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Role of Event Organizers

The following are suggestions to help organize events within a framework that respects accessibility and inclusion:

· Design agendas to include regular breaks for participants, service providers and guide/service dogs (approximately 20 to 30 minute health break and a 90 minute lunch break).

· Promote a scent-free environment by providing advance notice to presenters and participants to refrain from using perfumes, colognes and strong scented toiletries.

· Provide a copy of Role of Chairperson to the chairperson and copies of Role of Presenters the presenters to help these players plan and prepare communications that reflect access and inclusion.

· Keep in mind the needs of various participants and their service providers, such as seat allocation nearest to the sign language interpreters for persons who are deaf, deafened and hard of hearing.

· Request advance copies of presentation materials from presenters to forward copies to service providers (e.g. sign and simultaneous language interpreters, note-takers and captionists) before the meeting.

· Prepare event signage using large print and contrasting colours (e.g. directions to meeting rooms and washrooms, scent-free environment poster, emergency exits, participant nameplates and name tags).
· Ensure the presence of interpreters to allow inclusion and participation during networking events that take place during and after hours, such as receptions, dinners or other activities.
· Find participants to volunteer to help persons with disabilities who require assistance in the event of an emergency evacuation.

Role of Chairperson

The following are suggestions to help chair events within a framework that respects accessibility and inclusion:

· Ask participants, interpreters, captionists and note-takers to introduce themselves at the outset of the meeting and to identify themselves before speaking throughout the meeting for the benefit of participants who are visually impaired.

· Inform participants of the nearest emergency exits and accessible washroom facilities.

· Remind participants to use microphones.

· Encourage clear speech at a moderate pace by all attendees to help interpreters, note-takers and captionists communicate with persons who are deaf, deafened or hard of hearing.

· Briefly describe the content of the agenda and handout materials. 

· Clearly indicate changes in topics, health breaks and adjournments during the course of the event.

· Advise participants to minimize interruptions; interpreters, captionists and note-takers are providing services that require concentration.

· Advise participants that interpreters will say everything that is signed, and sign everything that is said. In other words, interpreters will not add words, edit or censor a conversation.

· Remind participants that the event is scent-free.

Role of Presenters

The following are suggestions to help present information at events within a framework that respects accessibility and inclusion:

· Advise presenters of the need to adhere to a planned schedule.

· Make arrangements to convert conventional handout materials to alternative formats (Braille, large print, audiocassette and diskette) requested by participants. If alternative formats are not available, refrain from providing conventional handouts to participants.

· Send alternative formats upon request to participants when distributing conventional print handouts before the event.

· Prepare audiovisual aids using at least 18-point fonts in Arial or Times New Roman with high contrast backgrounds (black on white or white on black).

· Ensure video material is captioned to provide access for participants who are deaf, deafened and hard of hearing in descriptive narration format for people who are blind or visually impaired.

· Speak clearly and face the audience during the presentation. 

· Periodically verify with the audience if the message and presentation material is being understood and rephrase to clarify as needed.

· Allow adequate time for persons who are deaf, deafened and hard of hearing to process onscreen messages in addition to adequate time for the interpreters to communicate the spoken word through sign language interpretation.

· Use plain language and presentation materials that are crisp, to the point and not too lengthy. Slide presentations that are too busy can create information overload.
Accessible forums/meetings checklist

The checklist below can help you quickly and easily assess whether or not your venue, the type of forum you are holding and its format are inclusive of people with a range of different disabilities. This checklist is a guide only.

In addition to the items outlined in the Checklist, you should always:

· Ask if anyone attending your event has any special requirements.

· Check that staff at the venue are aware of disability access issues and will help you to ensure equal access for people with a disability.

	
	Yes
	No

	Event registration

	Ask participants if they need specialist assistance which could include;
Sign interpreters (book as soon as possible)

Attendant carers

Note takers

Real time captioning

Audio systems (hearing loop)

Dietary requirements

Any other requirements
(See a sample registration later in this document)


	
	

	Before your event

	Do you need to organise specialist assistance, such as

Sign interpreters (book as soon as possible)

Attendant carers

Notetakers

Real time captioning

Audio systems (hearing loop)

Others
	
	

	Have you used local media (for example, Radio for Print Handicapped, ethnic press) to promote your consultation forum?
	
	

	The venue (It’s best to visit if possible)

	Access or path to entrance door from parking or dropping off point - no stairs, lumps, holes, or ledges. Any slope should be less than 1:6 (1 metre rise over 6 metres length), but ideally more like 1:10 or 1:12, with little or no slope across the path.
	
	

	Is the entry free from steps or is there an alternative, such as a ramp?
	
	

	Is there a hand-rail on any steps?
	
	

	Are the edges of steps marked clearly?
	
	

	Is the entrance door at least 850 mm wide, either auto-opening or lever handles between 900mm and 1100 mm from the floor. Knob-style handles are difficult for some people
	
	

	Circulation space around all doors of about 1300mm by 1500mm for manoeuvrability
	
	

	Accessibility features operational (e.g. doors platform lifts)
	
	

	Is the venue close to public transport?
	
	

	Accessible routes to the event (e.g. no construction barricades en route, flat, even footpaths etc)
	
	

	Are there accessible parking bays and pick-up/drop-off areas?
It’s useful to provide a map which shows where these are in relation to the venue.
	
	

	If parking bays are underground or multilevel find out the height of the roof and include it in the event information.  Building standards indicate that the roof should be a minimum of 2.5 meters
	
	

	Inside the venue

	Can your event be held on one floor?  Are the meeting/forum rooms, refreshment/meal break area and toilets on the one floor?
	
	

	Public elevators equipped with audio floor indicators (voice or chime)
	
	

	Is there adequate circulation space for people who use a wheelchair?
	
	

	Are tables and tea and coffee facilities accessible for people who use a wheelchair?
	
	

	Has seating been provided throughout the seating area for people who use wheelchairs?
	
	

	Is the flooring non-slip or the carpet less than 6mm deep? 
	
	

	Do you have an FM transmitter system or hearing loop for people who are hard of hearing?

	
	

	If you have televisions at the venue or in your accommodation, do they have teletext facilities?
	
	

	Is there easy access to the stage—that is, is there a ramp with handrails, and does the ramp have the correct gradient?
	
	

	Have staff at the facility had disability awareness training?
	
	

	Is there access to common areas within the facility?
	
	

	Eating facilities fully accessible (e.g. includes accessible washrooms)
	
	

	Braille and/or large print menus in eating facilities
	
	

	Designated area available nearby to relieve and walk guide/service dogs
	
	

	Are there any other features which address accessibility (for example, Braille and tactile signage, hearing augmentation systems, tactile ground surface indicators, etc)?
	
	

	Forum/Meeting room

	Room setup allows freedom of movement using mobility aids (e.g. guide dogs, wheelchairs, motorized scooters)
	
	

	Space (near the presenters) for sign language interpretation and/or simultaneous interpreter (real time captioning).  Sign interpreters will also need seats nearby. 
	
	

	Seating reserved for people who are
· hearing impaired to be near the interpreters, captionists, note-takers
· vision impaired

· short statured

· sign interpreters

· wheelchairs and motorised scooters

· people accompanied by guide/service dogs


	
	

	Background noise not excessive in meeting room
	
	

	Assistive listening devices available
	
	

	Scent-free meeting room (e.g. cologne as well as strong odours caused by newly installed carpet or fresh paint)
	
	

	Toilets

	Are the toilets accessible to people with a disability and in close proximity to meeting/lunch room?
	
	

	Do the toilets have entry doors that are easy to open?
	
	

	Are there unisex toilets for people who have a carer of the opposite sex?
	
	

	Do the toilets have space at one side to enable people to transfer easily to the toilet?
	
	

	Are there grab-rails beside and at the rear of the toilet?
	
	

	Are hand-basins, mirrors, toilet paper, flushing controls and hand dryers at a height suitable for people who use a wheelchair?
	
	

	Is there a hoist for people who need assistance with toileting?
	
	

	Have you arranged for any specialist staff you need (for example attendant carers)?
	
	

	Furniture

	A variety of well-designed seats to allow for physical limitations that may not be visible. At least some of the chairs should have armrests and backrests.


	
	

	Tables:

· Should stand firm and level

· 1500 mm around them for wheelchair access

· 650-850mm under the table so the wheelchair can be rolled up to the table

· tabletop between 750-850 mm so the person will be able to sit comfortably at the table
	
	

	Lighting

	Are they in good working order – flickering lights can be annoying or distracting and for some cause health problems.
	
	

	External lighting around pathways and doorways for evening events
	
	

	Are lights fitted with dimmer switches? 
	
	

	Try blurring your eyes a bit to see how easy or hard it is to read documents related to the event
	
	

	Note where internal switches are for passages as well as main room, and check to see that dimmer switches are adjusted appropriately. 
	
	

	If Accommodation is required

	Are there accessible bedrooms with accessible bathrooms? If yes, how many bedrooms are accessible?
	
	

	Freedom of movement throughout room for person using a wheelchair or motorized scooter
	
	

	Telephone adjacent to bed
	
	

	Telephone equipped with a voice amplification system
	
	

	Telephone equipped with TTY capability
	
	

	Television features closed captioning
	
	

	Volunteers

	Volunteers available to assist participants at the meeting
	
	

	Volunteers assigned specific tasks
	
	

	Volunteers sensitized to the needs of people with disabilities
	
	

	Volunteers identifiable (name tags)
	
	

	Presentations

	Prepare agenda with regular breaks including adequate meal and health breaks
	
	

	Provide presenters and organizers with reference sheets advising them of what is required to ensure accessible communication
	
	

	If you are using overheads or PowerPoint presentations, do they use light coloured letters (white or yellow) on a dark background (black or dark blue)?
	
	

	Is the font sans serif and no smaller than 24 point in size?
	
	

	Provide agenda and any other documents available to interpreters at least one week prior to the event.
	
	

	Are you screening any videos, and if so, do these have captions (sub-titles)?
	
	

	Are written copies of your presentation available?  Can they be handed out on the day?
	
	

	Others

	Have you made name tags with the font size as large as possible (36 point)?
	
	

	Allow extra time on the day of the event for set up and testing of audio and assistive listening system
	
	

	Secure all electrical cords
	
	

	Provide dinking straws 
	
	

	Volunteers in place to greet and assist participants if required.
	
	


Sample registration
	Tax Invoice
	
	ABN XX 222 222



Conference Name
Day, Date
Every Event Centre
Central City Road, Melbourne
Please complete the following and return [insert details of how the form should be returned eg fax, mail etc]
Company or Organisation Name: _________________________________________________________________
Contact Person: _______________________________________________________________________________

Contact Address:______________________________________________________________________________

_____________________________________________________________________________________________

Email Address: _______________________________________________________________ (please print clearly)
Telephone Number:  (____)  __________________________Fax:  (_____)  __________________________

Mobile Number: ____________________________________
(
Do you need assistance to participate?  (e.g. diet, interpreter, childcare, personal care)

Please specify: ___________________________________________________________
_______________________________________________________________________
Registration Rates*: Please tick the box to show which rate is applicable. 

	Tick one
	
	

	
	$440.00^
	Standard price (Industry, Government & Other non-community organisations)

	
	$132.00^
	Community Organisations

	
	$99.00
	Members


*All prices include GST. Conference registration includes lunch, refreshments and materials.

3 Ways to pay:
[Insert options]
· Cancellations:
Must be in writing and sent to us 3 days prior to the event or full payment may be charged
· Car Parking:

Car parking is available at the Every Event Centre, entry via Side Street.  The height of the roof is 2.5 meters.  Charges: $4.00 per hour or part thereof, up to a maximum of $20.00.

· Public Transport:

The Every Event Centre is located in Central City Road, within 100 metres of Central Street Railway Station.  The Centre is also easily accessible by tram.  See attached map for further details.

Please ring XXXX XXX XXX if you require assistance on the day to find the venue.

[image: image1.wmf]T a y l o r   S t

F l i n d e r s   S t

C e n t r a l   C i t y   R d

Flinders St 

Station

Southbank

Every 

Event 

Centre

Federation 

Square

B i r d t o n   S t

Yarra River

Tram Stop 

Number 12


Accessible written communication checklist

Use this checklist to help you quickly and easily assess whether your written information is accessible to people with a range of different disabilities.  This checklist is a guide only.

	
	Yes
	No

	Have you made alternative formats of your information available, such as:

	· Easy English, picture or photo versions?
(allow 4 weeks for translations)
	
	

	· Summary version?
	
	

	· Large print?
	
	

	· Audiotape?
(Allow ? weeks for production)
	
	

	· Braille?
(Allow 4 weeks for production)
	
	

	· Electronic formats accessible to adaptive technologies (including floppy disk, CD, email or the Internet)?
	
	

	· Videotape?
	
	

	· Community languages?
	
	

	Have you worked with local ethnic and Koori services to develop your material in a culturally appropriate manner?
	
	

	Have you used local media (for example, Radio for Print Handicapped, ethnic press, etc.) to promote your information?
	
	

	Do you have a TTY facility available so people who are Deaf or hard of hearing can contact you to talk about your information?
	
	

	Does your material: use terms such as ‘person with a disability’ rather than ‘disabled person’; avoid stereotypes such as ‘the handicapped’; avoid terms such as ‘suffering from’?
	
	

	Is your document written: with short sentences; in 
an active voice; using positive rather than negative sentences, giving explanations of new or complex concepts; using concrete examples; without using acronyms, metaphors, puns and colloquialisms? 
	
	

	Have you used a larger font size and a sans serif font?
	
	

	Have you avoided using BLOCKS OF TEXT WRITTEN IN CAPITAL LETTERS?
	
	

	Have you ensured that your margins are the same width on both sides of the page, with the right hand margin unjustified?
	
	

	Is the printed information in black text on a light coloured background?
	
	

	Have you avoided using pictures behind the text?
	
	

	Have you printed your material on paper with a matt finish and not a gloss finish?
	
	

	Have you used a paper stock that is thick enough to avoid text showing through from the other side?
	
	

	Have you separated paragraphs with blank lines?
	
	

	Are your Internet web pages accessible to people with a range of disabilities?
	
	


An example of Easy English

Background information on this example of Easy English

This example highlights how information can be summarised into an Easy English version sometimes with pictures.  

The text in the example is taken from the following documents:

· Victorian State Disability Plan: 2002–2012 (September 2002)

· Victorian State Disability Plan: A Summary in Easy English with Pictures (September 2002)

The Department of Human Services undertook an extensive consultation process to develop the State Disability Plan.  It involved consultation forums and focus groups, as well as opportunities to comment via phone, email and in writing.  The State Disability Plan was produced in large print, audiotape and braille, and also in a summary brochure in English, five community languages, Easy English and braille.

Standard version:

Vision: Victoria in 2012

The Victorian Government’s vision for the future is that Victoria will be a State where there are caring, safe communities in which opportunities are fairly shared, and where all Victorians have access to a range of services to support their quality of life.

The vision for the State Disability Plan is a broad vision that offers potential benefits to all members of the Victorian community.  This State Disability Plan is particularly concerned with the potential benefits this vision can offer to people with a disability.

The Victorian Government’s vision for the future is that: 

By 2012, Victoria will be a stronger and more inclusive community—a place where diversity is embraced
and celebrated, and where everyone has the same opportunities to participate in the life of the community,
and the same responsibilities towards society as all other citizens of Victoria.

This means that if you have a disability, in 2012 you will be as much a part of things as anyone else.  As a citizen, you will choose the role you want to play in society alongside other citizens.  Your rights and dignity will be respected and upheld by the people around you.

Easy English version:

The government’s vision
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	The government has a vision for the future.  

A vision is about imagining what things will be like in the future, when everything happens the way you want it to happen.


The government’s vision is:

By the year 2012, Victoria will be a better community—a place where you are valued and where you have the same rights, responsibilities and opportunities as everyone else.

	This vision means that by the year 2012:
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	You will feel more included in the community.
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You will be able to take part in the activities you want to take part in, just like everybody else.
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	You will be able to make choices about your life.
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Your rights will be respected and protected by the people around you.


PCS symbols used with permission of Mayer-Johnson, Inc.  (www.mayer-johnson.com).  All rights reserved worldwide.

Sample overhead or PowerPoint slides


[image: image7.wmf]Accessible Presentations

•

If you are using overheads or a 

PowerPoint presentation, remember to:

–

Use light coloured letters (white or yellow) 

on a dark background (black or dark blue).

–

Ensure that your font size is no smaller 

than 24 point, so people can read your 

material.
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–

Ensure that each slide does not have too much 

information.  No more than 4

–

5 points per slide is 

recommended. 

–

Hand out copies of your presentation before the 

actual presentation.

–

Explain the content of your slides, especially if you 

are using graphs and diagrams.

–

Turn off the lights during your presentation, and 

turn them back on when you are finished.
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Accessible Presentations

		If you are using overheads or a PowerPoint presentation, remember to:

		Use light coloured letters (white or yellow) on a dark background (black or dark blue).

		Ensure that your font size is no smaller than 24 point, so people can read your material.
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Accessible Presentations (cont)

		Ensure that each slide does not have too much information.  No more than 4–5 points per slide is recommended. 

		Hand out copies of your presentation before the actual presentation.

		Explain the content of your slides, especially if you are using graphs and diagrams.

		Turn off the lights during your presentation, and turn them back on when you are finished.
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