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Accessible Virtual 
Meetings Guide 
November 2021 

This guide is meant to provide information on how you can make your virtual 
meetings accessible to people with disabilities. It includes information on:  

• How to choose an accessible virtual conferencing platform

• Promoting with accessibility in mind

• What you should do before the meeting

• Providing accommodations and hiring access professionals

• How to run your meeting with accessibility in mind
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Prep Work 
As you plan your virtual meeting, you should consider the following: 

• Choosing an accessible platform

• Setting up accommodations

• Making your materials and advertising accessible

Choosing A Platform 
It is important to choose a platform that supports accessibility for people 
that have intellectual, developmental, mobility, vision, or hearing disabilities.  
For example, a lot of blind people use assistive technologies such as screen 
readers to access the content on their devices. Some folks with mobility 
disabilities use the keyboard instead of the mouse. Not all platforms support 
screen reader or keyboard accessibility. Below is a list of popular platforms 
and their accessibility features.  

Note: The City of New York does not endorse any of these products. The 
information presented below is gathered from the product websites or from 
feedback from the disability community. 

Zoom Meetings and Webinars 
The following features are supported by the Zoom conferencing platform. 

• Support for screen readers

• Support for manual and automated captions

• Supports video and spotlight features for ASL interpretation

• Supports keyboard shortcuts

• Supports Multiple audio channels for language translation and Audio
Description

• Supports participation features such as raise hand, chat, Polls, and Q&A

For more information, visit the Zoom Accessibility page. 

https://explore.zoom.us/en/accessibility/
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Google Meet 
The following features are supported by the Google Meet platform. 

• Support for screen readers  

• Supports live automated captions (Note: if the meeting is recorded, the 
captions will not be included as part of the recording) 

• Supports video and spotlight features for ASL interpretation  

• Has keyboard shortcuts 

• Has participation features 

For more information, visit the Google Meet Accessibility page. 

Microsoft Teams 
The following features are supported by the Microsoft Teams platform. 

• Support for screen readers  

• Supports live automated captions 

• Supports video and spotlight features for ASL interpretation 

• Has keyboard shortcuts 

• Supports participation features 

For more information, visit the Microsoft Teams Accessibility page.  

Platforms with Known Accessibility Barriers 
The following meeting platforms have had a history of accessibility barriers 
including lack of screen reader accessibility and keyboard shortcuts. In most 
cases, screen reader users will not be able to independently join the 
meeting. 

• Cisco WebEx

• GoTo Meetings

https://support.google.com/meet/answer/7313544?hl=en
https://support.microsoft.com/en-us/office/accessibility-overview-of-microsoft-teams-2d4009e7-1300-4766-87e8-7a217496c3d5
https://www.webex.com/
https://www.goto.com/offer/meeting/sem?utm_medium=cpc&gclid=CjwKCAiAvriMBhAuEiwA8Cs5lQRBmMZS3O4ZJq4R0xGhA9zo4jnpxcwhuIS0tct3fOuHFk4SEpepShoCk0EQAvD_BwE&gclsrc=aw.ds
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Providing Reasonable Accommodations 
It is a legal requirement to provide reasonable accommodations for people 
with disabilities upon request. Some accommodations you might be asked 
for include, but are not limited to: 

• American Sign Language (ASL) Interpretation 

• Live Captioning 

• Audio Description for videos and performances 

• Documents in accessible and/or alternate formats 

ASL Interpretation 
If someone requests American Sign Language interpretation (ASL), you can 
hire an ASL interpreter to join the meeting who can provide sign language 
interpretation through the video conferencing platform.  

When using Zoom Meetings, attendees can pin the screen of the interpreter 
so that they can always see the interpreter. Be sure to give instructions on 
how to pin a participant’s video at the beginning of the meeting or event. 
Learn how to pin the screen of a participant (Zoom). 

When using Zoom Webinar, be sure to spotlight the interpreter so that 
attendees can always see them. Only one person should be spotlighted at a 
time. Since the Host controls what Attendees see, the Host should set the 
Attendees view to Gallery or Side-by-Side Gallery when screen sharing. 
Learn how to use the spotlight feature (Zoom). 

Please note that interpreting is a physically demanding profession. For this 
reason, meetings longer than 1 hour will require 2 interpreters and they will 
switch off every 15-20 minutes. MOPD’s list of American Sign Language 
Interpretation Services (MOPD Website). 

Captioning 
Captioning is used to include people with hearing disabilities in your virtual 
meetings. Depending on the platform, you may have the capability for a 
captioning professional to provide manual live captions or use automated 

https://support.zoom.us/hc/en-us/articles/201362743
https://support.zoom.us/hc/en-us/articles/201362653-Spotlighting-participants-videos
https://www1.nyc.gov/site/mopd/resources/american-sign-language-interpreters.page
https://www1.nyc.gov/site/mopd/resources/american-sign-language-interpreters.page
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live captions. Both methods have pros and cons in terms of cost and 
efficacy. MOPD’s List of NYC Captioning Providers (MOPD Website). 

Setting up Captions 
In this section, there are tips on using captioning features for each virtual 
conferencing platform. 

Zoom Captions and Live Transcript  

As mentioned before, Zoom supports both manual Captions and an 
automated Live Transcript. Manual Captions are the most accurate and can 
be saved as a transcript for meetings. The Live Transcription feature can be 
useful in an emergency. However, it is known for making mistakes that can 
hinder the user’s ability to understand the meeting. Both features will be 
included if the meeting is recorded. 

While manual Captions are better, they do have a cost and some extra 
setup. You will need to hire a captioner and assign them to type captions for 
that meeting. You also have to make sure that captions are turned on in the 
Zoom Portal before starting the meeting. 

Note, while the Live Transcription feature is included with a Zoom license, it 
is often inaccurate. It is always preferred to hire a captioner. Enabling closed 
caption and transcription services on Zoom. 

Google Meet Live Captions 
Google Meet only supports automated captions. While this feature is free for 
all users, it has some limitations. Its accuracy varies and captions are not 
saved if you record the meeting. The feature can be useful in an emergency. 
Enabling captions on Google Meet. 

Microsoft Teams Live Captions 

Microsoft Teams supports live automated captions. The feature is free to use 
and easy to activate. Individual users can turn on automated captions during 
the meeting and the host can turn on captions for all users. If the meeting is 
recorded, the captions are included with the video as well as a transcript.  

https://www1.nyc.gov/site/mopd/resources/cart-vendors.page
https://support.zoom.us/hc/en-us/articles/4409683389709-Enabling-or-disabling-closed-captioning-and-live-transcription-services#:%7E:text=Sign%20in%20to%20the%20Zoom%20web%20portal.,to%20enable%20or%20disable%20it.
https://support.zoom.us/hc/en-us/articles/4409683389709-Enabling-or-disabling-closed-captioning-and-live-transcription-services#:%7E:text=Sign%20in%20to%20the%20Zoom%20web%20portal.,to%20enable%20or%20disable%20it.
https://support.zoom.us/hc/en-us/articles/4409683389709-Enabling-or-disabling-closed-captioning-and-live-transcription-services#:%7E:text=To%20enable%20Closed%20captioning%20for%20your%20own%20use%3A,to%20enable%20or%20disable%20it.
https://support.zoom.us/hc/en-us/articles/4409683389709-Enabling-or-disabling-closed-captioning-and-live-transcription-services#:%7E:text=To%20enable%20Closed%20captioning%20for%20your%20own%20use%3A,to%20enable%20or%20disable%20it.
https://support.google.com/meet/answer/9300310?hl=en&co=GENIE.Platform%3DDesktop
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There is currently no support for manual captions. However, the feature will 
be available in the future. 

Just like all automated captions, accuracy can vary, and it is recommended 
to hire captioners to provide manual captions whenever possible. Enabling 
Live captions in Microsoft Teams. 

Audio Description 
For attendees that are blind or have low vision, Audio Description is a way of 
making visual information accessible to them. Audio Description is a live or 
recorded voice track that explains visual aspects of videos for blind 
audiences. Examples include reading text on screen, setting up the scene, 
introducing characters and describing important visual events. 

Audio Description is recommended for virtual events that have an artistic 
performance or film screening aspect to them. Zoom’s language 
interpretation feature can be used to allow up to 20 participants to provide 
language translation. 

Setup Audio Description on Zoom 
To setup Audio Description for your event, you need to hire an audio 
describer first. Then you can add a language with the label Audio Description 
and assign the audio describer to that channel. Once users join your 
meeting, they would go to the language interpretation section and choose 
the Audio Description channel. Links with more guidance are below. 

• Setup Language Translation Services (Zoom)

• List of Audio Description Services (MOPD Website) 

Documents in Accessible Formats 
If you are sharing electronic documents or slide decks during your virtual 
meeting, you should make them accessible to attendees with disabilities. 
Also, if you are promoting your meeting on social media, your posts should 
be accessible. Below are links to guides for several mediums. 

https://www.howtogeek.com/735473/how-to-use-live-captions-in-microsoft-teams/#:%7E:text=Turn%20Live%20Captions%20on%20or%20off%20in%20the%20Microsoft%20Teams%20App&text=During%20a%20video%20or%20audio%20call%2C%20click%20on%20the%20three,to%20English%20(United%20States).
https://www.howtogeek.com/735473/how-to-use-live-captions-in-microsoft-teams/#:%7E:text=Turn%20Live%20Captions%20on%20or%20off%20in%20the%20Microsoft%20Teams%20App&text=During%20a%20video%20or%20audio%20call%2C%20click%20on%20the%20three,to%20English%20(United%20States).
https://support.zoom.us/hc/en-us/articles/360034919791-Using-Language-Interpretation-in-your-meeting-or-webinar
https://support.zoom.us/hc/en-us/articles/360034919791-Using-Language-Interpretation-in-your-meeting-or-webinar
https://support.zoom.us/hc/en-us/articles/360034919791-Using-Language-Interpretation-in-your-meeting-or-webinar#h_01FFJJEJS2AM0E678E7MR6MV92
https://www1.nyc.gov/site/mopd/resources/audio-description-vendors.page
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• Accessible Documents Guide (General)

• Creating Accessible PDFs Using Adobe InDesign

• Accessible Slide Decks Guide

• Accessible Social Media Guide

• Audio Description and Captions Guide

Advertising Your Virtual Meetings 
There are a lot of details that are useful to include in your advertisements, in 
this section, we will highlight information that you should include in all your 
advertisements. When creating promotional materials be sure to include: 

• At least two methods to join your meeting 

• Accessibility information  

Join Meeting Info 
Including a link to your meeting is convenient for those who can join using 
their computer or smart device. However, it is important to remember that 
some individuals may not have easy access to the Internet. In your 
advertisements and calendar events, always include a dial-in number along 
with the link to your virtual meeting. 

Accessibility Information in your Advertisements 
For NYC agencies, including accessibility language in advertisements for 
public events is required by Local Law 28 of 2016. While it is not legally 
required for nonprofits, museums, private businesses, and community 
organizations, we highly recommend that you include access language in 
your advertisements for your meetings or events. It is a way of specifically 
inviting the disability community. It also gives people with disabilities a way 
to request accommodations. Include the following information in your 
advertisements: 

https://www1.nyc.gov/assets/mopd/downloads/pdf/MOPD-Accessible-Documents-Guide-2020.pdf
https://www1.nyc.gov/assets/mopd/downloads/pdf/MOPD-In-Design-Accessibility-Guide-August-2021.pdf
https://www1.nyc.gov/assets/mopd/downloads/pdf/Slidedecks-and-Presentations-Checklist-November-2019.pdf
https://www1.nyc.gov/assets/mopd/downloads/pdf/Accessible-Social-Media-Guide-2019.pdf
https://www1.nyc.gov/assets/mopd/downloads/pdf/MOPD-Audio-Description-and-Caption-Guide.pdf
https://www1.nyc.gov/assets/mopd/downloads/pdf/Local-Law-28.pdf
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• Info about the accessibility of the platform you are using 

• Any accessibility features, such as the accessibility of the platform you 
are using or accommodations that are being provided (e.g. such as ASL 
interpretation) 

• A point of contact to request accommodations including both a phone 
number and email address 

• A deadline to request accommodations, typically 72 hours before the 
meeting 

Accessibility Language Example 
Below is an example of accessibility language that you can include in your 
advertisement. 

This virtual event will be held on Zoom Meetings which is accessible to 
attendees with disabilities. Automated live captions will be available by 
default. To request accommodations such as American Sign Language 
interpretation, live human captions, audio description or materials in 
an accessible format, you may reach out to [Name of Person] at 
[Phone Number] or [Email Address] no later than [Insert date that is 
at least 72 hours before your event]. 

For more information and examples of accessibility language, refer to the 
MOPD Meeting Guide. 

Preparing Tech and Panelists 
In the final stages of planning your meeting, you should do the following to 
cut down on technical difficulties and troubleshooting during your event. 

• Test technology and accessibility services 

• Make sure presenters know what is expected of them 

https://www1.nyc.gov/site/mopd/initiatives/mopd-meeting-guide.page
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Tech and Access Setup 
It is always a good idea to do test runs of your meeting before the actual 
date of the event. It is advised to do this tech check at least a few days 
before your event. 

Invite your presenters, access professionals, and one person to act as an 
attendee. 

Make sure that all presenters, cohosts, and access professionals have 
downloaded any software they need to participate and are familiar with 
using the virtual conferencing platform you have chosen.  

Get familiar with host controls and accessibility features. Be sure to know 
how to: 

• How to assign hosts and cohosts. 

• How to turn on live transcripts, assign a captioner and that you know the 
difference between the two features. 

• How to change the font size of captions. 

• How to use the pin video and spotlight features to make sure the video 
of presenters and ASL interpreters are always present. 

• How to setup and use the Language Interpretation feature. 

• How to mute, turn video on, raise hands and the keyboard shortcuts for 
each. 

• How to use the chat and Q&A features. 

• How to share screen and audio. 

Below are links with references to keyboard shortcuts and getting started 
guides. 

• Keyboard Shortcuts in Zoom

• Getting Started with Zoom

• How to Use Zoom with NVDA

• Keyboard Shortcuts in Google Meet

https://support.zoom.us/hc/en-us/articles/205683899-Hot-keys-and-keyboard-shortcuts
https://support.zoom.us/hc/en-us/articles/360034967471-Getting-started-guide-for-new-users
https://www.unimelb.edu.au/accessibility/tutorials/zoom/zoom-meetings-and-nvda
https://support.google.com/a/users/answer/9896256?hl=en
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• How to Use Google Meet

• How to Use Google Meet with a Screen reader

• Keyboard Shortcuts in Microsoft Teams

• Get Started with Microsoft Teams

• Basic Tasks Using a Screen Reader with Microsoft Teams

Expectations of Presenters 
It is important to let your presenters know about their responsibilities 
regarding accessibility. Be sure to communicate the following to anyone who 
will be presenting at your event. 

Image Descriptions for Presenters 
When introducing yourself describe what you look like for the benefit of blind 
audiences. Some attributes you can include are: 

• General age, such as mid-thirties. 

• Skin color, race, or ethnicity—such as white, black, middle eastern, or 
Jewish. 

• Your gender identity, such as Cis female, trans male, non-binary, etc. 

• Hairstyle and color, such as “I have long dark curly hair that I have tied 
up in a ponytail.” 

• Eye color, such as brown, blue, or green. 

• Attire, such as “I’m wearing a white button-up long sleeve shirt with blue 
checkers.” 

• Background, such as “I am in my living room sitting on a dark blue 
couch with a wall behind me.” 

Feel free to include as many or as little of these in your image description. 

https://apps.google.com/intl/en/meet/how-it-works/
https://www.youtube.com/watch?v=bkX0OhkmBDc
https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2
https://docs.microsoft.com/en-us/microsoftteams/get-started-with-teams-quick-start
https://support.microsoft.com/en-us/office/basic-tasks-using-a-screen-reader-with-microsoft-teams-538a8741-f21b-4b04-b575-9df70ed4105d#:%7E:text=In%20Microsoft%20Teams%2C%20press%20Command,team%20option%2C%20and%20press%20Return.
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Here is an example of a full image description: 

I am a middle eastern man in my mid-thirties. I have brownish, 
hazelish eyes, and long dark curly hair that I have tied up in a ponytail. 
I am wearing a green sweater and am sitting on a dark blue couch in 
my living room. Behind me is a wall with a tactile painting on it. 

Describing Slides for Presenters 
If you are going to use slides or share materials, it is your responsibility to 
make them accessible. When using slides, be sure to describe the following: 

• Describe the general slide layout at the beginning of your presentation 

• Read the slide title whenever advancing to a new slide 

• Describe any important images on the slide before discussing the content 
of the slide 

There are many guides on nyc.gov/accessibilityguides to help with making 
slides, documents, and other digital content accessible. 

Disability Etiquette for Presenters 
To ensure the best communication, make sure your presenters are aware of 
the following rules. 

• Every time you speak, state your name and affiliation. 

• Only one person should speak at a time. This benefits interpreters and 
participants with disabilities. 

• Speak at a normal speed and take short breaks (30-60 seconds) so that 
interpreters and captioners can switch off and keep up with the 
presentation. 

Online Disability Etiquette 
Now that you have made your meeting accessible, hired access 
professionals, conducted tech checks, and informed presenters of their 
responsibilities, it is time to run your meeting with accessibility in mind. 

https://www1.nyc.gov/site/mopd/resources/digital-accessibility-guides.page
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When hosting a virtual meeting, use these guidelines to make it easier for 
attendees with disabilities to follow along and participate. 

• Start with an access check 

• Establish the ways in which attendees can participate and request 
assistance 

• Describe all images and videos 

• Use plain language 

Access Check 
It is a common practice within the disability community to start every 
meeting with an access check. It is a way of checking in with your attendees 
as well as sharing valuable information about accessibility features of your 
event. Include the following in your access check when hosting a virtual 
meeting. 

Volume and Speed 
Start by asking your attendees the following: 

• Am I speaking loud enough? 

• Am I speaking too fast? 

This will give you a good idea of what speed and volume you will need to 
have for the rest of the meeting. 

Announce Accessibility Features 
You have put a lot of work into making your virtual meeting accessible. It 
can go by unnoticed if you do not let attendees know what is available. If 
you have ASL interpreters, live captioning, or documents in accessible 
formats, announce these features during your access check. Also, let all 
attendees know how to access these services, including how to turn on 
closed captions, how to pin the video of an interpreter, and how to access 
the language interpretation feature, if available. 
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If you have made your documents and slides accessible, email them to 
attendees before the meeting. You should also have them downloadable on a 
webpage online. Some website addresses can be long and difficult to type, 
you can create a short URL using bit.ly or Tiny URL so that it’s easier to get 
to the page where your documents can be downloaded. 

Establish the Ways to Participate 
It can be overwhelming to be in a meeting with five or more people. For that 
reason, it is good to establish the ways in which attendees can participate 
and request assistance. In your access check, be sure to include any or all 
the suggestions below. 

Microphone Etiquette  
When we leave our microphones on, it also shares our background sounds 
with other attendees. This could be the sound of radiators, other people in 
the background, pets, etc. In a meeting of 3 or more people, it can get 
difficult to hear one person if everyone’s microphone is on. This is especially 
important to ensure accurate ASL interpretation and captions. Establish a 
rule that all participants should have their microphones off or muted when 
they are not speaking. You should also let all attendees know how to mute 
and unmute before starting the meeting as because some folks might be 
new to the platform you are using. 

One Person at a Time 
Captioners and interpreters can only caption or interpret for one person at a 
time. Establish a rule for all participants that only one person should speak 
at a time and to state your name and affiliation before you speak.  

Attendee Participation 
You should establish a way for attendees to get your attention and 
participate in the meeting. In your access check, let your attendees know 
how to participate and get your attention. Below are a few ways on how 
folks can participate: 

https://bitly.com/
https://tinyurl.com/app
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• Announce yourself: Let attendees know that they can unmute 
themselves and say their name. Then wait for the host to give them the 
floor. 

• Use the chat feature: Let attendees know that they can submit their 
questions in the chat area. If you are using this method, it is important 
to have someone else monitoring the chat while you host. 

• Raise hand feature: Some conferencing platforms include a raise hands 
feature. It is a button that attendees can use to let you know that they 
are trying to get your attention. Be sure to let attendees know how to 
raise their hands including the keyboard shortcut or numbers to dial by 
phone. 

Describe Images and Videos 
While you host your virtual meeting, remember that not everyone can see 
the visual aids that you are using. Some attendees might identify as 
blind/low vision and others might be joining by phone. Below are some tips 
on how to be more descriptive. 

Slides 
If you are using slides, follow this format: 

• Describe the general slide layout at the beginning of your presentation 

• Read the slide title every time you advance to a new slide 

• Before you start talking about your slide, describe any images on the 
slide such as photos, graphs, charts etc. For information on how to 
describe images, refer to our Social Media Accessibility Guide. 

Videos 
If you are showing videos, please include the following: 

• Turn on captions if they are available 

• Play an audio described version of the video if available 
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Captions for Videos 

When showing videos at your virtual event, be sure to find a version of that 
video that has captions. Human generated captions are preferable over AI 
generated captions because they generally include character names, are 
more accurate and are spaced out in a more readable way.  

If the video is a video that you or your organization created, please consider 
adding captions to it. You may find guidance on creating captions for videos 
in our Audio Description and Caption Guide. 

Audio Description for Videos 
For any videos that will be screened at your event, try to find an audio 
described version of the video on YouTube. You can search for the name of 
the video with the words “audio described.” You can also search for that 
video on the website youdescribe.org. It is a website where people volunteer 
to describe videos. You can use their browser extension to describe any 
YouTube video you would like, or request that a volunteer describe it.  

Finally, if you or your organization created the video, please consider 
creating an audio described version of it. Please refer to our Audio 
Description and Caption Guide for assistance. 

Plain Language 
You can make your virtual meeting more understandable and accessible to 
attendees with developmental disabilities as well as people with limited 
English proficiency by using plain language. The definition of plain language 
is text that can be understood from the first read. This also applies to 
hosting and presenting. Attendees should be able to understand the 
information you are sharing with ease. Encourage everyone participating in 
your virtual meeting to use plain language when speaking. Below are some 
tips to follow. 

• Use everyday words. If you must use technical language, define each 
term the first time you use it. 

• Omit unneeded words  

https://www1.nyc.gov/assets/mopd/downloads/pdf/MOPD-Audio-Description-and-Caption-Guide.pdf
https://youdescribe.org/
https://www1.nyc.gov/assets/mopd/downloads/pdf/MOPD-Audio-Description-and-Caption-Guide.pdf
https://www1.nyc.gov/assets/mopd/downloads/pdf/MOPD-Audio-Description-and-Caption-Guide.pdf
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• Keep your sentences short. This will help attendees digest your ideas 
more easily. 

• At the beginning of your meeting, let your audience know the run of 
show so they know what to expect. 

• When presenting, state your major points first before going into details.  

• Stick to one topic at a time. Jumping around between topics will confuse 
your audience. 

• Use pronouns when you can. 

• Speak using the active voice.  

You can find more guidance on plainlanguage.gov.  

Additional Resources 
• How to Make Your Virtual Conferences Accessible to People with 

Disabilities (Rooted in Rights) 

• Best Video Conferencing Platforms for People with Hearing Disabilities

Virtual Platform Accessibility Resources 

Zoom Accessibility Resources 
• Zoom Accessibility

• Enable Captions on Zoom

• Keyboard Shortcuts in Zoom

• Getting Started with Zoom

• How to Use Zoom with NVDA

Google Meet Accessibility Resources 
• Google Meet Accessibility

• Keyboard Shortcuts in Google Meet

• How to Use Google Meet

• How to Use Google Meet with a Screen Reader

https://www.plainlanguage.gov/guidelines/
https://rootedinrights.org/how-to-make-your-virtual-meetings-and-events-accessible-to-the-disability-community/
https://rootedinrights.org/how-to-make-your-virtual-meetings-and-events-accessible-to-the-disability-community/
https://bighack.org/best-videoconferencing-apps-and-software-for-accessibility/
https://zoom.us/accessibility
https://support.zoom.us/hc/en-us/articles/207279736-Getting-started-with-closed-captioning
https://support.zoom.us/hc/en-us/articles/205683899-Hot-keys-and-keyboard-shortcuts
https://support.zoom.us/hc/en-us/articles/360034967471-Getting-started-guide-for-new-users
https://www.unimelb.edu.au/accessibility/tutorials/zoom/zoom-meetings-and-nvda
https://support.google.com/meet/answer/7313544?hl=en
https://support.google.com/a/users/answer/9896256?hl=en
https://apps.google.com/intl/en/meet/how-it-works/
https://www.youtube.com/watch?v=bkX0OhkmBDc
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Microsoft Teams Accessibility Resources 
• Microsoft Teams Accessibility

• Captioning on Microsoft Teams

• Keyboard Shortcuts in Microsoft Teams

• Get Started with Microsoft Teams

• Basic Tasks Using a Screen Reader with Microsoft Teams

Other Platforms’ Accessibility Resources 
• GoToMeeting Accessibility

• WebEx Accessibility

Reasonable Accommodation Resources 
• List of American Sign Language Interpreting Services

• List of Captioning Providers

• List of Audio Description Services

Additional Guides 
The following MOPD guides can be found at nyc.gov/accessibilityguides

• Accessible Documents Guide 

• Creating Accessible PDFs using Adobe InDesign 

• Accessible Slide Decks Checklist 

• Accessible Social Media Guide 

• Accessible Meeting Guide 

• Audio Description and Caption Guide 

https://support.office.com/en-us/article/accessibility-overview-of-microsoft-teams-2d4009e7-1300-4766-87e8-7a217496c3d5
https://support.office.com/en-us/article/use-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260
https://support.microsoft.com/en-us/office/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2
https://docs.microsoft.com/en-us/microsoftteams/get-started-with-teams-quick-start
https://support.microsoft.com/en-us/office/basic-tasks-using-a-screen-reader-with-microsoft-teams-538a8741-f21b-4b04-b575-9df70ed4105d#:%7E:text=In%20Microsoft%20Teams%2C%20press%20Command,team%20option%2C%20and%20press%20Return.
https://support.goto.com/meeting/help/what-accessbility-features-are-available-in-gotomeeting
https://www.webex.com/accessibility.html
https://www1.nyc.gov/site/mopd/resources/american-sign-language-interpreters.page
https://www1.nyc.gov/site/mopd/resources/cart-vendors.page
https://www1.nyc.gov/site/mopd/resources/audio-description-vendors.page
http://nyc.gov/accessibilityguides

	Table of Contents
	Prep Work
	Choosing A Platform
	Zoom Meetings and Webinars
	Google Meet
	Microsoft Teams
	Platforms with Known Accessibility Barriers

	Providing Reasonable Accommodations
	ASL Interpretation
	Captioning
	Setting up Captions
	Zoom Captions and Live Transcript
	Google Meet Live Captions
	Microsoft Teams Live Captions

	Audio Description
	Setup Audio Description on Zoom

	Documents in Accessible Formats


	Advertising Your Virtual Meetings
	Join Meeting Info
	Accessibility Information in your Advertisements
	Accessibility Language Example


	Preparing Tech and Panelists
	Tech and Access Setup
	Expectations of Presenters
	Image Descriptions for Presenters
	Describing Slides for Presenters
	Disability Etiquette for Presenters


	Online Disability Etiquette
	Access Check
	Volume and Speed
	Announce Accessibility Features

	Establish the Ways to Participate
	Microphone Etiquette
	One Person at a Time
	Attendee Participation

	Describe Images and Videos
	Slides
	Videos
	Captions for Videos
	Audio Description for Videos


	Plain Language

	Additional Resources
	Virtual Platform Accessibility Resources
	Zoom Accessibility Resources
	Google Meet Accessibility Resources
	Microsoft Teams Accessibility Resources
	Other Platforms’ Accessibility Resources

	Reasonable Accommodation Resources
	Additional Guides



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.6
  /CompressObjects /All
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType true
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo false
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<


    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>



    /HUN <>
    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 6.0 e versioni successive.)
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200036002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 6.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>


    /SKY <>

    /SUO <>
    /SVE <>
    /TUR <>

    /ENU (Use these settings to create high quality Adobe PDF documents suitable for a delightful viewing experience and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 7.0 and later.)
  >>
>> setdistillerparams
<<
  /HWResolution [600 600]
  /PageSize [612.000 792.000]
>> setpagedevice




