[image: U.S. Department of Transportation's Disability Resource Center Logo - White text on medium blue background] 		Best Practices to Promote Accessibility


This document is a collection of recommendations to ensure accessibility.

[image: Perfume bottle with a red circle around it & a slash mark through it]Avoid Heavy Perfumes and Fragrances
Some people may have heightened sensitivities, including smells, and some may have allergies to perfumes and fragrances. Heavy fragrances can cause adverse reactions such as headaches, nausea, and overstimulation. Severe adverse reactions like anaphylactic shock can also occur. If you cannot avoid wearing scented products, try to use them sparingly.
[image: A pole with five arrow-shaped signs pointing in many different directions with the words "Confused by too many choices"]
Ask About the Best Way to Provide Information/Instructions and Follow Through
Everyone processes information in different ways. Some people understand verbal communication more easily and faster than written communication. Others might understand verbal instruction more easily if they are followed by written instructions. 
[image: Two people sitting at a table having a conversation]Ask your colleagues for their communication needs and preferences, and then work with those needs to ensure the best level of communication and understanding. If there is ever confusion or misunderstanding in communication, pause and consider another way to explain your thoughts.

[image: Analog clock ]Allow Time for Processing and Interpretation Between Statements
It can take different lengths of time for people to process the same information. Pause between statements to allow everyone a chance to fully process what has been said. This also gives time for interpreters to finish relaying your last statement before you start speaking again. Provide time after questions so that everyone has an opportunity to process the information and formulate an answer.

[image: Microsoft Team icon of a raised hand]Raise Your Hand – Avoid Overlapping Conversation
Multiple people attempting to speak at once can be overwhelming. Have people raise their hands to be given the opportunity to speak. Allow one person to speak at a time by calling on them. 
Microsoft Teams has a built in ‘Raise Hand’ feature available.
[image: An orange speech bubble with the word "Ask"]
Obtain Consent Before Assisting and Respect Boundaries
It is important to always ask someone whether they need help before giving it. Don’t assume to know what someone else might need. Assisting without asking first can feel invalidating, condescending, and disrespectful. If a person declines assistance, respect their decision.

[image: Silhouette of a person with a speech bubble]Describe Visual Information
When images, graphics, or text are displayed on screen or during a    presentation, verbally describe the content so that everyone has access to the information, including people who are blind. 
This includes providing a brief description of yourself when you begin speaking, for the first time, during a meeting or presentation, or at the beginning of a recorded video.
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