Equity’s Disability Access Toolkit for Networks, Branches, Committees, Meetings and Events

DOCUMENT TWO
Inclusive Guide for Meetings and Events

This guide is to give you some guidance and tips on how to ensure you are making your meetings and events accessible and equitable for all members to take part.

This guide is broken down to 4 main areas: 
· General tips that apply to all meetings
· Advertising
· In person meetings
· Online meetings

The 5 A’s : This is a format that the TV Access Project (TAP) uses for all broadcasters and streamers to ensure they are putting access onto every agenda. They are a set of principles that work as a good guide to think about access in any setting or area of work:

Anticipate
Ask
Access
Adjust
Advocate

General Tips : 

Access Requirements: When organising a meeting or event, make sure on any advertising or emails that you state “ if anyone has any access requirements in order to attend the meeting/event please contact …….”  Make sure there is a named point of contact. Having a named person is important, as it allows people to feel less anxious in reaching out. 

Audio description: This is something we advocate you use at the start of every meeting or event. 
Sighted people naturally take in so much information about what we see around us, and what people look like. Audio description is giving a description of what you look like and the environment you are in. 

If on Zoom describe what your background looks like so anyone who is visually impaired is also having access to that information. For example “ my name is Anna, I am white woman in my mid 40’s with bright blue hair in a quiff, and I am wearing a yellow jumper. Behind me is my office wall with a planner on it, I forget to use.” 

It also gives an opportunity for the visually impaired person to associate a voice with a name. 

If you know there is someone in your meeting who is visually impaired, as best practice for the first part of the session, to ask when anyone speaks if they can say their name first, e.g : “ Goz speaking …..”

Breaks : Plan for regular breaks. This helps people with a variety of access requirements. Let everyone know at the start of the session when you are planning on having breaks.

Documents : It is best practice to send out agendas, reading materials, slides being used in the session to everyone in advance, so everyone has a chance to read and process the information. 

Where possible send out documents in a Word document. This allows people to edit the document to fit their access. Also most word documents are compatible with screen readers. 

Where possible avoid using PDF’s. 

Try to keep documents concise and avoid using technical jargon and long paragraphs. By doing this means more people can access the document without you having to make multiple versions. It also makes it clearer to understand for people for whom English is their second language. 

BSL Interpreters ( British sign language interpreters) : 
· Get in touch with your usual Equity contact regarding budgeting for BSL interpreters.
· Ensure the room is well lit.
· The interpreters change over every 10/15 mins. When they are changing over, just allow a moment for that to happen. 
· Be aware of the pace you are speaking. Try and keep a moderate pace to allow the interpreters to translate and for people to respond.


Captions : 
On zoom you can activate the automated closed caption ( cc ) function in your setting.

If hosting a larger scale live event, depending on budget available having a live captioner (they essentially transcribe audio into text in real-time, allowing the captions to appear on screen as the event unfolds) which is more accurate than automated software. 

Covid : 
It is good to avoid using language around being ‘post’ Covid or the pandemic, as this is not the case and lots of disabled people are still shielding/unable to participate in society fully due to the lack of precautions being taken. 

Some actions that can be taken to prevent the transmission of Covid-19 include: 

· Offer an online attendance option.  
· If in person, ask people to take a lateral flow test and report a negative result to a named person ahead of the meeting or event. This is particularly important as up to 60% of Covid-19 infections are asymptomatic. 
· Ask those who are able to, to wear a mask. Please note that surgical masks (the blue medical ones) are not particularly effective as they are designed to resist fluids and Covid-19 mainly spreads through exhaled droplets and aerosols. The most effective masks are FFP2 and FFP3 masks, which filter 95% and 99% respectively. Please note that masks might not be accessible for people who lip read, so checking everyone’s access needs and balancing them is important. 
· If possible it’s best to work in well-ventilated spaces, including rooms with windows or doors that open to outside air, and rooms with air filtration systems (that filter or bring in new air as opposed to air conditioning or air being recirculated) or HEPA filters. 


Advertising meetings and events :

· Ensure that posters are as clutter free as possible. Having lots of banners or graphics make it difficult for screen readers to read. It also can help a lot of neurodivergent people process the information.
· Use Ariel font with a minimum font size of 14 pts. 
· Include start time and finish time. Location if in person.
· Create a welcome pack - Include a map of the venue, local transport links. Include a picture of the outside of the venue, and either a video of the space being used, or pictures. To any video make sure there is a voice recording describing what is in the video. With pictures provide a written description of what is in the picture below. Include a picture of the hosts, committee, panel members with a short bio underneath then people know who to expect in the meeting/event.
· If using a venue, ask if they have any pictures or a video of what the building and the space look like. Videos don’t have to be professional, they can just be done on a phone. This information can be sorted in a file , and a hyper link or QR code put on the poster or in an email etc.
· Communicate any requirements for attendees around the prevention of the transmission of Covid-19 (taking a lateral flow test, wearing a mask if they are able etc). 
· Let people know they can get in touch if they have any access requirements. 
· Anticipation is key - actioning the above is already an indication to people that they are welcome. 

In- Person meetings: 

· Ensure your venue is wheelchair accessible, and has good links to public transport.  
· Ask the venue if they have a hearing loop. This is an assistive listening system that transmits audio directly to hearing aids or cochlear implants via a magnetic field, improving accessibility for people with hearing loss. 
· Ensure there are accessible toilets as close to the space you are using
· If the venue does not have a changing places space, then give information where the nearest one is. This information can be found www.changing-places.org 
· Consider if there is anywhere which can be used as a quite space 
· For branch meetings and events, give everyone name badges with peoples jobs/roles on
· Ensure the room is well lit.
· Be aware of sound levels in the room. For deaf people who have hearing aids or cochlear implants it is really difficult to adjust the frequency in really noisy environments, making it hard to interact with other people
· Make sure there is enough room for wheelchairs to navigate the space. 
· If you have BSL interpreters, make sure you reserve space for deaf participants to sit where they have clear sight of the interpreters. 
· If you know you have Visually Impaired (VI) people attending, reserve space closer to where the stage/speakers are going to be
· Provide a water bowl for any service dogs.
· Ask the venue if there is a safe space people can use as a toileting area for the dogs. 

Online Meetings:

· Ask everyone to put their name and their job/role/or art form on the screen.
· Where possible go around the screen and ask people to also audio describe themselves.
· If the event has a large number of participants and it is not possible to have everyone introduce themselves make sure the panel and the guests all introduce themselves and audio describe themselves. You can then invite people to say hi in the chat by posting their name and art form. You can then read some of them out so the guest speakers have an idea of who is on the screen.
· If you are holding an event/meeting where there is a guest speaker, give people the option to submit questions in advance, or the option to also post questions in the chat as well as ask the question themselves. 
· The Chair should ask if everyone is ok using the chat function. 
· Be aware that the chat function is not accessible to most Visually Impaired (VI) people. It is also tricky for some neurodivergent people to access. Where possible read out what is posted in the chat.
· Use the raise hand function or physically raise hand to ask a question.
· When using BSL interpreters allow deaf participants to use the pin function, so they can pin the BSL interpreter, so they show on their screen at all times.
· Make sure the captioning ( cc ) is activated, and let people know they can use it. 
· If sharing any slides give a description of what is on screen, and read out any text
· Give people the option to have cameras off or on.

This is not a definitive guide, and is something that will be regularly assessed and updated to ensure we are evolving as a union to work as universally inclusive as possible.

Please also see our accompanying guide found on the link below: 

If you have an questions, or would like this document in a different format, please contact the Deaf and Disabled members committee. 


