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Introduction

Disabilities are physical and mental impairments that limit at least one major life activity, such as walking or seeing.  Disabilities present themselves in many forms.  Some disabilities are visible; others, invisible.  A person can be young or old, be born with a disability, or acquire a disability as a result of an injury or chronic illness.  According to the U.S. Census Bureau, there are 51.2 million people with disabilities in the United States, which is 18.1% of this nation’s population.  And almost 42% of adults 65 and older have disabilities.  Accessible facility, program, and document features will help ensure effective participation by persons with disabilities.
Accessibility is not only good customer service and a necessity for managing a diverse workforce but also required by state and federal law.  The Americans with Disabilities Act of 1990 (ADA) is a federal civil rights law enacted by Congress to ensure that qualified individuals with disabilities are afforded the same opportunities that are available to persons without disabilities.   Title I of the ADA requires state courts to provide reasonable accommodations for qualified judges and court employees with disabilities.  Title II of the ADA applies to state and local government entities – including state courts - and requires them to remove communication barriers and afford accessibility for all their services, programs, or activities.
 

The Florida Accessible Electronic and Information Technology Act
 requires that all three branches of state government make their electronic information and data accessible.  The Florida act became effective July 1, 2006, and applies prospectively to software applications and operating systems, Web-based Intranet and Internet information and applications, telecommunications products, video and multimedia products, self-contained closed products, and desktop and portable computers. 

A meeting environment that is accessible, functional, and safe benefits everyone.  With pre-planning, awareness, and willingness to consider the possible needs of a variety of people, the host can ensure a usable and comfortable environment for all meeting participants.  Creating a barrier-free meeting requires a degree of flexibility and willingness to make last-minute changes to any aspect of the meeting.  By treating each meeting as though someone with a disability might attend, the courts can begin to eliminate barriers to full participation.

The following tips are provided to assist court committees and other court entities in welcoming all meeting participants, regardless of age or level of ability.

Guiding Principles

1. Facilities where meetings are held should meet basic accessibility standards.

2. Meetings should be designed to allow effective participation by participants with sensory, physical, and communication disabilities.

3. Information should be presented in a way that is easily understood by individuals with a variety of abilities.

4. Participants with disabilities should be given the opportunity to request accommodations that they might need to participate in the meeting, and planners should make every reasonable effort to fulfill those requests.

Accessible Meeting Sites
All committee-sponsored meetings and activities should be held in locations that are physically accessible.  Committee chairs and staff should take reasonable and necessary steps, prior to any meeting, to ensure that hotels, public buildings, and/or other proposed meeting sites comply with the ADA Standards for Accessible Design.
Facility owners and staff are legally responsible for ensuring their building complies with the ADA Standards for Accessible Design and the Florida Accessible Building Code.  But the event planner has a responsibility to schedule meetings and events only at sites or facilities that are accessible and barrier free.  In its review of hotel and meeting site contracts, the OSCA Office of the General Counsel will ensure that contracts include the standard ADA language.  In some instances it may be necessary to make an on-site visit to evaluate the accessibility of the physical environment.

Community meeting sites that are often accessible include:  libraries, senior centers, community colleges, universities, and newer buildings.

Meeting Site “Quick” Check List

Parking and Pathways

· Are there accessible parking spaces near the accessible entrance? Are spaces clearly marked with the international symbol of accessibility?
· Is there an accessible route (flat, stable surfaces with no stairs, steps, or escalators) from parking/drop-off to the entrance? Is sidewalk a minimum of 36 inches wide at all points?

Entrance and Doors

· Does entrance door have opening of at least 32 inches of clear width?
· Is there an automatic door? Or is the opening force 5 pounds or less for internal doors and 8 pounds or less for external doors?
· Do doors have hardware that is operable with a closed fist (no tight grasping, tight pinching, or twisting of the wrist to operate; lever type hardware or push plates)?
· Is adequate maneuvering clearance provided at doors for persons using wheelchairs?

· Do non-accessible entrances have signs giving directions to the accessible entrance?

Public Areas

· Does the registration area have an accessible service counter (no higher than 36 inches above the floor)?

· If there are pay telephones, is there a text telephone (TTY) and are there pay telephones with volume controls?
· Are all accessible routes free of protruding objects (objects that protrude into circulation paths from the side or from posts, or that overhang circulation paths and do not provide clear headroom)?

· Are all elevator call buttons located at 42 inches or below? Is there raised letter and Braille signage on door jams designating each floor?

Ramps and Stairs

· Do ramps have handrails and edge protection?
· Do the landing areas where ramps change direction (e.g., switchbacks or 90° turns) provide sufficient maneuvering space for wheelchairs?

· Is the slope of the ramp no greater than 1:12 (12 inches of ramp for every 1 inch of elevation change or 8.33%)?
Public Restrooms

· Are the restrooms located along an accessible route of travel?

· Is there signage at inaccessible restrooms directing people to the accessible restrooms?

· Does the door to the restroom provide a minimum of 32 inches of clear opening width?

· Does the restroom have hardware that is operable with a closed fist (no tight grasping, tight pinching, or twisting of the wrist to operate)?

· Does the accessible stall have adequate space to close the door and for a wheelchair to maneuver? Is the toilet seat 17 to 19 inches above floor?  Are there grab bars mounted behind the toilet and on the wall to the side of the toilet?

· Is the lavatory no higher than 34 inches from the floor to the rim/counter, provide knee clearance of 29 inches, and have clear floor space to allow for a forward approach?  Are the hot water and drain pipes insulated or otherwise configured to protect against contact?

· Are soap, towels, and amenities located at or below 48 inches?

Meeting Rooms

· Are meeting rooms on an accessible route of travel?

· Do doors provide at least 32 inches clear width?

· If there is a stage, does it have an accessible ramp?

· Is there an assistive listening system available?

· Does the room have movable seating (to allow wheelchair access)?  Are seating options flexible so that people with disabilities are not limited to the back or front of the room?
· If a table or other work surface is provided, is it accessible (top no higher than 34 inches above the floor, no less than 27 inches of knee clearance, no less than 19 inches deep, and clearance no less than 30 inches wide)?
Emergency

· Are exits clearly identified?  Is there an accessible route of travel to the emergency exit?
· Do fire and emergency alarms have both audible and visual signals?

· Are manual fire alarms and fire extinguishers within reach of wheelchair users?

Other Facility Areas to check if needed for your meeting/conference
· Drinking fountains

· Restaurants

· Vending machines

· Sleeping rooms
Modifications to Policies 
The ADA requires reasonable modifications to policies and programs in order to afford qualified individuals who have disabilities with an equal opportunity to enjoy court programs, services, and activities.  A few examples of policy modifications that may arise in a meeting or conference setting include:

· Allowing a participant to bring an attendant or companion to the meeting

· Taking more frequent breaks

· Permitting a participant who takes medication to bring a drink or snack into the meeting room

· Allowing service animals even though pets are prohibited

· Permitting individuals to stand and stretch during a presentation
Auxiliary Aids and Services
The Florida State Courts System will generally, upon request, attempt to provide appropriate aids and services to afford effective communication for qualified persons with disabilities to participate equally in committee meetings, activities, and events.  The Florida State Courts System will not place a surcharge on a particular individual with a disability or any group of individuals with disabilities to cover the cost of providing auxiliary aids and services.
Examples of auxiliary aids or services that the State Courts System may need to provide for qualified individuals with disabilities who participate in court committee meetings or events include:

· Assistive listening devices

· Qualified sign language interpreters and oral interpreters

· Real-time transcription services

· Accessible formats such as large print, Braille, on diskette, or audio tapes

· Qualified readers

Notice Language

Announcements of committee meetings, training sessions, and other court-sponsored activities should include information about the availability of accommodations for participants with disabilities, upon request and with advance notice.  Sample ADA notice language for committee-sponsored meetings, teleconferences, videoconferences, and other events follows:

Persons with disabilities who need an accommodation to participate in [insert the name of the event] should contact [insert name, address, phone number, and email address of the appropriate staff member] as far in advance as possible but preferably at least five working days before the date of the scheduled event.  Persons who are deaf, hard of hearing, or have a speech impairment and who use specialized telephone equipment may contact [insert appropriate staff member’s name] through the Florida Relay Service, 7-1-1.

Accessible Presentations and Materials

In additional to physical and communication access, it is important to provide accessible presentations and materials.  Meeting planners should understand that there is not a one-size fits all solution.  Committee chairs, committee staff, and other meeting planners must ensure that all materials are developed in an accessible manner, as well as be prepared to offer and respond to requests for materials in alternate forms.
Committee reports and other documents must be designed so that they are accessible to persons who use assistive technology.  Committee websites must also be accessible.  And, if a court committee provides information in multimedia formats – streaming media, CD-ROMs, etc. – this information must be accessible: audio must have text alternative; videos should include captioning and video descriptions and a text transcript should be available; assistive technology should be able to navigate the multimedia application without using a mouse; do not use flashing, blinking, or moving text.

In addition to electronic accessibility requirements, upon request by a qualified individual with a disability committee work products must be provided in alternate formats such as Braille, large print, audiotape, or on disk.  Sample language that should be included on committee reports and similar work products follows:

Alternate Formats

Upon request by a qualified individual with a disability, this document will be made available in alternate formats.  To order this document in an alternate format, please contact [insert name, address, phone number, and email address of the appropriate staff person].

Following are some tips for making presentations and materials accessible.
Considerations for Visual Accessibility:

· Handouts should be available in alternate formats, including large print, Braille, and diskette.

· Presenters who use overheads or power point should read each slide out loud.

· When using a flip chart or white board, explain what is being written down.

· For exercises that require the review or production of written material, have readers available.

· Distribute only the materials necessary to conduct a presentation, either at the beginning or during the session.  Wait until the end to hand out resource or reference materials.  This reduces confusion for persons with visual disabilities.

Considerations for Auditory Accessibility:

· Keep the lights on at all times.

· Speak clearly and slowly when an interpreter is present.  Allow the interpreter to sit in the front of the room.

· All videos and other auditory media should be closed or open captioned.

· Try to stay in one location and face the audience at all times while speaking.

Large Print:
· Use 18-point type.  Line spacing, or leading, is 1.25.  Sans serif type is preferred.
· As a guide, one page of standard 11-point type equals three pages of large-print (18-point) type.

· Paper width should not be wider than the standard 8 ½ x 11 inches.  Columns of type wider than 6 inches will not track well for persons who use a magnifier.

· Use left-margin justification only, because right- and left-margin justification produces uneven spacing between letters and words.  Also, avoid centered text as it can be difficult to track.

· Use upper case and lower case characters.  Capitalize only proper nouns and the first word of a sentence.

Preparing Documents for Conversion to Braille:

· Documents should be in Microsoft Word.

· Information must be left aligned or centered.

· There cannot be any tables, graphics, or pictures in the document.  If tables, graphics, or pictures are used, the author must describe those graphics in words within the document.

· There is no Braille symbol for bold print, italicized, or underlined text.  If you would like there to be a distinction between regular print and bold/italicized/underlined text, you must write this into the text of the document as follows:  “The following is in bold text.”

· To describe a table, say “The following is a table with ___ columns and ___ rows.”  Then give the title of each row and continue entering the text of the table, or explaining the information on the table.

· There must be only one column of text in the document.

· If the document is in Microsoft Word and has been created using correct commands, the document should translate to Braille.  For example, if the space bar has been used instead of the tab key, the translation may not be exact.

Creating Accessible Word Documents:

· Alternative Text:  Add equivalent alternative text to all non-text elements such as charts, graphics, images, clip art, text boxes, Word Art, and drawing canvasses.

· Tables:  Avoid using tables for basic layout purposes; use them for data.  Mark up tables properly in the Table Properties option.  Use color to distinguish Column and Row headings.  Always use borders and avoid having blank cells in tables

· Styles and Formatting:  Use Heading levels and Styles to create a properly formatted and structured document.  The use of Heading levels also produces important Navigational Aids such as a Table of Contents and a Document Map.
· Bulleted or Numbered Lists:  Use bulleted or numbered lists to break up dense paragraphs.

· Accessible Fonts:  Use a reasonable font size (12 point for Normal text).  Text should not be smaller than 10 point.

· Text Structure:  Avoid dense paragraphs of text.  Use short, simple sentences for better understanding.

· Document Summary Information:  Include a document title (minimum) and a name in the author field.
· Table of Contents:  If a document is properly structured using Heading levels, a clickable Table of Contents can be easily created.  Creating a Table of Contents using this method leads to important bookmarks within Word and in any resulting PDF.

· Columns:  Use the Columns feature for layout when necessary and give adequate space between columns.

· Color:  Use a high contrast color scheme.  Black text on a white background is ideal.  Never put two colors of similar contrast next to each other.  Never use color alone to convey meaning (e.g. items in red are required).
· Captions:  Use captions if necessary, especially for complex images.  Create a Table of Figures if necessary.

· Headers/Footers:  Avoid placing important document information in the Header or Footer.

· Keyboard Navigation:  Make sure your document is navigable by both keyboard and keyboard equivalents.

· Flashing/Blinking/Moving Text:  Do not use.

· Reading Order:  Must be logical.

Sources Consulted in Preparing these Tips
Florida State Courts System’s Court Facility Survey, May 2007, Office of the State Courts Administrator

Common ADA Errors and Omissions in New Construction and Alterations, June 1997, U.S. Department of Justice

ADA Checklist for New Lodging Facilities, U.S. Department of Justice

Accessible Customer Service Practices for Hotel and Lodging Guests with Disabilities, December 20, 2006, U.S. Department of Justice; www.ada.gov/accesscust.htm
Removing Barriers:  Planning Meetings that Are Accessible to All Participants, 2005, North Carolina Office on Disability and Health in collaboration with The Center for Universal Design, http://www.fpg.unc.edu/~ncodh/pdfs/rbmeetingguide.pdf
How to Plan Events that Everybody Can Attend, August 2001, New York Department of Health, www.health.state.ny.us/nysdoh/promo/events.htm 

508 Accessibility Check List, June 2008, Tricia Knox, Supreme Court of Florida, and Phil Pollock, Office of the State Courts Administrator

Guidelines for an Accessible Presentation, Summer 2006, Florida ADA Working Group

Guidelines for Using Large Print, American Foundation for the Blind

Additional Resources for Planning Accessible Meetings
Federal Communications Commission (FCC), Section 504 Programs and Activities Accessibility Handbook, http://www.fcc.gov/cgb/dro/504/504_handbook.pdf
National Assistive Technology Technical Assistance Partnership (NATTAP), Arranging Accessible Meetings, http://www.resna.org/taproject/library/bulletins/tapaug.html
Association of Science and Technology Centers, Accessible Best Practices (resources for accessible science centers, museums, exhibits, displays, presentations, tours, and meetings), http://www.astc.org/resource/access/best.htm
Education Resources Information Center/Office of Special Education Programs, Planning Accessible Conferences and Meetings: An ERIC/OSEP Information Brief for Conference Planners, http://www.hoagiesgifted.org/eric/e735.html  
An on-line tutorial on planning accessible meetings is posted at http://www.section508.gov.  

Click on the link to “508 Training”, then the link to “REGISTER”, where you will need to enter a user name and password to access the tutorials in the “508 Universe”. Once you have entered the system, you will see on the left side of the page a link labeled “508 Training Courses” under the heading “My 508 Universe”.  Follow this link to find a list of the courses, including “Accessible Conferences”.

� Title II, Pub. L. 101-336 (42 U.S.C. 12131 et seq.).


� Sections 282.601 - 282.606, Fla.Stat.
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