Workshop and Presenter Guide 

Facilitating an accessible workshop is more than just the material and formats. There are other strategies you can use to engage your whole audience. Here are just a few:
Note: This is not an exhaustive list on accessibility.
General Access: 
· Provide a brief visual description of yourself the first time you speak. Ask your audience to do the same.
· Speak clearly and at a normal rate of speaking. This allows ASL and CART transcribers time to translate what you are saying. 
· If using an acronym, say the full acronym the first few times you use it. 
· Use the microphone throughout your presentation.
Visuals:
· Read the content of your slides or visuals out loud.
· Describe visual content out loud. If your presentation includes images, charts, or graphics, be sure to describe them clearly for everyone. You can say things like:
· "On the slide is a graphic representing..."
· "The slide includes an image of..."
· Only include images that add value to your presentation or help explain your message.
· Add alt text to any images you use in your slides
· Include image descriptions in your speaker notes as a reminder to describe them during your talk.
Audience Engagement: 
· Always use the microphone.
· Identify a “mic runner” to bring the microphone to audience members.
· Ask the audience to wait for a microphone and to say their name before speaking.
· Repeat responses or questions from audience members. 
· Offer several ways to respond to questions, including raising hands, calling out, standing, nodding; this will facilitate participation for those who may not be able to raise hands, speak, or stand.
· Following the response to an audience question, let the audience know the count or estimate, such as “about half responded yes” or “I see that six people are raising their hands or nodding their heads.”
Other helpful tips:
· Plan for Accessibility. When preparing for your workshop, consider how you are going to engage the audience.
· Run of Show Document. Use a run-of-show document to outline the workshop. This is especially helpful if you have more than one speaker.
· Practice Timing. We highly encourage you to practice your workshop presentation a few times before the conference to ensure you have enough time.
· Plan for delays. There is always a chance of a delay (example: technology or access issue). It is helpful to think about this in your planning.
Other Resources: 
· Accessibility Guidelines for Presenters (June Kailes)
· Autistic Self Advocacy Network Resources: Accessibility
· Web Accessibility Initiative: Accessible Presentations
· Plain Language for Self-Advocates
