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Planning Accessible Events—Helpful Guidelines

East Tennessee State University is committed to providing physical and program access for individuals with disabilities.  To ensure that individuals with disabilities are able to participate in ETSU sponsored events, an accessibility plan should be in place before the event is advertised.
Initial Planning: 
· Contact Disability Services (DS) for consultation concerning accommodations for your event.
· Choose locations that allow individuals with disabilities to participate with little or minimal assistance.
· All essential activities of the event should be readily accessible by ramps or elevators.  
· Outdoor events must allow for the maximum degree of access to booths or activities for individuals with physical disabilities such as firm stable surface and curbcuts.
· Plan for adequate disability access parking or for convenient drop-off points. 
· Room setups must include accessible seating areas.  
· Choose locations with conveniently located accessible bathrooms, water fountains, and telephones.
· Telephones should be accessible for individuals who are deaf or who use wheelchairs.    
· Locations should have adequate signage to assist individuals who are blind or who have low vision.  
· There may be additional expenses involved in providing accommodations.  These expenses cannot be passed on to the individual with a disability.
· Reserved seating can be restricted to the individual with a disability and one guest.  

Publicizing your events
· Notify DS prior to publicizing your event to insure that the DS staff is prepared to answer questions and to assist with scheduling accommodations.
· Avoid negative or stereotypical terms such as “handicapped.” 
· If identification will be required for reserved seating, provide this information to DS staff.
· In all pre-event publicity, specify a time when reserved seats will no longer be held.  Allow fifteen to twenty minutes after the start time for the event for late arrivals. 
· All event publicity should include a statement instructing individuals how they can request accommodations in advance. 


Sample statements:
· “To request disability accommodations such as accessible seating, alternative formats for print materials or sign language interpreters, contact DS at 423-439-8346 by (give date at least 5 working days prior to event).  Attempts will be made to fill late requests; however, requests made after (date) are not guaranteed.”
· “For seamless delivery of disability accommodations, participants are urged to contact DS by (date).  Accommodation requests made after this date cannot be guaranteed.”

Advance Registration
· Registration forms should include a way to request accommodations: such as interpreters, special seating, or a special diet if food is to be served.    
· Registration forms should include a way to request alternative formats-- large print, Braille, CD, or tape—for print materials. DS can process these requests; however, a minimum of seven (7) working days is required. .

Onsite Registration
· Check the facility to be sure that electric doors and elevators are operational. 
· Event staff should be easily identifiable. 
· Be prepared to provide information about accessible restrooms, water fountains, etc. 
· Assign individuals to provide assistance with food service, carrying trays, opening drinks, etc.

Specific Accommodations

Deaf and Hard of Hearing
· The DS Interpreter Coordinator will determine the interpreting needs based on the type of event and information being conveyed.
· Some events may not be eligible for interpreters funded through DS.  Contact DS to discuss how interpreters for your event will be funded. 
· Interpreters are only provided when a specific request has been made by a participant.  
· Interpreters should be requested from DS a minimum of fourteen (14) working days prior to an event.
· Interpreters can be cancelled up to forty-eight (48) hours prior to an event.  Failure to cancel the interpreter may result in charges to the event for interpreter fees.
· Seating should be provided for interpreters facing the individuals who are deaf.
· Provide a spotlight for the sign language interpreter for all events.  
· Reserve seating for individuals who use interpreters, speech read or use assistive listening devices.  
· Videos should be captioned.
· Personal amplification systems are available for check out from DS.
· Notetakers may be needed if copies of overheads are not available. 
· DS can check out a Telecommunication Device for the Deaf out for the duration of your event. If needed.  

Visual Impairments
· If requested in advance, provide alternative formats for print materials.
· Prepare to assist visually impaired individuals with simple accommodations such as completing forms or finding their seat.   
· Service animals must be allowed in all of the event venues.
· Identify locations where service animals may be taken for toileting.
· Be sure fresh water is readily available for service animals.

Mobility Impairments
· Parking and path of travel should be easy to access, provide a firm stable surface, and have curbcuts in easily accessible locations.
· Accessible restrooms should be clearly marked.  Directions to accessible restrooms should be provided outside of inaccessible restrooms.
· Aisles should be at least 36 inches wide; doors at least 32 inches wide.
· Whenever possible, seating should be in a variety of locations, not just the front or back of the room.
· Companion seating for at least one person should be available.
· If accessible seating is in the most expensive location, individuals with disabilities should be allowed to purchase tickets at a rate for less expensive seating such as balcony seating.
· In venues with bleacher seating, have some folding chairs available for individuals who cannot climb the bleacher steps.  

Medical Disabilities
· Allow drinks, water, or snacks to accommodate individuals with diabetes and other medical conditions.  Sports bottles may be required in certain facilities to avoid spills.
· Event staff should be familiar with emergency procedures for the venue.
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