
Audio Alternatives for Print 

Some people who are blind or have low vision cannot read braille or large 
print and find recorded information more useful. Also instances exist where 
some people with motor impairments or learning disabilities cannot use 
traditional print and prefer hearing information rather than reading it. A 
braille or large print version of label text might be too cumbersome to carry 
around a historical exhibit. 

Text information can be provided via audiocassette tapes and other 
technologies such as random access digital playback systems or 
FM/infrared systems. In museums and exhibitions, locate listening 
stations with speakers, handsets or earphones adjacent to printed 
information (explanatory information, legends, labels, etc.) to provide 
prerecorded playback of the printed materials. 
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Braille 

Braille is a system of touch reading that employs embossed dots

evenly arranged in cells. In each cell, it is possible to place six dots,

three high and two wide. Not all people who are blind or have low

vision read braille, but those who 

do will benefit from receiving print

materials in this format. Studies over

the past three decades agree that

80,000 to 85,000, or eight percent, 

of people who are blind in the 

United States use braille for reading.


An experienced person using a 

braille writer, a mechanical device

similar to a typewriter, can produce

single copies of braille. A more

efficient method is to use a computer

with specialized braille software and 

a printer called an embosser. With

training, someone who has minimal

knowledge of braille can format and Braille Alphabet


translate simple text documents into

braille using this system. If purchasing the software and printer are beyond

an organization’s financial resources, contact state or local organizations 

for people who are blind or have low vision for recommendations on local

resources to produce braille materials. Always have braille material and

signs checked by an experienced braille reader.




Computers, Web Sites and E-mail 

Computer technologies are essential tools of communication in our daily 
lives. The Internet, e-mail and Web sites are used for information, points 
of sales, educational tools, and are an integral part of the workplace. The 
arts and humanities must be committed to making sure that these tools 
are accessible. If an organization uses the Internet or its Web site, for 
example, to provide information or sell tickets, it cannot exclude people 
with disabilities. 

There are many ways in which technology has been adapted for people 
who are blind or have low vision as well as people with limited mobility. 
Most commonly, screen reading software “reads aloud” the text information 
displayed on the screen—a word processing document, a Web page, an 
e-mail message. A touch screen on a computer-enhanced display with a 
lot of text might have an option for “sound off” or “sound on” so that an 
individual could opt to hear what others see and read on the screen. 
Web sites can be designed with built-in accessible features. 
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Large Print 

Many people who are legally blind or have low vision can read large 
print. Large print documents are easy to produce using a scaleable, 
non-italic, sans serif font (such as Helvetica or Arial) in 14 to 18 point 
size with a space and a half between lines. For effective exhibit labels 

and displays, print should be a minimum of 24 points or larger, depending 
upon the distance from which people must read the print. 

This is 12 point Helvetica type. 

This is 14 point Helvetica type. 

This is 16 point Helvetica type. 

This is 18 point Helvetica type. 

This is 24 point Helvetica type. 
Helvetica Type Font Sizes 

“It is not, in my view just straight-forward access to objects that is 
important but the whole experience. There is no substitute for exploring 
the size, shape and smell say of a steam locomotive, the layout of a 
castle or the shape, the size and intricacy of a carved wooden panel, 
the sounds of a creaking wooden floor or handling a nautilus shell.” 

Ken Howarth, Heritage Recording, United Kingdom 



A 70 percent minimum contrast (black on white is 100 percent), between the 
print and the paper is critical for best results. Avoid using bright or glossy 
white paper because it produces glare, or the enlargement option on a 
photocopier, which usually yields inconsistent and distorted font sizes 
and blurry copies. 

Readers 

If braille or recorded materials are not available, designate someone to 
read information aloud to people who are blind or have low vision. This is 
usually effective for short meetings, such as a panel meeting or review 
session, if the material to be read is not lengthy. 

Tactile Materials 

Tactile materials, raised line drawings and diagrams, models and maps, 
such as scale models of buildings, exhibit layouts or stage settings 
provide orienting information to someone who is blind or has low vision. 
Organizations can use models to reproduce objects, artifacts and exhibit 
pieces that are too large, too delicate, too old or too valuable to handle. 

Consider the following when creating tactile maps, models and 
reproductions: 
• Size • Original textures 
• Shape • Detail 
• Scale • Orientation 

Another matter to consider when producing touchable materials is to 
select items that convey the complex theme of the exhibit or environment. 
For instance, if the exhibit is about quilts, but a doll happens to be in the 
exhibit, providing touchable quilts, rather than replicating the doll, might 
be more appropriate. The key is to avoid random object availability. Involve 
the curator in selecting tactile items that are significant. 
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“If touching weren’t such a good thing, they wouldn’t have to put 
up all the signs that say ‘Don’t touch.’” 

Ray Bloomer, Director of Education & Technical Assistance, 
National Center on Accessibility 



Try to incorporate tactile experiences as a part of the general environment 
or exhibition. Signage and placement of items indicate what may or may not 
be touched. Many visitors will benefit from tactile experiences—those who 
are blind or have low vision, have different learning styles and learn from 
touching and handling things. 
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Touch Tours 

Touch tours may be developed to enhance the experience of visitors 
and patrons who are blind or have low vision. Plan the tour so that 
the visitor has the opportunity to experience things that represent the 
central themes of the exhibit or environment. Train docents and tour 

guides to give clear and concise descriptions along with providing tactile 
and other sensory experiences. 

For People with Hearing or Speech 
Disabilities 

People who are deaf or hard-of-hearing have a range of hearing loss. Some 
people are congenitally deaf while others lose their hearing later in life. The 
diversity of this community is reflected in the variety of ways available to 
make audible information accessible. 

Many communication access improvements are inexpensive and easy to 
implement. Useful communication tools may be as simple as providing 
paper and pencil for writing brief messages. Include a specific person for 
whom the organization will be providing communication aids, such as an 
employee or a conference attendee, in determining the type of auxiliary aid 
that will provide the most effective communication. 

Assistive Listening Systems 

Assistive listening systems (ALS), in most cases, must be provided for 
assembly areas where audible communication is integral to the use 
of the space (concert and lecture halls, live theaters, movie theaters, 

”Advances in technology have … contributed to the arts by making 
communications, documentation and production tasks easier to perform. 
Computer software including computer-aided design, three-dimensional 
modeling, graphic design, authoring software (in all disciplines), programmed 
learning, distance learning, the Internet, voice-recognition and voice synthesis 
systems, as well as other forms of computer and telecommunications 
technology have provided incredible new opportunities for people with all 
types of disabilities to be creative and to communicate more effectively.” 

Ron Mace, architect, FAIA 
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meeting rooms). Accessibility standards require permanently 
installed systems if (1) an assembly area accommodates at 
least 50 persons or has an audio-amplification system, and 
(2) has fixed seating. Other assembly areas may permanently 
install an ALS or provide a portable system. The minimum 
number of receivers available must be equal to four percent 
of the total number of seats, but not less than two receivers. 
Signage must tell patrons that a listening system is available. 

Sign for ALS 

Assistive Listening Systems 

(ADAAG 4.1.3) 

An assistive listening system (ALS) 
minimizes background noise, reduces 
the effect of distance and overrides 
poor acoustics. There are three basic 
types of ALS technologies: audio loop, 
FM systems and infrared systems. 

•	 Audio loop systems work by 
transmitting an electromagnetic 
field to a receiver or directly to 
an individual’s hearing aid. These 
are often used in small classrooms, 
lecture halls or conference rooms. 
The audio loop is usually a 
permanently installed system. 

•	 FM systems work by transmitting 
radio waves to receivers. They 
are commonly used in classrooms, 
movie and live theaters, large 
arenas and convention halls. 
FM systems can be portable 
or permanently installed. 

•	 Infrared systems work by 
transmitting sound via light waves 
to receivers worn by users. They 
are commonly used in courtrooms, movie and live theaters, convention 
halls and lecture halls. Infrared systems can be portable but tend to be 
permanently installed. 

The receivers worn by the user must have an output jack to accommodate 
attachments such as monaural or binaural earpieces, induction neck loops and 
cochlear implant adapters. The type of attachment required by individuals 
depends on the severity of their hearing loss and whether they want to use 



the receiver with or without their hearing aid. Provide an assortment of 
attachments so that patrons may choose the options that best suit them. 

The same equipment used for an assistive listening system may be used 
to provide audio description for people who are blind or have low vision. 
Multi-channel versions of these systems can also be used to deliver 
simultaneous translations from one language into multiple languages, 
or one channel could be used for an ALS and another channel used for 
audio description. 

Captioning 

Captioning is the visual display of spoken material. Captioning should 
also identify who is speaking and indicate non-verbal cues such as sound 
effects, laughter and music. Individuals who are deaf or hard-of-hearing, 
who do not know sign language and cannot use assistive listening systems 
will benefit from captioning. 
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Open Captioning is always visible, preferred by most people and 
much more user-friendly. With open captioning there are no buttons 
to push and it is less likely to be subject to technical difficulties and 
mechanical breakdown. Open captioning also benefits children 
learning to read, people learning English as a second language, 
as well as the general public in a noisy environment. 

Closed Captioning allows the display of captions to be either on 
or off. Closed captioning is frequently used for television broadcasts, 
videotapes and DVDs. Cultural organizations often use closed 
captioning for video presentations with a sign next to the video 
display stating, “Press the button to view this video with captioning.” 

CART Set-Up 



Computer-Aided Realtime Reporting (CART) 

Captioning for live performances, lectures, presentations and meetings 
is sometimes called CART or Computer-Aided Realtime Reporting. 
Technology changes rapidly, but current CART uses technology developed 
for the courtroom. Realtime reporters type in a shorthand that specialized 
computer software instantly translates into full English words and sentences. 
Then a video monitor, projection screen or LED sign displays the text almost 
simultaneously. In a small meeting where the system is used by only one 
individual all that is needed is a laptop computer or two laptops linked 
together so that what is being typed on one shows up on the screen of 
the other. 

Sign Language 

People who are deaf or hard-of-hearing use a variety of communication 
methods. Many people who are deaf or who lose their hearing use 
American Sign Language (ASL) and are very proud of the deaf culture 
that accompanies the use of ASL. American Sign Language is a 
complete language, with its own grammatical structure and syntax. 

Other communication methods include Cued Speech, Manually Coded 
English, Pidgin Sign English (PSE) and Signed Exact English (SEE). 
Someone who knows and understands ASL may not understand SEE or 
Cued Speech and vice versa. Other deaf or hard-of-hearing individuals may 
use speechreading (commonly known as lipreading). To ensure effective 
communication, consult the person who is deaf or hard-of-hearing on their 
preferred method. 
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Interpreters 

People who are deaf or hard-of-hearing may request interpreting 
services to ensure full participation in events, meetings and 
conversations. Interpreters will interpret between spoken English 
and American Sign Language (ASL), Manually Coded English, or 
Cued Speech. 

Several interpreters may be needed for long programs. The average time 
a person can comfortably interpret is about 45 minutes. Most interpreters 
in lecture, workshop and meeting situations work in teams of two and trade 
places every 20 minutes. In a theatrical or performance setting, two or more 
interpreters typically work at the same time to convey a sense of dialogue 
between characters. 
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Interpreter Positions 

A common location for an interpreter 
in a classroom, meeting or lecture is 
at the end of the speakers’ table or 
beside the speaker. In a theatrical 
setting the best placement of 
interpreters will vary depending on the 
performance and the size and shape 
of the theater. Illuminate the interpreter 
with light focused on the interpreter’s 
face and upper body and angled to 
reduce the amount of shadowing on 
the interpreter’s face. 

To assure the availability of a qualified 
interpreter, request the service as soon 
as the meeting or event is scheduled. 
Interpreter fees vary from region to 
region. Interpreters usually charge by 
the hour with a two-hour minimum; 
sometimes they will negotiate a flat 
fee, especially for theatrical or 
performance interpreting. 

A word of caution: someone who 
knows sign language, but is not a 
certified or qualified interpreter may 
not adequately translate the message 
or provide effective communication. 

Speechreading and Oral Interpreters 

Speechreading (often called lipreading) is the ability to perceive speech by 
watching the movements of a speaker’s mouth; observing all other visible 
clues including facial expressions and gestures; and using the context of the 
message and the situation. According to the National Association of the 
Deaf, on the average, even the best speechreaders only understand 25 
percent of what is said. Do not assume that someone can speechread. 

To effectively speechread, however, individuals must have an unobstructed, 
well lit view of the speaker’s face. Speechreading is most effective one-on-
one. It is not effective in group situations, at large meetings or where the 
speechreader is seated or standing far away from the person speaking. 
People who speechread may ask to be seated close to the speaker or the 
stage to improve their ability to understand what is being presented. Some 
speechreaders use oral interpreters who use clear articulation, facial 



expressions and natural gestures to silently mouth the speaker’s words, 
conveying both the message and the emotion. 
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TTYs 

TTYs are text-based telephones used by people with hearing or

speech disabilities to communicate with other TTY users. The first

text telephones were teletypewriters, hence the nickname “TTY.”

Today’s TTYs are small, lightweight

electronic devices with a keyboard,

a visual display and/or a printer

connected to a telephone line.


Equip ticket offices with a TTY so

that patrons who are deaf or hard-

of-hearing may call to order tickets

or get information. Advertise the

TTY number along with other 

ticket office numbers.


If there are public phones available,

these should not only be wheelchair

accessible, but there should also be TTY and TTY Hooked Up

provisions made for the public to

have access to a TTY. There are

specific requirements in the Americans with Disabilities Act Accessibility

Guidelines (ADAAG) for the number of public TTYs required and phones

requiring amplifiers or individualized volume controls when there are 

public pay phones available (ADAAG 4.1.3).


Telecommunication Relay Services 

Telecommunication Relay Services allow a person using a TTY to 
communicate with someone who uses a voice telephone by calling 
through a relay operator. A trained operator speaks the words typed by 
a TTY user and types the words spoken by a voice telephone user. 

Because of the low cost of a TTY and the efficiency and desirability of 
one-to-one communication, cultural organizations that conduct a high 
volume of business by phone or who have staff or volunteers who are 
deaf, should consider making themselves directly accessible through 
TTYs rather than relying on relay services. After October 1, 2001, dialing 
711 anywhere in the United States will connect the caller to a relay 
operator who will place a voice or TTY call for the caller. 
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• 

Telephone Amplifiers 

Many telephones come equipped with a volume control switch or 
amplifier. When requested, local telephone companies can install 
amplification devices on pay phones. Portable amplifiers for individual 
use are also available. 

For People with Cognitive Disabilities 

The most important service is to provide clear information. People with 
cognitive disabilities especially appreciate the use of graphic symbols, color 
and other supplements to clarify the meaning of verbal information. For 
example, illustrations next to written instructions are easier to comprehend 
by someone who does not read well and also can be useful to foreign 
language speakers. Train all staff and volunteers to provide information 
clearly and to have patience with people who might not understand the 
first way it is presented. 

Environment 

Some people who have developmental or cognitive disabilities may be 
extremely sensitive to the environment around them. Environments that are 
too noisy or have too much activity may cause the individual to lose focus or 
become distracted. Creating areas or zones that are quieter and have fewer 
visual distractions may enhance some visitors’ ability to appreciate an 
exhibit, presentation or activity. 

Flexibility and Language 

Adapting to the needs of the individual visitor or patron is important. If 
someone has difficulty understanding or appears distracted, try a different 
way of presenting the information. These tips may help: 

Focus on one topic.

Keep remarks short.

Show or demonstrate instead of giving detailed verbal or written

descriptions, directions and information.

Rephrase, simplify or break down concepts into smaller components 

if necessary.

Make associations with already familiar ideas and objects.

Provide objects that people can touch and that appeal to as many

senses as possible.

Use pictures and other visual aids.

Inform people before transitions to a new location or program.

Respond to interest or lack of it.




Pictures 

Pictures can often supplement or substitute for written material. Many ideas 
can be explained more clearly if accompanied by illustrations. Signs for 
restrooms, telephones and first aid should use standardized pictographs or 
symbols. 
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RESOURCES 
 

ASSISTIVE LISTENING DEVICES

Hearing Loss of Association of America (HLAA)
National Office
7910 Woodmont Avenue, Suite 1200
Bethesda, MD 20814
(301) 657-2248 voice
(301) 657-2249 TTY
(301) 913-9413 fax
www.hearingloss.org

Technical Assistance Bulletins for Consumers, Installers and 
Providers
United States Access Board
1331 F Street NW, Suite 1000
Washington, D.C. 20004-1111
(800) 872-2253 voice
(800) 993-2822 TTY
(202) 272-0081 fax
info@access-board.gov
www.access-board.gov/adaag/about/bulletins/als-b.htm

 “Assistive Listening Devices for People with Hearing Loss: A 
Guide for Performing Arts Settings”
The John F. Kennedy Center for the Performing Arts
2700 F Street NW
Washington, D.C. 20566-0001
(202) 416-8727 voice
(202) 416-8728 TTY
access@kennedy-center.org
www.kennedy-center.org/accessibility
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COMPUTER-AIDED REALTIME REPORTING (CART) and SIGN 
INTERPRETERS

National Court Reporters Association
8224 Old Courthouse Road
Vienna, VA 22182-3808
(800) 272-6272 voice
(703) 556-6289 TTY
(703) 556-6291 fax
msic@ncrahq.org
www.ncraonline.org

Association of Late-Deafened Adults (ALDA)
8038 Macintosh Lane Suite 2
Rockford, IL 61107
(815) 332-1515 voice 
info@alda.org
www.alda.org

Registry of Interpreters for the Deaf
333 Commerce Street
Alexandria, VA 22314
(703) 838-0030 voice 
(703) 838-0459 TTY
(703) 838-0454 fax
www.rid.org
 

BRAILLE AND LARGE PRINT 

National Library Service for the Blind and Physically Handicapped 
(NLS) 
Library of Congress 
1291 Taylor Street NW 
Washington, D.C. 20011 
(888) 657-7323 voice 
(202) 707-0744 TTY
(202) 707-0712 fax 
nls@loc.gov
www.loc.gov/nls
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“Making Text Legible: Designing for People with Partial Sight” 
“Effective Color Contrast: Designing for People with Partial Sight 
and Color Deficiencies” 
Lighthouse International, Arlene R. Gordon Research Institute 
111 East 59th Street 
New York, NY 10022-1202 
(800) 829-0500 voice 
(212) 821-9713 TTY 
(212) 821-9707 fax 
www.lighthouse.org 
 

PREPARING TACTILE MATERIALS 

Tactile Graphics Resources 
Texas School for the Blind and Visually Impaired
1100 West 45th Street
Austin, TX 78756
(800) 872-5273 voice
(512) 206-9451 TTY
(512) 206-9450 fax
http://www.tsbvi.edu/math/107-graphics/3189-tactile-graphics-resources 

RNIB National Centre for Tactile Diagrams 
RNIB Centre for Accessible Information
58-72 John Bright Street
Birmingham, B1 1BN, UK
44 121 665 4257 voice
44 121 665 4201 fax
info@nctd.org.uk
www.nctd.org.uk
 

WEB ACCESSIBILITY

The World Wide Web Consortium (W3C) Web Accessibility 
Initiative
W3C has established guidelines for accessible web sites.
World Wide Web Consortium
Massachusetts Institute of Technology
32 Vassar Street Room 32-G515
Cambridge, MA 02139
(617) 253-2613 voice
(617) 258-5999 fax
www.w3.org
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Association of Assistive Technology Act Programs (ATAP)
Provides all kinds of technology related information.
P.O. Box 668
Slingerlands, NY 12159
(202) 643-2827 voice/TTY
www.ataporg.org/atap/index.php

Website Tips.com
This site is run by an individual, but contains some very good links to 
resources.
http://websitetips.com/accessibility
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Heard Museum, Phoenix, AZ: Sculpture by Michael Naranjo, visitor 
Charlotte Davis 



CHAPTER 6 6 
Accessibility in Arts and 
Humanities Activities 

Humanities and arts organizations face new challenges and opportunities 
in accessibility as we use the Internet, move outside traditional spaces and 
experiment with representing our culture. In surveying a cultural program, 
concern focuses on its location and content. This chapter addresses many 
situations and issues that are common to the arts and humanities. 

Administrators of arts and humanities programs must address three 
common issues: 

1. Ensure that all programs, activities and events are 
accessible to everyone, not just the audience and visitors. 

Traditionally, the focus of accessibility has been on the audience, patron 
or visitor when, in fact, people with disabilities are also involved with the 
organization as staff, board and panel members, designers, volunteers, 
applicants, performers, writers, teachers, technicians, docents, artists 
and administrators. Do not limit accessibility issues and efforts to the 
front-of-house or to public areas. 

2. Carefully evaluate each facility and activity 
for accessibility in cooperation with knowledgeable 
individuals with disabilities. 

Routinely survey and evaluate all facilities and activities to ensure 
accessibility. Consult access advisory committee members: people who use 
wheelchairs (manual and electric), scooters, crutches or walkers; someone 
who is blind or has low vision; someone who is deaf or hard-of-hearing; and 
someone who has a developmental disability, a learning disability or other 
cognitive disability. Each individual has a unique perspective and helps to 
ensure a comprehensive view of the facilities and programs. 



3. Make certain that knowledgeable individuals with 
disabilities help with designing and reviewing all policies, 
procedures and practices. 

Clearly thought-out policies and procedures go hand-in-hand with well 
constructed accessible programs, effective communication and physical 
access. Plainly stated policies and procedures help staff members and 
volunteers carry out an organization’s plan. 

For example: an organization has installed an assistive listening system 
in the auditorium, a space normally used to show a video documentary 
and occasionally used for a small lecture series. The new policy will state, 
“Whenever there is programming of any kind in the auditorium, the assistive 
listening system will be turned on and be available for use.” 

The new procedures will include activating the system whenever the video 
is shown, making sure the system is set up and running during lectures or 
other events, having the assistive listening receivers properly maintained 
(clean earpieces, fresh batteries) and handing out the receivers from the 
information booth just outside the auditorium, starting a half hour before 
each event. 
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Museums, Exhibitions and Visual Arts 

Display Cases 
People of short stature or who use

various mobility aids (scooters,

wheelchairs, canes and walkers) 

as well as people who have low 

vision must be able to approach and

comfortably view the contents and

labels of display cases whether they

are wall-mounted or free-standing.

An accessible route should allow

visitors to get close to the display 

and provide clear floor space

(minimum of 30 inches wide by Display Case Short Display Case Tall

48 inches long) beside each display. 

Display Case Wall Mount Tactile Display 

The top of free-standing display cases with pedestal bases or legs should 
be 33 to 40 inches above the floor. If, however, one must look into the case 
to see an object such as an open book or the inside of a bowl, the top of 
the display case must be no more than 36 inches above the floor. A display 
case on legs must have a cane-detectable barrier no higher than 27 inches 
above the floor. 



Labels 
Pay careful attention to making labels legible. Take into consideration 
placement (distance from the reader), type size, fonts and contrast. Type 
size varies depending on the distance from which the label will be read. 
Fonts should be sans serif, such as Arial or Helvetica, with easily 
recognizable characters. Contrast between the typeface and its background 
should be strong. Although black on white provides the highest possible 
contrast, avoid “bright whites” that produce glare. 

Consider alternative methods to deliver label information to people who 
do not read traditional print. Guides and docents may read label information 
as they give tours, or random-access digital playback devices can provide 
audio access to label text or other printed information that accompanies 
exhibits. 

Comfortable Viewing Zone 
Both standing and seated people are comfortable viewing large print from 
19 inches away when it is between 48 and 67 inches above the floor. 
Centering signs and labels at 54 inches above the floor works well. 

Sighted people can generally read 5/8 inch letters with good contrast at a 
distance of more than six feet. Sighted people can read smaller type sizes 
customarily used in exhibition displays at a distance of four feet if the material 
is printed in maximum contrast. 
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Comfortable Viewing Zone 



Lighting 
For many individuals, poor lighting can make an exhibit completely 
inaccessible. Be sure that lighting is adequate and avoid abrupt changes 
in lighting levels and colors. Place lighting instruments carefully so that 
reflections and glare do not obscure objects whether the visitor is standing, 
seated or of short stature. Keep shadows off artwork, labels, display cases, 
objects and pathways. Provide photographs, illustrations or copies of items 
that are too fragile to be exposed to strong lighting. 

Alternate Formats and Exhibit Content 
Make catalogues, brochures, programs and other print materials available 
to people who do not use traditional print. A variety of alternate formats 
exist, such as audiocassette tapes, the Internet, computer disks, large 
print or braille. 

Make any visual content audible and vice versa. Videos should have both 
captioning and audio description. Written versions of audio tours should be 
available. Make content and educational programming accessible to people 
with different kinds of learning styles. 

Tactile Components 
Include tactile components in exhibits. Contemporary but real artifacts (for 
example, pieces of hand-woven cloth) or reproductions and models add 
immensely to all visitors’ comprehension and understanding. Build small 
scale models of large objects such as dinosaurs, ships’ hulls or tombs. 
Make these tactile items available to everyone by building them into an 
exhibit, or include them in a kit that museum staff members or docents 
use for general visitor education. 

Work with curators to make reasonable decisions about which objects may 
be touched and how. Think about participatory exhibitions as a regular 
feature of a museum or exhibit. Appeal to people’s senses—through touch, 
hearing, sight and smell. These multi-sensory experiences can enhance the 
experience for everyone. 

Equipment and Controls 
Controls and switches should not require pinching, grasping or fine motor 
control to operate. Follow the closed-fist standard—a person with a closed 
fist should be able to use the object or control. To test the standard, try 
turning a round doorknob, pushing a lever, typing on a keyboard, switching 
on a light, grasping a handle or operating a touch-screen with fists closed. 
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Controls and Switches 

Examine interactive exhibits and activities to ensure that 
individuals with a range of abilities can operate all controls. 
The controls must be within reach of a person who is short or 
seated. Operable parts should be placed between 15 inches 
and 48 inches from the floor. Controls or switches should be 
easy to reach and easy to find. If necessary, relocate the control 
or add a second switch. 

Controls and interactive exhibits that give feedback should be 
both audible and visual. For example, if identifying the right 
answer on a quiz causes a bell to ring, also include a visual 
cue such as a blinking light. 

Tours 
In general, the areas, items and information included in tours 
should be available to everyone. Docents and tour guides should 
receive ongoing training on how to interact appropriately and how 
to offer assistance to people with disabilities or older visitors. 
Invite people with disabilities from the community and/or advisory 
committee to talk to docents and tour guides about basic disability 
etiquette, how to communicate, and “what to do” and “what not to 
do” in order to make everyone feel more comfortable. 

Tour Route 
The tour route should meet all the requirements for an accessible route or 
pathway. A person who uses a wheelchair should be able to get in and out 
of buildings, rooms, and sections, and move along the tour route without 
encountering steps, curbs, turnstiles, narrow doors, rough or uneven 
surfaces or other barriers. Include seating with armrests for people who walk 
with difficulty or tire easily. Design a flexible route so those who cannot 
complete the whole tour can easily return to the start or rest while others 
complete a segment of the route. 

The tour route must be well lit and free from hazards such as objects that 
protrude into the path of travel (display cases hung from walls), things that 
hang low overhead (tree branches or wall sconces), items that might trip 
people (wires or uneven changes in surface level) or other barriers that 
might be particularly dangerous. 

Docents 
Train docents and tour guides to orient people who are blind or have low 
vision to the spaces they will encounter along the tour by describing the size 
or dimensions of rooms, spaces and hallways. Clear concise descriptions 



of objects that highlight shape, size, texture and colors are also useful. 
A docent or guide can deliver a more formal audio description tour by 
memorizing or reading from a script. Visitors who are blind or have low 
vision may take self-guided tours by using an audio description tour on 
audiocassette or a random access digital playback system. 

Teach docents and tour guides to feel comfortable working with sign 
language interpreters. Remember to walk, stop and then talk. Face the 
individuals who are deaf or hard-of-hearing to facilitate speechreading. 
Give participants time to look at objects after the interpreter has finished 
interpreting the oral presentation. Portable assistive listening systems can 
also help people who are hard-of-hearing enjoy a tour. As a last resort, 
providing a printed copy of the tour script may help. 

Flexibility is an essential skill for a docent or tour guide. Applying the 
concepts mentioned above, not overloading people with more information 
than they can handle, and adapting content to the learning level of the 
participants makes a tour better for everyone. Guides should be flexible 
and patient, and avoid talking down to or patronizing visitors. Remember 
that showing and experiencing is frequently better than lecturing. 

Performing Arts and Lectures 

Ticket Office 
The ticket office is a place where communication is particularly important 
and where patrons frequently get their first impression of the organization. 
The ability to purchase tickets and obtain information must be available to 
everyone, whether face-to-face with ticket office staff at the window, over 
the phone, using a TTY or through the organization’s Web site. 

Ticket Prices and Policies 
Free or reduced admission fees for people with disabilities are not required. 
There are several good reasons, however, to consider a discounted 
admission policy. One reason is to bring a new audience into the facility 
by giving people the opportunity to try a new experience with minimum 
financial risk. Further, people on fixed incomes, including retirees, 
appreciate discounted tickets. 

Another reason is to compensate for lack of equal access or limited choice. 
For example, if the organization is located in a historic structure and cannot 
create integrated and dispersed seating and the only accessible seating is 
located in the most expensive area, or if choice is limited (accessible seating 
is clustered in the first or last row), the organization should have a policy of 
selling the accessible seating at the least expensive ticket price. 
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Aisle Space for One Back-Row Space for One Front Row Space for One 

Integrated and 
Dispersed Seating 
Locations 



Seating Locations 
Wheelchair-accessible seating spaces must be integrated and dispersed— 
available near the front, the back, the middle, sides and center, in the 
orchestra, in balconies and in boxes. Design seating to allow people using 
wheelchairs, scooters or other mobility aids to sit with their friends and 
family. If wheelchair users choose to transfer to theater seats, their 
wheelchairs should remain next to them so that they may move about, as 
needed, like everyone else. 

Listed below are general guidelines from ADAAG on wheelchair accessible 
seating. Remember, these are minimum requirements; organizations can 
always provide more and better accessible seating: 

• Size: Each wheelchair location must be a minimum of 33 inches wide 
and 48 inches deep for forward or rear access and 33 inches wide by 
60 inches deep for side access. The space must be level (not sloped), 
provide maneuvering clearances (room to pull in and out) and allow the 
individual to face the stage without sitting sideways or twisting. Sightlines 
must be unobstructed. 

• Placement: Wheelchair locations must be integrated and dispersed 
throughout the auditorium seating area with a seat for a companion 
next to each wheelchair accessible location. 

• Removable armrests: One percent of the seats must have removable or 
folding armrests. 

• Number: The minimum number of wheelchair locations required is based 
on overall seating capacity of the venue. 

The following are the two sets of minimum guidelines for accessible seating. 
It is recommended that organizations aim to use the highest possible 
standard or, better yet, exceed the standard. 

Americans with Disabilities Act Accessibility Guidelines (ADAAG) 
for Seating Requirements 

Seating Capacity Minimum Number of Required 
in Assembly Area Wheelchair Locations 

4 to 25 1 
26 to 50 2 
51 to 300 4 
301 to 500 6 
over 500 six plus one additional 

space for each total seating 
capacity increase of 100 
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Uniform Federal Accessibility Standards (UFAS) for 
Seating Requirements 

Capacity of Seating Minimum Number of Required 
& Assembly Areas Wheelchair Locations 

50 to 75 3 
76 to 100 4 
101 to 150 5 
151 to 200 6 
201 to 300 7 
301 to 400 8 
401 to 500 9 
501 to 1,000 * 
Over 1,000 ** 

*2 percent of total. 
**20 plus 1 for each 100 over 1,000. 

Some people who are deaf or hard-of-hearing may request seats near the 
front so they can easily see interpreters, captioning or use speechreading. 
However, with infrared and FM assistive listening systems, individuals who 
are hard-of-hearing can usually sit anywhere in the theater. 

People who are blind or have low vision also may want seats near the front 
where visibility is best or seats near the center where the sound is best. 
Listen carefully to requests made by patrons to determine what will best 
suit their needs. Guide dogs and other service animals stay with their 
owners at all times. 
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Guide Dog in Theater 

Guide Dogs and Other Service Animals 
The ADA and laws in every state permit guide dogs and 
service animals anywhere the general public is allowed, 
including taxis and buses, restaurants, theaters, stores, 
hotels, apartment and office buildings. These animals 
enhance independence for people with disabilities by 
reducing reliance on other people. Service animals are 
trained to perform tasks such as guiding someone around 
obstacles, pulling a wheelchair, alerting when the phone or 
doorbell rings, retrieving dropped objects and opening doors. 

Alternate Formats 
Print materials, such as playbills or program books, must be 
available in alternate formats such as large print, braille or 
audiocassette recording. Staff members and volunteers need 



to know what is available, where these items are kept and how to provide 
them. Signage should inform patrons about the availability of print materials 
in alternate formats. 

Assistive Listening Systems and Audio Description 
Audio description: Audio description is usually delivered live, with the possible 
exception of pre-show, prerecorded “program notes,” for people who are 
blind or have low vision. 

Assistive listening systems: Most theaters, concert halls and lecture halls 
must have equipment to enhance sound for people who are hard-of-hearing. 

The most common systems used for these two accommodations are FM 
and infrared. Be sure to carefully maintain the equipment. Keep it clean 
(receivers, earphones) and batteries charged or replaced regularly. 

Staff or volunteers who distribute the equipment must be trained to 
understand how it works and be able to explain it to patrons. Be sure that 
staff understands the different functions of the equipment since the same 
or almost identical equipment is used for both assistive listening and audio 
description. The equipment should be easy to find and convenient to obtain. 
Post signs using the appropriate icons to announce the availability of these 
services. 

Captioning 
During performances, captioning or CART (computer aided realtime 
reporting), which benefits older adults and those who do not know sign 
language, can be displayed on a video monitor, projection screen or LED 
sign displays. Live performance venues usually use the LED sign because it 
releases the least amount of light into the theater. Hire a qualified captioner, 
provide proper placement of the captioning equipment and the display 
device and supply appropriate seating for those using the captions. 

Some theaters have experimented with a system that uses a standard laptop 
computer, an ordinary word processing program and specialized software 
that displays the pre-entered text of a script on an LED. During the 
performance a person uses the laptop to move the script forward in time 
with the actors’ delivery of the lines. Opera surtitle systems can also be used 
to deliver captioning. WGBH in Boston has developed a system called the 
Rear Window ® Captioning System used by some movie and IMAX theaters. 

Sign Language Interpretation 
Determine where to place interpreters for performances and lectures as far in 
advance as possible. In determining the best position, include the interpreters 
and a patron or knowledgeable person who is deaf. The style of interpreting 
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• 

• 

• 

• 

Interpreter Position in Theaters 

selected must provide effective 
communication for the audience and mesh 
with the artistic concept of the production. 

Place the interpreters to the side or front 
of the action in the field of vision of 
audience members. Depending upon 
the configuration of the theater and the 
scenery, the interpreters may be standing 
or sitting together on stage, at the side of 
the stage or just below the stage in the 
audience portion of the theater. Carefully 
consider these issues: 

Audience members must be able to

clearly and comfortably see the

interpreter and the stage simultaneously.

Light on the interpreters should be

neither too dim nor too bright and 

not cast shadows on the interpreters’

faces or torsos.

Select qualified, and preferably certified,

interpreters who are familiar with

theatrical material. Not all interpreters

may be qualified or comfortable with

musicals or Shakespeare.

Carefully prepare contracts for interpreters

that outline how much they will be paid,

what they will be expected to do (prepare

for the performance, arrive on time, dress

professionally) and what the organization

will provide (copies of scripts, tickets to

preview the performance, complimentary

tickets.) 

“Because the motion picture and television industry has a powerful 
impact on the shaping of public opinion, many feel it also has a 
responsibility to portray persons with disabilities accurately and 
sensitively. The media has an unchallenged ability to break down 
invisible barriers, altering those attitudes that can be the most 
formidable obstacles to a person with a disability’s profitable 
interactions with and contributions to society.” 

Karen G. Littman, President, Morphonix, San Rafael, CA 



Touch Tours 
Touch tours before a performance are another option for providing visual 
information about stage sets, costumes, performance areas and props. 
Signage should announce the availability of touch tours. 

Contractual Language for Accessibility 
Contracts should clearly outline who will be responsible for accessibility. For 
example, a performing arts company on tour should be just as accessible 
to audience, performers and staff as when at the home facility. Because the 
responsibility for compliance falls equally on the performing arts troupe and 
on the facilities in which it performs, clearly spell out who will be responsible 
for ensuring physical and programmatic access and who will be responsible 
for providing effective communication. 

Multimedia: Film, Video, Radio, Television, 
Web sites and the Internet 

Media arts programs involve many different activities in the production, 
distribution, exhibition or broadcast of films, videos, television, radio, Internet 
media and other mixed media or multimedia. In addition, media arts may 
involve workshops, conferences, seminars, distance education programs, 
lectures, residencies or working space for independent artists, as well as 
the production of research and newsletters. 

Representation 
The media arts are a particularly powerful tool for influencing how society 
sees itself. Through exhibition and broadcast, a media producer conveys 
ideas and values that would not otherwise reach a wide circulation. 

Including people with disabilities in productions can change attitudes. 
Persistent casting, writing and presentation of people with disabilities and 
older adults in everyday roles focusing not on disability or age, but on the 
person, can expand their public image. In addition, seeing professionals with 
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“Why do you always have to use our condition as reason for inspiration? 
I don’t always want to be inspiring. I just want to be me and accepted like 
everyone else. Whether I am liked or disliked should be based on who I 
am as a person, not who I am as a physical entity. I want people to loathe 
my character sometimes. I want to play murderers, kidnappers or 
whatever. If you are going to show us as equals, then you’ll have to make 
room for all those situations. I would like to play roles that are written 
regardless of disability. That’s my ultimate goal, to eliminate the necessity 
to even mention disability.” 

Alan Toy, actor 



“The power of the Web is in its universality. Access by everyone 
regardless of disability is an essential aspect.” 

Tim Berners-Lee, W3C Director and inventor of the World Wide Web 

disabilities working in all aspects of the arts and humanities increases public 
awareness of people with disabilities in realistic terms, as capable members 
of society who pursue interesting and creative employment. 

Location 
When going on location, filmmakers and producers of television, radio and 
video programs must consider what accommodations will need to be made 
so that people with disabilities or who are older can participate. Include the 
actors, production crew and others in determining what accommodations 
they may need. 

Products 
Television, film, video and the Internet are pervasive elements in our culture. 
Building accessibility into media products allows everyone to enjoy them. Be 
sure to incorporate captioning and audio or video description during the 
production of such products. 

Captioning for film, video and television is most effective when technical 
concerns are taken into account at the earliest planning stage. During 
production, attention must be given to contrast, letter size, presentation rate 
and line length. When producing audio-visual materials, be sure to budget 
for captioning, and hire professionals or acquire the newest captioning 
software. 

The National Endowment for the Arts requires of its grant applicants that 
“broadcast projects and educational/interpretive videos must be closed or 
open captioned.” The National Endowment for the Humanities requires that 
“television and film projects produced under an NEH grant must have closed 
captioning. Costs for this should be included in the production budget.” 

Computer Technology and the Internet 
New technologies enable people with disabilities to be more independent 
and productive in the workplace. People who are blind or have low vision 
can benefit from screen reading software and computerized speech 
synthesizers. A person with limited motor movement can benefit from 
modified keyboards, trackballs and ultrasonic pointers or voice recognition. 
People who are deaf or hard-of-hearing can use visual icons in place of 
sounds and captioning for audio content. 
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Taking advantage of the newest technologies and adaptive technologies 
allows cultural organizations to make Web sites as well as programs and 
events more accessible. 

Section 508 of the 1973 Rehabilitation Act applies to all federal agencies 
when they develop, procure, maintain or use electronic or information 
technology. Federal agencies must ensure that this technology is accessible 
to employees and members of the public with disabilities to the extent that 
it does not pose an “undue burden.” Under standards published by the 
Access Board on December 21, 2000, the federal government will be in the 
forefront in ensuring access to electronic and information technology. These 
standards, the first of their kind in the federal sector, cover various means of 
disseminating information, including computers software and electronic office 
equipment. They provide criteria that spell out what makes these products 
accessible to people with disabilities, including those with vision, hearing 
and mobility loss. 

Guidelines to Help Ensure Web Accessibility For Everyone 
• Start with understandably written, clearly presented information. 
• Make meaning independent of color and employ color, fonts and 

graphics judiciously. 
• Employ a consistent layout and include a site map. 
• Label forms and frames clearly. 

Use these evaluation tools and others like them to analyze Web page 
accessibility: 
• www.webable.com 
• Bobby at www.cast.org/bobby 
• LIFT at www.usablenet.com 
• InSight and InFocus at www.ssbtechnologies.com 

Assuring that Web sites are available to: 
People who are Blind or have Low Vision 
• Supply descriptive text attributes (i.e., HTML tags “alt” and “longdesc”) 

for images, links, graphs, charts, tables and maps. 
• Convert PDF files to text (some screen readers can’t read PDF files). 
• Provide audio to describe videos. 

People who are Deaf or Hard-of-hearing 
• Offer text or visual cues for all auditory information (voice, sounds, etc.). 
• Caption videos. 

People who have Motor Impairments 
• Design easy site navigation (menu bar on each page, limit the number 

of clicks needed to navigate through the site, etc.). 
• Allow keyboard commands for those who cannot use a mouse. 
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social hall, a workshop at a community college, a presentation by an author 
at a bookstore or an exhibition in a local library must be accessible because 
these are all places of public accommodation. 

Artist with Disability 

Literary Activities 

Literary activities include creating, publishing, promoting, 
distributing and presenting literature. In addition, activities 
may involve graphic arts productions, printing, readings, 
workshops, exhibits and book fairs, as well as writing, 
translation and editing. These activities may take place in 
a variety of locations, ranging from printing shops to 
classrooms to shopping malls. 

Considering accessibility becomes necessary when the work 
of literary art becomes public, is produced in a place of public 
accommodation, or is part of an educational program or 
conference. A poetry reading in a cafe, a book fair in a church 
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RESOURCES 
 

ACCESSIBILITY CHECKLISTS

“Arts Accessibility Checklist”
National Endowment for the Arts
Office for AccessAbility
1100 Pennsylvania Avenue NW
Washington, D.C. 20506
(202) 682-5532 voice
(202) 682-5496 TTY
(202) 682-5715 fax
www.nea.gov/resources/Accessibility/Planning/Step6.pdf

“Museum Accessibility Checklist for Visitors who are Deaf or Hard 
of Hearing”
Please contact the Center to request a copy of this resource.
Center for Hearing and Communication
50 Broadway, 6th Floor
New York, NY 10004
(917) 305-7700 voice
(917) 305-7999 TTY
(917) 305-7888 fax
www.chchearing.org
 

LABELING AND EXHIBIT DESIGN

“Everyone’s Welcome: The Americans with Disabilities Act and 
Museums” 
“Standards Manual for Signs and Labels”
American Association of Museums
1575 Eye Street NW, Suite 400
Washington, D.C. 20005
(202) 289-1818 voice
(202) 289-6578 fax
(202) 289-9127 bookstore
www.aam-us.org

“Smithsonian Guidelines for Accessible Exhibition Design”
Smithsonian Accessibility Program
Arts and Industries Building
Room 1239 MRC 426
Washington, DC 20560
(202) 786-2942 voice
(202) 786-2414 TTY
(202) 786-2210 fax
http://www.ofeo.si.edu/ae_center/accessibility.asp
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TOURS FOR VISITORS WHO ARE BLIND OR HAVE LOW 
VISION

“Reaching Out: A Creative Guide for Designing Cultural Programs 
and Exhibits for Persons who are Blind or Visually Impaired”
by Elga Joffee and Mary Ann Siller
American Foundation for the Blind
2 Penn Plaza, Suite 1102
New York, NY 10121
(800) 232-5463 voice
http://www.afb.org/store 

ACCESSIBLE MEDIA (CAPTIONING AND AUDIO 
DESCRIPTION) 

Audio Description Project
Initiative of the American Council of the Blind (Formerly AD 
International).  
This site lists Audio Description providers nationally and internationally.
www.acb.org/adp/

Described and Captioned Media Program
This site has numerous resources for both captioning and audio 
description.
National Association of the Deaf
1447 East Main Street
Spartanburg, SC 29307
(800) 237-6213 voice
(800) 237-6819 TTY
(800) 538-5636 fax
info@dcmp.org
www.dcmp.org

Media Access Group at WGBH
The Caption Center and Descriptive Video Service®
This organization has numerous resources for both captioning and 
audio description.
Media Access Group WGBH
One Guest Street
Boston, MA 02135
(617) 300-3600 voice/TTY
(617) 300-1020 fax
access@wgbh.org
http://main.wgbh.org/wgbh/pages/mag/
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National Captioning Institute
This organization has numerous resources for both captioning and 
audio description.
3725 Concorde Parkway, Suite 100 Chantilly, VA 20151
(703) 917-7600 voice/TTY
(703) 917-9853 fax
mail@ncicap.org
www.ncicap.org/

“Technical Bulletin #8: Theatrical Movie Captioning Systems”
Access Board
1331 F Street NW, Suite 1000
Washington, D.C. 20004-1111
(800) 872-2253 voice
(800) 993-2822 TTY
(202) 272-0081 fax
info@access-board.gov
www.access-board.gov/adaag/about/bulletins/captioning.htm

Accessible Media

 National Center for Accessible Media (NCAM)
The Corporation for Public Broadcasting/WGBH National Center for 
Accessible Media (NCAM) is a research and development facility that 
works to make media accessible.
The CPB/WGBH National Center for Accessible Media
WGBH Educational Foundation
125 Western Avenue
Boston, MA 02134
(617) 300-3400 voice/TTY
(617) 300-1035 fax
NCAM@wgbh.org
http://main.wgbh.org/ncam

Electronic and Information Technology

The Federal Information Technology Accessibility Initiative (FITAI)
Coordinated by U.S. General Services Administration (GSA), this 
interagency effort offers technical assistance to individuals and federal 
agencies on implementation of Section 508.
www.section508.gov
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The Access Board
An independent federal agency that has numerous technical assistance 
bulletins that address the Telecommunications Act and Section 508 
including:
“Bulletin#7: Access to Telecommunications”
“Section 504 Facts – Brochure”
To down load these documents and many more go to:
http://www.access-board.gov/pubs.htm

Working with Actors with Disabilities

“Everything You Always Wanted To Know About Working With 
Performers With Disabilities But Were Afraid To Ask”
Screen Actors Guild (SAG)
(212) 827-1433 (New York)
(323) 549-6643 (Los Angeles)
www.sag.com

American Federation of Television & Radio Artists (AFTRA)
(212) 532-0800 (New York)
(323) 634-8100 (Los Angeles)
www.aftra.org

Actors Equity Association (AEA)
(212) 869-8530 (New York)
(323) 634-1750 (Los Angeles)
www.actorsequity.org
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Cleveland Dancing Wheels, Cleveland, OH: “The Sorcerer’s Apprentices” with 
dancers Jennifer Sikora and Sabatino Verlessa 



CHAPTER 7 7 
Meetings, Panels, Lectures 
and Conferences 

Many arts and humanities organizations conduct meetings, lectures, 
conferences and panels. Making these accessible to people with disabilities 
must be a priority. Any meetings that are open to the public must comply 
with the provisions of Section 504 of the Rehabilitation Act and the Americans 
with Disabilities Act. Public meetings must be held in physically accessible 
spaces and provide effective communication for people with disabilities and 
who are older. 

The following information is adapted with permission from the ERIC/OSEP 
Special Project, the ERIC Clearinghouse on Disabilities and Gifted Education, 
the Council for Exceptional Children. Download the complete information brief 
at: www/ericec.org/digests/e735.html 

Choosing an Accessible Site 

Always make a site visit before committing the organization to a facility. The 
goal of the site visit is to select a conference setting that allows persons with a 
disability or older patrons to move about the conference site freely and 
independently and to participate in the program. Working with a local 
independent living center or other access group to assist in evaluating the 
accessibility of the site is highly recommended. The site visit should include 
inspecting the space and amenities to be used during the conference, meeting 
or lecture. Consider whether the distance and route between buildings, meeting 
rooms and amenities will be easy to traverse. Verify the accessibility of any 
outside entertainment or transportation services that will be used. Make certain 
the staff of the hotel or conference center are trained to handle issues of 
accessibility. Consider the following points in selecting a site: 

• Is accessible parking and public transportation available? 
•	 Are exterior pathways and main entrances accessible? This means a 

participant will not encounter stairs, any sudden change of floor height 
over 1/4 inch, slippery or unstable ground, doorways less than 32 inches 
wide and objects obstructing walkways. 



• Are directions to meeting rooms and amenities clearly posted at 
entrances? Assigning staff to entrances to provide directions and 
assistance to meeting participants is also useful. 

• Are interior pathways accessible? Take a look at the width of halls, 
corridors and aisles. Check for level, stable surfaces. 

• Are restrooms, public telephones (including a TTY), water fountains and 
sleeping rooms (if needed) accessible? 

• Is there adequate space for wheelchairs in meeting rooms, as well as at 
conference and banquet tables? 

• Are tables and chairs set up to allow integrated and dispersed spaces for 
people using wheelchairs? 

• Is the lighting adjustable and are all areas well lit? 
• Is the environment obstacle-free? This means free of protruding objects, 

objects in the middle of pathways and trip hazards? 
• Are there large print, tactile directions for equipment, elevators and 

restrooms? Check to see that elevator control panels have braille with 
raised characters. 

• Are the emergency egress routes accessible and are there 
visual/audible alarms? 

• Are registration and display tables no higher than 36 inches? Clipboards 
can be made available as an alternate writing surface for persons of 
short stature or with limited mobility. 

• Is there a tactile/visual map of conference area? 

Accessible Transportation 
Don’t forget about transportation for participants with disabilities. If the 
organization is providing transportation for participants, it must be prepared 
also to provide wheelchair accessible transportation. Likewise, if an 
organization is sponsoring a festival and is operating courtesy shuttle buses 
from remote parking locations, it must provide accessible shuttles or make 
other arrangements to accommodate people who have limited mobility, 
including those who use wheelchairs. 
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Promotion and Registration 
Conference planners should arrange for all promotional 
material to be available in alternative formats, such as 
braille, large print, computer disk, e-mail or through 
the Internet. Designate someone on staff to handle all 
issues concerning accommodations for participants 
during the meeting. 

Table Clearance 
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In all conference material, including the 
registration form and press release, 
indicate that accommodations can be 
made for a variety of needs. Here are 
some examples: 
•	 “If you have a disability and may 

require accommodation to fully 
participate in this activity, please 
check here. Someone from our 
staff will contact you to discuss 
your specific needs.” 

•	 “Accommodations for individuals 
with disabilities will be provided 
with at least three weeks advance 
notice. Please check here or notify 
(conference planner) to request 
an accommodation at (phone) 
and (e-mail).” 

•	 “Check here if you require: (insert a 
checklist of accommodations such as 
sign language interpreters, 
wheelchair accessible seating.)” 

Social Functions and Meals 
When planning social functions and 
meals, meeting planners should: 

Registration Planning Information 
If you need any of the following accommodations, please 
indicate below and submit this form no later than (date 
i.e., 3 weeks before event) so that staff will have 
sufficient time to fulfill your request. Include your phone 
number and/or e-mail so that we may contact you if more 
details are needed. 

■ Wheelchair Accessible Hotel Room 
■ Assistive Listening System 
■ Wheelchair Accessible Transportation 
■ Oral Interpretation 
■ Sign Interpretation 
■ Print Material Recorded on Cassette 
■ Large Print Materials 
■ Dietary Restrictions (specify) 

Other: 

Example of access section of registration form 

•	 Include personal assistants and interpreters in the estimated number 
of participants. 

•	 Make adequate provisions for seating, allowing all participants to sit in 
the same area. Do not place people using wheelchairs, or those who 
use walkers or guide dogs, on the fringes of the dining area. 

•	 Avoid buffet lines. They can be particularly difficult for persons with 
mobility or vision loss. If buffet lines can’t be avoided then, request the 
catering service provide additional staff to assist attendees. 

•	 Ensure that buffet/refreshment tables are no higher than 36 inches 
or have staff available to assist upon request. 

Accessible Presentations 

The meeting planner should work with invited speakers and presenters to 
ensure that presentations are accessible to all people. Attention to the following 
points will enhance the accessibility of conference presentations. 



In General 
• Select well lit and easily accessible meeting rooms. 
• Control background noise. 
• Choose a meeting room with good acoustics and an auxiliary 

sound system. 
• Arrange for multiple types of microphones: table, lapel and floor 

microphones with horizontal booms or an assistant with a hand-held 
microphone. Remember that presenters, interpreters and audience 
members use microphones. 

• Establish unobstructed pathways to microphones for audience members’ 
questions and statements. 

• Discuss with each presenter, prior to the meeting, the importance of 
developing a presentation that will be accessible to all participants. 

• Find out if a presenter requires an accommodation such as a ramp, 
accessible podium, chair, interpreter or sighted guide. It is more 
desirable to seat presenters at a table, but if a podium is being used, it 
must have a detachable microphone for those who cannot or choose not 
to use the podium. 

• Instruct presenters to speak in well-paced and well-modulated tones. It is 
particularly important for presenters to monitor their rate of speech and 
not speak too rapidly. 
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Floor Mike with Boom Speakers Platform 

For People Who Are Blind or Have Some Vision Loss 
Note that the items listed here may also increase accessibility for sighted 
individuals with reading or learning disabilities. 
• Orient participants to the site and layout of the spaces, identify the 

location of amenities and exits. Provide transparent, raised-line maps of 
conference area including braille or raised letters with corresponding 
print layouts underneath. The raised-line, tactile maps should identify 
meeting rooms, food services, restrooms, exits and other amenities. 



• Allow access to front row seats during meeting sessions. 
• Have a staff member or volunteer available to sit with participants and 

describe the presentations, if desired. 
• Offer papers, agendas or other print materials in alternative formats such 

as large print or braille. 
• Make available for close examination large print copies of 

transparencies, PowerPoint presentations or slides. 
• Check for adjustable lighting in the meeting room. Dimming the 

ceiling lights can increase the contrast—and thus the visibility—of 
audiovisual materials. 

• Use sharply contrasting colors and large print for materials, maps, books, 
signs, menus, forms and displays. 

• Have each person state their name before speaking so that participants 
who are blind or have low vision can track the course of the conversation 
during question and answer periods and facilitated group discussions. 

For People who are Deaf or Hard-of-Hearing 
• Allow preferred seating for those who wish it, usually in front of the 

speaker and interpreter. Preferred seating should be away from heating 
and air conditioning units, hallways and other noisy areas. 

• Keep lights bright in the area where the presenter and interpreter stand. 
Keep lights on the interpreters during PowerPoint, video or other 
visual presentations. 

• Check that window coverings are adjustable to reduce or remove glare. 
• Arrange seats in a circle for small discussion groups. 
• Provide captioning, CART (Computer Aided Realtime Translation) or 

qualified, professional interpreters. 
• Set up an assistive listening system and check that it functions properly 

before the presentation starts. 

Several site visits may be necessary prior to an event. Keep in mind that with 
continued communication and education, organizations will achieve the goal of 
accessible, barrier-free conferences and meetings for all individuals. 

Meetings, Panels, Lectures and Conferences 141 



142 Chapter 7

RESOURCES 
 

PLANNING ACCESSIBLE MEETINGS

Independent Living Centers
To find the Independent living center closest to you, contact: 
www.ilusa.com/links/ilcenters.htm 

“Planning Accessible Conferences and Meetings: An ERIC/OSEP 
Information Brief for Conference Planners”
http://www.hoagiesgifted.org/eric/e735.html

“A Guide to Planning Accessible Meetings”
by June Isaacson Kailes and Darrell Jones
ILRU (Independent Living Research Utilization) Program
2323 South Shepherd, Suite 1000
Houston, TX 77019
(713) 520-0232 voice/TTY
(713) 520-5785 fax
www.ILRU.org

 
ACCESSIBLE LODGING

“Accommodating All Guests”
The American Hotel & Lodging Association 
1201 New York Avenue NW, Suite 600
Washington, D.C. 20005-3931
(202) 289-3100 voice
(202) 289-3199 fax
www.universaldesign.com/information/hospitality.php

“Common ADA Problems at Newly Constructed Lodging 
Facilities”
“Five Steps to Make New Lodging Facilities Comply with the ADA”
“Americans with Disabilities Act Checklist for New Lodging 
Facilities”
Disability Rights Section
Civil Rights Division
U.S. Department of Justice
950 Pennsylvania Avenue NW
Washington, D.C. 20530
(800) 514-0301 voice
(800) 514-0383 TTY
(202) 307-1197 fax
www.ada.gov/publicat.htm
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PRODUCING BRAILLE MATERIALS AND TACTILE MAPS

Braille Institute of America
741 North Vermont Street
Los Angeles, CA 90029
(800) 272-4553 voice
(323) 663-0867 fax
www.brailleinstitute.org

American Printing House for the Blind
P.O. Box 6085
Louisville, KY 40206-0085
(800) 223-1839 voice
(502) 899-2274 fax
info@aph.org
www.aph.org
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Arts for All Gallery, Altanta, GA: Visual artist Marquetta Johnson with her work 



CHAPTER 8 8 
Training for Staff, Board 
Members, Volunteers 
and Constituents 

A cultural organization’s most important accessibility asset is its people— 
staff, board members, volunteers and constituents (including applicants and 
grantees). The time and energy invested in training people to understand 
and accommodate those with disabilities can make the difference between 
simply fulfilling legal obligations and providing a truly welcoming experience 
for everyone. 

The goal of any training program is to better educate participants on how 
to be more inclusive—to be comfortable involving individuals with disabilities 
in their activities. 

Always include people with disabilities when developing and delivering 
training programs (i.e., members of the accessibility advisory committee) 
because such first-hand learning increases awareness and encourages 
cooperation. Individuals with disabilities add a valuable perspective, can 
recount experiences they have had as staff, participants or visitors, and 
demonstrate effective techniques to increase accessibility. Be sure to 
leave enough time for questions and discussion. 

Trainings should model accessibility. Hold trainings in accessible spaces, 
provide handouts in large print, have a sample in braille, be sure videos are 
captioned and/or audio described, and provide sign language interpreters 
so that people can experience accessibility. 

“I like to begin awareness talks with my ABCs of Art and Accessibility. 
Full inclusion means providing access for Artists, Administrators and 
Audience members; this happens by building Bridges, not Barriers, 
with Co-operation, Communication, and Creativity.” 

Pamela Walker, artist, administrator and audience member 



“Maybe it’s high time that people with disabilities, the artists of the 
world, tell it like it is, about how our lives impact all of humanity, how 
we improve the fabric of society, how we contribute to our economy, 
how we are a part of our families and our communities.” 

John D. Kemp, lawyer and former CEO and President of VSA arts 

Provide anyone unable to attend training with training materials and keep 
them abreast of the organization’s accessibility efforts. Offer training on a 
regular basis to accommodate newcomers and to provide a refresher on the 
basics and information about new services. 

Components of an Effective 
Training Program 

The following are eight key components that should be included in every 
effective training program or workshop. 

1) The Organization’s Commitment to Accessibility 
and Etiquette 

Discuss the organization’s commitment to providing superb service by 
treating all people with courtesy and attentiveness while complying with the 
Americans with Disabilities Act, Section 504 of the Rehabilitation Act and 
applicable state and local laws. 

Offer general tips on courteous behavior and good customer service. 
People with disabilities themselves are the most effective in covering such 
issues, including: 
• See the person, not the disability. Don’t “talk down.” 
• Speak directly to the individual, not to a companion or an interpreter. 
• Treat adults as adults. Be considerate. A person with a disability may 

take extra time to say or do things. 
• Relax. Do not worry about using common expressions such as “See you 

later” or “I’ve got to run.” 
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2) Define “People with Disabilities” 

Discuss what the word “disability” means and how people don’t always 
conform to stereotypes. Many disabilities are hidden, invisible and not easily 
detected. People with disabilities range from the person who has difficulty 
walking great distances to the person who uses a wheelchair; one who is 
blind and uses a guide dog to the person who cannot adjust quickly to 
changes in lighting conditions; someone who has age-related mild hearing 
loss to the person who is congenitally deaf. 
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3) Needs of Older Adults 

While older individuals may not need 
specific assistance, they can benefit 
by others understanding their needs. 
Aspects of the organization and its 
facility may be frustrating for older 
people, such as: 

•	 The distance one has to walk 
from the car or front door to 
one’s seat. 

•	 Finding one’s way around a Docent with Visitors 
large and confusing building. 

• Lack of a place to sit with armrests while waiting. 
• Poorly lit areas or floor levels that change unexpectedly. 

4) Language 

Talk about the importance of language and its power to include or exclude. 
People with disabilities want to be viewed with respect and dignity like 
anyone else. Insist upon language that promotes inclusion. Equip staff 
and volunteers with appropriate “people first” language information. 

Keep in mind that there are regional differences regarding acceptable 
use of language. Members of the cultural organization’s accessibility 
advisory committee can advise and talk about politically correct language 
in the community. 

5) Communication 

Recommend good communication practices such as the following: 
• Give the individual your complete attention. 
•	 Always introduce yourself by name and say that you work for the 

organization and in what capacity (e.g., staff, docent, volunteer, usher 
or tour guide). 



• Always face the individual. Never carry on a conversation while standing 
behind someone or turn away from someone while speaking. 

• Speak clearly and distinctly but do not exaggerate or shout. 
• Give clear and concise directions. 
• Be flexible with language. If the person does not understand, rephrase 

the statement using simpler words. 
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Usher Escorting Patron 

6) Offering Assistance 

Talk about the important responsibility of offering assistance. 
Never be afraid to ask someone, “May I assist you?” If the offer 
for assistance is accepted, ask the person, “How may I assist 
you?” or “What can I do to assist you?” Most people will 
appreciate the offer, while others may neither need nor want 
assistance. Nevertheless, the offer to assist is never wrong. 
Do not insist if help is refused. 

If a person states a need, trust their explanation and respond 
respectfully. An individual’s safety and comfort are always 
important considerations. 

Discuss with staff and volunteers what is appropriate in 
assisting people with disabilities. The law prescribes some of 
this and the organization’s policies should dictate the remainder. 

For example, a theater might direct its front-of-house staff and volunteer 
ushers to follow specific guidelines in assisting patrons with disabilities, 
such as: 

DO Hold or stabilize wheelchairs 
while patrons transfer to a 
conventional seat. 

DO Push peoples’ wheelchairs to 
the restroom if requested. 

DO Assist a patron in purchasing 
beverages or getting to a water 
fountain if requested. 

DO Help people to be comfortable. 

DON’T Lift or carry people. 

DON’T Accompany them into the 
toilet area. 

DON’T Feed or administer 
medication. 

DON’T Do anything to jeopardize 
your own or patrons’ safety. 



7) Describe and Demonstrate Services and Auxiliary Aids 

Describe and demonstrate all available accommodations, including 
services and auxiliary aids. Never assume that staff, volunteers, ushers 
and docents know what services and accommodations are available or 
how they work. If the organization uses multiple facilities, be specific as to 
which accommodations are available (and where) in which facilities. Discuss 
not only what is provided, but what a patron or visitor with a disability may 
bring with them, such as different types of equipment and service animals. 

8) How to Respond to Emergencies 

Staff and volunteers should know the organization’s procedures for 
evacuating the building and handling medical emergencies. 

For example, a museum might direct its security staff and docents to follow 
specific guidelines during emergencies, such as: 
• Do not make physical contact with any visitors, even if the intention is to 

calm them. They may find even solicitous physical contact frightening or 
disorienting. 

• Be considerate of all individuals but do not allow inappropriate behavior. 
• In the event of a medical emergency, injury or visible illness, call for 

trained medical personnel. Unless the situation is life threatening, do 
not attempt to render first aid and do not move the ill or injured 
person unless the environment is life threatening. 

• Take necessary steps to accommodate medical personnel (i.e., clear 
theater aisle and turn on house lights so they may safely evacuate 
the person). 

• Know where all accessible emergency exits are located and be prepared 
to evacuate people from the building calmly and safely. 

Producing an Accessibility Conference 
or Workshop 

With regard to arts and humanities service organizations, access issues 
should become an integral agenda item of your conferences, workshops, 
seminars and orientations. For example, include someone with a disability to 
discuss: access issues on an audience development panel, universal design 
on a facilities panel or audio description in a media presentation. Having 
cultural administrators who conduct accessible programs present their 
success stories is highly effective. Presenters should include the planning 
process, funding, marketing as well as any problems and successes they 
experienced. 
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Think about what an accessibility workshop at a conference should include: 
• The focus of all access education should be inclusion: integrating older 

adults and people with disabilities into the cultural mainstream for full 
and equal participation. 

• The workshop/conference itself should be a model of an accessible 
meeting. 

• Although the meeting may be condensed into a one-day workshop, these 
activities should be presented over a two-day period for best results. 

The agenda for a conference or workshop on accessibility should be 
comprehensive. The following is a sample agenda: 

1) Opening Remarks (10 minutes) by a key member of your organization 
(director, chairman, board member). 

2 Opening Panel (45 minutes) chaired by board member: 
“Access from the Artists’ or Humanities Scholars’ and/or 
Cultural Administrators’ Perspective” 
At least three panelists with disabilities and older adults who are artists, 
scholars or administrators of a cultural organization: 
• What the arts or the humanities mean to them. 
• Examples of their personal experiences in gaining access to the 

humanities or arts (both positive and negative experiences). 
• Their advice to cultural administrators on how to better serve people 

with their particular needs. 

3) Panel (45 minutes) 
“The Americans with Disabilities Act and Section 504” 
• A speaker (i.e., lawyer) presents an overview of the laws translated 

into how they apply to cultural groups, including rented/donated 
space, touring and other relevant subjects. (15-20 minutes) 

• A cultural administrator discusses his/her organization’s access 
policies and grievance procedures and (if applicable) experience in 
resolving a grievance or formal complaint. (10 minutes) 

• Questions and answers. (15 minutes) 

4) Speakers at Luncheon and Dinner (20 to 30 minutes for each 
presentation) 
One speaker per meal who may be an artist, humanities scholar, head of 
a cultural organization or a board member who is actively engaged in 
access issues; or a performance by professional artist(s) with disabilities. 
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5) Concurrent panel sessions (1-1/2 hours for each concurrent segment; 
2 to 4 panels for each time-slot) 
The number, topics covered and frequency of panels will depend on the 
length of your conference. Each panel should include no more than three 
speakers and at least one panelist with a disability. Question and 
discussion time must also be included in each session. Suggested 
topics are: 
• “Making Access a Reality”: discussion of policy, access advisory 

committee, public affairs and marketing issues. 
• “Education and Outreach”: model programs that reach and include 

people with various disabilities. 
• “Access: It’s More than a Ramp”: designing for increased access 

through the self-evaluation process. 
• “Universal Design”: the concept of going beyond minimum standards 

and making access features an integral part of all design, including 
programs and facilities. 

• “Adapting Existing Facilities and Historic Preservation Issues.” 
• “How to Hold an Access Training Workshop.” 
• “Technologies that Advance Accessibility” (i.e., audio description, 

captioning, assistive listening systems). 
• “Resources for Change”: funding opportunities (i.e., Community 

Development Block Grants) and organizations that provide technical 
assistance on accessibility (i.e., Independent Living Centers, 
VSA arts). 

6) Closing Session “Planning for the Future” (one hour) 
In the closing session, participants discuss “where do we go from here,” 
and “what is needed to do it?” This valuable session will help your 
organization identify next steps, and ways that you may work together 
to advance access in your community. 

Training for Staff, Board Members, Volunteers and Constituents 151 



152 Chapter 8

RESOURCES 
 

EXAMPLES OF TRAINING TOOLS

“Be Yourself. Say Hello!”
by Eleanor Rubin and Maureen Albano
Please call or email The Museum of Fine Arts, Boston, to request a 
copy of this resource. 
Museum of Fine Arts, Boston
Avenue of the Arts
465 Huntington Avenue
Boston, MA 02115-5523
(617) 369-3302 voice
(617) 267-9703 TTY
access@mfa.org
www.mfa.org

“Train Your Staff”
A component of an accessibility guide called “A Step By Step Guide To 
Accessible Arts In California”
National Arts and Disability Center
University of California Los Angeles, Semel Institute
760 Westwood Plaza, Suite 67-467
Los Angeles, CA 90095-1759
(310) 794-1141 voice
(310) 794-1143 fax
http://nadc.ucla.edu/10steps.cfm

“Disability Etiquette Handbook”
The City of San Antonio Texas Planning Department and the Disability
Advisory Committee 
www.sanantonio.gov/ada

“Ten Commandments of Etiquette for Communicating with People 
with Disabilities”
UCP National (aka United Cerebral Palsy)
1660 L Street, NW, Suite 700
Washington, D.C. 20036
(800) 872-5827 voice
(202) 973-7197 TTY
(202) 776-0414 fax
info@ucp.org
www.ucp.org/ucp_generaldoc.cfm/1/9/6573/6573-6573/190
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Tygress Heart Shakespeare Company, Portland, OR: “Twelfth Night” with 
Michael Fisher, Julie Gebron interpreting 



CHAPTER 9 9 
Audience Development 
And Marketing 

For most people, the decision to participate in cultural events is effortless; 
decide to go, then go. Potential patrons and visitors with disabilities must 
have that same choice or freedom to choose. This handbook’s goal is to 
guide cultural administrators toward planning for inclusion so that people 
with disabilities can be full participants wherever they go for arts and 
cultural activities. 

Another barrier to inclusion is attitude. If an organization does not communicate 
a welcoming environment to its community, the community’s perception of the 
organization will not be positive. 

Invite, Welcome and Respect 

To develop any new audience, cultural organizations should take four essential 
steps: 
1. Invite 
2. Welcome 
3. Respect 
4. Repeat the process. 

“We consider inclusive environments an opportunity for audience 
building and better constituency service. The New York State Council 
on the Arts formed an access advisory committee of staff, council 
members and people from the field (including artists with disabilities) 
to help us develop a three-year plan that would enhance the usability 
of the arts for all New Yorkers. We asked our arts organizations to tell 
us what they had already done and what they thought they needed to do. 
We also asked them how we could help. The most frequent request from 
the field was for information and resources. As a result we added a 
section on universal planning and accessibility to our Web site; we 
instituted an e-mail address you can use to receive information on 
accessibility; we began a regular column on accessibility in FYI; and 
we convened 17 workshops on accessibility around the state.” 

Nicolette B. Clarke, Executive Director, New York State Council on the Arts 



Build relationships outside the office and at the potential patron’s or visitor’s 
own premises. From there, develop a network of interested individuals and 
groups, then bring them into the organization’s space and involve them in its 
activities. Go beyond legal obligations and think about the benefits and 
advantages of exemplary accessibility. 

Ignoring potential audiences does not make good sense. Accessibility allows 
organizations to tap new audiences and to keep established audiences longer. 

Develop trust and win the confidence of potential patrons and visitors who have 
disabilities so that they will become and continue to be part of the organization’s 
audience. Invest time and energy building the organization’s credibility. Commit 
to becoming a cultural organization that is welcoming and inclusive. Remember 
that audience development requires persistence, consistency, patience and 
time. 

Basic Strategies and Tools for Marketing 
Accessibility 

• Use the cultural organization’s regular advertising and marketing 
materials to promote accessibility. 

• Target specific groups. Identify organizations that provide services or 
work with people with disabilities and educate these groups about the 
cultural organization’s programs. 

• Be sure that communication instruments are fully accessible, including 
Web site and print materials. 

• Include accessibility information in all marketing materials from 
brochures and posters to television and radio ads to Web sites and 
e-mail and listservs (e-mail-based mailing lists). Include as much 
detailed information as possible or at a minimum, always include 
a basic accessibility statement. For example: 

“The Kentucky Center for the 
Performing Arts welcomes 
patrons with disabilities.” 

• Promote accessible features and programs with detailed, welcoming 
information. For example: 

“Krannert Center is nationally known as a leader in accessibility 
because of our wide range of services. Krannert Center offers 
wheelchair and easy access seating in all theatres, plus usher 
assistance in getting from the parking lot to your seats. Infrared 
hearing amplification systems also are available in all four theatres. 
We will gladly arrange for a sign-language interpreter for any 
performance, and the ticket office can be reached by TTY for patrons 
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who are deaf, hard-of-hearing or speech impaired. For patrons who 
are visually impaired, we provide large print or braille programs plus 
audiotaped versions of our calendars and brochures. Three weeks 
advance notification for accommodations is requested. For more 
information call our patron services manager at (217) 333-9716 or 
(217) 333-9714 (TTY).” 

• Do not overlook the powerful tool of “word of mouth” advertising. 
Promote accessibility through the staff and volunteers who have contact 
with the public—receptionists, docents, tour guides, speakers, 
information center workers, ticket sellers, house managers, ushers, 
board members and even other audience members. 

• Launch a full-scale effort to inform existing and potential audiences, 
visitors, patrons and participants. Let them know that the program 
and facility are accessible and that the organization welcomes the 
patronage and involvement of people with disabilities. 

Targeting a Specific Population or Group 

Begin by involving people from the target group in the cultural organization’s 
efforts. They will provide the accessibility coordinator with advice, 
recommendations and introductions to members of the local community. Target 
agencies and organizations that are by and for people with disabilities with 
information they can share with their constituents. For example, when 
captioning is provided for a lecture, notify the local Self Help for Hard of Hearing 
People (SHHH) organization or a similar organization. 
• Compile mailing and e-mail lists of local service agencies, organizations 

by and for people with disabilities, schools, membership groups and 
social clubs. 

• Search the Internet and the phone book for organizations and programs 
for people with disabilities. Obtain recommendations and referrals from 
accessibility advisory committee members. 

• Use access symbols or pictograms that have meaning to people the 
organization wishes to attract as shorthand to indicate that accessible 
accommodations and services are available. Be advised that using these 
symbols promises accessibility to an organization’s facilities and programs. 

• Create an information fact sheet, brochure, booklet or an accessibility 
map of the entire facility and all programs, accessibility features, 
services, accommodations, policies, procedures and how to take 
advantage of the accessibility features. 

• Circulate accessibility information to everyone in the organization— 
include it in new employee packages and distribute to all staff, 
volunteers, docents, interns, directors, designers, performers and 
to patrons and visitors. 

• Show up, support and be a visible presence in the community. Have the 
organization’s staff invited to speak at meetings, conferences and events; 
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set up booths and displays; and distribute literature. Be proactive. Do not 
just wait for people with disabilities to seek out the organization. 

• Learn from the concerns and issues that people bring to the organization’s 
attention. Do not make promises the organization cannot keep. Do not be 
afraid to say you do not know, but always be ready to find out. 

And, finally, do it all again, and again and again. Audience development 
requires persistence, consistency, patience and time. 

Useful Tools 

Writing and Speaking about People with Disabilities and 
Older Adults 

Always refer to a person first, rather than a disability; this emphasizes a 
person’s worth and abilities. Vocabularies change constantly, but the following 
five “Never Uses” are here to stay. 
• Never use the word “handicapped”; the word is “disability.” 
• Never use a disability as an adjective. It is not a blind writer, but a writer 

who is blind. Focus on the person, not the disability. 
• Never use “special”; this separates the individual from the group. For 

example, information is not required regarding the “special needs of the 
group,” but “needs of the group.” 

• Never use euphemisms, such as “physically challenged” or 
“handicapable.” These are condescending. 

• Never use labels: “the disabled,” “the blind,” “the deaf,” “A.B.s” (able-
bodied), “T.A.B.s” (temporarily able-bodied) or “normal.” Labeling people 
is never acceptable. 
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Affirmative tive 

People with disabilities The handicapped 
A disability The impaired 

The disabled 
The unfortunate 

Person without disabilities Able bodied 
Non-disabled person Normal person 

(This implies a person with a disability is 
not normal.) 

Person who is blind The blind 
Person who is partially sighted 
or has low vision 

Person who is deaf The deaf or deaf mute 
Person who is hard-of-hearing Suffers a hearing loss 

(“Suffers” dramatizes a disability.) 

Nega



Affirmative tive 

Person who uses a wheelchair Wheelchair bound 
Person with limited mobility Confined or restricted to a wheelchair 

(People use wheelchairs for mobility 
and freedom.) 

Person who has Stricken by MD 
muscular dystrophy 
Person who has Afflicted by MS 
multiple sclerosis 
Person who had polio Polio victim 

(“Stricken,” “afflicted,” and “victim,” all imply 
helplessness, and e and 
sensationalize a person’s disability.) 

Person with mental retardation The retarded 

Person with learning disabilities The learning disabled 

Older person The aged 
Older adult The elderly 
Mature adult Senior citizen 

Person of short stature Dwarf or Midget 
Little people Diminutive person 
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Disability Access Symbols 

The 12 symbols at right may be used to promote and 
publicize accessibility of places, programs and other 
activities for people with various disabilities. These 
symbols help advertise access services to customers, 
audiences, staff and other targeted populations. 

Language accompanying the symbols should focus 
on the accommodation or service, not on who uses 
it. For example, “Ramped Entrance” may accompany 
the wheelchair symbol.This is important because 
individuals with wheelchairs use ramps, but so do 
people with baby strollers and luggage. Language 
that fosters dignity is important, too. For example, 
“Reserved Parking” or “Accessible Parking” may be 
used with the wheelchair symbol to indicate parking 
spaces designated for people with disabilities. 



How to Communicate a Disability-Friendly Message 

The following questionnaire should be easy to pass after reading this chapter. The 
following is adapted and used with permission from The Solutions Marketing Group 
SMG, 2334 South Rolfe Street, Arlington, VA 22202, www.disability-marketing.com. 

While people with disabilities may require the use of an auxiliary aid or 
accommodation for independence, they also purchase the same products and 
want the same experiences as non-disabled consumers. Statistics indicate that 
organizations that include people with disabilities in their ads attract more people 
with disabilities and sell more products. They also get positive feedback from both 
people with and without disabilities. 

Q. If an organization includes people with disabilities in general market ads, 
there’s no need to advertise in disability specific publications or Web sites. 
■ True ■ False 

A. False: Including people with disabilities in general market advertising is a 
first step in creating a disability-friendly message. However, an organization 
solidifies its credibility by making an investment in the disability community. 
This is accomplished by advertising in publications, Web sites and by sponsoring 
and attending conferences that are targeted at people with disabilities. Targeted 
ads must demonstrate that an organization understands the needs of people 
with disabilities. 

Q. What must an organization do to effectively serve people with disabilities? 
■ A. Conduct disability awareness and customer service training sessions 

for employees. 
■ B. Wait until a lawsuit has been filed by a person or disability organization. 
■ C. None of the above. 

A. Organizations must perfect their internal as well as external operations. Equip 
employees to serve people with disabilities effectively. Provide training so 
employees develop familiarity when interacting with people with disabilities. 

Q. An organization should test market approaches and events, programs and 
services to people with disabilities. 
■ True ■ False 

A. True: When creating new marketing approaches and programs, always include 
people with different disabilities within the development team. They are most 
familiar with their needs, uses for a program or service and the possibility for 
multiple applications by people with different disabilities. An organization that is 
serious about pursuing people with disabilities should never make marketing or 
program development decisions without testing the marketing approach and 
obtaining input to shape the strategy. 
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TOOLS FOR MARKETING

The Disability Access Symbols Project
This site has the access symbols which can be downloaded in different 
formats.
Graphic Artists Guild Foundation
32 Broadway, Suite 1114
New York, NY 10004
(212) 791-3400 voice
(202) 791-0333 fax
president@gag.org
www.graphicartistsguild.org/resources/disability-access-symbols/

“Guidelines for Writing and Reporting About People with 
Disabilities”
RTC/IL Publications
University of Kansas
1000 Sunnyside Avenue #4089
Lawrence, KS 66045-7555
(785) 864-4095 voice 
(785) 864-0706 TTY
(785) 864-5063 fax
rtcil@ku.edu
www.rtcil.org/products
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Arena Stage, Washington, DC: “The Miracle Worker” with Shira Grabelsky and 
Kelly C. McAndrew 



CHAPTER 10 10 
Accessibility is a Work 
in Progress 

Accessibility is and should be a work in progress. Routinely review and 
evaluate services, accommodations and physical access. With rapid changes 
in technology as well as the changes within the disability community, what 
was acceptable and worked fine yesterday may not be the best an 
organization can do today. 

If something isn’t working, for example, no one is using the braille self-guided 
tour scripts to the art gallery, then evaluate and determine why. Does the 
content have broad appeal to the audience that the organization is trying to 
reach? In this example, there may not be a large audience of people who 
read braille and who are interested in abstract two-dimensional visual art. 
The organization may want to shift resources to touch tours of outdoor 
sculptures or provide the self-guided script in large print. Work with 
advocacy groups or an accessibility advisory committee to establish and 
re-establish priorities. 

How large or small is the community in the organization’s region? For 
example, the area may have a very small population of individuals who 
are deaf and use sign language, but a large population of people who are 
hard-of-hearing. Is the organization offering an accommodation that doesn’t 
suit or meet the needs of people with disabilities in its area? Don’t be afraid to 
customize services or provide various options to suit the audience, community 
and region. What works in Cleveland doesn’t always work in St. Louis. 

There may be some simple explanation for why an accommodation isn’t 
successful. For example, an organization decides to offer a discount ticket 
program on Thursday evenings to draw in older adults. The organization 
tried this for a while, but it didn’t seem to have the desired results. If they 
had gotten input from an advisory committee the organization would have 
learned that transportation wasn’t available on Thursday evenings in their 
area and many older people as well as other individuals with vision loss 
may not drive at night. 

Keep an eye on changing technologies. Twenty years ago only a few 
companies provided FM assistive listening systems; now there are numerous 
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“An experience that’s rich and meaningful for participants who have 
disabilities will almost certainly be rich and meaningful for others, but 
the reverse isn’t necessarily true.” 

John Slatin, Institute for Technology and Learning, University of Texas at 
Austin, Austin, TX 

resources for this equipment. The equipment has also improved. Some 
examples of ways in which technology has changed include: 
• Infrared assistive listening systems originally had only one channel for 

transmission and now there are multi-channel systems. 
• For years the only way to open a door was to grab it and pull. Now there 

are electronic door openers that are activated by pushing a button or 
walking in front of an electronic sensor. 

• Not too many years ago the idea that a computer could talk, read aloud, 
or respond to its user’s voice was completely alien—not so today. Many 
new technologies can be used to improve or enhance accessibility. 

Most important, remember to check with people in the community to find out 
about changing attitudes. When the 1973 Rehabilitation Act, Section 504, 
was first implemented, people who used wheelchairs rarely objected to 
entering through a side or back entrance. Simply getting inside was the 
goal. Now, more than a decade after the Americans with Disabilities Act 
was passed, just “getting in” is no longer acceptable. People want to enter 
by the same door as everyone else; second-class citizenship is no longer 
acceptable. These changes in attitude mean that cultural organizations must 
be ready to make changes in accessibility, policies and procedures to meet 
the current expectations of the community. 

The Core Principles of Accessibility 
• Access to cultural programs is a federal law and a legal requirement 

of Section 504 of the Rehabilitation Act and the Americans with 
Disabilities Act. 

• Access is an organizational asset and must be integrated into all facets 
and activities, from day-to-day operations to long-range goals and 
objectives. 

• Access accommodations and services must be given a high priority and 
earmarked in the budget process. 

• Access has economic benefits because people with disabilities and older 
adults are a significant part of the population and they constitute a large 
potential market for the arts and the humanities. 

• Access is a social issue. People with disabilities are included in the 
definition of “diversity.” Promoting diversity and inclusion ensures broader 
access to the arts for all people. 

• Access is a civil right. Assuring equal opportunity for everyone is a 
fundamental starting point for all accessibility efforts. 
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Civil Rights for People with Disabilities: 
Framing the Discussion (continued) 

1973:	 The Rehabilitation Act prohibits discrimination on the basis of disability in 
programs conducted by federal agencies, in federal employment and the 
employment practices of federal contractors. Most importantly, Section 504 
forbids discrimination against people with disabilities in any activity or 
program that receives federal financial assistance. The Secretary of Health 
Education and Welfare (HEW) did not issue regulations implementing 
Section 504 until April 28, 1977. 

1975:	 The Education for All Handicapped Children Act (EAHC) establishes the right 
of children with disabilities to an integrated public school education. In 1990 
it is amended and renamed the Individuals with Disabilities Act (IDEA). 

1976:	 The fight by disability rights activists for accessible transportation starts with 
the Transbus group and continues with the organization of American Disabled 
for Accessible Public Transit (ADAPT) in 1983. 

1977:	 Disability rights activists in 10 cities demonstrate and occupy the offices of 
the Department of Health Education and Welfare (HEW) to force issuance 
of regulations implementing Section 504 of the Rehabilitation Act. The 
demonstrations galvanize the disability community nationwide. On April 28, 
the regulations are signed. 

1981:	 The Disability Rights Education and Defense Fund (DREDF) and the 
Disability Rights Center respond to the threat to amend or revoke regulations 
implementing Section 504 and the EAHC with intensive lobbying and 
grassroots efforts. After three years, attempts to revoke or amend the 
regulations are dropped. 

1984:	 The Voting Accessibility for the Elderly and Handicapped Act mandates that 
polling places be accessible or that ways be found to enable elderly and 
people with disabilities to exercise their right to vote. 

1988:	 Deaf students at Gallaudet University, Washington, DC, shut down and 
occupy the campus demanding selection of a deaf president. The Board 
of Trustees capitulate and announce the University’s first deaf president. 

1989:	 The Congress and Senate take up the reintroduced second draft of the 
Americans with Disabilities Act (ADA). Disability organizations across the 
country advocate on behalf of ADA. 

1990:	 Hundreds of people with disabilities come to the nation’s capital in support 
of the ADA. ADAPT activists occupy the Capitol rotunda and are arrested. 

1990:	 Americans with disabilities gain their full civil rights in the Americans with 
Disabilities Act (ADA), which prohibits discrimination on the basis of disability 
in employment, state and local government, public accommodations, 
commercial facilities, transportation and telecommunications. 
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