GUIDELINES FOR PRESENTERS

The following guidelines have been prepared to familiarize trainers and other presenters with the accommodations that are required for all CFILC conferences.  By adhering to these guidelines, your presentation will be universally accessible to people with a variety of disabilities.  In the event that you are unable to comply with the guidelines, your materials may not be used or the meeting may be postponed or canceled.

1. HANDOUT MATERIALS

A. Use 14 pt. bold, sans serif font (Arial).  Underline all headings.

B. CFILC will convert your handout materials into accessible alternate formats.  Please provide us with print or computer copies (preferred) of your handouts at least 10 days before your meeting. 

C. If you decide to provide your own alternate formats of handouts, please make the materials available in:

i. An Audio tape version

ii. An ASCII version on computer disk

iii. A Large print version (16pt. Bold, sans serif font )

iv. A Braille version (if requested by a participant)

Consult with your meeting coordinator to determine quantities of each format that will be needed.

2. OVERHEAD PROJECTIONS

A. Use 14 pt. bold, sans serif font (Arial).  Underline all headings.

B. When using color, choose high contrast combinations.  Black and white is best.  Blue on yellow will also work.  Consult with your meeting coordinator if you have any questions about color choices.

C. Printed copies of the overheads must be available for individuals who are visually impaired and unlikely to see the screen.  This will allow them to follow along more easily.

D. Read aloud and describe charts, tables or graphics for the benefit of those who cannot see.

E. When using flip charts, write in large letters.  Always print do not use script.

3. ASSISTIVE LISTENING DEVICES

A. Presenters may be required to use a microphone as part of an 

Assistive listening system for hearing impaired participants.  The meeting coordinator will arrange for assistive listening devices when needed.  The coordinator will check and adjust sound levels with the assistance of the presenter before beginning the meeting.

4. SIGN LANGUAGE INTERPRETERS

A. Presenters who need an interpreter should inform the meeting 

coordinator at least one week before the meeting.  Please provide the coordinator with any preferences regarding the type of interpreter or working style you have.

B. Always speak at a normal pace and use a normal tone of voice

     when responding to a hearing impaired individual.  Speak

     directly to that individual - not to the interpreter.  Most hearing  

     impaired participants will still want to read lips.  Always face 

     the group while speaking. Do not speak while reading from

     overhead projections or while facing charts, etc.

5. EQUIPMENT & ROOM ARRANGEMENTS

The meeting coordinator is responsible for choosing a site that is accessible for people using mobility devices (wheelchairs, crutches, canes, service dogs, etc).  When setting up overhead projectors or other equipment, please keep in mind the need to allow room for those individuals to move about freely.  Securely tape all cables and cords to the floor so they are not a hazard.  Allow room among the chairs at tables for people using wheelchairs.

6. SCENT FREE POLICY

All training and meetings are conducted in a scent free environment in order to accommodate those with chemical sensitivities.  Please refrain from using scented personal products when participating in one of these events.

If you have any questions regarding these guidelines or additional needs, please consult with your meeting coordinator at least a week before your meeting.  This will allow him/her time to accommodate your requests.
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