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Objectives 
1. Describe accessibility and accommodation, including their 

similarities and differences 
2. Describe participant variability and its intersection with training 

activities 
3. Articulate steps to make training materials and environments 

more inclusive for participants with disabilities 
4. Identify and access IT accessibility policy, practice, and support 

resources 

Agreements 
• Everyone has the right to full inclusion and participation 
• Social systems and structures present barriers to access 
• Disability is diversity; accessibility is equity, advocacy is inclusion 
• Accommodation is not accessibility 
• Accessibility is everyone’s responsibility 

POUR Principles 
• Perceivable: Information and interface must be presentable 

to users in ways that can perceive. 
• Operable: User interface components and navigation must 

be operable 
• Understandable: Information and the user interface must 

be understandable 
• Robust: Content must be robust enough that it can be 

interpreted reliably by a wide variety of user agents, 
including assistive technologies 

WCAG 2.0 Principles: 
http://www.d.umn.edu/itss/news/2016/05/wcag_principles.html 

Accessibility: Essential Equivalance 
Accessibility signifies the degree to which systems, environments, 
programming, and other activities can be experienced by people with 
disabilities with essentially equivalent independence, ease of use, 
timeliness, and effectiveness. 

Accommodation: Reactive Adaptation 
Accommodations are adaptations, modifications, patches or fixes, 
applied retroactively to overcome barriers in the environment or 
system and to meet the needs of a specific individual or group.  

http://www.d.umn.edu/itss/news/2016/05/wcag_principles.html


Participant Variation 
Different people have different needs for attending training, reviewing 
materials, and receiving new information. Trainers can provide a more 
successful training experience by understanding the variability of their 
audience, and ensuring that training activities, materials, and 
environments are a inclusive as possible for all participants, including 
people with disabilities. 

Sensory impairment or variation 
Visual variation 

• Participant may not perceive visual aids 
• Participant may not perceive content embedded in materials 
• Participant may not perform tasks in paper handouts or on a 

computer 
• Participant may not distinguish objects by color 
• Participant may not quickly identify and correct errors 

Auditory variation 
• Participant may not perceive verbal or auditory prompts 
• Participant may not perceive audio component of media 
• Participant may need to focus on sign-language interpreter, 

captions, CART 

Motor impairment or variation 
• Participant may not complete tasks within time constraints 

(e.g., online polling, using a Clicker) 
• Participant may not perform tasks requiring fine motor skills 
• Participant may not complete handwritten items (e.g., 

evaluations ) 
• Participant may not quickly correct errors 

Processing impairment or variation 
• Participant may not readily process print or notation 
• Participant may be confused by too much information at one 

time 
• Participant may not understand printed or verbal instructions 
• Participant may be distracted by environmental factors 
• Participant may not complete tasks within time constraints 

Other conditions include Intellectual disability/Neurodiversity; Seizure 
conditions; and Age-related/Situational issues . 

  



Marketing, Sign-up, Registration 
Our obligation to consider accessibility begins long before the event. 
Promotion and registration materials needs to be accessible so that 
people can learn about our presentation or training, can sign up, and 
can request any accommodations. When we offer multiple means for 
people to get involved, prospective participants, including people with 
disabilities, can participate with essentially equivalent independence. 

• Promotion and marketing: website, email, flyer, social media 
• Provide multiple means of signup and registration 
• Include accommodation/accessibility statement 
• Establish deadlines for accommodation requests 
• Provide contact info for accessibility/accommodation questions 

Supplementary Materials 
• What formats will you use? Are they commonly accessible? 
• Are the materials primarily textual? Graphical? Static? 

Interactive? 
• Will you use multimedia content? 
• Print vs. digital: what’s the difference to participants? 

Prepare accessible versions of handouts and provide them in advance 

Provide clear descriptions of any graphic or image-based information 

Ensure that any multimedia materials include captions or transcripts 

Supplementary Materials 
• What formats will you use? Are they commonly accessible? 
• Are the materials primarily textual? Graphical? Static? 

Interactive? 

Video Conferencing 
• Does the platform present barriers to access? 
• Require plug-in, or run directly through browser? 
• Controls accessible to all users? 
• Are all platform features necessary for this presentation? 
• Does the presentation require content sharing?  
• Does the platform permit real-time captions? 

Manage Your Physical Space 
• Arrange tables and furniture such that participants can navigate 

the room without obstruction (consider aisles, seating, 
flipcharts) 

• Identify appropriate positioning for sign language interpreters, 
CART transcriptionists, and other interpreters, as well as the 
participants who use them 



• Use microphones and other equipment to ensure that your 
presentation and any recordings are clearly audible 

• Understand lighting and environmental controls to provide a 
comfortable, low-distraction environment for all users 

• Make participants aware of assistive technology such as 
induction loops, screen readers, adjustable tables, high-contrast 
options on workstations, etc. 

Addressing Your Audience 
• Address participants directly, not companions or interpreters 
• Keep your face pointed toward participants while speaking 
• Speak clearly and at a consistent pace 
• Be aware of your “visual” aids: “If you see it, say it!" 
• Provide printed and electronic copies of presentation content 
• Repeat any participant questions before answering 

Sharing and Feedback 
The need for accessibility continues after your presentation is done. 
Artifacts like session notes, whiteboard, slides and web resource lists 
should be accessible to reinforce your session’s message for all users. 
Providing captions is particularly important, since they may be viewed 
by people who were unable to attend the initial presentation. 
 
When you accept feedback from your users, make sure the feedback 
instrument meets the same accessibility standards as the rest of your 
presentation. Ask your participants about the session: did they 
experience any barriers to participation? Was the content accessible? 
What adjustments could you make toward an even more inclusive 
session next time? 

• Share digital artifacts in multiple formats, e.g. slide deck, notes, 
articles, resources 

• Ensure that recordings are captioned when posted 
• Ensure that surveys and other feedback mechanisms are 

accessible; offer multiple feedback options if appropriate 
• Ask users about the process as well as the content; consider 

feedback when planning your next training or presentation. 

  



Presentation Materials 
Outlines and Handouts 
Despite near-universal access to digital technologies, it’s still common to 
see a trainer or presenter passing out stacks of 8 1/2 x 11 papers, 
stapled together and ready to read. And there’s nothing wrong with 
handing out printed materials, as long as those materials are also 
available in an accessible digital format.  

Develop ALT format materials in Word or PDF or even HTML, and make 
them available via hyperlinks or on a jump drive in advance. It’s 
important to provide them in advance because some users may not be 
able to access a network connection or the Internet once your 
presentation has begun. Your ALT format materials should follow best 
practices for document structure, image description, labels and 
instructions, and interaction where necessary. 

• Ensure that outlines and text handouts are visually clean and 
legible 

• Create electronic  (ALT-format) versions of your handouts, and 
provide them in advance 

• Electronic handouts should reflect heading structure, alternate 
text, descriptive links, and other best practices for document 
accessibility 

• Consider creating a separate document for distribution 
• Ensure that accessible electronic copies remain available for 

download during and after presentation 

Websites 
• Should conform to Web Content Accessibility Guidelines, Level 

2, or similar standard 
• Work with your web team to make sure your companion 

website is accessible 
• Review online resources (websites, online journals, etc) to 

determine their level of accessibility 

Audio/Video 
• Transcript (audio-only) 

o Faithful record of spoken words and sounds on audio 
track 

• Captions (video) 
o Transcript which has been synchronized with a video or 

other time-based media. 
o Captions may be closed (user-controlled) or open 

(always on)  
• Audio Descriptions 



o Narration of on-screen scenes and activity, made 
available for blind and low-vision viewers  

• Players 
o Consider offering a more accessible media player, such 

as AblePlayer, for online video 

Videoconferencing 
• Assign a dedicated host to address accessibility issues during the 

presentation 
• Provide phone and text support with a dedicated line, if 

necessary 
• Avoid platform features that may present specific barriers to 

participation 
• Clearly identify and describe any shared content (e.g., desktop, 

documents,  media) 
• Consider a remote CART service like StreamText for 

accommodation requests 

Social Media 
• Provide ALT text whenever possible, captions otherwise 
• Make your link text short and descriptive 
• Place #HashTags and @identifiers at the end of your post 
• Caption any videos; provide transcripts for audio-only 
• Be thoughtful about color choices 
• Use more than one channel 

References 
• Microsoft Word Accessibility 

[https://webaim.org/techniques/word/] 
• Microsoft PowerPoint Accessibility 

[https://webaim.org/techniques/powerpoint/] 
• PDF Accessibility [https://webaim.org/techniques/acrobat/] 
• Video Captioning [https://webaim.org/techniques/captions/] 
• Improving the Accessibility of Social Media for Public Service. 

[https://digital.gov/resources/federal-social-media-accessibility-
toolkit-hackpad/] 

 

 

 

 

 

 


	Best Practices for Accessibility in Training and Dissemination
	Objectives
	Agreements
	POUR Principles
	Accessibility: Essential Equivalance
	Accommodation: Reactive Adaptation
	Marketing, Sign-up, Registration
	Supplementary Materials
	Supplementary Materials
	Video Conferencing
	Manage Your Physical Space
	Presentation Materials
	Outlines and Handouts
	Websites
	Audio/Video
	Videoconferencing
	Social Media

	References


