Accessible Presentations - Guidelines 

When developing your presentation screens:

1. Organize the content.

a. Keep the content on each screen brief.  Use key words, brief & concise phrases.  Avoid complete sentences.

b. Present one idea per visual.

c. Limit text to six to eight lines. 

d. Avoid jargon and too many long words.

e. Use short, simple sentences. 

f. Limit the information on each screen/slide so it is easily read from the back of the room.

2. Take care with color, contrast, and shading.

a. Use high contrast between the text and background and/or visuals.

b. Avoid printing text over patterned backgrounds.

c. Avoid shading.

3. Format screens for the best access.

a. Use a larger font size.  (20 to 24 point)

b. Avoid elaborate fonts.

c. Avoid italics.

d. Use initial upper, followed by lowercase letters, avoid use of all capital letters.

e. Allow adequate line spacing.

f. Avoid splitting words at the ends of lines.

4. Graphics require special consideration.

a. If you use graphics to convey key information, provide an alternative method for a person with visual impairments to obtain the information.

b. Use illustrations that are large enough to be seen clearly.

c. Avoid complex graphs and tables.

When speaking:

1. Use body language and facial expressions but accompany them with an oral equivalent if any attendee is visually impaired.

2. Speak clearly and at an even pace, using clear intonation and emphasizing keywords.

3. Do not speak too slowly.

4. Do not hold the microphone too closely to your mouth.

5. Do not breathe heavily into the microphone.

6. Do not hide your mouth with your hands.

7. Do not exaggerate lip movements.

8. Do not shout.

9. Be aware that some letters or sounds may be harder for hearing-impaired people to hear or distinguish (for example, the letters f, and s, and the sound, sh).

10. Use a range of other communication techniques.

11. Do not substitute body language for words to convey a message.

When presenting your visuals:

1. Avoid terms such as “over here/there.” 

2. Avoid identifying objects based on color.

3. Use good transitions between points to keep your audience focused on where you are in the presentation.

4. Emphasize key points or illustrate themes, but don’t rely heavily on the screen/slide to convey the message.

5. Try to keep to your presentation as much as possible if materials have already been distributed.  If you vary from the material, mention that fact so those using alternative materials do not get lost. 

6. Be specific when describing diagrams (e.g., right, left, top, bottom, corner).

7. Read/cover all screen/slide information; never assume everyone can read it. 

8. Allow enough time for people to read each visual during the presentation.

9. Provide presentation information in alternative forms, such as Braille and audiotape. 
10. Test visuals on the surface that will be used during the presentation.  Sometimes colors and contrast are fine on a computer screen but are difficult to read when projected.
Other guidelines include:

1. State instruction and expectations for break-out group work clearly.  The attendee should be able to identify when important information is about to be given so that he/she may be fully attentive to receive it.  An attendee with low vision or who is blind cannot rely on visual cues.

2. Where overhead notes or diagrams have been prepared in advance of the presentation, ensure that the attendee receives a copy in large print or Braille prior to the presentation, so that they may follow along during the presentation.

3. Room lighting is a necessary consideration for attendees with low vision.  Light from windows, overhead lighting, and/or glare on a display may affect visual functioning.

4. The attendee should have a seat located in the most suitable region of the room for his/her specific needs.  This location will vary depending on eye condition, peripheral vision, and visual acuity.

5. Orientation around the conference room to the doorway and exit ways or other key reference points should happen at the beginning of each presentation (or when there is a change of seating).  

