but not limited to electronic text.

· Provide written or electronic copies of materials before the event to give participants the time they need to read important materials or to use assistive technology to read the material.

· Allow use of computers for electronic input or spell-checkers for written.  Ensure forms that are filled out by hand have adequate space to be filled out.

· Provide training materials in the order that they will be used.

· Allow individual to type any required responses on a computer or provide additional space on any forms that need to be completed by hand.

Audio/Video Presentations - i.e., PowerPoint Presentations, Videos, Audios, Speakers

· Create slides that are uniform with consideration to color and font.
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Food and Refreshments

· No special accommodations unless they will have to order. Provide a checklist menu prior to mealtime.

INDIVIDUALS WITH MOBILITY IMPAIRMENTS, INCLUDING WHEELCHAIR USERS
General Training Information - i.e. Agendas, Pre-conference Information

· Make assistance carrying documents to meeting rooms available.

General Disability Etiquette

·   Use people first language: never “the wheelchair user” but “person who uses wheelchair.”

Written Training Materials, Handouts, Manuals

· May need assistance to get their information.

· Make electronic format available.
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Meeting/Training Site Setup

· Provide sufficient paths of travel (adequate spacing between tables and at least 36 inches wide). Keep wires and cords out of aisles.

· Make sure that pathways to emergency exits are unobstructed.

· Select meeting rooms with multiple sets of outlets for individuals using laptops or other electronic aids. 

· Make sure there are ramps to areas where access is necessary, such as meeting rooms, podiums, etc.  Provide for the possibility of a speaker or award winner using a wheelchair and needing an adequate podium (not one that blocks them or does not provide a place for the person to place his or her notes).

· Accessible registration area – should not be in areas where countertop or table is higher than 34 inches.

· Provide adequate aisle width for wheelchair to move through meeting room.

· Provide empty space at the ends of a few rows for the user of a wheelchair to sit.  Ensure that these are interspersed throughout the room and not clustered together.
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· Prior to an event, prepare individuals for what will take place (e.g., share how many people will be in attendance, explain roles, and discuss what will be going on during each part of the meeting).  This is especially useful when done at the conference center/hotel before the meeting begins. 

· Remind all meeting participants of meeting etiquette to reduce background noise – such as side conversations – that can impede an individual’s ability to concentrate on sessions.

· Provide verbal explanations or adequate time for people with dyslexia to read materials provided.

· Be prepared to provide instructions in writing for individuals with auditory processing disorders.

· Allow adults who are able to make their own decisions to make them.  Provide adequate time for decision-making.

· Avoid requirements for group participation or speaking before the group.

· Maintain awareness of and sensitivity to body language, personal space needs, etc. of attendees.

· Provide verbal prompts or reminders.
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· Provide training information, including agendas, in clear, concrete terms.

· Tab and index conference packets, and if feasible, color code different sessions, being cognizant that certain color combinations, like black on blue, are very difficult to read.  Change the color of the paper in the conference packet to indicate morning and afternoon sessions.  Provide color-coded maps of the meeting facility with indicators as to where specific events will take place.
· Allow participants to complete evaluation online once they return home.

· Don’t overload conference packets.  

General Disability Etiquette

· Individuals with an intellectual disability may not recognize that an accommodation could be helpful, or may not be able to identify exactly what accommodation to request, so individualized contact is essential.  

· Limit the use of jargon and acronyms with written and presented materials.  Keep presentations clear and simple, introducing topic, key concepts, and summarizing what was said. However, avoid talking down or using “baby talk” with adults.

· Consider the meeting length, structure and pace, and the provision of a note taker. 
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Architectural Access - Including Accessible Bathroom Facilities, Hotel, Parking

· Ensure there are accessible hotel rooms with guaranteed reservation of specialized rooms with accessible restrooms, showers/bathtubs, lavatories, mirrors, etc. (see below).

· 
· 

· 
· 
· 
· 

· 
· 

· Make sure that pathways to emergency exits are unobstructed.

· If reserving a block of hotel rooms, make sure you have a sufficient number of rooms reserved with required accessibility.

· Ensure beds are not too high – no higher than 19 inches.

· Ensure rooms have a firm mattress. 

· Ensure rooms have a handheld showerhead. 

· Ensure rooms have wheelchair-accessible bathrooms and showers (roll-in shower with shower chair provided or built-in shower seat that is no lower than 17 inches or padded shower bench with adjustable legs and back).

· Ensure that hotel rooms are set up so that curtains, paths of travel are accessible (not blocked by furniture).
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· Ensure thermostat/light fixture controls are no higher than 48 inches for a forward reach or 54 inches from a side reach; ensure paths of travel to them are accessible.

· Ensure rooms have closet space with wheelchair access.

· When choosing venue for event or training, make sure there is sufficient accessible parking for expected participants (when this is within your control).

Food and Refreshments

· Assistance may be required (especially retrieving food from a buffet line and carrying it back to dining area)

· Provide room at several tables (if not all) in a banquet room for wheelchair space (instead of table seating for eight, seat six, for example).  Provide open space at the table so that the table legs do not interfere with the footrests from the wheelchairs.  If not able to provide seating at every table, then provided spaces should be interspersed throughout room, not clustered together.
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INDIVIDUALS WHO HAVE INTELLECTUAL DISABILITIES 
*Note:  Self-disclosure is an important factor in providing accommodations specific to one’s disability-related functional limitations associated with intellectual disabilities.  Oftentimes, intellectual disabilities are “hidden” and this disability group encompasses a multiplicity of disabilities that result in intellectual challenges.  Universal design is one approach that can be used to accommodate this large disability group.  Personal contact with the participant is crucial for the successful provision of appropriate accommodations for people with intellectual disabilities. 

General Training Information - i.e., Agendas, Pre-conference Information

· Provide written or electronic copies of materials before event to give participants the time they need to read important materials or to use assistive technology to read the material.

· Provide registration materials in electronic format with form fields that help prompt for required information.

· Provide audio or video tapes of sessions, or allow taping.

· Present materials in an accessible format, including but not limited to electronic text.

23
Architectural Access - Including Accessible Bathroom Facilities, Hotel, Parking

· Signs should be enlarged for deaf-low vision individuals.

· Provide a large print copy of floor plans if conference lasts more than one day. 

Food and Refreshments

· Provide accessible menus in attendee’s preferred format or assistance reading menus.

· Provide assistance for buffet or cafeteria style meals. (Support service providers might be needed at times.)
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· 
· 
· 
· 
· 

· 
· 

INDIVIDUALS WHO ARE DEAF-BLIND

Note:  This disability not only includes those who are profoundly deaf and totally blind, but also includes individuals who have any hearing loss combined with a vision loss that significantly impacts any functions of day-to-day activities.  It is essential that personal contact be made to appropriately accommodate individuals who are deaf-blind.

General Training Information - i.e., Agendas, Pre-conference Information

· Provide accessible format – Braille or large print.  As soon as you are made aware that there is a participant who is deaf-blind or deaf-low vision, arrange for the materials in the appropriate format. 

· Agendas or any information needs to be provided to sign language interpreters and tactile interpreters. (Suggestion: Do this a week before the conference to allow the interpreters sufficient time to familiarize themselves with the material.)

General Disability Etiquette

· Speak a little louder if without a microphone so that interpreter can hear and deliver the message correctly.
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· Allow interpreters and tactile interpreters to switch positions every 15 minutes. (Please pause for few seconds.)

· Know where the interpreter and presenter will stand before the conference.

· Get comfortable chairs for tactile interpreters to sit across from individuals.

· Avoid visual noises for the interpreters – i.e., walking by interpreters or presenters, too much movement, or windows with some visual noise in the background.

· Make sure interpreters are in place and ready prior to announcements of facility information, such as location of restrooms and emergency exits.

Audio/Video Presentations - i.e., PowerPoint Presentations, Videos, Audios, Speakers

· Provide interpreters, tactile interpreters, service support providers (SSP).

· If videos or audio presentations will be provided, provide the scripts to interpreters a week before the conference. 
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· Give handouts to interpreters before the program starts. 

· If video will be shown on TV or screen, the interpreters must know in advance so they can determine where they will sit. 

Meeting/Training Site Setup

· Orientation to meeting site – allow interpreters to become familiar with the surroundings and the setup before the conference begins.  

· Select meeting rooms with multiple sets of outlets for individuals using laptops or other electronic aids.

· Avoid tables or having participants in a circle or square-seating format.

· Sound equipment should be at a reasonable distance from an interpreter.

Lighting and Sound

· Provide adequate lighting for tactile interpreters and deaf-low vision individuals.

· Speakers should speak clearly to ensure interpreters can hear them. (Check the microphone prior to the program.)
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