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>> Rob:  Good afternoon, everyone.  Thank you for joining us for this webinar this afternoon.  My name is Rob Carr.  I'm the accessibility coordinator at Oklahoma Able Tech and I'm pleased to present this webinar on inclusive meetings and events.  This is brought to you through the access for all initiative which is part of Oklahoma Works brought to you by the Department of Rehabilitation Services and Oklahoma Able Tech.  Without any further adieu, let's go ahead and jump in and get started.  I want to start out by talking a little bit about barriers.  Because much of the time when we talk about making something inclusive, that involves removing barriers.  I literally just went out because you don't look in a paper dictionary any more.  You look at Meriam Webster's Dictionary online.  The three that they lis all applicable.  The first is something such as a fence or natural obstacle that prevents or blocks movement from one place to either.  The second is a law, rule, problem, et cetera that, makes something difficult or possible.  And then finally, something that makes it difficult for people to understand each other.  All of these really do encapsulate the kinds of barriers that might keep our meetings or conferences or events from being inclusive and really from being accessible to everyone who might want or need to participate.  So we see barriers in the physical space, right, in the built?  Environment to use the language of the rules and regulations that are out there.  The slide on the screen has a picture of a picture in a storefront window.  And the picture says, "wheelchair ramp available.  Please ask at counter" and has this nice little drawing of a ramp laid over a set of stairs.  But, of course, the rich irony in all of this is, if someone uses a mobility device then they're not going to be able to get through the door to ask for the wheelchair ramp to begin with.  So this is an attempt to be inclusive in bringing people into this shop.  But it's an attempt that has missed the mark.  We see barriers that are not quite this ironic.  We see stair with no workable or functional ramp for somebody using a mobility device.  We Siena row doorways people using mobility devices may not be able to get through it so on and so forth.  We have barrier in the our virtual world, and this is a PhotoShop picture what would otherwise be an enter key but instead of having the word enter it says access.  It has a little picture of a couple of keys.  As we use technology more and more to allow people to find out about our meetings or events to allow them to register for meetings or events, and even in the actual content of conferences and training and such, it is really important that these virtual barrier don't say prevent people with disabilities from participating as well.  So our goal is to make our events truly inclusive.  And I think that there is a little bit of a distinction between accessible and inclusive.  At least I see a little bit of a distinction there.  And to make something accessible that is often just looking at what our legal standards or our legal rules say and making sure that we hit all of those marks.  Making something truly inclusive may, in fact, going a step beyond what the legal requirements say we need to do.  For example, in the technology space if you look at the direction that all of the rule making is going on at the federal level, then you see that it makes for more accessible content.  But we also know that you could do more.  And to make a website or a registration site truly inclusive, it takes a little bit more than what we see as the legally defined definition of accessible.  Inclusive tends to be more proactive as a result.  You're going above and beyond and doing more than you might need to do to meet the minimum requirements.  And what this reflects is the needs of a people with a whole lot of disabilities that want to or need to participate in whatever we offer.  The workforce system is incredibly diverse in the state and all of the programs and training and events that we offer that might be aimed at one another, the Governor's Oklahoma works summit last week might be aimed at the internal audience within the workforce system itself.  And certainly everything that is aimed at the job seekers and are education systems at all levels, you know, we really do want to make sure that we don't put these barriers up and, in fact, we intentionally include more people with disabilities.  At the same time there are lots of benefits for people without disabilities and it comes back to kind of the usual examples, things like how, having ramps an curb cuts on a college campus or any kind of public right‑of‑way.  Makes it easier for anyone who might be pulling a wheeled cart behind them, so on and so forth.  So let's talk a little bit now about injecting accessibility into really all aspects of event planning and hosting.  It is really difficult to set up all of the pre‑registration and informational stuff that you might have about an event or a meeting.  And after that has been out there for a while but shortly before the conference decide let's go ahead and look at making sure that this is an inclusive event.  We really need to inject this into all of the aspects of putting these event together.  And these events really come down to relationships.  You know, meeting or a training much of what people get out of it is the networking and being with colleagues whether they're co‑workers or just working towards the same goal in a different way.  And so one of the opportunities that we have when we start talking about really making these things inclusive is to include people with disabilities really, really early on.  I'll talk more about this as we go.  And if due any kind of venue on‑site visit as you're trying to select a venue to host an event, if you're looking at deploying technology it is a really good idea to reach out to the community of people with disabilities.  And bring them into those conversations really early on.  And you can do a lot to improve the relationship between the event and between yourselves and those that sponsor or host the events and people with disabilities by training staff at all levels on disability etiquette.  This is something that I'll come back to several times here over the next 45 minutes or so.  So everyone knows that location is tremendously important.  It doesn't matter if it is a meeting where you're trying to bring together a group of people who work in different offices, whether they're within the same organization or not.  Or whether it is a conference trying to figure out what is the best very new terms of physical location but in terms of course in this context of accessibility.  And it is relatively straightforward to point to the Americans with Disabilities Act standards that give us really specific items about what makes a physical space accessible.  If you are hosting an event outside of your own office building, if it is a conference center or a Convention Center, then there is really good chance that you'll be able to ask them to document a little bit about ‑‑ provide documentation about the accessibility of the facility itself.  You're going to be looking for things like parking.  How many accessible and marked parking spaces are there for people with disabilities.  What is it like for somebody to get from the parking place to the actual venue and get into the venue?  It doesn't just consider what happens once people are through that door.  It has as much to do with being able to get through that door as it does to what happens once they're inside.  But once someone is inside, we look at things like doorway widths and bathroom layouts and drinking fountains and you can find all of this information in the ADA 2010 standards.  The slides incidentally are available for download.  The link is in the chat window.  And what you'll find if you download those slides is all of the links here will be live and you'll be able to go out and find those.  But if you just want to Google ADA 2010 standards, should be the first thing that pops up and you will find all of the levels of detail yourselves, if you're hosting the event in your own facility or that third‑party venue should keep in mind when it comes to accessibility of the actual host location.  One of the things to keep in mind with all of this as we're talking about a third‑party provided venue is the importance of contracting language.  This can even go back to an RFP.  If you are running a statewide or regional or national event or a conference, then it may well be that put it out to an RFP.  You accept bids.  It is really important to include language about accessibility in that RFP and any contracts that follow up on that RFP.  And it's important to be pretty specific in terms of what you will ask for a third‑party to provide.  And a physical space it might be the ADA 2010 regulations that I just mentioned.  You might mention the Architectural Barriers Act.  There are a variety of laws and rules that come out of those laws that provide a lot of guidance and are very specific.
On the technology side, you need to do the same thing.  And here again you can site ‑‑ you can site different sets of standards.  In Oklahoma we have our own electronic and information technology accessible standard.  In the federal level we have Section 508 standards.  And then we have international standards that we can also point to.  And what I would say about the technology standards is that it's important to ‑‑ to basically pick one and then have a process in place where you can affectively follow up with possible third‑party technology providers to make sure that any information that they provide to you is full and complete and that's something that we can help with.  There is a fair amount of information already out there that we can share to get more specific.  And then you want to build in some ways to check this stuff out in advance.  If you're doing a bigger events especially if it is going to be offsite, then there is a really good chance that you're going to do a site survey.  You're going to actually go visit and see what the amenities are, see what the layout is like.  And this is a really good place to inject accessibility.  At the very least, you know, getting some of the documentation from the folks who are with the third‑party who run the events center.  But it is not a bad idea to do some checking and it is a really good opportunity again to bring someone with a disability or a few people with disabilities in to participate in that site survey.  And they'll be looking for the same things that anyone else is but you'll have a much more diverse set of perspectives actually doing that and bringing people with disabilities into that process.  The same logic follows with technology, you know, when you have the information in your RFP, when you have the information in contact language.  You can build a process up around vetting that stuff.  And in a similar kind of way you can include people with disabilities in that process.  And again more information available on that and that's something that we've gotten into in a little bit more detail elsewhere but the important thing is to just build those things into what you're already doing.  You may not need to do anything new.  You might just again need to inject accessibility into what you're already doing.  So you select a venue.  And you begin to publicize the event.  You begin to invite people to participate in whatever form or fashion.  You start to have meeting planning and scheduling conversations.  You have informational websites.  There are a lot of things that you need to account for.  Take meeting planning and scheduling.  Even if it's just among a group of co‑workers.  You know, a lot of that communication may happen through outlook.  Right?  We might send out an outlook calendar invitation.  We might use third‑party tools to help to find a common time and date when people can actually come in and meet at the same time.  It's important to make sure that we account for accessibility in those interactions.  With our informational websites and any kind of documents that we might send.  Even something as simple as an agenda.  It is really important to make sure that that information is accessible and if you have a Word version of it, there are some basic steps that you can take to be sure that that is accessible.  If you have a telephone number published, let's say that you have informational website and you have a telephone number that participants can use to call to get information, well can you accept a TTY call?  And do the folks that answer that telephone line know what to do if they get a call from a relay service?  So someone who is deaf or hard of hearing might use TTY or a relay service and what it basically does, it puts an interpreter between that person who is calling and whoever is answering the phone.  With relay service with TTY there is often a little bit of a delay before the conversation starts.  And in this day and time of robo calls it is really easy to just say, it's a robo call and I'm going to hang up.  So basic things like making sure that staff know to wait to hear if there is a relay operator there can go a long way.  And then, of course, this is true with meetings or events.  Social media can be a big part of this conversation.  So there are considerations when we use social media as well to make sure that again that is inclusive of the participants and potential participants with disabilities.  Then we think about registration.  If you're putting on a training or a conference, there is a really good chance that you will ask folks to register this.  Creates a lot of opportunities to improve how inclusive the event actually is.  And, so, one of the ‑‑ one of the thing that we look at is the registration website itself.  Able Tech just hosted a conference a couple of weeks ago and we looked at lots of registration websites and it became a challenge to find one that was as accessible as we knew it needed to be.  And it doesn't matter if it's a website or if you have PDF forms that folks can use to register.  You know, those things need to be accessible.  You need to build those things into ‑‑ or build accessibility into the decision‑making around our registration website.  Something like the registration telephone numbers.  People can call to register.  Then the considerations are really the same as the considerations for an informational telephone number.  You need to make sure that you can accept ideally TTY and relay calls and again make sure that the folks that answer the phone know that these calls might come in that are slightly different than a regular phone call.  And it is a very, very good idea and I can't really recommend it strongly enough to ask for accommodations up front.  I'm going to talk a little bit more about accommodations later on but typically the time and place to ask for any kind of accommodations whether they are because of disability or because of a dietary restriction.  This is the time to ask.  As I said.  We'll get more into that here a little bit later on.  
So we've ‑‑ we've kind of taken care of a lot of the things that we put out up‑front.  And now we're getting to the event itself and maybe it is again a meeting, maybe a conference or a training and you have folks registering or checking in when they get on‑site.  Well, there are some different considerations here.  For example, if you have or if a conference venue has a kiosk available for people to use to check in, then is that system accessible?  Kiosks are generally closed systems.  They're not just a computer you can install software on and people can maybe bring their own assistive technology in and plug it into that machine.  With the exception of maybe headphones these are often totally closed systems.  So accessibility is a big part of that consideration.  If people can't check in, in the same way, then you need to account for that and make sure that you have a way for folks to check in but ideally again to really make these events inclusive, everyone should have the opportunity to check in, in the same way.  It's not a bad idea to have any of the conference materials that you create on paper available as large print.  And I'll talk a bit more about that when we talk about accommodations.  But even if you just have a couple of folks that ask for large print format for paper based stuff, what you're ‑‑ you are likely to find is that you'll have a lot more takers of that large print format than asked for up‑front.  If it is available it is really common for people to go ahead and take advantage of that format being available.  And you always want to have assistant available there.  This is true just generally speaking.  Whether you have assistants with people with disabilities in mind or just in general.  You're likely to have someone there to help folks through check in and registration and this is another place where you can again inject that accessibility, inject that inclusive nature of the event.  And you can do that by making sure that, you know, the folks who were there to help out at the registration desk have some training and awareness of disability etiquette and know how to answer some of the questions that people might ask.  Whether they have a disability or not.  So again, this is one of the places where it is really important for the staff.  Whether they're your staff or venue staff to have an awareness and an ability to communicate with people with disabilities and to be, you know, as helpful to people with disabilities as they are to anyone without.  So we think about then the room configuration.  This is something again that you can account for up‑front.  You know, when you're on‑site looking at a venue, many venues have a lot of flexibility.  The way that they can set a training or meeting or conference room up.  And part of that conversation needs to include things like making sure that you have enough space for people who use wheelchairs to move around.  That can mean making sure that aisles are wide enough for not just clearance for a wheelchair.  But also for maneuvering.  You know, some chairs can turn on a dime.  Some chairs have a zero radius turn.  But for the most part, they need a little bit of room to navigate.  So making sure that you have enough space for people in wheelchairs to be able to maneuver.  Making sure that you have tables set up that offer enough room for wheelchair to move underneath them with a front approach.  You don't want to ask somebody in a wheelchair to sit uncomfortably and face kind of sideways because the chair won't go up under a table in a conference room or at an event.  And, so, this is a simple thing.  And generally speaking large venues should have this under control.  They might have just some taller tables.  They might have adjustable tables.  You can always use risers to lift a table up and especially if you are putting the event on in your own space and you don't have adjustable tables.  You can always go out and find they're pretty cheap on Amazon some time risers that are stable but will still bring a table up as high as it needs to be.  You want to account for seating for personal attendance.  If someone has a personal attendant or assistant, then you want to account for that.  And the room layout.  And in considering where your raised tables are in proximity to tables that are not as high.  If you have someone providing CART, which is basically live captioning, if they're going to be on‑site, then you need to factor that in to your room layout as well.  We had a great experience with a conference that we hosted where the venue had done this before.  They were really familiar with the needs that we had and tremendously accommodating and making sure that our CART Provider had access to the space that she needed to provide this service.  And the way that we ended up with it set up is we had the main screen where presentation slides were being projected and right next to it was the screen that the CART Provider set up and that is where the live captions were projected.  And it worked really, really well.  We had to change the configuration in the front of the room just a little bit to make sure that the provider herself the space she needed.  But again it was a pretty simple thing.  Mainly because when we went to the venue and talked to them for setup we forgot that.  We said we're going to have on‑site CART.  We need to make sure that we have a space for the provider and that the captions are plainly visible.  So, you know, a relatively simple thing.  Again, if you build it in from the start.  It is difficult to make those changes on the day of.  The other note that I would add is that you really need to account for your presenters or trainers or speakers' needs as well.  It may well be that someone, you know, has some difficulty getting up and down stairs.  So it might be as simple as making sure if you have a raised platform there is a railing there.  Or, you know, you make another kind after accommodation.  The point generally is don't forget about the folks who are providing content for your event because they may also need to rely on some of these technique that drive inclusion as much as the participants do.  So we think about these kinds of events.  There is going to be some kind of an audio need.  There may be visual.  Especially in the case of conferences or trainings or educational events.  And we need to account for the audio and visual needs that might be more diverse among our diverse audience.  So as an example, a lot of the time people who are deaf or hard of hearing will use an assistive listening device.  And these assistive listening devices might be available from the venue or they might not.  It is not a bad idea if you're putting on a medium sized to large event to have that conversation with the venue.  You know, what kinds of technology devices do you have available versus you know what are we going to need to bring in?  Does the venue have experience with someone providing CART service, providing those live captions, whether it is on‑site or remote.  I mentioned a few minutes ago that if you have a CART Provider on‑site, then there might be some implications about how you set up the room.  Well, if you have a CART Provider who is providing it remotely and they can be anywhere because of the power of the Internet, they can literally be anywhere providing the captions.  It may be that you need to make sure that there is a hard wired Internet connection between the presentation computer and the Internet instead of relying on the wireless in the facility.  Because the CART Provider needs that dedicated very fast connection.  And if you have an interruption then you're going to lose your real‑time captions for however long that interruption lasts.  One of the tips that is something that we'll probably come back around to when I get more specifically into tips for presenters and trainers, but it is to use the microphone.  I have on for several meetings in particular where someone will begin to speak and there are microphones available to amplify the audio generally in the space.  And they'll press ‑‑ preface their statements I don't need microphone.  My voice travels or carries well, et cetera.  That may well be true.  But if there is an opportunity to use microphone, then take advantage of it because it will help to make sure that the point that you're making, the training that you're providing is heard by more folks in the audience.  And it is true really regardless of the size of the room.  We have some meetings that are in not huge meeting rooms but because of things like air conditioners, running in the summer and other background noise, having the ability to amplify the voice of everyone who is in the meeting has proven to be really, really valuable for everyone.  So it is a really good idea.  This is true for the audience which can admittedly be tricky.  But if you're in a conference setting, a seminar setting, if members of the audience ask questions, then it is a really great idea to make sure that you can get microphone to them as well.  But that can be a challenge depending on number of portable microphones, et cetera.  It is a good idea as I said before to have some large print versions of any handouts available there.  Braille will typically be something that folks will ask for up‑front as an accommodation.  But if possible, then, it is a good idea to have, you know, some Braille versions available as well.  Especially if you are aiming your program at people with disabilities specifically.  There is a really good chance that someone will use that whether they have requested it or not.  And then finally, and this is a segue.  The slides need to be accessible as well.  And I'll talk just really briefly about some of the things that make slides easier for really everyone to use in a presentation or training setting.  And a lot of it has to do with color.  I think that all of us have set through conferences or trainings where the presenter's slides had a ton of good information but we couldn't read it because they had put a light gray or a light orange background up and they put a white text over it.  Makes it really difficult to read.  If not impossible.  And that is true even if you are just midway back or further in a medium sized room.  If someone does have a disability that affects their vision, then that poor color contrast is going to keep them from being able to consume and perceive the information on the slides no matter where they sit.  The same is true for color use.  Particularly if you summarize data in charts or graphs it is really important to consider how you use color.  We've seen ‑‑ I would say I have seen dozens and dozens of charts and graphs where the only thing used to distinguish say slices of pie in a piechart is color.  You'll have a red slice, a green slice, a blue slice, an orange slice, et cetera.  If that is all there is to distinguish between the different slices, you're relying on people's ability to distinguish between those colors to make that useful.  So there is definitely a challenge there if someone happens to be colorblind, if someone happens to be sitting far enough away from the screen, they may not be able to decipher the information that you have put up.  I'm not at all saying, not to use color.  It is just really important to use something in addition to color.  So on that piechart for example, it might be as simple as just putting labels adjacent to the different little colored, different colored slices of pie.  Drawing a line from each one.  So you just have a text label that labels right there next to the pie slice what it is.  So there are some really easy technics that you can use that again will make the content much easier for a wide variety of people to consume and possible for a lot of people to consummate all.  It is really important to carefully consider how you use things like slide transitions or animation on slides.  It is easy to say well I want to do something that is gong gauge people more.  And I think that there is a lot to that.  If any of you have said in a webinar of mine before or a talk I'm not a designer and you can tell that when you look at the slides that I use.  But it's also really easy to overdo it.  There is the risk of literally causing a seizure in one that has a seizure disorder.  If you have slide transitions or animation that flash and flicker a bunch, then you can push someone to the point of ‑‑ over the point of having a seizure which is absolutely one of the last things that we want to do.  So it is just something to be very much aware of and to be a little careful about and there is a point just in general where it becomes a distraction as well.  And, so, it is important to think about that as you are putting your slides together.  Then one of the last pieces that we see is the way people use multi‑media.  You're going to play a video then make sure it is captioned.  And again this makes it possible for people who are deaf or hard of hearing to get that information out of the video that.  Spoken information.  But in a room where you can't really control the audio or if you go to the venue and you find that they don't have an audio Jack or an audio cord for your computer so you can't pipe audio out of your computer and you just hold a mic up to the speaker, those captions are going to be really, really important.  And again, critical for people who are deaf or hard of hearing.  And the same is true or very similar with audio.  If you have something in just audio then you need to have the text transcript available in some form as well.  So again, people who can't hear the audio can still get the information out of it.  Can still perceive that information.  That's just a few tips.  These are some of the things that we encounter really frequently when we go to conferences and, so, just a starting point.  There is definitely more to it.  I'll come back around to the notion that there is more to all of this here at the end of our time together as well.  Okay.  So let's talk a little bit about food.  If you have a large event then you might serve some kind of food.  You might have a continental breakfast.  You might provide lunch or finger foods at a reception.  And there is some considerations whenever food is involved as well.  In terms of setup there are considerations about the service table height itself k someone who is in a wheelchair reach all of the service items whether it is the food or cutlery or napkins or whatever.  It is a good idea to avoid having things on multiple levels.  A tiered set up.  It may look really nice but may also likely put some of the food or other things that people need to get literally out of reach.  Someone that cannot stand up or walk up to the table.  It is a really good idea even with buffet service to have servers there and available and this is for a multitude of reasons but you might find that someone has celiac disease and can't eat anything with gluten in it.  That server can route them to wherever the gluten free stuff might be.  The servers might be able to help someone who is blind to, you know, find out what the different foods are if they just have small signs next to them with labels.  There are all kinds of way that servers can help people with disabilities.  And, you know, again, the disability etiquette piece is really important with this.  As an example if one of the participants is blind and they would like for someone to route them to a restroom, then you don't want the server to just say sure.  I'll take you.  Grab them by the arm and march them down the hallway.  You want to make sure that etiquette is well understood by the servers.  The same way, very similar way what I was talking about the people that might help at registration or check in.  You do need to account for dietary restrictions.  I mentioned celiac disease and gluten free.  We have a lot of participants who are vegetarian or vegan and again these are things that you can account for in registration but then you have got to be sure that whether it is a caterer or the venue providing the food, you just need to be sure they can provide viable options.  Gluten free doesn't mean you have a small stack of gluten free crackers for people that have celiac.  You want to really provide as equivalent of set of options for everybody as you can.  And it's not a bad idea to avoid some of the kind of high risk foods that are out there.  So shellfish, peanuts, things that we see a lot of people have pretty severe allergic reactions to.  And you can kind of imagine a situation in a buffet in particular where someone has something on their plate and it falls into another food item and someone has that kind of ‑‑ hopefully mild, allergic reaction but it is something that can be avoided.  Again the staff needs to be prepared.  So staff preparation, this happens with the catering and the folks providing the food at the venue and again you have kind of gone through the menu and you're not just offering the little stack of gluten free crackers and that the servers are also prepared and trained and can actually be helpful to everyone who is participating in the event.  So I've mentioned a few things that are accommodations and I have mentioned a couple of times asking for these accommodations up‑front.  I want to get into that just a little bit more and start by pointing out again that you want to ask for all of this stuff during registration really.  During pre‑registration.  If someone comes to a website or fills out a paper form, this is where you would ask for any kind after accommodations or dietary restrictions.  And so as a handful of examples you could list specific alternate formats that people might need.  So this is where you could ask for them to let you know if they need a Braille version of print material.  If they need large print.  If they need accessible electronic formats of presentation handouts and such.  You can ask for specific communication aids and services.  I mentioned an assistive listening defiles earlier on.  You could also ask at this point if someone needs a translator.  They might need an American Sign Language translator.  You can ask if someone can benefit from or needs CART, live captioning that we've talked about.  And on the dietary and food restriction side, this is where you can ask if people need vegetarian options, gluten free, et cetera, et cetera.  This is super common if you register for any kind of conference or training where food is provided.  You're probably going to see some kind of a question that basically says, do you need any kinds after accommodations?  But it is helpful to be more specific when you ask that question.  And again in a resource I'll point you to at the end of the session, you'll have the opportunity to get even more examples of some of the specifics that you could put on your registration forms to encourage people to volunteer this information so you have it up front and can be prepared on the day of.  So when we think about accommodations for people who are deaf or hard of hearing, I've mentioned a couple of these.  But communication etiquette can be a very big part of this.  You know, if someone cannot hear you want to be sure that you communicate effectively with them.  So if they ask you to repeat something, then you need to be accommodating with something like that simple request.  If you are running the event, if you're really heavily involved in the organization, you can feel a little rushed and you can, you know, maybe be a little maybe frustrated about the fact that the message is not getting through.  It is really important to show that patients if someone can't hear.  I have mentioned TTY a couple of times.  You want anyone who would answer the phone to be prepared to use that ‑‑ to accept that TTY call.  I mentioned captioning from multi‑media.  One thing that is a good idea is that if you have multiple tracks, say you have a conference or a training and you don't just have everyone in one room together the whole time, well, there is a good chance that you'll have CART provided in some rooms and not others.  So specify that up front.  Put that in your agenda or your conference program so that people know that hey these sessions of live captioning.  And again, if you built it they will.  Come you're liable to have some folks that will say well, gosh, I didn't ask for that.  That would make it a lot easier and that might factor into their decide ching sessions to attend.  For people who are blind or have low vision, again, talked about the importance of having large print on hand whether anyone requests it or not.  Things like the program or agenda.  It is a good idea to have a handful of large print copies.  It's important to have legible fonts.  It seems like kind of a simple thing but I've gotten handouts from conferences before or an agenda or program and they have scripted fonts that are sometimes difficult to read.  So you want to be sure that you have and use legible fonts and they're large enough, the eight and 10‑point font just because you're trying to this shrink it down to fit in a different kind of format and that is difficult for some folks to read.  You might think some of different ways to get that information printed and out there without making it so that it is difficult for people to use.  And with different versions they need to be accessible.  There is a link here and again this is when you can Google if you just search for of the wcag2‑ict, you'll find a bunch of information about taking PowerPoint, word and PDF formats and making those into accessible electronic formats which is really, really important.  A lot of times if you offer things in advance especially, people with disabilities will be able to download those and use them on their device with their assistive technology.  So if that material is accessible, this is possible and a real benefit.  Again a real way to include more people with disabilities.  If that stuff is not accessible then it is of no value, you know, and you're keeping people with disabilities from being able to use it in the same way people without might be able to.  I'll touch a little bit on personal assistants ‑‑ personal attendance and service animals.  I've heard people explain that, you know, a service animal is as important to them as a mobility device is for someone who has immobility disability.  Service animals are not only guide dogs for people who are blind.  Service dogs do an incredible number of things.  We have a fact sheet from service animals, a real brief one we put together at Able Tech which links you then out to additional information from the Justice Department and others.  But with ‑‑ when it comes to service animals, you know, it is important at events to bear in mind that service animals aren't pets and, in fact, if you go to a conference venues that are in hotels or big conference centers you'll often see signs that say no pets aloud.  Service animals are fine.  And that is because there is a recognition that they are literally very different animals.  It is typical not to charge a personal attendant for someone with a disability if you have an event that charges a fee for participation.  But that is, unless, that individual is going to participate in the program or earn continuing education units or anything like that.  You know, if they're going to be an event participant then of course they would pay like anyone else.  But if they are there just to attend to the needs of someone with a disability, then it is ‑‑ it's most common for them to not to have pay any kind of a registration fee.  And again, you want your staff to be trained on these things and aware of, you know, what to do when someone comes through the door with a service dog.  They can ask a couple of questions and they need to be able to interpret the answers; or, they need to know, well, who do I call with the conference team to make sure that we're not just letting someone's pet in.  Because again, pets and service animals is very different.  So with these issues really key to have staff trained and just in terms of what they can or cannot ask at least under the Americans with Disabilities Act.  You can ask someone with a service animal if the animal there is to help them with a particular disability and you can ask them what specific task or tasks the animal provides.  Because that is what we're really looking for at least again under the ADA.  What specific training does the animal have.  And what specific task does it perform.  So as an example it might be that, you know, someone comes in and say that they have diabetes and they're a service animal specifically is trained, to sense when their blood levels or blood sugar levels are starting to get a little bit off and signal them that they need to take some medicine.  That is the kind of specific training that we're looking for under the ADA.  So I want to switch gears a little bit.  This has all been focused on venue and the things that we offer as part of a conference or an event.  And I'll flip it a little bit now and provide some tips for those of you who do trainings or who do conference talks.  Because there's some things that we can do when we're in front of an audience to again help to make the event more inclusive.  One face the audience.  And depending on the room set up you might not be able to do that.  If it is in the round you may find you cannot face the audience at all times.  But you may well have folks in the audience that read lips and, so, if you spend a fair amount of time say reading your slides from the screen, which is an easy habit to get into, then it is going to be difficult for folks to be able to actually see the words that your lips are forming.  If you're in a setting where an audience doesn't have microphone, then it is a very, very good idea to repeat the questions that they ask.  That's a way to be sure that everyone can hear the question and then you can go ahead and give the answer.  I'm just going to ‑‑ quickly mute there.  It's really helpful to describe your visuals as well.  And this can be helpful on a lot of levels but especially for people who are blind or have low vision.  You want to describe any image that you show in your slides.  And the way that you can kind of think about doing this is how would you describe it if you were trying to describe it to someone over the telephone?  You know, if you were just talking someone through your slides on the phone, when you have got to one that has a picture what would you say?  And that is what you want to say during your session.  And it is really again hugely important for people that cannot see the screen.  And it is really beneficial for people that might not be visual learners, might be more auditory learners and you get into some of the benefits of multimodal learning where you provide this information visually and audibly.  That is a really important habit to get into as well.  The next one is one that I have struggled with for as long as I have been up in front of people or doing things like this.  That is speaking at an appropriate speech rate.  It is something that I still struggle with.  You know, when I first started getting up in front of folks I would just burn through it for a variety of reasons.  And I sounded maybe a little bit like an auctioneer.  And if someone is providing CART as we have today in the webinar and as I've had at many conference sessions that I have done, it is really difficult for them to keep up.  It is really difficult for your audience to keep up as well.  And, so, I work diligently to talk slower.  And believe it or not, I'm talking slower now.  And I know it is still probably quicker than a lot of folks.  It's a really important thing to spell out acronyms.  You know, it is really common to go to a conference or a setting where yes everyone has familiarity with the material that people are talking about but they might not know all the acronyms.  Even in a meeting where, you know, it is a departmental meeting you're going to have staff that might not work with one part of the program as much as others.  You might have new folks.  Spell those acronyms out so people know what they are.  And another tip, account for different ways of audience participation.  So say you kind of do a quick poll of the audience.  You know, you want to give people multiple ways to respond to that.  So instead of saying if you are from Oklahoma then raise your hand.  You know, just if you're from Oklahoma raise your hand shout out something like that.  Just give people multiple ways to respond to you.  And if you do poll the audience and you have a bunch of folks that raise their hand, summarize the responses.  This is a habit that I have gotten into.  And I'm not really good at approximating.  I'm not going to say that I can immediately count first the number of people in the room and then the number of people that indicate a response and then do the math.  But I'll just bawl park it.  About 25% of the audience said they are from Oklahoma.  It is good to recap that for any number of reasons.  Folks that raised their hand are not going to be able to have the same view that you do when you're in the front of the room.  Folks who can't see or have low vision aren't going to be able to see the number of raised hands and kind of get that approximation.  It is a really good idea to summarize that poll.  If you ever do webinars and you have actual polling, then again, I think typically webinar platforms will throw the poll results up.  It is a very good idea to recap those verbally as well.  So just kind of a few things for those of us who do train and get up in front of folks to try to make our content more inclusive and remember, if all else fails I'll try to appeal to your vanity.  If did all the work putting it all in a conference talk you don't want to do anything to hide any of the mean from anyone.  It takes time and takes energy to actually put it together to deliver it.  So don't sell yourself short by blocking the message from some people.  You know, it is ‑‑ these techniques will help what you're training and what you're saying to reach a bigger audience.  So I want to begin to wrap up by pointing you to a brand new resource that we just published and again this comes from the Department of Rehab Services and Able Tech with many thanks to the Mid‑Atlantic ADA Center because they are the group that put this content together and they very graciously gave us permission to use much of the content.  But we have a guide to planning.  Accessible meeting events and conferences.  It is a relatively easy website that you can ‑‑ a website address that you can go to and I'm just putting it in the chat window.  But you can go to workforce‑access‑for‑all.org.  And you can put hyphens in between or do as one big workforceaccessforall.org and we have created a brief checklist that is probably somewhere between the things I have touched none this webinar and the full set of information that is on the site.  But all of this is to give you a resource that you can refer back to when it comes time to put together a meeting or event and know you have this information readily available to try to make the event as inclusive as possible.  And, so, basically all the information that I have provided is here at this website and we welcome you and invite you to share it, to let your colleagues know about it if you know folks that do put events on, you know, please do share with it them if it is just something they do as a matter of course and again it is suitable for people who are putting an event on for the first time or people who have been an event planner for their entire careers.  This information is super, super valuable.  So please, you know, write the website down or get into a computer somewhere and take advantage of this really powerful resource that we have been able to rollout.  So with that, I will open it up to any questions.  You can type questions down in to the chat window.  We really did skim the top of a lot of these topics with inclusive events.  But I welcome any kind of questions that you might have about anything we've covered or about the Workforce Access For All resource.  Anything at all.  It doesn't look like anyone is typing.  You can always get ahold of me as well if you want to send an e‑mail.  I will just type my address down in the chat window rgcarr@okstate.edu.edu.  You can send me an e‑mail or reach out to us at our toll free number, 888‑885‑5588.  You can find us on Twitter or FaceBook @OKABLETECH and you can find me @RGCARRJR.  I was you have any questions later on or find yourself putting an event together and think, gosh, where was that website or what have you, by all means reach out, e‑mail or call and we're more than happy to help in any way that we can.  The last note is the webinar will be archived and published so people will be able to come in and refer back to it.  That should happen in the next few days and I'll send an e‑mail out to you all who participated as well as to our broader workforce distribution list.  To let them know that it is out there and published.  So unless anyone has any questions, I will wish you all a fantastic afternoon and thank you all very much again for joining me this afternoon.
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