
Planning and 
Executing an 

Accessible In-Person 
CME Course



Objectives









What do we know about 
accessibility during 
in-person meetings?



Legal Requirements

•

•



Accessibility Aspects

Site  Choice Promotion Re g istration

Physical Sp ace Pre se ntations Hand outs



You need to offer 
accommodations if:

You know at le ast one  or 
more  p e rsons with 
d isab ilitie s may p articip ate ;

You're  se nd ing  the  invitation 
to  a larg e  g roup  or e ntire  
d e p artme nt or d ivision;

You're  p osting  the  
announce me nt in a p ub lic 
or se mi-p ub lic forum



Discover Your 
Audience



Use Inquiry 
Statements

O n all marke ting  
p oste rs, flie rs, 

e mails, and  
re g istration forms:

“If you have  a d isab ility 
and  require  sp ecial 
assistance , p lease  

inform (confe rence  
p lanne r) b y attaching  
your requirements to  
this form or contact 

(confe rence  p lanne r) 
via email or te lep hone  

at (add  contact 
information.)” 

“If you have  a d isab ility 
and  may require  

accommodation in 
orde r to  fully 

p articip ate  in this 
activity, p lease  check 

he re ; you will b e  
contacted  b y someone  

from our staff to  
d iscuss your sp ecific 

needs.” 



Ask!
Another approach is to include a checklist in your meeting RSVP. For example:

 I will need the following accommodations in order to participate:
___ Assistive listening device
___ Captioning

 ___ ASL Interpreter
___ Reserved front row seat
___ Large print
___ Advance copy of slides to be projected
___ Wheelchair access
___ Scent-free room
___ Diet Restrictions. List: __________________
___ Other: _____________________________



Then, Find 
Out More



Accommodation 
Vs. Accessibility



Considering 
Physical Space



Accessible Space - Arrival

Ensure  hand icap  p arking  is availab le  and  can accommod ate  
lift-e q uip p e d  vans, if ne e d e d

Main e ntry and  exit route s o f the  facility are  easily 
mane uve rab le  and  ob stacle  fre e

Ele vator/Ramp

Re g istration tab le  that is whe e lchair acce ssib le

Wid e , easy to  op e n d oors



Accessible 
Space –

Conference 
Room

Assistance  in he lp ing  to  find  
ap p rop riate  seating

Larg e  sp ace  b e twe e n tab le s

Re se rve  seats in the  front row(s) 
for p e rsons with d isab ilitie s

Consid e r accommod ations for 
any activitie s that mig ht re q uire  
move me nt



Accessible Space –
Restrooms











Accessible 
Space - Meals

Includ e  p e rsonal assistants 

Make  ad e q uate  
p rovisions for 
seating

Allowing  all 
p articip ants 
to  sit in the  
same  area

Avoid  b uffe t line s as much as 
p ossib le



Considering 
Visuals

What are  the  d iffe re nt ways 
some one  mig ht b e  visually 
d isab le d ? 

What instructions would  you 
g ive  to  a p re se nte r to  
accommod ate  for that 
p e rson?

What o the r thing s should  b e  
consid e re d  to  increase  
acce ssib ility for this 
ind ivid ual?



Tips for Presenters

O nly ke y p oints in 
p re se ntation Larg e  p rint Sharp , contrasting  

colors
Allow ad e q uate  time  
for aud ie nce  to  read  

visual aid s

Accomp any slid e s 
and  hand outs with a 

comp le te  ve rb al 
d e scrip tion

Provid e  a cop y of 
p re se ntation mate rials 

we ll in ad vance  to  
allow for larg e  p rint or 

Braille  transcrip tion

Have  a read e r 
availab le

Lowe r room lig hting  
to  increase  contrast

Avoid  re lying  on 
g e sture s to  illustrate  a 

p oint

Grap hics and  charts 
can still b e  use d  – just 

d e scrib e  the m in 
d e tail



Conference 
Materials to be 

Considered

Map s Books Sig ns

Me nus Forms Disp lays



Considering 
Acoustics

What are  the  
d iffe re nt ways 

some one  mig ht 
have  an aud itory 

d isab ility? 

What instructions 
would  you g ive  to  a 

p re se nte r to  
accommod ate  for 

that p e rson?

What o the r thing s 
should  b e  

consid e re d  to  
increase  acce ssib ility 

for this ind ivid ual?



Tips for Presenters











Additional 
Accommodations

Text should  accomp any 
any aud io  comp one nt 

O p e n cap tioning  – word s are  visib le  
on the  scre e n
Close  cap tioning  – word s are  hid d e n 
to  most vie we rs and  d e cod e d  for 
p e op le  ne e d ing  the  cap tioning

Sig n Lang uag e  
Inte rp re te r

Includ ing  for re g istration

Assistive  liste ning  d e vice s

Pre fe rre d  seating

We ll-lit, che ck that wind ow cove ring s are  
ad justab le  to  re d uce  o r re move  g lare



Checklists – For Venue

Look for these features when inspecting your meeting/event space:

Visibility – Consider those with impaired sight

Clear signage (identifying location and directions); well-lit meeting space and 
adjacent areas; projection screen visible from all seating (if using projection).

Acoustics – Consider those with hearing impairment

Public address (PA) system; roving microphone; limit unnecessary background 
music; seating available near presenter for lip reading;
availability of assistive listening devices.

Mobility – Consider those who may be in a wheelchair or have other mobility 
impairments

Accessible parking near venue; proximity to bus stop; ramp and/or elevator 
access; accessible bathrooms; barrier-free pathways; wide doorways and aisles to 
accommodate wheelchairs/scooters; no loose cables across walking areas.

Technology – Consider those who may need to use adaptive devices

Electrical outlets in accessible seating areas to accommodate devices, 
laptops, etc.; extra space or work surface



Checklists – For Presenters



Checklists – For Presenters



More Resources….

• Making  Me e ting s Acce ssib le

• Unive rsa l De sig n and  Acce ssib ility

• ADA Acce ssib ility Stand ard s

• Acce ssib le  Eve nt Che cklist 

• Making  Eve nts Acce ssib le  

https://www.cdc.gov/ncbddd/hearingloss/transcripts/Making-Meetings-Accessible.pdf
https://www.section508.gov/create/universal-design
https://www.access-board.gov/ada/
https://accessibility.usc.edu/accessibility-at-usc/event-accessibility/accessible-event-checklist/
https://www.w3.org/WAI/teach-advocate/accessible-presentations/


Thank you
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