Sample Public Meetings and Events Policy

Federal and state equal access requirements mean that all public meetings or events, hearings, fairs, information or planning meetings, conferences, trainings, resident meetings and any other meetings must be accessible.

This includes all meetings that ____________ holds or sponsors and all conferences, workshops, fairs or other events that ____________ co-sponsors.  It also includes all meetings concerning ____________ business held by, sponsored, or co-sponsored by ____________ contractors.  In other words, any meeting or event to which the general public is invited  must be held at an accessible location.

Accessible Sites
An accessible site has:

           1)
Accessible parking if there is parking and an accessible drop-off point with an accessible path to the entrance and meeting location.  It should be on an accessible public transportation route if participants are likely to use public transportation.  If public parking is used, the public parking should be accessible and very near by.  In no case should the location make it more difficult for a person with disabilities than for other members of the public to attend.

2)
A completely accessible meeting room including entrance ways,  arrangement of seating and visual aids, and related rooms (for example, the dining room if lunch is to be served at a conference).

3)
Accessible bathrooms at a reasonable distance from the meeting room(s).

Meetings/trainings, etc. for a known group of participants, none of whom have access needs, may be scheduled at inaccessible sites, but must contain a notice that if anyone has access needs, the location will be changed or other arrangements made to ensure access.

Sound Systems

Accessibility at meetings also includes aural and visual communications.   Generally, for a meeting larger than 20-25 people in a small room, staff should arrange to have a sound system available

Visual presentations, such as charts should be explained orally as well.   Videos should have closed captioning.  Materials should be available, if requested, in alternative formats.


Sign Language Interpreters and CART Reporters
If requested, ____________ must arrange for a sign language interpreter or CART Reporter for hearing-impaired persons who wish to attend a company-sponsored meeting.  Note: There are several sign languages so ask the person which language he or she uses.  There are a shortage of signers so arrangements should be made as soon as possible.

A few people prefer CART Reporters.  This is someone who types into a machine as the words are spoken.  The machine shows the words on a screen.  It is similar to a TDD.  There are very few CART Reporters available.  

Exact fees, cancellation policy, travel and mileage charges are negotiated with the free-lance interpreter or reporter.

	REFERENCES

ADA regs: 28 CFR 35.130 and 35.160

HUD 504 regs: 24 CFR 8.4, 8.6, 8.20, 8.21, and 8.54

DHHS regs: 45 CFR 85.41 - 85.42

ACTION 504 regs: 45 CFR 1232.4, 1232.13 & 1232.14(a)M.G.L: ch. 272 Sections 98, 98A 
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