
AMERICAN WITH DISABILITIES ACT
ACCESSIBLE MEETING

Beverly Litsinger

Meeting managers are required to make their meeting accessible for disable people.

MAKING PROGRAMS ACCESSIBLE INCLUDES:
1. Providing sign language interpreters for the hearing impaired
2. Providing transcribed speakers notes and slide into Braille for sight impaired
3. Provide staff members to accompany visually impaired to the meeting room.
4. Provide special buses to transport disable wheel chair attendees to special events
5. Set up special areas for registration for wheel chair attendees who can not do business
with the high hotel registration counters, or meeting registration counters.

The registration form should be used to help identify people who need special
accommodations. THE REGISTRATION FORMS CAN HELP YOU IDENTIFY SPECIAL

ACCOMMODATIONS NEEDS.  Sample Statement to include on registration form.

"If you have a disability and may require special accommodation in order to fully
participates in this activity, please check here.[_] You will be contacted by someone from
the planning committee to discuss your specific needs.  We can not provide access if we
do not have prior knowledge.

SITE SELECTION: W hen  yo u  a re  se lecting  m ee ting  s ites , m ee ting  m anage r h ave  to  have  in to

accoun t the  A m erican  D isab ilitie s  A ct to  ensu re  tha t they a re  se lecting  a  m ee ting  s ite  tha t o ffe r

th e  sam e  access ib ility  to  a ll.

M ee ting  m anage rs a re  respons ib le  fo r p ro tecting  the ir o rgan iza tion  aga ins t le g a l a c tion  fo r no t

p ro v id ing  equa l access ib ility .  T he  o rg an iza tion  and  the  m ee ting  m anage r h o ld  equa l re spons ib ility

fo r p ro v id in g  eq u a l a cce ss a n d  b o th  ca n  be  u se d .

SITE INSPECTION CHECK LIST FOR ADA

1 .  P a rk ing  space  loca te d  w ith in  200  fe e t o f the  bu ild ing

2 .  P a rk in g  sp a ce  sh o u ld  b e  c le a rly  m a rke d

3 .  P a rk ing  space  shou ld  have  adequa te  c lea ring  (m in im um  8  ft)

    A  5  foo t ad jacen t a is le  (o r 8 ' fo r m in im um  o f 98 " ve rtica l c lea ra nce  fo r a  van  a long  a  ro u te  to

a    hand icapped  pa rk ing  space

4 . D e te rm ine  how  m any hand icapped  pa rk ing  space  a re  ava ilab le

5 . F o r pa rk ing  lo t too  fa r aw ay, is  th e re  va le t p a rk ing  a t the  cu rb  s ide .

6 . A ccess in  pa rk ing  lo t c lea r o f loose  g rave l o r o the r im ped im en ts .

7 . P a ssenge r load ing  zone  have  cu rb  cu ts  and  access ib le  a is le  pa ra lle l to  th e  veh ic le  pu ll u p

sp a ce .

8 . S idew a lks  and  ram ps 36  inches w ide  w ith  som e  w ide r a reas fo r tu rn ing  and  pass ing .

9 .  R am ps shou ld  have  a  five  foo t leve l land ing  a t the  top , bo ttom  and  a t ram p  d irec tion  change

o r a  res tin g   in te rva ls

10 . G ra tin g  des igned  so  th a t o pen ing  a ren 't w ide r th an  ha lf a n  inch . If e longa te d , is  th e  g ra tin g

      pe rpend icu la r to  the  d irec tion  o f the  trave l

11 . R am p  shou ld  have  tac tile  w a rn ing  su rface /o r they v is ib le  th rough  co lo r change .

12 . T em pora ry ram ps shou ld  m ee t s tanda rd  ram p  requ irem ents and  shou ld  be  secu re ly  ancho red .

13 . R am ps and  land ing  w ith  d rop -lifts  (shou ld  have  cu rbs a t least tw o  inches h igh ) w a lls , ra iling

      o r p ro jec tin g  su rfa ce  th a t p reven t s lipp ing .

14 . T he  app roach  to  th e  bu ild ing  en trance  shou ld  be  a  ha rd  su rfa ce  a t le ast five  fe e t w ide .

15 . T he  in te rna tiona l sym bo l o f access shou ld  be  d isp layed  a t the  en trance .

16 . S ing le  doo r e n tra nce  shou ld  be  a t least 32  inches w ide .    (minimum 32 inches)

      T he  idea l w id th  fo r a  s ing le  doo r is  36  inches.     (ideal 36 inches)

17 . A  doub le  w ide  doo r shou ld  be  a t least 48 inches wide.

1 8 . D o o rs  sh o u ld  b e  e a sy to  o pe n



19 . T he  doo r s ill shou ld  be  leve l w ith  ins ide  to  ou ts ide  leve l

2 0 . D o o rm a t sh o u ld  b e  sta tio n a ry  a n d  fla t o r re ce sse s, a n d  less than an half inch thick.

21 . B e ll pe rson  shou ld  be  ava ilab le  to  ass is t fo r m oving  in  and  ou t.

22 . H and les, p u lls , la tches, lock and  o the r d ev ices on  access ib le  doo rs  easy to  g ra sp . C an  they

    be  ope ra ted  w ith  a  c losed  fis t?

23 .  A u tom a tic  p ow er ass is ted  d oo rs  shou ld  ope ra te  in  a  m anne r a nd  d ire c tion  tha t does no t    

 p re sen t  a    haza rd  to  a  d isab le  guest.

24 .  H and ra ils  shou ld  be  ins ta lled  on  bo th  s ides o f the  s ta irs .

24 .  C heck the  he igh t o f the  s ignage , is  it v is ib le  to  w hee lcha ir a ttendees.

25 .  F ron t desk shou ld  be  access ib le  to  w hee lcha ir use rs .

      U se  conc ie rge  tab le  o r ano the r tab le  fo r fron t desk fo r hand icapped  guest in  w hee l cha irs .

26 .  R est room  shou ld  have  in te rna tiona l access sym bo l

2 7 .  R e st ro o m  c le a rin g  sh o u ld  b e  at least 32 inches wide

28 .  M irro rs  shou ld  be  m oun ted  w ith in  40  inches o f the  floo r and  s lan ted  fo r w hee lcha ir use .

29 .  S ink shou ld  be  m oun ted  29  inches from  the  floo r fo r w hee lcha ir knee  c lea rance

30 .  T he  fron t o f s ink  shou ld  be  c lea r to  a llow  fo r app roach  o f a  w hee l cha ir.

31 .  H o t and  co ld  d ra in  p ipes shou ld  be  w rapped  to  p ro tected  bu rns to  w hee lcha ir use rs

32 .  C heck face t con tro ls  fo r push  o r leve r type

33 . R est room  d ispense r and  accesso ries  w ith in  reach  o f pe rson  sea ted  in  a  w hee lcha ir 

      (no higher than 54 inches from the floor)

34 . Is  th e re  a t le ast o ne  sta ll w ith  a  c lea r open ing  32 inches

35 . F lush  con tro ls  hand  ope ra te d  on  m oun te d  no  m ore  th an  44  inches above  th e  flo o r

36 .  G a rb  b a rs  long  e nough  a long  the  s ide  and  back o f the  to ile t to  a llow  transfe r in to  and  ou t o f

       w h e e lch a ir

37 . M en  room  has a t le ast o ne  sta ll type  o r w a ll hung  u rina l w ith  e longa te d  rim  a  m axim um  he igh t

      o f 17  inches.

38 . N um ber o f g uest room s adap te d  pe rson  w ith  d isab ilitie s

39 . B a rrie r free  room s shou ld  be  loca ted  nea r e leva to rs .

40 . D oo r hand les p rov ide  on  the  ou ts ide  doo r and  ins ide  doo r shou ld  be  leve red .

41 . P eepho le  and  locks shou ld  be  low  enough  fo r pe rson  in  w hee lcha irs .

42 . G uest room  key ca rd  system  easy to  use  o r w ill it pose  a  p ro b lem  fo r the  p e rson  w ith  lim ited

uppe r b ody m ob ility

43 . D oo rs  and  ha llw ays ins ide  th e  room  have  32  inch  open ings

44 . S u ffic ien t tu rn ing  space  fo r w hee lcha irs  to  tu rn  and  m ove

45 . H a llw ays and  co rrido rs  be tw een  m ee tin g  room s have  32  inch  open ings

46 . D oo rs  fo r m ee tin g  room s shou ld  have  32  inch  open ings

47 . F loo rs shou ld  be  non -s lip , le ve l and  easy to  nego tia te  fo r w hee lcha irs

48 . H ea ting /coo ling  system s shou ld  no t in te rfe re  fo r hea ring  im pa ired

49 . T em pora ry  ram ps  ava ilab le  fo r ra ised  pod ium s and  head  ta b les

50 . M icrophones shou ld  be  eas ily  ad justab le  and  on  flex ib le  ho lde rs

51 . R oom  ligh tin g  shou ld  be  non -g la re , n on -re fle c tin g  and  non  b link ing

52 . E leva to rs  equ ipped  w ith  b ra ille , vo ice  sound , v isua l 

53 . E leva to r con tro ls  shou ld  be  42  inches above  floo r fo r w hee l cha ir bound

54 . F loo r num bers in  b ra ille

55 . E leva to r doo r a t le ast 3 2  inches w ide .

56 . E leva to r ca ll bu ttons free  o f obstruction  fo r easy access.

57 . O ne  te lephone  in  phone  bank shou ld  be  48  inches o f the  flo o r

58 . P hone  d irec to ries  shou ld  be  keep  a t w hee l cha ir le ve l

59   T e lephone  shou ld  p rov ide  spec ia l equ ipm en t fo r hea ring  im pa ired

60 . A ccess ib le  w a te r fo un ta ins  fo r som eone  in  a  w hee l cha ir

70 . W a te r foun ta in   shou ld  be  easy to  use /hand  leve r o r p ush  bu tton

71 . W a te r fo un ta in  loca te d  in  p assagew ay som e  e ffo rt has to  b e  m ade  to  a le rt p e rsons v isua lly

im p a ire d



HANDICAP ACCESSIBLE CHECK LIST 

HANDICAP ACCESSIBLE ROOMS  #  o f h a nd ica p  acce ss ib le  ro o m s_ _ _ _ __ _ _

F ire  sa fe ty  syste m : F ire  a la rm s ____aud ib le    V is ib le____

F o r hea ring  im pa ired : w ha t type  o f system  is  in  p lace  to  no tify  hea ring  im pa ired

_ _ _ _ F la sh in g  lig h ts    _ _ _ V ib ra tin g  be d s

D oes th e  h o te l h ave  a  syste m  in  p lace  to  check th e  room s o f the  hand icap_____  in  an

em ergency

F o r s igh t im pa ire d : 

W ha t type  o f syste m  in  p lace  to  no tify  s igh t im pa ired : _ __v ib ra tin g  beds to  a le rt s igh t im pa ired

o th e r syste m s to  a le rt s ig h t im p a ire d  __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _

_ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _ _ _ __ _

S yste m  in  p lace  to  check th e  room  occup ied  by hand icap  sys te m  to   a id  th e  hand icap  in

em ergency

S p rink le r system s in  p lace :  in  s leep ing  room s____  in  m ee ting  room s___  in  com m on  a reas___

F ire  a la rm  pu ll box w ith in  reach  fo r w hee l cha irs  d isab led

E m ergency ex it c lea rly  m a rked , w ith  a  32  inch  c lea rance  and  equ ipped  w ith  a  crash  ba r______

BATHROOM:   R o ll in  show er s ta lls  fo r w hee l cha ir access ib ility  Y es___  N O __

R est room  have  in te rna tio na l access sym bo l____

R e st ro o m  e n tra n ce  c le a rin g  at least 32 inches wide_ _

M irro rs  m oun ted  w ith in  40  inches o f the  floo r and  s lan ted   fo r w hee lcha ir use ___

S ink m oun ted  29  inches from  the  floo r/w hee l cha ir knee  c lea rance

T he  fron t o f s ink   a llow s fo r app roach  o f a  w hee l cha ir ____

H o t and  co ld  d ra in  p ipes a re  w rapped  to  p ro tected  bu rns to  w hee lcha ir use rs  ____

F a ce t co n tro ls  a re  p ush  o r le ve r typ e  __ _ _

R est room  d ispenser and  accesso ries  a re  w ith in  reach  o f pe rson  sea ted   in  a  w hee lcha ir (no

higher than 54 inches from the floor)

A t le ast o ne  sta ll w ith  a  c lea r open ing  32 inches_ _ _ _ _

F lush  con tro ls : hand  ope ra ted /m oun ted  no  m ore  than  44  inches above  the  floo r___

G arb  ba rs  long  enough  a long  the  s ide  and  back o f the  to ile t to  a llow  transfe r in to  and  ou t o f

w h e e lch a ir

M en  ro om :  a t least one  sta ll type  o r w a ll hung  u rina l w ith  e longa ted  rim  a  m axim um  he igh t o f 17

inches.

PARKING:   P a rk ing  spaces loca te d  w ith in  200  fe e  o f the  bu ild ing__

H a n d ica p p e d  sp a ce s a re  c le a rly  m a rke d _ _ __

P ark ing  space   have  adequa te  c lea ring  (m in im um  8  ft)

A  5  fo o t a d jacen t a is le  (o r 8 ' fo r m in im um  o f 9 8 " ve rtica l         c lea rance  fo r a  van  a long  a  ro u te

to  a  hand icapped  pa rk ing  space

H o w  m a n y h a nd ica p p e d  p a rk in g  sp a ce  a re  a va ila b le _ _ _ _

V a le t pa rk ing  a t the   cu rb  s ide  fo r hand icapped___

P ark ing  lo t c lea r o f loose  g rave l o r o the r im ped im en ts___

P assenge r load ing  zone  have  cu rb  cu ts  and  access ib le  a is le  pa ra lle l to  the  veh ic le  pu ll up  space .

S idew a lks  and  ram ps 36  inches w ide  w ith  som e  w ide r a reas fo r tu rn ing  and  pass ing .

R am ps have  a  five  fo o t le ve l land ing  a t the  to p , bo ttom  and  a t ra m p  d irec tio n  change  o r a  res tin g

in te rva ls

SITE INSPECTION CHECK LIST FOR ADA



G ra ting  des igned  so  tha t open ing  a re n 't w ide r than  ha lf an  inch .   

E longa ted  g ra ting  shou ld  be  pe rpend icu la r to  the  d irec tion  o f the  trave l

R am p  shou ld  have  tac tile  w a rn ing  su rface /o r they v is ib le  th rough  co lo r change .

T e m p o ra ry  ra m p s a re  se cu re ly  a n ch o re d .

R am ps and  land ing  w ith  d rop -lifts  (shou ld  have  cu rbs a t least tw o  inches h igh ) w a lls , ra iling  o r 

p ro jec tin g  su rfa ce  th a t p reven t s lipp ing .

T he  app roach  to  th e  bu ild ing  en trance  is  a   ha rd  su rfa ce  a t le ast five  fe e t w ide_______

E n trance : T he  in te rna tiona l sym bo l o f access is  d isp layed  a t the  en trance____

S in g le  d oo r e n tra n ce  a t le a st 3 2  in ch e s w id e _ _ __

D oub le  w ide  doo r  a t least 48 inches wide.

D oor s ill is  leve l w ith  ins ide  to  ou ts ide  leve l___

D oo rm a t is  s ta tiona ry  and  fla t o r re cesses, and  less than an half inch thick_ _ _ _

B e ll pe rson  a re  ava ilab le  to  ass is t fo r m oving  in  and  ou t___

H and les, pu lls , la tches, lock and  o the r dev ices on  access ib le       doo rs  easy to  g rasp_____

D oo r h and les can  they be  ope ra ted  w ith  a  c losed  fis t_______

A u tom a tic  pow er a ss is ted  doo rs  ope ra te  in  a  m anne r a nd   d ire c tion  tha t does no t p re sen t a

h a za rd  to  a  d isa b le  g ue st_ _ _ _ __ _ _ _ __ _ _ _ __

S ta irs : H and ra ils   in s ta lled  on  bo th  s ides o f the  s ta irs________

H e igh t o f the  s ignage  is  v is ib le  to  w hee lcha ir a ttendees.

Front desk is  a cce ss ib le  to  w h e e lch a ir u se rs_ _ _ _

If no t the  use  o f th e  co n c ie rg e  ta b le  o r a no the r tab le  m ay be  used  fo r fro n t desk check in  fo r

h a n d ica p p e d  g u est in  w h e e l ch a irs_ _ _ _

GUEST ROOMS:

H ow  m any guest room s adap ted  fo r use  o f pe rson  w ith  d isab ilitie s___

B a rrie r free  room s shou ld  be  loca ted  nea r e leva to rs_______

D oo r hand les on  ou ts ide  o f doo rs  ____   Leve rs  on  the  ins ide  o f doo rs  ____

P eepho le  and  locks shou ld  be  low  enough  fo r pe rson  in  w hee lcha irs___

G uest room  key ca rd  system  easy to  use  o r w ill it pose  p ro b lem s fo r the  pe rsons w ith  lim ited

uppe r b ody m ob ility

D o o rs  a n d  h a llw a ys in s id e  th e  ro o m  h a ve  3 2  in ch  o pe n in g s_ _ _ _ __

Is  the re  su ffic ien t tun ing  space  fo r w hee lcha irs  to  tun ing  and  m ove

Meeting Rooms

H a llw ays/co rrido rs  be tw een  m ee ting  room s have  36  inch  c lea rance____

D oo rs  fo r m ee tin g  room s shou ld  have  32  inch  open ings

F loo rs shou ld  be  non -s lip , le ve l and  easy to  nego tia te  fo r w hee lcha irs

ELEVATORS:  E leva to rs  w ith  b ra ille , vo ice  sound , v isua l ____

C on tro ls  shou ld  be  42  inches above  floo r fo r w hee l cha ir bound

F loo r num bers in  b ra ille

E le va to r d o or a t le a st 3 2  in ch e s w id e _ _ __

A rea  in  fron t o f ca ll bu ttons free  o f obstruction  fo r easy access



SITE INSPECTION CHECK LIST FOR ADA

PUBLIC TELEPHONES: A t le ast o ne  te lephone  shou ld  be  48  inches o f the  flo o r

P h o n e  d ire cto rie s ke e p  a t w h e e l ch a ir le ve l

S p e cia l e q u ip m e n t fo r h e arin g  im p a ire d

WATER FOUNTAINS: W a te r fo un ta ins  shou ld  be  access ib le  to  som eone  in  a  w hee l cha ir

W a te r foun ta in  con tro l shou ld  be  easy to  use /hand  leve r o r p ush  bu tton

W ate r fo un ta in  loca te d  in  passagew ay som e  e ffo rt h as to  be  m ade  to  a le rt p e rso n s v isua lly

im p a ire d
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