Checklist for Personal Accessibility 
For workshop presenters, speakers, meeting planners, banquet planners, worship planners, dance planners, and the creators of any event, as well as anyone attending an event.

To do in advance:
    Wear no fragrance, whether as perfume, cologne, after-shave, or essential oils (e.g., patchouli) or as an ingredient in personal care products (e.g., lotion, sunscreen, makeup, hair products) or laundry products. To choose alternatives, see “Less Toxic Personal Care Products” at www.healsoaz.org. If you are not personally accessible, then neither is the event.

    Wear no solvents or pesticides in clothing, such as perchloroethylene “perc” drycleaning, leather tanning chemicals, fabric finishes in brand-new clothes, or mothballs. Wear washable clothing or clothes dry cleaned with carbon dioxide. If shoes or bags are leather, they should not be new.

 Wear no fresh hair color, perms or curl relaxers of the standard varieties. Either do chemical processing to hair at least two or three weeks prior to the event, or better yet, use less toxic products such as HerbaTint® (by mail order from NEEDS, www.needs.com or 800-634-1380) or ammonia-free, petroleum-free, fragrance-free perms (available at health-conscious salons). Instead of curl relaxers, use a light application of an edible oil (like coconut oil or olive oil).

 Remove pet hair from clothing. If your animal rides in the car, put a fresh towel over the car seat to avoid picking up more hair.

 Service animal users: Groom your animal without pesticides (including flea collars) and without fragrance for at least a month prior to the event. If you are worried about fleas, consider feeding “The Program” and put your animal’s bedding in the dryer on high for an hour. Be prepared for negotiations concerning space when people with extreme allergy to animals are also present.

 Trim mustache to allow whole upper lip to show. This allows people who read lips to read yours.

To do at the time:
 Stand in the light when speaking, not with your back to the light. Make sure your face is clearly visible. Keep your hands away from your mouth. Wearing high-contrast lipstick is helpful, too.

 Speak more slowly and more distinctly than usual. For many listeners, this is more helpful than speaking more loudly.

 Do not move or touch a wheelchair without the user’s permission. This is the equivalent of shoving or touching the person. If the user has transferred out of their wheelchair, your moving the wheelchair prevents them from moving anywhere.

 Sit to speak one-on-one with a wheelchair user whenever possible. This allows face-to-face communication, instead of face-to-belt buckle.

 Say the name of a person who is blind before you start speaking to them, to let them know you want their attention.

 Identify yourself to a person who is blind when you begin speaking.

 Touch the arm of a person who is deaf to get their attention, if you can’t catch their eye.

 Get permission before hugging or touching (including babies and dogs). The touch that you intend as welcoming or supportive may cause pain to arthritic joints, panic to someone with Post Traumatic Stress Disorder, or transfer fragrance residues to the hug recipient—so ask first. Exception: catching the attention of someone who is deaf with a light touch on the arm. Do not distract a service dog on duty by feeding, touching, speaking to them, or eye contact.

 Do not chew gum, because of the fumes. Exception: nicotine gum fumes are a lesser problem than tobacco residues. 

 Keep tobacco smoke away from people who must avoid it. Use designated smoking areas, and don’t light up until you get there. If no designated areas, keep smoke away from entrances and paths of travel. Move well downwind of entrances--the less wind, the further away. If someone wearing a filter mask or carrying oxygen shows up, be extra careful to keep smoke away from them. Your doing so helps to preserve their ability to breathe or stay free of seizure or neurological symptoms.

 Turn off your cell phone entirely, not just the ringer. Or check your phone where it can be left on, if such checking facility is provided. The same holds true for pagers, wireless e-mail, and all microwave-based or radio-based communication devices. Use these devices at a distance from other people.

 Use language of equality. See “Talking About Disability” on the UUA website (www.uua.org/faithinaction/jtwacc/access3.html#talk). Or see “Language is More Than a Trivial Concern” in A Guide to Planning Accessible Meetings by June Isaacson Kales and Darrell Jones; available at www.jik.com/resource.html.
 Speak directly to the person with a disability, instead of to their interpreter or attendant.

 Ask if you may be of assistance, and receive instructions from the person you would assist, rather than assuming you know what needs doing.

Accessibility Checklist for Workshop Presenters 
    Use low-odor, non-volatile felt tip marking pens (for flipcharts or art). Use only Crayola® Bold water-based markers (not crayons), or Low-Odor Marks-a-Lot® Flipchart Marker. Other brands and other kinds of Crayola® or Marks-a-Lot® felt-tip markers create a barrier. Do not use whiteboard markers.

    Announce use of electronic or electrical equipment (e.g., computer or video displays, overhead projector, sound amplification) in workshop descriptions. Set up the room so that some seats are as distant as possible from all of the equipment. Cluster electrical equipment, don’t scatter it. Choose flip charts or other paper media over electrical/electronic visual aids wherever feasible.

    Announce that cell phones should be turned off entirely (not just the ringer, but such that they don’t receive) as well as other electronic equipment such as pagers, wireless internet devices, and computers. Post the door with the same announcement.

    Use least-toxic art and craft materials. Many art materials, such as most glues, fixatives, modeling clays, markers, crayons, and chalk create barriers. Substitute safer materials such as water color and fragrance-free tempera paints, paper cutting and folding, some glue sticks, rice paste, glitter, Crayola Bold markers or Low-Odor Marks-a-Lot Flipchart Markers, and homemade salt-and-flour clays with natural colors. Announce materials to be used in workshop description.

    Create fragrance-free section: For large workshops, post prominent signage for and announce a fragrance-free section of the room. See Appendix A for wording and camera-ready signs. (In a small room, there really isn’t much point to a separate section).

    Visual aids: Accompany visuals with a brief oral narrative. Allow separate time for reading and listening (people who must read lips can only read one thing at a time).Use high-contrast colors (black and white, or bright blue and yellow, not red and black). Use plain backgrounds, not patterned. Use largest letters/images possible.

    Handouts: Provide handouts in large (18 point) sans-serif type. When referring to handouts, refer to page numbers for both regular-type and large-type versions. Provide handouts in alternate formats (cassette tape, or electronically--by disk, web, or e-mail--for people who use screen readers).

    Use captioned soundtracks (text on screen), if available. Otherwise, text copy of script may be provided to participants with hearing disabilities.

    Repeat question before you answer it if microphones are not available to the audience. Ensure only one person is speaking at a time.

    Ensure wheelchair-accessible layout: sufficient aisle space and seating space mixed through regular seating, not segregated. If using microphones for audience, they should be height-adjustable down to 40 inches.

 Do not use speakers’ platform if the platform is not ramped for wheelchair access, and one of the presenters uses a wheelchair. Create equality.

 Be aware that someone walking out may be because of a chemical, electrical, or noise situation in the room--from the ventilation system, brought in by another person, or from a device being turned on.

 Be personally accessible. See “Checklist for Personal Accessibility”. If you are not personally accessible, your workshop or event is not accessible.

Accessibility Checklist for Worship Planners 
 Avoid flames and choose fuels:
 No paraffin candles (use pure beeswax candles only, with lead-free cotton wicks).

 No lamp oil (use olive oil or apricot kernel oil for chalice, or a beeswax candle in it).

 No Sterno.         No alcohol.         No sulfur matches. Use butane lighter instead.

 Few flames and limited duration (only one lit chalice, fewest candles possible for liturgical purpose, with alternatives wherever possible; no candles among congregation). Any flame is a barrier to people who use oxygen, as well as to people with respiratory disorders or chemical sensitivities. 

 Use no incense, no smudges. Use alternatives such as chimes, brass singing bowls, or prayer flags for carrying prayers to heaven or for purifying air. Any event which uses incense or smudges must held outdoors to prevent contaminating indoor space and participants, and the schedule must announce the use of incense or smudges. Realize that even outdoors, they will make the event inaccessible for some people.

 Altar arrangements: Use no fragrant flowers and no pesticided flowers. Use non-fragrant organically grown flowers or plant materials, “silk” flowers, or non-floral arrangements.

 Establish fragrance-free section: For large services, post prominent signage for and announce a fragrance-free section of the room. See Appendix A for wording and camera-ready signage. Fragrance-free section should be located away from foot traffic, any flame, and electrical or electronic equipment. Wheelchair seating must be included.

 Provide large print for orders of service, hymnals, responsive readings, and hymn lists. Use high contrast (black and white, or bright blue and yellow, not red and black). Use plain backgrounds, not patterned. Lighting level in room should be bright enough for reading.

 Ensure speakers’ faces are well lit for lipreading. Same for the choir.

 Know how to operate environmental controls, or how to quickly reach someone who can: light switches, temperature and ventilation controls, openable windows, window coverings, automatic door openers, squealing fans, squealing microphones, etc. 

 Provide usher orientation for accessibility needs (where the fragrance-free section is, where wheelchair seating and assistive hearing devices are located, offer large print, etc.). People wearing noticeable fragrance should be directed to an area far from the fragrance-free section.

 Be personally accessible. See “Checklist for Personal Accessibility”. If you are not personally accessible, your service or event is not accessible.

Accessibility Checklist for Planners of 
Banquets, Meals, and Receptions 
 Post all ingredients of food and drink. Also make information available in advance.

 Ask about special dietary needs in registration.

 Accommodate special dietary needs in menu planning.

 Low fat

 Low carb

 No salt

 Vegetarian (no meat, no fowl)

 Egg-free

 Dairy-free (no butter, ghee, milk, cheese, yogurt)

 Fish- and seafood-free (neither saltwater nor freshwater)

 Wheat-free/gluten-free (no wheat, spelt, kamut, rye, oats, barley)

 Corn-free (including cornstarch)

 Soy-free

 Yeast/fungus/ferment-free (no yeast-raised breads or sourdough, vinegar, soy sauce, miso, tempeh, wine or other alcoholic beverages [even if distilled or cooked], mushrooms, blue cheeses, sauerkraut, pickles, fermented fish sauce)

 Peanut-free (no peanut oil, either)

 No fumes from peanuts (no peanuts or peanut products in the room)

 Nut-free (tree nuts: walnuts, almonds, pecans, cashews, filberts, etc., including oil)

 Nightshade-free (no tomatoes, potatoes, peppers, eggplant, tomatillos)

 Allium-free (no garlic, onions, chives, scallions, shallots, leeks)

 MSG-free (monosodium glutamate; flavor enhancers; canned or dry soups, broth, bullion, gravy; poultry injected with broth; cured means and lunch meats; many frozen and canned foods; many salad dressings and prepared foods and snacks; hydrolyzed vegetable or plant protein; autolyzed yeast; whey protein concentrate; sodium caseinate; calcium caseinate; Accent, Ajinomoto, Zest, Subu, Gourmet Powder, Vetsin, Glutavene, Glutacyl, RL-50; kombu extract, mei-jing, wei-jing, disodium guanylate, disodium inosinate)

 Dye-free and preservative-free

 Sulfite-free (wines, many salad bars or prepared greens, cured meats, lunch meats)

 Aspartame-free (NutraSweet, Equal)

 Saccharine-free

 Meats and dairy free of antibiotics and added hormones

 Organic (organically grown and processed)

 Dialysis diet: high protein, no salt, low potassium (no bananas, no nuts), no whole grains

 Kosher

 Pork-free (including lard)

 Other:________________________

 Provide place settings for participants who bring own food (with advance arrangement).

 Choose menu items easy to handle and that don’t need cutting. Avoid steak, lobster in shell, clams, etc.; or staff should be ready to assist with cutting food if requested by participant.

 Provide filtered water stored and served in glass, not plastic. Filtration should remove chlorine and other pollutants. Carbonated or mineral water does not work for some people. 

 Do not use flame-based chafing dishes: (Sterno®, paraffin, gas, or alcohol). Use only electric warmers or steam warmers with no flame.

 Provide assistance at buffet for electrically sensitive people in serving from electric warmers, and at all buffets for people who use wheelchairs, canes, or other mobility aids. . If there will be a large number of people using mobility aids and limited time to eat, buffet service is not recommended.

 No indoor grill in dining area or in open kitchen. 

 Use no lighter fluid for outdoor grill. Use chimney starter or electric starter instead. Specify the presence of fire in the event announcement, and realize that it will make the event inaccessible to some people, even though outdoors. 

 Do not use candles.
 Establish fragrance-free section away from foot traffic, buffet tables, kitchen, and electronics, and near fresh air. Post prominent signage (see Appendix A for wording and camera-ready table tents).

 Avoid fragrant flowers or pesticided flowers. Use non-fragrant organically grown flowers or plant materials, “silk” flowers, or non-floral arrangements.

 Use fragrance-free table linens washed in fragrance-free, chlorine-free products.

 Specify wheelchair-accessible set-up with sufficient aisle space (7 to 9 feet between tables, 6 to 9 feet for side aisles), dining tables with sufficient clearance below for arms of wheelchairs, and refreshment tables no higher than 34 inches. Keep aisles clear of signs or other impediments.

 Provide drinking straws and cups with handles on all meal and refreshment tables.

 Set up several food tables with the same food on each at large receptions, to facilitate traffic patterns.

 Make chairs available at all receptions and events, for those who need to sit.

 Be personally accessible. See “Checklist for Personal Accessibility”. If you are not personally accessible, your banquet or event is not accessible.

Accessibility Checklist for Dance Planners 
 Don’t use strobe lighting, flashing or rotating lights, or disco balls. These may trigger seizures in susceptible individuals.

 Leave one area free of speakers and electronics. Choose an area near the door, so that people don’t have to pass equipment (which may trigger seizures or other neurological symptoms).

 Balance sound volume: loud enough and with enough bass to transmit vibrations for people with low hearing, but not so loud as to be painful to people who use hearing aids or who have sensitive hearing.

 Provide chairs for people who need to sit.

 Ramp raised or sunken dance floors. People who use wheelchairs dance, too.

 Don’t use chemical special effects, such as dry ice fog makers. 

 Be personally accessible. See “Checklist for Personal Accessibility”. If you are not personally accessible, your dance or event is not accessible.

Accessibility Checklist for Plenary Planners 
 Establish fragrance-free section: Choose a location for the fragrance-free section away from main entrances and heavy foot traffic; near fresh-air intake; away from electrical and electronic equipment (including audio or visual aids) and any flame. Post prominent signage for the section, include notice of it in written materials, and make a spoken announcement at the beginning of the session. See Appendix A for wording of signage. Wheelchair seating must be included in the section. Cell phone and computer use should be prohibited in the fragrance-free section.

 Arrange for cell-phone check facility (analogous to a hat check) where participants may leave cell phones on to receive messages, and where emergency messages can be taken.

 Provide large print for written materials distributed to participants. Use high contrast (black and white, or bright blue and yellow, not red and black). Use plain backgrounds, not patterned. Lighting level in room should be bright enough for reading. Material in alternative formats (large print, tapes, disks) for people with disabilities should be available at the same time as the regular printed format is available.

 Provide large projected visuals. Keep them visually simple: bright, high-contrast, no patterned backgrounds, large print, few items per screen. Video images should be well lit.

 Ensure speakers’ faces are well lit for lipreading. 

 Specify infrared wireless communications and remote controls (lapel microphones, wireless assistive hearing devices, remote controls for video equipment) instead of radio-based devices.

 Know how to operate environmental controls, or how to quickly reach someone who can: light switches, temperature and ventilation controls, openable windows, window coverings, automatic door openers, squealing fans, squealing microphones, etc. 

 Establish designated smoking areas outdoors, away from and downwind of entrances, paths of travel, courtyards or other general outdoor gathering areas, and from ventilation intakes. Post prominent signage about smoking areas at entrances and parking lots. Also make spoken announcements. Absolute prohibition of smoking on site is less likely to keep smoke away. Smokers might be asked to try alternative nicotine delivery systems (patch or gum), if they’re willing. Outdoor areas free of smoke may be desperately needed by people with chemical sensitivities or electrical sensitivity to get away from exposures indoors.

 Specify integrated wheelchair seating and adequate circulation space.

 Specify lights: daylight, ordinary incandescent lights, halogen lights without transformers, or color-balanced LED lights without transformers. Avoid fluorescent lights (whether tube-style or compact) and all lights with ballasts or transformers (mercury vapor, sodium vapor, neon, some halogens). Tape switches to fluorescents in the “off” position, and post signage on the switch. Make sure restrooms, hallways, and outdoor entrances as well as meeting rooms are not lit with fluorescents (or their ballasted kin). Make sure that lights with ballasts or transformers are not turned on in the room downstairs from your meeting room. For lights on rheostats, turn to full brightness or completely off, never down (and post signage at rheostat).

 Provide usher orientation for accessibility needs (where the fragrance-free section is, where wheelchair seating and assistive hearing devices are located, offer large print, etc.). People wearing noticeable fragrance should be directed to an area far from the fragrance-free section.

 Identify where and of whom to make accessibility requests both before and during the event. Publish this information in publicity, registration materials, programs, and through spoken announcements. People handling the requests should not only have a cross-disability background, but should have clear and rapid procedures and authority for resolving accessibility issues. Make it easy and comfortable for participants to request disability accommodations.

 Design registration form to communicate equality among disabilities. Do not ask for details about some needs but ignore others. The reg form can ask about categories of functional limitations (e.g., need wheelchair/scooter, can’t walk steps, need hearing accommodations, need air quality accomodations, have manual manipulation limitations, use service dog, are allergic to animals, use oxygen, etc.) with follow-up forms for details (what size wheelchair, large print vs. cassette tape, etc.) For internet registrations, an interactive form is useful.

 Be personally accessible. See “Checklist for Personal Accessibility”. If you are not personally accessible, your event is not accessible.

Note: additional considerations apply for site selection.

Appendix: Signage for Fragrance-Free Seating 
The next two pages are camera-ready copy for signage for fragrance-free seating sections. This signage will be most visible when mounted on brightly colored poster board to create an eye-catching border.

The second of the two is for table tents. Print on letter-size paper. Cut in half crosswise, and paste to larger cardstock folded to make a table tent.

Fragrance-free
To allow access for all, this section is reserved 
for anyone who is wearing:
   No fragrance
   No fragranced products
   No tobacco residues
   No hairspray, gel, or mousse
   No hair color, permanent, or curl relaxer
   No cell phones (turn completely off)
Fragrance-free
To allow access for all, this table is reserved for anyone who is wearing:
    No fragrance
    No fragranced products
    No tobacco residues
    No hairspray, gel, or mousse
    No hair color, permanent, or curl relaxer
No cell phones (turn completely off)

Fragrance-free
To allow access for all, this table is reserved for anyone who is wearing:

No fragrance
   No fragranced products
    No tobacco residues
    No hairspray, gel, or mousse
    No hair color, permanent, or curl relaxer
No cell phones (turn completely off)
