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CHECKLIST FOR HOSTING ACCESSIBLE EVENTS
When planning events at Florida Atlantic University, the Event Host should think about and anticipate potential access needs for people with disabilities. Event Hosts/Sponsoring Activity will be responsible for providing accommodations to attendees with disabilities. 
EVENT INFORMATION
Contact University Facilities for assistance and information about physical spaces located on campus. 
Provide General Pre-Event Instructions for attendees with disabilities. 
Make sure to have a disability access statement included in all information advertising the event. The event advertising should include the name, phone number, and email address to the event’s point of contact.  
EVENT PROMOTION
Event Advertising and Publicity: Consider how attendees will obtain information about the event. For example, how do attendees submit requests for accommodations. Do all advertisements and invitations have an accessibility statement that lets attendees know who to contact to request accommodations. 

Provide information to attendees if the event could impact attendees with sensory sensitivities to smell, light, and loud noise. 
Accessible Environment: Consider how attendees will attend performances and participate in activities. 
Virtual Platforms: Consider technology for attendees like screen readers, ASL Interpretation or CART, and support for live and automated captioning.

Include a disability access statement with information and directions. Example of disability access statement.
Attendees with disabilities are encouraged to attend Florida Atlantic University sponsored and hosted events. If an attendee requires an accommodation to participate in this event, please contact _________________ [insert the name of the point of contact for the event] by ______________________ [insert the date, year] at ________________ [insert telephone number, email address] at least five (5) days prior to the event. 
LOCATION AND SPACE
Select a venue with accessible entrances and exits, ARA-compliant restrooms, and unobstructed pathways. 
Contact University Facilities for assistance and information about physical spaces located on campus. 
Consider route accessibility, specifically the difficulty of using wheelchairs at outside events with loose surfaces like sand, gravel, and grass.
Consider accessible seating, specifically plan for wheelchair accessible seating, seating for near the front for deaf and hard of hearing individuals.
Consider the venue lighting to make certain that the lighting is adequate for individuals with vision disabilities or use of a sign language interpreter. 
Provide signage with directions to accessible restrooms close to the planned location.
PRIOR TO THE EVENT
Consider Service animals may attend the event with their handler. 
Consider providing live captioning sign language interpreters for attendees at large events. 
Consider accessibility features for registration locations.
Check the venue in advance and make sure accessibility features are in place and working. 
Check the travel paths are free of obstructions and entrance into the event is accessible.
Check event signage is in place, directions to accessible amenities.
Check technology to make sure it works.
SERVICE ANIMALS
Service animals are permitted to accompany their handler to campus events. Service animals are generally dogs and in some limited situations miniature horse that have been trained to perform a specific task for an individual with a disability.
Questions regarding the validity of a service animal, remember the ADA only allows two questions that can be addressed to the handler. First, is the dog or horse a service animal required of a disability? Second, what work or task is the animal trained to perform? 
CONTACT INFORMATION
Contact the Office of Civil Rights and Title IX (OCR9), Student Accessibility Services, and University Facilities Management for assistance and guidance during the planning stage or if any access request is received. The Office of Civil Rights and Title IX (OCR9) contact information is 561-296-3004 or visit www.fau.edu/ocr9; Student Accessibility Services is 561-297- 3880 or visit www.fau.edu/sas/about/contact-us/; and University Facilities Management contact information is 561-297-2240 or visit www.fau.edu/facilities/bg/work-control/.  

Disclaimer
FAU recognizes that requests for accommodations may not be possible, however, event hosts should make every effort to consider the needs of attendees when planning an event in FAU facilities, as well as accommodate specific requests when asked. 
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