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Organising an Accessible Event

	
	Activity or information required
	Task complete

	
	This guide aims to provide event organisers with best practice advice that should help you to ensure that your event is as accessible as it can be. We also give contact details for local service providers and sources of further information.

It is based on the experience of a number of organisations in Newcastle organising and attending events over several years.

No guide can cover everything or be suitable for everyone’s needs. Some of the points raised may not be relevant to your event or to the people attending. Equally, there will be some points we have not covered. You won’t need, or be able, to tick every task.
You should bear in mind that most venues in Newcastle are not yet totally accessible and you may have to choose between the different facilities on offer. If the building is physically accessible you may be able to bring in extra equipment and services. 
The best advice is to:

· Be clear about the minimum facilities you will need and can reasonably provide
· Make it easy for people to contact you to discuss what they will need to take part in and enjoy your event

· Provide full information in advance about the venue and how to get there

· Tell people how the event will be run and what they can expect to be involved in

	

	1.
	To organise an event you first need to think about:-
· The money you have to spend
· How many people might come
· What you want the event to achieve – will it advance and inform the work you are doing
· If appropriate, speakers who might attract your audience and when they are available
	

	2. 
	Date and time
· Check that there are no other local (or national) events happening at the same time
· Does the meeting or event clash with any significant faith festival or ceremony?

· Make sure the time of your event does not exclude people

· who pick up or drop off children from school

· who rely on home care services or need time to get up in the morning

· who care for someone

· observing religious activities

· Try and inform people about the event at least 6 weeks in advance

· Send a diary note out as soon as possible to all those you want to invite even if the venue etc. still needs to be confirmed. (Date for your Diary)
	

	3.
	Venue

· Ensure that the venue is fully accessible to all disabled people and black and minority ethnic communities. This includes the building, the facilities inside it and all the rooms you might need to use. If you think that there may be access problems, either inform people in advance and discuss what could be done or try and find a more accessible venue and/or alternative dates:
· Ramp at entrance and lifts to all floors 

· Doors wide enough for those with power assisted wheelchairs.

· Doors should be power assisted or open easily
· Sufficient space to negotiate a wheelchair independently, both in the meeting room(s) and when having refreshments
· Toilets which are clearly signposted, with facilities for disabled people, changing facilities for adults (if possible), as well as for babies and children
· Toilets need a well lit mirror for people who need to adjust stoma 
· Clear signs throughout for those with a visual impairment or learning disability
· Facilities for assistance dogs, something to drink and somewhere to walk
· Loop system in the rooms and at the reception area
· PA system, sensitive enough to pick up and amplify people with low volume speech
· Tables and chairs to the correct height for those with mobility problems and sufficiently comfortable if people are required to sit for any length of time
· Have clipboards for use by people with manual and mobility impairments

· Provide a comfortable area where interpreters and people with chronic fatigue can rest between sessions 
· Provide food for a variety of dietary needs, including soft diets such as soup and people with allergies. Make sure food is properly labelled
· If you are providing tea and coffee make sure that water and juice are also available
· A separate crèche facility or at least a room big enough to provide a crèche

· Disabled parking near the venue and sufficient, bookable, disabled parking bays
· Drop-off points that are off the road and safe
· Be and feel safe, particularly in the evenings, for everyone attending

· Good access via public transport
· Confirm that the venue allows for pictures, wall-hangings and/or flip chart paper to be stuck or hung on the walls if you need it
· Make sure the I.T system is compatible with the equipment you plan to use on the day

· Ensure that all delegates will be able to see any screens you are using (two required in a large room) and that space and an additional screen is available to the Palantypist if being used
· Don’t block the screens with flipcharts, signage etc and make sure that the light doesn’t shine directly on them
· Ensure the room temperature can be adjusted during the event and that air conditioning is not too noisy
· If you are giving people name badges, make sure the name is big enough to be read
· If the venue is also being used by the general public (such as the Hancock and the City Library) post signs outside your meeting room asking people outside to be quiet
· Get the name of a contact person at the venue who you can deal with before the event and on the day. 
· Make sure your contact knows, and tells other staff at the venue, that you are expecting disabled people and/or people whose first language is not English and may need extra assistance

	

	4.
	Publicity

· Write in Plain English, avoid jargon and explain initials

· Use a clear plain type face, preferably 14pt, never less than 12pt
· All text should be left justified

· Do not put writing over a picture or a visible watermark. 
· The print should always have maximum contrast with the background. For example, black on white or pale yellow paper or white on a black or blue background

· Use bold if you want to emphasise something – don’t use block capitals, underlining or italics
· Offer to provide information in different formats on request. Give a contact name and contact details for this
· Ensure that any publicity that goes out clearly states what facilities people can expect as standard so they can enjoy and take party fully in the event. This should cover:-

· What transport will be provided to get people to and from the event

· Crèche 

· Accessibility of the venue

· Provision of interpreters and communication support
· Dietary needs

· Whether there is any charge for the event

· Provide people with clear guidance about where the venue is, what entrance(s) to use, how to get there by transport and on foot
· Make it clear that people can tell you if they have any other requirements which would enable them to attend and enjoy the event. Give a person’s name and number (or email) for them contact if they have any queries

· Ensure that the facilities mentioned on the publicity are the same as those on the booking form
· Tell people what they can expect in terms of style and format of the event and how long it will last. People will need to know if everything is taking part in one room where there might be background noise

	

	5.
	Booking form
· Ensure your booking form:-

· Allows people to ask for anything they need that will allow them to attend and participate fully

· Is clear about what is available as standard (such as access arrangements, vegetarian food etc) and what needs to be requested (for example, crèche facilities, taxis, interpreters, including BSL, lip speakers)
· Is in a clear, simple font size and colour print and background suitable for visually impaired people 
· Is available in other formats including large print, audio tape and braille on request
· Provides people with a  variety of methods for registering their attendance:-

· E-mail

· Telephone
· Text
· Return of booking form by post (preferably FREEPOST)

· Provides a contact name in case people have queries about the event

· Explain what will happen next once people have completed and returned the booking form


	

	6. 
	Crèche facilities

· Use a registered, recommended, mobile crèche
· If the venue already has crèche facilities, make sure that they can take the additional numbers that might be coming to your event
· Ask parents and guardians to fill in consent forms in and hand them in on the day of the event
· The crèche should be within easy reach of the conference room and you must provide a contact number in case of emergencies

· Ensure that catering facilities and dietary needs of the babies and young children are taken into consideration and are sensitive to cultural diversity

· Ensure that the ratio of children to crèche workers complies with Health and Safety etc.

	

	7.
	Interpreters
· Book sufficient interpreters well in advance of the event (remember interpreters need a break every 30 minutes)
· Ask people before the event if they have a preferred interpreter and book them
· Send information, agendas, presentations and so on to interpreters before the event so they can read and absorb it

· Ensure that the lighting and positioning of BSL interpreters is correct on the day
· Language interpreters will be speaking quietly to the people for whom they are interpreting. Some people, for example anyone using a lip speaker may be distracted by this and have to move away
· Good lighting is needed, especially for Deaf / Deafblind / Hard of Hearing people working with interpreters. Lighting will need to stay on during the showing of DVD’s and power point presentations
· Presentations should be accessible, with BSL and sub-titles if possible
· Tell people that interpreters are being used. Everyone should put their hands up when they want to talk and take turns to talk and put your hand up when you want to talk.

· 
	

	8. 
	Speakers and presenters
· Ensure that you invite people well in advance and agree if necessary their fee and what other support you are able to offer. This could include:-

· Hotel accommodation

· Travel expenses

· Crèche facilities

· Slot on the agenda that takes account of their travelling arrangements

· Their needs e.g. interpreters, visual aids, dietary needs etc.

· Make sure they understand what you want them to contribute and who else might be speaking
· Tell them if there are specific access issues which may affect the way the give their presentation

· Ask them to arrive slightly earlier than the delegates
· Tell them exactly how much time they have available and any time that will be allocated to questions afterwards
· Make sure they keep to time and tell them the importance of keeping to the timetable
· Try to obtain a copy of their presentation in advance and supply delegates and interpreters with a handout in an appropriate format

· Show them how to use the PA system and the IT equipment

· If requested provide them with an IT assistant to help them with their presentation 

· Thank them after the event and pay any outstanding expenses swiftly


	

	9. 
	Facilitators 
· Ensure that you have sufficient facilitators for the event that you are organising
· As far as possible ensure that all facilitators are people you know and/or have experience in facilitating groups
· Prepare and send out, well in advance, Facilitator Notes. These should include:-
· The purpose and format of the day
· The timetable and when people will be expected to facilitate
· Copies of the different workshops to be run and the expected outcome of these

· Ensure that facilitators appreciate that there are no right or wrong answers and everyone’s opinions are welcomed, appreciated, valid and valued

·  Ensure facilitators draw people’s attention a to the Ground Rules of the conference (these should be prominently displayed throughout the room)

· Ensure the facilitators encourage people to ask questions for clarification and fully participate
· Ensure people listen to each other and respect other people’s opinions
· Ensure that facilitators are made aware of the conference facilities including toilets, refreshments etc. so they can tell others 

· Ensure facilitators understand the kind of information you want from delegates and the format it should be in (post-it notes, written notes etc).  

· Write to the facilitators after the event and thank them for their support

	

	10. 
	Ground Rules
· start and finish on time  

· switch off mobile phones or put on vibrate
· listen to others without interruptions 
· only one person to speak at a time and no background chatter

· speak as clearly as you can

· don’t use long words, initials or jargon
· there are no right or wrong answers

· actively participate 

· say if you don’t understand something
· treat each other with respect 

· keep personal issues out of the session 

· maintain confidentiality within the group.


	

	11.
	Using the Media 
· Identify genuine newsworthy stories with a strong human interest angle which will appeal to the media

· Draft press releases and develop media opportunities for TV and press as well as sound effects for radio

· Compile a tailored list of media contacts
· Issue the press releases and invitation to media opportunities by e-mail

· Brief and coach media spokespeople in preparation for media interview

· Organise and manage media interviews

· Greet reporters, photographers and camera crew. Provide briefings, setting up interviews and photographs

· Monitor the media take up and identify what worked and what could be done better


	

	12.
	Briefing and De-briefing
· Ensure all those working and supporting the event know exactly what their responsibilities are and any queries are answered in advance of the event
· A debriefing session immediately after the event should capture what:-
· Went well
· Went badly
· Could have been done better
· Lessons were learnt etc?
· You would do differently


	

	13.
	Follow-up – this is heavily dependent upon what you have promised delegates, but could include:-
· A conference report

· A summary of the workshops and action points

· Reports to specific statutory agencies or delivery boards

· Report to funders or sponsors

· A check-list of things delegates signed up to 


	

	14.
	Contacts, support and further information –
· Newcastle Interpreting Service has a team of well qualified interpreters in a range of minority community languages, tel: 0191 298 6099 email: nis@newcastle-pct.nhs.uk
· Contact details for British Sign Language Interpreters can be found on www.northeast-bslenglish-interpreters.co.uk
· Communication support for people who are D/deaf, Hard of Hearing or Deafblind can be booked through Newcastle Communication Support Service tel: 0191 211 5094 minicom: 0191 211 5197 fax: 0191 211 4888 sms: 07980 876 306 email: communication.support.service@newcastle.gov.uk
· A number of local organisations can transcribe material into other formats:

AIRS, a service of Gateshead Libraries, offers a comprehensive transcription service converting print and electronic text into Braille, large print and a variety of audio formats. They can also translate English into British Sign Language (BSL) on video or DVD, and add BSL or subtitles to existing recordings. You can contact AIRS by tel: 0191 433 8450 e-mail: airs@gateshead.gov.uk minicom: 0191 478 4839 SMS text: 07887 628004
MPH is a commercial company based in Pelaw which offers a fast transcription service into Braille, large print, audio and BSL. You can contact them by tel: 0191 438 6063, minicom: 0191 438 1122 email: transcription@mph-uk.com

Newcastle Society for Blind People offers a service to transcribe materials into Braille and large print tel: 0191 232 7292 email: enquiries@nsbp.co.uk
Tynesound News produces audio versions of newspapers, reports and so on. More information from tel: 0191 261 4121 email: tynesoundnews@btconnect.com
· Newcastle Council of Faiths produce an annual calendar of religious festivals as well as a calendar of forthcoming events on their website http://www.newcastlecounciloffaiths.co.uk/
· You can find details of crèches from the Family Information Service online Directory http://www.newcastlefis.org.uk/ or you can contact them on tel: 0191 277 4133 email: fis@newcastle.gov.uk
· Newcastle City Council has an ‘Information for all policy’ covering the minimum standards to use when producing information. You can read it here: http://www.newcastle.gov.uk/core.nsf/a/infoforall
· You can find out more about the use of images and signage from: http://www.photosymbols.com/
· Skills for People provide a paid for service making documents easy read. You can contact them by tel: 0191 281 8737 or email information@skillsforpeopl.org.uk
· Bill Norman is the Easy Read contact at Newcastle City Council tel: 0191 211 6435 email: william.norman@newcastle.gov.uk
· The RNIB has a full guide to accessible information on its website http://www.rnib.org.uk/professionals/accessibleinformation/Pages/accessible_information.aspx
· The Disabled go website http://www.disabledgo.com/en/org/newcastle-city-council provides information about access to a wide range of buildings in Newcastle (what facilities a building offers) so that people can decide if it is suitable for their needs.
· Newcastle Council for Voluntary Service (CVS) has an information sheet which gives details of the location, capacity, facilities, opening times, and access arrangements for meeting rooms and other venues available to hire in the city centre http://www.cvsnewcastle.org.uk/informationsheets/infosheets/meetingrooms.pdf
· The CVS also produce an information sheet on Insurance and where to get further advice about insuring an event http://www.cvsnewcastle.org.uk/informationsheets/infosheets/insurance.pdf
· Newcastle City Council has produced access guidance to use when you are planning a conference, meeting or event, available here: http://www.newcastle.gov.uk/core.nsf/a/disabledpeople?opendocument
· You can find out more about assistance dogs by following the links from this website: http://www.direct.gov.uk/en/DisabledPeople/HealthAndSupport/Equipment/DG_10016340

· Newcastle Health and Race Equality Forum can support  mainstream health and social care services to take information out to people in communities that tend to be marginalised tel: 0191 211 3595 email: ann.haref@healthycity.org
· Deaflink aims to improve access to employment, education, health, leisure and social activities for all D/deaf, Hard of Hearing and Deafblind people in Newcastle. You can contact Katie Dewar, the Deaflink Development Worker by sms text: 07897329359 minicom: 0191 230 5698 fax: 0191 232 3917 email: Katie.deaflink@healthycity.org.uk
	

	15.
	This information has been collected from, and involved, a wide range of local organisations including:

Mix and Match Community Conference

National Association of Laryngectomee Clubs
Newcastle Blind Society
Newcastle City Council

Newcastle Council for Voluntary Service

Newcastle Disability Forum

Newcastle Healthy City:

  - Deaflink

  - Health and Race Equality Forum

  - Newcastle Citizens Assembly

  - Quality of Life Partnership

NHS North of Tyne
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