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	1.
	
	Introduction

	
	
	

	
	
	Dundee City Council believes that tackling inequalities provides a strong foundation for cohesive and confident communities.   We believe that all citizens have a right to equal access to lifes opportunities, including representation, civic life, services and employment by the Council.    To achieve this we are working towards removing barriers to opportunities and to narrowing the gap between the most disadvantaged and others. 
See DCC Single Equality Scheme 2010. http://www.dundeecity.gov.uk/dundeecity/uploaded_publications/publication_1481.doc
These guidelines were developed to support Dundee City Council's commitment to the 

participation of all its staff and citizens at all levels of public life and service re-design. 
This guidance should be used in conjunction with Dundee City Council's, Safe and
Legal Events - Guidance available at: .  
http://www.dundeecity.gov.uk/dundeecity/uploaded_publications/publication_1148.pdf

	
	
	

	2.
	
	Event Planning Considerations

	
	
	

	
	
	In planning any public or internal event on behalf of Dundee City Council there are many considerations which require to be taken into account to ensure we adhere to the above principles. Two of these considerations are:

· To ensure that all our citizens are able to participate fully in civil life 

· The corporate and professional image of Dundee City Council 
Not all events will require all of the measures outlined below; however consideration must be given to these measures prior to any event taking place regardless of size. 
This includes engaging volunteers to support the development of Dundee City Council services, staff training programs through to large scale public events.  It is pointless holding these in a venue which members of the community or City Council staff cannot reasonably access or participate in fully.

	
	
	

	3.
	
	What is an Accessible Event?

	
	
	

	
	
	Staging an accessible event goes beyond getting in and out of a building, it means making sure that everyone can attend your event and fully participate once they are there. 

People often consider accessibility in terms of disability and while there are links it would be a mistake to see accessibility as simply a disability issue. It's more than just ramps and doors; it's about attitudes and aspirations.

The measures you put in place to ensure accessibility will have benefits for all.  It helps ensure that everyone can attend and participate equally in an event.  In turn this helps ensure that everyone has a voice and is aware of issues that may impact on them. Planning an inclusive event supports DCC meeting our legal and moral obligations and ensures we do not inadvertently discriminate against any individual or group.

	
	
	

	4.
	
	Legislation

	
	
	

	
	
	The following legislation must be taken into account when planning an event: 
· The Disability Discrimination (Amendment ) Act 2005  
· The Race Relations (Amendment) Act 2000 
· Employment Equality (Sexual Orientation) Regulations and Employment   and the Equality (Religion or Belief) Regulations 2003.  

· The Gender Equality Duty 2007 
· Human Rights Act 1998, Article 14.
· Employment Equality Age Regulations 2006
· The Equality Act 2010
The 2010 Equality Act simplifies, strenghens and whenever possible harmonises equality legislation into a single approach.  The Equality Act places a general equality duty, on those subject to the equality duty, in the exercise of their functions, have due regard to the need to:

· Eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited by the Act.

· Advance equality of opportunity between people who share a protected characteristic and those who do not. 

· Foster good relations between people who share a protected characteristic and those who do not. 

Having due regard for advancing equality involves: 

· Removing or minimising disadvantages suffered by people due to their protected characteristics.

· Taking steps to meet the needs of people from protected groups where these are different from the needs of other people. 

· Encouraging people from protected groups to participate in public life or in other activities where their participation is disproportionately low. 

The Act states that meeting different needs involves taking steps to take account of disabled people’s disabilities. It describes fostering good relations as tackling prejudice and promoting understanding between people from different groups. It states that compliance with the duty may involve treating some people more favourably than others. 
The Equality Act provides protection for people who are or are percived to be one or more of the following 'Protected characteristics'.
Age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex and sexual orientation. People who are considering, undergoing or have undergone gender reassignment are referred to in this guide as transsexual people. The duty also covers marriage and civil partnership, but not for all aspects of the duty. 
Discrimination is:  

Direct discrimination - treating people less favourably than others on grounds of their actual or percived protected characteristic. 
Indirect discrimination - applying a provision, criterion or practice which disadvantages people because of an actual or percived protected characteristic.
Victimisation - treating people less favourably because they have used the law to complain of discrimination, given evidence, or made allegations.

Harassment - unwanted conduct that violates people's dignity or creates an intimidating, hostile, degrading, humiliating, or offensive environment on grounds of an actual or percived protected characteristic.

	
	
	

	5.
	
	Guide to Planning an Accessible Event

	
	
	

	
	
	This practical Guide aims to help you make events more accessible for all people who may be attending, as presenters, participants or sponsors. It gives information and advice on best practice that will support equality of access, participation and involvement.  The Guide does not attempt to list everything that will need to be done for every type of event. It is not designed as a technical checklist covering detailed specifications. Instead, it outlines principles which will lead to the development of best practice.

	
	
	

	6.
	
	Planning an event  

	
	
	

	
	
	Has a Multi-Faith Calendar been checked to ensure that any event being planned does not clash with a significant religious date or other important festival such as the Chinese New Year?  The BBC  provides a free Interfaith Calendar service http://www.bbc.co.uk/religion/tools/calendar/ 

Has consideration been given to the potential gender, age, disability, minority ethnic make-up etc of the target audience and to the timing of the event in order that no particular group is excluded i.e. Child care arrangements for parents of young children, other care responsibilities, faith related matters such as Friday afternoon prayers etc.?

Also consider the following:

How is seating to be arranged? Will there be a top table, Name Plates, PA system, water for speakers?

Are presentations to be made by Dundee City Council? If so are they all utilising the same format and logos etc.? 

Consider prior submission of all presentations. Are they in an accessible format to support all those attending? 

Are publicity leaflets being produced? Are they accessible to the target audience?

Are booking and equality monitoring forms accessible to the target audience?

Is there to be a media launch of the event? Has the P.R. Department been contacted?

If you are inviting members of the public to attend are they likely to incur transport costs? If so, and if this means that people may be excluded from the event, are there measures that can be put in place to compensate for or overcome this?
If you are providing a meal at the event can you proved a choice of foods to meet the needs of those with special dietary needs such as gluten free, vegetation, halal, wheat free, etc.

	
	
	

	7.
	
	Responsibility

	
	
	

	
	
	Q. Who is responsible for planning that an event is accessible? 
A. If you run an event where you are a service provider, you will be the person responsible for ensuring the event is accessible.

	
	
	

	8.
	
	The Venue

	
	
	

	
	
	Choosing the venue is likely to be one of the first things you do and one of the most important. You may have your own venue that you want to use or you might be looking for a venue to hire for your event. In both cases there are things you can do to make it easier for people with disabilities to take part in your event. 

You might already have criteria to use in your search for a venue such as the purpose of the event, the location, the number of people it can hold, the cost, or whether it has the facilities to suit your event such as a stage area, seminar breakout rooms or outdoor areas. At this early stage you should be thinking about your criteria to ensure that you find a venue that is equally accessible for everyone.

As a starting point you should only consider venues that allow people to enter, exit and move around the building with ease, that offer accessible toilet facilities and where, ideally, the event can take place on one floor only.

If the venue is not ideal it may be possible to make improvements for your event. 
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	Top Tips when considering a venue

	
	
	

	
	
	The following list of tips is not exhaustive, but will assist in identifying accessible features at a venue:

Are the surfaces on the paths, inside and outside, even and slip resistant?

Is there clear signage to direct people from the entrance(s) to any information desk and all the facilities being used?

Is there good access with no steps or other barriers from the arrival point at the venue, through the main entrance(s), to all the areas being used by participants?

If there is a reception desk is it (or a part of it) at a height that is accessible for people using wheelchairs? If not, can an alternative desk be provided for the event? 

Is the venue large enough to allow people with disabilities to freely move around when all participants are present?

Is there good air circulation throughout the venue?

Are there any steps or other barriers to facilities, such as ‘break-out’ or workshop rooms, dining areas, outside areas and exhibition spaces, to which participants may require access?

If participants have to use lifts to get to facilities are they large enough for people using wheelchairs to use? 

Are the control buttons at a height that can be accessed by people using wheelchairs?

Do the control buttons have raised buttons and Braille information? 

Is there audio information in the lift telling people what floor they are arriving at?

If the venue has fixed seating, are there wheelchair-accessible spaces provided at various locations spread throughout the venue? (behind a pillar is not appropriate.)


People who are Deaf or have a hearing impairment are likely to prefer seats where they have a good view of what is happening on the stage or speakers’ platform. Ensuring this option will assist people who lip read to do so and also ensure that any communication support, such as sign language interpreters, lip speakers or palantypists are not obscured
Is there a choice of seating available that will provide extra support for people with disabilities who might need it i.e. seats with arm rests?

If there is a speakers' or performers' platform.  Is it accessible?

Can the platform, speakers and any audio visual equipment being used be easily seen within all areas of the room?

Are there good acoustics?

Is there a hearing loop system installed and is it functioning properly? (Ask for the system to be tested in advance of the event.  Portable room size hearing loop systems are often available on loan or hire)
Are there clear evacuation procedures in place?  Do they take account of people with disabilities including people with sensory impairments and mobility impairments? 

Are the accessible toilets at the same location as other toilets or close by?  Check to make sure they are not being used as a storage room.

Is there good maneuverability around exhibition stands?

Has staff received diversity awareness training so that they can respond appropriately to the requirements of all participants? 

Is staff aware of the right of people using assistance dogs to bring them into the venue?

Is there a requirement to consider the provision of a prayer room?

Is there access to baby changing facilities?
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	Transport - Getting there and getting away

	
	
	

	
	
	Public transport

If you plan to provide details of public transport, such as train stations or bus services running near the venue, you should also find out about how accessible they are for people with disabilities and pass this information on to your attendees. 


	
	
	Drop off points


Areas where cars, taxis and coaches set down passengers should be as close as possible to the entrance of the venue.  Check if there is a kerb ramp at the drop off point to allow a person using a wheelchair to get from the road to the entrance.  Seated areas may be required for people requiring to be picked up or escorted.


	
	
	Other Transport


If the target audience is likely to be hard to reach or you are looking to maximise attendance at the event, supplying transport to the venue should be a consideration.


	
	
	Car parking

If the venue has its own car park some of the spaces should be reserved for people with disabilities. There are technical standards applicable to car parks, but these are not always complied with.  This could make it very difficult or impossible for some people with disabilities to attend your event even though they may have already traveled a long way or paid to do so.
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	Top Tips for car parking

	
	
	

	
	
	Are the surfaces on the paths, inside and outside, even and slip resistant?

Is the car park clearly signed and accessible car parking bays clearly identified?

Does your publicity / registration material identify where ‘accessible parking bays’ are available? 

Is the accessible car parking bays on firm level ground?

Is the accessible car parking bays close to the entrance(s)?

Is there a clear level path of travel from the accessible car parking spaces to the entrance(s)?

Are there lowered pavements if a road or walkway needs to be crossed?

If there is an intercom system at the entrance of the car park, make sure a person with a hearing impairment or reduced limb movement is not disadvantaged in using the system. (For example ask the venue management to keep a barrier open for the event)   

Is there adequate lighting in the car park both for personal safety and the safety of those who may be less mobile in darkened areas?
If you are in doubt about whether or not any of the spaces are built to the relevant building standards check with the venue owner/operator or arrange for a professional access audit before confirming your booking.

If there are no parking facilities at the venue find out about local on-street and car park facilities. It may be possible to reserve spaces for people with disabilities attending your event.

	
	
	

	12.
	
	Getting Away

	
	
	

	
	
	Don’t forget going home! Think about arrangements for leaving, especially if there are likely to be crowds and long queues. It might not be possible for some people with disabilities to stand for long periods of time. There may be arrangements you could put in place such as seating or using stewards to let people know when their transport is at the front door.

	
	
	

	13.
	
	Telling people about access at your event

	
	
	

	
	
	Top tips for promoting your event:

If you promote your event on a web site, check it is accessible and compatible with the range of specialist hardware and software that people with disabilities use to access electronic information. 

All web pages should comply with the Web Content Accessibility Guidelines.  Generally PDF documents are not considered to be accessible and should not be the only available format on your web site. 

Consider taking a pro-active approach by inviting unrepresented groups to attend.  For example, taking time to contact local mosques, voluntary groups, day care organisations, sensory impaired organisations in your area etc. to talk to them about the event and re-assure them that there participation is valued.  This can also be an opportunity to identify specific needs or issues to be addressed that will support their attendance. 

Provide alternative contact details such as a telephone number, fax or e-mail address.  A text phone number can be particularly useful for people who are Deaf BSL users. 
If using a contact phone number is there access to an interpreter for those whose first language may not be English, Does your publicity material inform people that this service is available?

In all your promotional material ensure the content is finalised in an accessible electronic format such as Word, HTML or rtf before sending it for desktop publishing. This will mean that if a visually impaired person requires access to the material it is easy to produce in a preferred format.

Is there access for those whose first language may not be English?

In your written material use a large font size in a clear sans serif style such as Microsoft Sans Serf and use a good contrast for text and background.

Further information is available from such organisations as:

The Royal National Institute of the Blind      www.rnib.org.uk
Telephone : (Help Line) 0845 766 99 99

Email: helpline@rnib.org.uk


The Scottish Accessible Information Forum www.saifscotland.org.uk
Telephone: 0141 226 5261

Text phone: 0141 226 8459

Fax : 0141 221 0731            

Dundee Translation and Interpretation Service, Dundee City Council, Mitchell Street Centre, Top Floor, Mitchell Street, Dundee, DD2 2LJ Map 
Tel 01382 435825 

Use appropriate language in your promotional material when communicating information to people with disabilities. For example, talk about

‘accessible toilets and accessible parking’ rather than ‘disabled toilets and disabled parking’

‘access for people with disabilities’ rather than ‘disabled access’

‘people who use wheelchairs’ or ‘wheelchair users’ rather than ‘people confined to wheelchairs’

‘a person who is visually impaired '’ rather than ‘a person who suffers blindness’



	
	
	

	14.
	
	Registration and Equality Monitoring forms

	
	
	

	
	
	 Asking people to complete and return registration and equality monitoring forms is a common feature of events such as conferences and seminars. However, you need to be flexible; some people with disabilities may use the telephone or by text rather than written material to contact others and it may be impractical to expect them to complete a registration form using these methods. For some potential participants English may not be their first language or even if their first language is English and they have good verbal skills they find reading and writing difficult.  Always offer to help complete the forms on the day of the event in a way that is supportive. (Remember some non-English speakers may not be competent in reading in their home language)  
You can use the registration form to let people know what access provisions are already in place such as physical features, sign language interpreters, large print material and language interpreters etc. The registration form can also be used to identify any specific communication, dietary, support or other needs.    
You can also use the registration form to explain the importance of completing the equality monitoring form. (Examples of Equality monitoring forms are available on the DCC WEB Site, or contact scott.mands@dundeecity.gov.uk)


	15.
	
	Examples of suggested wording for this would be:



	
	
	“If you have any access and / or dietary requirements that need to be met in order to participate in this workshop please note them in the space below and a conference organiser will contact you to discuss your requirements further.”
'Completing the attached equality monitoring form will help Dundee City Council evidence we are not inadvertently discriminating against any individual or group.'    Remember, treat all information you receive confidentially.

	16.

	
	Support workers and assistants

	
	
	Some people with disabilities may be accompanied by support workers or personal assistants (i.e. a person who is blind, or a partially sighted person, at an unfamiliar venue). Their role is to assist the person with a disability to participate fully in the event and they will only attend to the requirements of the person they are there to support. 


You will need to think in advance how you will respond to support workers who attend your event. Each situation will be different but, in general terms, if the person is solely there to provide assistance you should consider not charging admission or registration fees, or charging only enough to cover basic costs such as catering.

	17.
	
	Making information accessible

	
	
	When you produce written information for your event, such as programs, hand outs or agendas, you will need to think about how you will make these accessible for people. Sometimes this might include producing information in different formats and different languages.

There are a number of different formats that people may prefer or require. For people who are blind or vision impaired these include large print, Braille, audio tape or an accessible electronic format. 


For people who may have poor literacy skills consider providing 'easy read' versions of reports or minutes. Easy read is an accessible information format It is mostly used by people with learning disabilities, as well as other groups like older people and speakers of other languages. Easy read does two main things - make the words simpler, and use pictures alongside the words.
Many people with vision impairment and others, including those with brain injuries, or learning impairments will welcome receiving copies of papers before the event as this gives them an opportunity to read them and to be able to concentrate on what is being said once they are at the event.

If you are running a conference or seminar you may be planning to give attendees reading material that has not been produced by your own organisation. This could be material produced by invited speakers, sponsors or exhibitors and inserted into delegate packs. You could ask these organisations to ensure they provide you with accessible information including information in alternative formats. 
If the sponsors or exhibitors are service providers they are likely to have duties under the Disability Discrimination Act 1995 and the Race Relations (Amendment) Act 2000 and should be prepared to meet any requests or to offer an alternative means of making the information accessible.
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	Visual and  Audio information

	
	
	

	
	
	When using presentation tools such as PowerPoint or video, be aware that the information presented may need to be communicated in a different form in order to ensure that all attendees can access the information. This may involve a simple description of what other participants are seeing or may involve the production of accessible electronic, audio, Braille, or other language copies of the material.

There are a number of ways in which access to audio information can be provided for Deaf people or people with a hearing impairment.

Material may be provided in a written form prior to, or at the event. Note takers may provide a running ‘commentary’ on the event; loop systems may be available, or an infra-red system; a palantypist may be employed to reproduce speeches in real-time, projected onto a screen; and for those people who use British Sign Language an interpreter may be provided.



	19
	
	Translation and Interpreting 
If it is anticipated your audience may include people who require British Sign Language Interpreters, foreign language interpreters, Palantypists, the translation of written or presentation material  or other forms of spcalist communication supports it is very important that these are arranged well in advance of the event.   Once you have confirmed through the registration forms of the actual communication needs you can then firm up your actual translator needs. 
If you require Translation or interpretation services, contact: 
Dundee Translation and Interpretation Service, Dundee City Council, Mitchell Street Centre, Top Floor, Mitchell Street, Dundee, DD2 2LJ Map 
Tel 01382 435825 
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	Catering

	
	
	

	
	
	Catering at events can range from a cup of tea and a biscuit, to fast food outlets, to a sit-down banquet. It is useful to provide different catering choices where practicable and to ensure that catering staff are briefed on helping people with disabilities and those with specific dietary requirements with their selection and service.  

Top Tips for Catering:
If self-service is the only option ensure that staff are available to assist people who have disabilities, including those with mobility and vision impairments, with their food choice and with carrying their food to the eating area. 

Make sure that there are seats and tables available. Some people with disabilities need to sit down. Seating also helps those who are talking to a person using a wheelchair so that they do not have to constantly look up to engage in conversation. It is often easier for those with mobility difficulties to have a drink at their seat so consider having small tables to hand for placing cups on.

Make menus more accessible by printing them in large sans serif fonts using contrasting paper and print. Ensure staff are prepared to talk through the menu.

Provide a choice of cutlery and crockery. A mug may be easier for some people with disabilities to use than cups and saucers or plastic cups that do not have handles. Offer drinking straws as standard. 

Don’t overlook the small things. Sachets of condiments and milk in very small containers can be difficult to open. You could consider ensuring help is on hand for people experiencing difficulty.

Make sure there is room for everybody to manoeuvre safely between tables.  When you conduct a site visit to the venue think about what it will be like when lots of people are moving around and sitting at tables.

Consider having a number of food and beverage service areas spread around the venue. This is helpful for people with disabilities as there is likely to be a service point closer to where they are. Everyone will benefit from the shorter queues if you only have a short period for a break before continuing the event programme.

Consider dietary needs such as gluten-free food and the needs of diabetics and those of the various religions that may be present. Ensure buffet food is clearly marked as being gluten-free or halal for example. Registration forms will need to include a question on dietary needs.
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	Conclusion

	
	
	

	
	
	This guide is designed to assist Dundee City Council provide accessible events, conferences and exhibitions. It is hoped that by following this guidance we achieve a position where rights become a reality and all members of our community can enjoy, learn from and participate in all the Dundee City Council events they wish to attend.

A checklist to assist in planning an accessible event is provided as Annex 1.

This document is produced as an example of an accessible format i.e. Microsoft Sans 

Serf font size 12. 

Should you require further information please contact Scott Mands Equality & Diversity Co-ordinator, Dundee City Council, on 01382 438889.  

Email:  scott.mands@dundeecity.gov.uk 



	
	
	


Annex 1
CHECKLIST

Planning an Accessible Event

To ensure that Dundee City Council can engage with members of the public a checklist has been designed to ensure that any meetings and public consultation events can meet the needs of people with a disability or other specific needs.

Points to Consider

· In order to inform guests/participants about how to request disability accommodation or specific information it is important that requests of need are included in flyers, advertisements and/or other materials distributed before the event.

· The information disseminated should also ask if interpreters, aids or adaptations are required giving the respondent sufficient time to reply.

· It is essential that the event organiser contacts the venue, guest speakers, workshop facilitators and appropriate others prior to the event to inform them if people with additional needs will be attending to allow them time to arrange suitable adjustments or put information into alternative formats.

· If a large event is being arranged ensure that there are at least 2 members of staff available to assist people with special needs if required.

· People with disabilities may also have difficulty with signing in so consider the need to have someone available who can take the signing in sheet to them.

· Consider fire evacuation arrangements i.e. alternative alerting systems for hearing impaired people 

General

	
	Yes
	No

	1
	To enable the participants to contact you have you included the organising body's telephone, fax, text-telephone numbers, e-mail address, text phone number on any flyer or posters circulated about the event?

	
	

	2
	Is there a facility available to arrange booking information in alternative formats? 
	
	

	3
	Is there information on the booking form asking if people have special dietary or additional requirements?

	
	

	4
	Is a Sign Language Interpreter, Lip Speaker, Palantypist, Deafblind Guide Communicator or Language Interpreter required?
	
	

	5
	If yes: has an interpreter been booked at the earliest opportunity?


Date arranged    :
Contact Number :
	
	

	6
	Has consideration been given to the need for a prayer room, prayer mats etc.?
	
	

	7
	Has consideration been given to the need for baby changing facilities?
	
	

	8
	If a major event is being organized has the disability and/or Health and Safety Advisor checked the venue if required?
	
	

	9
	Has the person chairing the event been informed of any alternative arrangements made for participants?
	
	


Displays and Stands


	
	Yes
	No

	10
	If displays and stands are at the event is there enough room to manoeuvre a wheelchair around or for people being guided to walk around it?      
	
	

	11
	Are notice boards sufficiently stable so that they will not fall over if slightly touched?

	
	

	12
	Are there any slip/trip hazards around stands i.e. cables, boxes?
	
	

	13
	Are there any sharp edges on table edges?


	
	

	14
	Are tables used for registration, interviewing, information display etc. 28”-34” from the floor to the top of the table?

	
	


Access to building
	
	Yes
	No

	15
	Are there sufficient accessible car parking spaces? 
	
	

	16
	Is there a drop off point for wheelchair users near to the front of the building? (Is the pavement sloped at same?)
	
	

	17
	Is there a step free route from the parking area to the building entrance?
	
	

	18
	Is the pathway clear of obstructions and obstacles?


(i.e. Bollards and buckets)
	
	

	19
	Could the paved area be slippery in bad weather or early morning?
	
	

	20
	Is there vegetation on the path or branches overhanging route of travel?
	
	

	21
	Is there an area for assistance dogs to be walked outside of the building?
	
	


Entrance to building

	
	Yes
	No

	22
	Is the entrance clearly identifiable?


	
	

	23
	Is the primary entrance wheelchair accessible?


	
	

	24
	If not, is there an alternative access point to the building?


	
	

	25
	Does the entrance have glass doors?



	
	

	26
	If yes, is there a warning sign on it?


	
	

	27
	Can people (with a disability) easily open the doors?



	
	

	28
	Are there signs from the front of the building stating which rooms are being utilised?


	
	

	29
	Are the signs in an accessible format? i.e. large print, pictorial, colour / tone contrasted
	
	

	30
	Are there rugs etc. on the floor which may be a slip/trip hazard?


	
	


Restrooms/Toilets

	
	Yes
	No

	31
	Are there accessible toilets within the building?


	
	

	32
	Are they accessible from all areas being used for the event?


	
	

	33
	Are  they clearly signed?


	
	

	34
	What systems are in place if the emergency pull cord is activated?
	
	


Meeting Rooms/Auditorium

	
	Yes
	No

	35
	Are all rooms wheelchair accessible?


	
	

	36
	If rooms are being used upstairs are there lifts available?


	
	

	37
	Can wheelchairs be integrated within main seating areas?

(see last page)


	
	

	38
	If participants are to be seated is the knee space at least 27” from the floor to the bottom of the table?
	
	

	39
	Are aisles at least 36” wide and at least 44” wide if goods/services are available at both sides of the aisle?
	
	


Materials Being Used

	
	Yes
	No

	40
	Can the overhead projector, easels, screen etc. be seen from all areas?
	
	

	41
	Can participants view the interpreter as well as the above?


	
	

	42
	Does the overhead projector make a noise which interferes with the loop system?
	
	

	43
	Have speakers been asked to produce handouts in alternative formats if required?
	
	

	44
	If not, can information be adapted at a later date into alternative formats?
	
	

	45
	Have questionnaires/evaluation sheets been produced in alternative formats?

	
	

	46
	Are covers placed across all cables and cords?  (Cable covers should be no more than ½” thick in order for wheelchair users to traverse across them).

	
	

	47
	Do cable covers colour/tone contrast against flooring to enable visually impaired people to see them?
	
	


Buffet/Beverages

	
	Yes
	No

	48
	Can tables be accessed by all participants?


(see recommendations above @ Meeting Rooms)

	
	

	49
	Has dietary consideration been taken of people with specific needs or requirements?




	
	

	50
	If paper cups, plates and plastic cutlery are to be used are there alternatives available for people with dexterity difficulties?
	
	


Communication Assistance

	
	Yes
	No

	51
	Is there a loop system in situ?


	
	

	52
	Is there a loop system available in all areas being used for this event including break out rooms?

	
	

	53
	Is there a sign to state that a loop system is available in the room?
	
	

	54
	Is there a roving microphone available so all people can participate in discussions?
	
	

	55
	Are ‘Language Service Professionals’ required (interpreters)

If Yes, Date Booked
	
	

	56
	Are there sufficient lip speakers/interpreters to cover the full day?


(Check with interpreters to see how long they are allowed to work before requiring a break)
	
	

	57
	Have you sent copies of the presentations to the interpreters at least 1 week before the event to allow them to study same?
Date sent:
	
	

	58
	Have the interpreters been given prior knowledge or information on the content of the meeting and or presentations for the event?

	
	

	59
	Is there seating available for the lip speaker at the front of the hall?




	
	

	60
	Has it been identified in the seating arrangements that seats have been specifically allocated to lip readers and British Sign Language users or people requiring alternative support to enable them to view the interpreters?

	
	

	61
	Is there water available for the interpreters?


	
	

	62
	Is there a blank wall or screen for the interpreters or lip speakers to sit/stand against?
	
	

	63
	Has a specific seating arrangement been made for those people using a Deafblind guide communicator?

(2 chairs together)
	
	

	64
	Is there sufficient lighting on the interpreters to let them be seen, but not to blind them?

	
	

	65
	If not what alternative arrangements have been made?


	
	

	66
	Are there rest areas for the interpreters to sit in when not interpreting?

	
	

	67
	Are the interpreters required during the designated breaks to assist the speakers or participants?   
	
	

	68
	If yes has this been arranged with the organising body when booked?     
	
	


Seating Capacity Guidance

	Total Seating Capacity
	Required No of wheelchair spaces

	 4 - 25
	1

	26 - 50
	2

	51 - 200
	4

	201 - 400
	6

	Over 400
	6 plus additional space for each total seating capacity increase of 100
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