Accessible Office Space Meeting Checklist


(Last updated: March 10, 2023)

Introduction 
Use this checklist to create an accessible office space for meeting with students and colleagues with disabilities:  

· Inform and Train
· Accessibility tagline statement is included on departmental website and scheduling application (Starfish)
· Staff are trained on disability and ableism awareness 

· Review your Office Building
· There is accessible parking  
· Building entrance has a ramp
· If only one entrance is accessible, inform visitors of entrance location
· Power door openers are operating 
· 36” wide path of travel to office space (can reduce to 32” for entry way)
· Path of travel is free of debris, draped cords 
· Elevator or wheelchair lift is functioning if there are steps to office location
· Building has accessible bathrooms or signage to nearest building location

· Office or Meeting Location
· Entryway is no less than 32” wide
· 60” clear floor space available for wheelchair maneuverability
· Meeting table height is adjustable or height to top surface is 28” – 34”
· Under table clearance is at least 17” deep for wheelchairs  
· Chairs can be removed from table for wheelchair approach
· Array of chairs – with and without arms, oversize – are available
· Ample floor space for service animals or mobility devices
· Available seating for sign language interpreters or captioners
· Lighting is dimmable, ceiling light can be turned off and floor lamp used
· Temperature can be controlled, fan used to cool space

· Print Materials
· Available in large print (font size = 18 point or greater)
· Font style is sans serif
· Line spacing at least 1.15
· Strong color contrast between text and paper color
· Available electronically for assistive technology devices

· Digital Materials
· Images contain alternative text
· Strong color contrast between text and background color
· Videos contain captions

[bookmark: _Hlk34502568]Questions and additional information: 
· Contact the ADA Coordinator: ada_coordinator@wisc.edu or (608) 265-6018
· Visit Accessibility@UW-Madison for additional resources 
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