SUBMITTING YOUR CALENDAR POST

With the new ArtsBoston calendar accessibility updates, there is now a dedicated home on the
calendar for all of your organization’s event and venue accessibility information. It’s important to put
your information in the right place so that those looking can easily locate it:

ACCESSIBILITY INFO FOR VENUES

All accessibility features will be found in the “accessibility information” section of the venue form. Icons
available to select are marked by checkboxes. Each checkbox has a text field to provide additional
information/details. DO NOT put access information in the general information field. Information saved in the
“Accessibility Information” section of the venue form will populate for every event taking place at that venue.

ACCESSIBILITY INFORMATION

To the best of your knowledge, please tell us which (if any) accessibility features your venue offers to patrons.
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All other information can go in the “additional accessibility info” text space below the checkboxes.
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This is the space for venue-specific accessibility information. This will auto-populate on all events so you don't need to include it in event
accessibility. Think about what people need to know about the experience before they go. How many steps are there to get to places?
Are there sharp corners? What do people need to be aware of before entering your space?

We know everyone doesn’t offer everything we have in our system, so just be as specific as you can about
what offerings you do have.



ACCESSIBILITY INFO FOR EVENTS

All event listings will auto-populate with venue accessibility information, so you don’t need to enter the venue
info again on all every event listing.

c EVENT DETAILS

Most of the accessibility information on the event form is inputted on Step 2 of the event submission form, but
there’s one crucial accessibility requirement on Step 1: alt text for images. Once you upload your image, two
boxes will display under it:

Caption or Photo Credit Field

The Boston skyline

Image Alt Text ()

Briefly describe the content of the image you are uploading. Please be specific and succinct - no more than one sentence.

The skyscrapers of Boston overlook the river with boats in it. Alt text should be descriptive of image

NOTE: An image alt tag (or "alternalive text™) is an important principle of web accessibility. It allows users who may be unable to view the image to understand its content when
read by screen reading software

Alt-text is not the same as captions! Captions are text displayed under the image. Alt text is invisible language
used to describe the image for those using screen reader. Alt text allows those who are unable to see the
image to get the context. Alt text is required for all submissions, but captions are not. For more information on
writing good alt text, go to https://calendar.artsboston.org/accessibility/uploading-resources/

a ACCESSIBILITY

Check the boxes where relevant to signify specific accessible event dates within a longer run of a performance

or exhibit:
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English Audio Closed Assisted Open Relaxed Sign Other
Date & Time Preview Surtitles Description Caption Listening Caption Performance Language
Jul 11, 2024 - All Day O O O O O O O O O
(Thu)
Jul 12, 2024 - All Day (Fri) O O O 0O O O O O O
Jul 13, 2024 - All Day O O o O O a (| O O
(Sat)
Jul 14, 2024 - All Day O O (] O 0O O O O O
(Sun)
Jul 15, 2024 - All Day O O m] O O a O O O
(Mon)
Jul 16, 2024 - All Day O E (] 0O 0 O O C C

(Tue)


https://calendar.artsboston.org/accessibility/uploading-resources/

Any other performance-specific accommodations not in our system can be indicated by checking the “Other”
box and writing in the provided text field.
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English Audio Closed Open Relaxed Sign Other
Date & Time Preview Surtitles Description Caption Caption Performance Language

Jan 14, 2025 - All Day (Tue) m] O O O ] O O

Other: Please explain: = No strobes

The rest of your event’s accessibility information should be added in “General Accessibility Information”.
There’s no character limit, so be as detailed as you can. This section can include:

« Content warnings

« Any event-specific things patrons should know about before they go

« Names of ASL interpreters/audio describers

« Phone/email access contact information

¢ Links to more information

« Embeded HTML content for social stories, wayfinding, or the ASL vlog

General Accessibility Information

Accessibility Details: Please add any additional information such as special performance dates/times for patrons with disabilities, specific entrance and exit

infarmation for wheelchairs and other disabled individuals, etc.
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Every event should have at least general accessibility information. This can be vour general accessibility statement if vou have all of vour accessibility
information on our calendar. Don't just link to vour site, though vou can include links to more specific pages.

You can include the names of vour audio deseribers and ASL interpreters, phone/email of access coordinator for anv questions, ete.

Content warnings should go here as well. Don't give the whole story away, but let people know if there are any flashing lights or loud sounds/sensitive
content that they should be aware of.

If you don't currently have any accessibility offerings for this event, please explicitly state “no
performance-specific accessibility accommodations” in the general information field. It's better for
users to know that upfront than to make them guess by not putting anything.

e PREVIEW AND SUBMIT

Once you fill out all of the required fields, you're free to submit for review. A member of the ArtsBoston team will
check over your event to make sure it meets our accessibility requirements or send them back to drafts for
edits, so make sure you fill out your listing correctly. Events and venue listings can both be edited after they are
published, so feel free to come back later and update your listings if you have any changes.

Email Nate Shu at nates@artsboston.org with any questions. Thanks for taking the time to make the arts
sector more accessible!



