
Quick Prep + Day-Of Checklist

Before the Meeting

Day-Of Setup

Opening the Meeting

Purpose: Support leaders in planning inclusive, Deaf-friendly, and communication-centered group meetings.

Review Communication Profiles for each member.

Confirm access plan: DI+HI interpreters, captioning, AAC, visuals.

Share agenda, key vocabulary, and seating plan with interpreters.

Prepare visuals: 
icons, 
name cards, 
picture cues, and 
whiteboard.

Plan room setup: 
good lighting, 
circular seating, and 
quiet space.

Send reminder: 
plain-language invite with time, 
address, and 
what to expect.

Greet members visually and personally.

Review access signals (SLOW / AGAIN / DON’T UNDERSTAND).

Confirm interpreter positions and supporter roles.

Post visual agenda and pacing icons.

Provide short breaks every 45–60 minutes.

Welcome and review ground rules (“one signer at a time,” “slow and clear”).

Quick warm-up or pair icebreaker (share one favorite thing).

Review today’s goals using pictures or written prompts.
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Challenge Try This

Member looks lost Slow down; re-sign; use picture or gesture.

Multiple people signing Pause; hold up visual “talking object.”

Fatigue or frustration Take a short break; stretch or laugh together.

Interpreter mismatch Pause and huddle with DI/HI to adjust strategy.

Facilitation + Repair Strategies

During the Meeting

Red Flags & Fast Fixes

End of Meeting

Keep turns short; pause for interpreters and visual checks.

Use plain language and repeat key points visually.

Offer 2–3 visual choices instead of open questions.

Encourage peer-to-peer sharing (small groups, buddy system).

Celebrate small wins (e.g., “You just asked for what you need—that’s advocacy!”).

Ask: “What worked today?” (use thumbs/picture scale).

Review next meeting date/time.

Thank members and interpreters.

Update Communication Profiles with new notes.

Log attendance and advocacy moments (stories, new skills, etc.).

BUILDING SELF-ADVOCACY IN THE DEAF INTELLECTUAL AND DEVELOPMENTAL DISABILITIES (I/DD) COMMUNITY 2

Facilitator Quick Guide


