ACCESS CHECKLIST
Promoting the meeting/event 
· Access information to be included with info about the meeting/event including blue badge parking, nearest accessible transport links and a dedicated contact for access queries

· Let the Deaf community know if an event is taking place which will have communication support as they may naturally otherwise assume that the event will be inaccessible to them 

· Remember many disabled people are on benefits and low incomes so entrance fees exclude people; ideally think about travel costs and how to make travel affordable.
· Any system for booking places needs to be accessible, for example on line booking is not always compatible with screen reader technology so people need options for booking by telephone 

· There should be a contact point for booking enquiries so that people with particular access needs are able to find out if their needs can be met before they book

Venue

· Level access to all areas (even a very small step can be a problem for electric wheelchairs and scooters)
· Check accessible toilet is truly accessible (e.g. not full of cleaning equipment!)
· Ideally wheelchair users should not have to go through a separate entrance but access the venue from the same entrance as everyone else. Failing this, ensure there is adequate signage for wheelchair users to find the ramped entrance. An entrance round the back only normally used for deliveries is not acceptable.
· Registration desk to be at a level that is accessible to all

· Spaces for wheelchair users throughout the meeting room - not to expect wheelchair users to sit in one segregated space within the room

· Platform to be accessible or made accessible via a temporary ramp

· Quiet room to be available for those who need it for impairment related reasons, eg chronic fatigue or sensory overload

· Think about temperature (not too hot or too cold) and lighting (not too dim or too bright) - establish a good relationship with the facilities manager so on the day you can ask for any extras as need arises eg fan, water jugs

· Use venues on a single site so people do not have to travel and find their way between meeting places

· Signpost the area around the venue and inside, using clear signs with pictures and easy words to help people navigate and find their way

Meeting/event
· If there will be questions/speakers from the floor ensure whatever system is in place for contributions is accessible (eg if people come to the front and go onto the platform to make their contribution that needs to be accessible - use the same system for all)

· Communications support within the meeting itself to include:

· British Sign Language (BSL)
· Speech To Text Reporting

· Graphic facilitation 

· Have a team of floating Personal Assistants on hand if anyone needs ad hoc assistance

· All volunteers and stewards to be briefed about disability awareness

(from an equalities based model) to understand people with a range of impairments may attend, including eg learning difficulties, autism, mental health survivors as well as physical and sensory impairments and to understand good practice for offering assistance without taking over/being patronising
Information
· Papers and information to be sent out in good time in advance so people have time to plan travel and arrange assistance; also documents that may be handed out at the event to be sent in advance to people with visual impairments as well as to BSL interpreters who have been booked.
· Papers to be available electronically and in easy read formats if needed

· Electronic papers to be available in word format and not just PDFs (as PDFs do not work with screen readers) 
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