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Introduction:

Access isn’t the responsibility of disabled people; it’s up to the sector to provide it.

When access is integrated, consistent, reliable and navigable across the sector, disabled people are made equally welcome to events as nondisabled people.

The spending power of the disabled population is considerable, and making your events accessible allows you to tap into that. There are more than 14 million disabled people in the UK – who have a combined spending power of £274 billion – and who are fiercely loyal to disabled friendly organisations (Purple Pound, 2021).

If your organisation wants to be the vanguard of accessibility, access should be an integrated, organic framework – the skeleton around which event provision is built, rather than a peripheral facet or last-minute add-on. Good access should be the norm, not the exception.

Whilst we recognise that each organisation and event planner will have different needs and face different challenges, our aim is to show the best-practice provisions you can make which will ensure disabled people are included. These changes will not come overnight, and we ask that organisations make consistent and persistent efforts to integrate access from the start of your planning. We need to work together to create an environment where disabled people are not only welcome and supported, but an integral part of the museum sector. 

This document focuses on removing barriers for disabled people in relation to organising and running events, although there are learnings that can be taken into other areas of your work and museum or gallery. While this standard aims to provide best practice in an intersectional way, we acknowledge that removing barriers for one systemically excluded group can sometimes create barriers for another. This should not lead to excuses made for failing to provide sufficient accessibility but rather lead to you taking more active and collaborative approached engaging with people’s varying access needs. 

[bookmark: _Toc843490143]This document: 

This standard exists to support the planning and delivery of in-person and online events to be as accessible and inclusive as possible. Museums Galleries Scotland (MGS) recognises that to make events as accessible as possible, proactive steps must be taken to make sure that access is planned for at every stage of organising, delivering, and evaluating an event. This guidance is in line with the practices and standards that MGS expect of our own events too and we are always open and interested to hear feedback on ways we can improve. This document also affirms that good practice in planning for accessible and inclusive events includes both practical access provision, as well as the language, content and representation of disabled people and those with access requirements. The Standard therefore supports event organisers in 

1. responding to the access requirements of individual attendees &
2. proactively planning accessible events.

This standard provides an introduction to accessible planning and practice and provides practical ‘how to’ advice about making events more accessible, from planning and delivery through to evaluation. At the end of the document there are two reference checklists (in-person and online).

MGS is the National Development body for Scotland’s museums sector, supporting 453 museums and galleries through strategic investment, advice, advocacy, skills development and other means. So, while this standard will be used internally by MGS, we also hope that it will also be of use to the whole sector.

[bookmark: _Toc1736421584]Why an Accessible Events Standard?

Museums and Galleries Scotland is committed to addressing systematic exclusion, one way MGS are progressing with this is through the Delivering Change anti-oppression programme, but there are many other elements of MGS’s work that can incorporate anti-oppression in.  

There exist multiple and intersecting systems of oppression in society and culture including ableist and disablist factors which impact on current provision of access. This standard focuses on making events more accessible with regards to various systems of oppression. In this section it looks at an approach underpinned by the Social Model of Disability which recognises that society disables individuals by perpetuating barriers. This document aims to take an intersectional approach, ensuring that other marginalised identities are discussed as well as disability. 

There are other reasons and drivers that influence this Accessible Events Standard, some of which are outlined below in the introduction. MGS wishes to ensure that all planned events are as accessible and inclusive as possible and that no one is excluded from taking part due to failure to remove barriers or provide the access provision that disabled people or anyone with access requirements may require.

	Word
	Description

	Ableism 
	“Ableism is a word for unfairly favouring non-disabled people. 

Ableism means prioritising the needs of non-disabled people. In an ableist society, it’s assumed that the “normal” way to live is as a non-disabled person. 

It is ableist to believe that non-disabled people are more valuable to society than disabled people.

For example, failing to make information available in an accessible format, such as braille or British Sign Language (BSL).”


	Disablism
	Discriminatory, oppressive, and abusive behaviour towards disabled people. This comes from a belief that disabled people are inferior to non-disabled people.

“Disablism is a word for negative opinions, behaviour or abuse against disabled people. 

You are being disablist if you treat someone differently, or choose to offend or hurt someone, because of their disability.

For example, if a disabled person can’t do something or ignoring them because they are disabled”.



 Furthermore, MGS does not wish to exclude anyone from its work or perpetuate ableist or disablist cultures that reduce accessible and inclusive practices. Consideration of access is part of our intersectional anti-oppression approach that aims to reduce barriers to participation and increase equity in the sector and, as such, is part of our ongoing commitment to delivering sectoral change.

[bookmark: _Toc336291333]A Note on Language

Disabled people use different terms to describe themselves and it’s important that you respect an individual’s chosen language, first and foremost. 

Non-disabled people often aren’t sure about what language to use and can worry about saying the wrong thing.

Firstly, non-disabled people shouldn’t tell disabled people how to identify or tell them they’re using the wrong language for their own community.

Let disabled people speak for themselves.

Secondly, don’t overcomplicate things by using euphemisms like ‘differently abled’. ‘Disabled’ is not a dirty word – use it. Many disable people are disabled and proud – it’s usually only non-disabled people (and sometimes disabled people who have internalised society’s rife ableism) who consider it to be negative or shameful.

[bookmark: _jyvcqa6fi7o6]Identity-first language (e.g. ‘disabled person’) is increasingly preferred to person-first language (e.g. ‘person with a disability’) by the disabled community, but this is an example of where there are different personal preferences for different reasons ( https://disabilityunion.co.uk/person-first-or-identity-first-the-importance-of-language/) . We recommend using identity-first language when referring to disabled people, but if you are describing someone as part of an introduction or event, be sure to check with them what their preferred descriptor would be.


[bookmark: _rbhv9sii0o9e][bookmark: _Toc602179263]Introduction to accessible planning and practice

To create equity of experience barriers, need to be removed and access provided. This is a defining principle of the Social Model of Disability and is an active process that requires planning, commitment and communication. What is the social model?

“The Social Model of Disability states that people with impairments are disabled by the barriers operating in society that exclude and discriminate against them.” The Social Model of Disability is a disability led and is therefore disability rights “nothing about us without us” aligned. It is also useful because it creates a framework to identify practical actions.

Social Model of Disability, Inclusion London



[bookmark: _Toc877183809]What is a barrier?

Under the theory of the Social Model of Disability people are disabled by perpetuating environmental, attitudinal and procedural barriers rather than by their individual condition. For instance, a hard of hearing person is not disabled by their hearing loss at an event but rather by the lack of captioning or text support providing access to spoken and auditory information. 

The Social Model of Disability is a useful tool in planning for access because it places an emphasis on everyone to actively identify barriers so that they can be removed or mitigated. It also encourages the use of Universal Design. This means everyone within the event planning team can work to reduce exclusionary practices and increase access and inclusion in a collective, collaborative effort. If access is thought about and planned for from the beginning. It is much easier to remove barriers at the start of a process, than at the end, and leaves time to plan for and implement barrier removal.

[bookmark: _Toc898026913]What is an access requirement?

An access requirement arises where an individual meets a barrier. For instance, the access requirement of a wheelchair user may be level access because stairs present a barrier to them. The access requirement of a hard of hearing person may be access to a loop system or text support. The access requirements of a visually impaired person may be access to digital text files for a screen reader or large text print. Note the use of may be. Not all individuals with the same or similar conditions will have the same access requirement. This is why it is essential to ask about access as well as making some proactive decisions about proactive access provision. Your audience or attendees will not be the only people who have access requirements. This means it is important to also plan for any access requirements from speakers or staff.

[bookmark: _Toc205988011]Why both proactive and reactive access provision?

[bookmark: _Toc1646638975]It is impossible to be ‘fully accessible’ because the access requirements of individuals are varied and unique. While there are key elements of good practice and proactive steps that can be taken to provide standards of access there is also a need to react to individual’s requirements. For instance,  always committing to in person events being in spaces with level access and wheelchair accessible toilets creates a baseline of access practice but you may wish to design a mechanism that allows you to respond to the need for BSL interpretation at events rather than always programming regardless of who is attending.  If budget allows and an event can show best practice, you may wish to embed a suite of access provision from the outset and communicate this clearly in marketing.
Universal design

Universal design is the design of buildings, products or environments to make them accessible to people, regardless of age, disability, or other factors. It emerged as a rights-based, anti-discrimination measure, which seeks to create designs that are suitable for everyone based on Seven Principles. 



Open or closed access?

Open access is when an access provision is provided by default and is available to anyone. For example, adding open captions to all video content.

Closed access is when access provision must be booked or requested in advance. For example, asking BSL users to request an interpreter ahead of an event.

Whether you provide open or closed access, depends on the event. For example, if you are running an open day, where no sign up is needed, you can decide to provide open access, such as a live captioner for all the talks during the day. By contrast, if you are holding a small seminar group that participants sign up for, you might ask participants to request access provisions, such as a note taker, two weeks before the seminar. 
Making a decision about if you provide open or closed access will be along a sliding scale from providing open access of all access provisions to everyone at one end of the scale, and making everyone request access provisions ahead of time at the other end of the scale.


The law: What is a reasonable adjustment?

The Equality Act (2010) protects nine characteristics including disability, as defined in the law, from unlawful discrimination. With regards disability the law requires that reasonable adjustments are made for disabled people to ensure they are not disadvantaged or treated less favourably because of their disability when accessing goods or services. A reasonable adjustment is the change made to provide a service for a disabled person. In the case of this document it can be thought of as the barrier mitigation or access adjustment that is made to make an event accessible.

The law states that only what is reasonable needs to be done to be lawful but that the adjustment should be anticipatory. This means proactively planning for access is the most lawful approach rather than waiting to be asked. In the case of this Standard best practice may go beyond what is reasonable because MGS aims to drive best practice in access and inclusion, not the minimum of standards. 

Anti-discrimination law in the UK for disabled people did not come into existence until 1995 through Disability Rights Activism which fought for the active involvement of disabled people in all decisions affecting their lives. “Nothing About Us Without Us” as a call to actions and the direct involvement of disabled people in the planning of activities and services remains not only a core principle but a practical way to increase accessibility and reduce continued disenfranchisement.


[bookmark: _g453swd3hcz6][bookmark: _Toc202501980]

How to deliver accessible events

This comprehensive standard has strategies and best practices for planning and delivering event accessibility across physical, communicative and attitudinal accessibility in-person, online, and hybrid events. By providing these standards, the aim is to equip event planners to organise accessible and inclusive events, which involves realistic evaluation, and factoring in, of the time needed to ensure access has been planned for, from start to finish. 

There is no one-size-fits-all solution to accessibility; each event may present different challenges in removing barriers to access. However, by collaborating and exchanging knowledge and experiences, we can create more accessible events and work towards disability equity within the Scottish museums and galleries sector.
[bookmark: _Toc945357469]Planning the event

It is essential to prioritise accessibility from the start of planning by considering the needs of your attendees and incorporating accessibility into the event design. The following section covers important proactive and reactive strategies and considerations for access planning.
Proactive Access

This is open access provision that will be put in place regardless of who is attending. It will be designed in from the outset and well marketed to ensure the people that can use the access are aware of it. This access provision is open and available to anyone who may require it.

Examples:
· Sign language interpretation provided for a lecture.
· The provision of a quiet space
· Provision of a hearing loop
Reactive Access

This is access provision that responds to individual need and demand. Mechanisms must be in place to clearly gather information about access requirements and respond to meeting these in a timely and practical manner. This access provision may become open to all (open access), or it may remain specifically for an individual (closed access)

Examples:
· A request for BSL interpreters
· A request for information in a particular format before or after an event
· A request for accessible parking

It is important to consider what you need to make your event more accessible. What is the aim and format of the event? How do you create equity of access to the fundamental aims of the event? 

[bookmark: _Toc465496534]Budget

To ensure that any access costs can be covered, these must be included in the event’s budget. It is important that this is agreed, and ringfenced, ahead of time, so that access costs can be met and event organisers can be transparent and confident about what access costs they can meet. 

You can begin by evaluating the additional costs associated with making events more inclusive. These costs can include booking accessibility services, modifying the venue for accessibility, providing additional signage or printed materials in accessible formats, and more. 

Budgeting for these expenses from the start of the planning process will allow you to consider seeking additional funding or sponsorship specifically for accessibility measures, if needed. 

If access costs are ring-fenced the ability to deliver is far more protected - consider carrying forward underspend to other events. 

[bookmark: _Toc1754007924]Event content and structure

Be mindful of how programming and content are inclusive of disabled people. Promote a culture of inclusion by including disabled people in the programme. Accessibility and disability experts can provide valuable advice on programme content. Programming should include disabled people as speakers and chairs across all kinds of events (not just on the topic of disability, or topics relevant to disability). It is also important to note this well-known disability activist motto: ‘Nothing About Us Without Us’, events covering topics that affect disabled people should have disabled people speaking at them. 

The same is true for all systemically excluded communities, therefore the event content and structure should be considered across a variety of representation, especially race, LGBT and gender on top of disability. 

The timing of the programme and the day’s schedule should be reviewed to ensure that they are suitable for all kinds of audiences, and that audiences have adequate time to participate fully. For example, if simultaneous programmes are held in different locations within the venue, providing sufficient time between programmes for people to transfer is important. For events spanning across multiple venues, it is crucial to take into consideration how disabled people will navigate and access the different locations. 

[bookmark: _Toc190399225]Working with external partners

It is vital, as part of the events planning process, to make sure that access is a consideration for all those involved including speakers, facilitators and external venue hosts. This means being clear about the standard of access you expect external partners to meet, as well as the standard that they can expect of you. 

This involves:

· Sending external venues/speakers the access standard or details of the commitment to access at the event they are involved in. 
· Asking external venues/speakers for accessibility information and provisions before agreeing to hold an event with them 
· Making sure that there is active consideration of the speakers’, attendees’, and external staff members’ access requirements and what access barriers you can remove for external partners.
· Fees: All presenters/speakers should be paid well, fairly, and in a timely manner for their time and energy. The process should be easy, and speakers shouldn’t have to chase for payment; this is especially important for disabled workers who may experiences difficulties earning a living and higher costs due to disability. This will be covered in more detail in our Renumeration Policy (currently in draft)

[bookmark: _Toc2107868631]In-person events: choosing an accessible venue

When selecting a venue, level access is a minimum. A wheelchair-accessible venue should have the following features: 

· A ramped entrance with a gentle slope and no steps. 
· It is not equitable or ideal for wheelchair users to use side and back entrances.
· Wide doorways and corridors that are free of obstructions. 
· Accessible toilets with grab bars, turning space, and accessible sinks and fixtures. Changing Places toilets are the gold standard - get to know locations that have them.
· Lift access. Ideally this will have a weight limit and size that is sufficient to include a powerchair, their user, and a Personal Assistant.
· Accessible transport links to the venue e.g. Blue Badge parking, close to the main train/bus stations, taxi drop off.
· Accessibility also means emotional and psychological, for example hosting an event in a building which has been built off the direct wealth obtained through the transatlantic slave trade. This is not to say that we shouldn’t have events there, but it should be a consideration in the decision making and in the planning of the event. How will we acknowledge the history and provenance of the setting. 

[bookmark: _Toc916795284]Customer journey

Think about each person’s experience of their door-to-door journey:

· Is public transport to get to your event accessible? 
· Is there clear signage outside of the venue, is this clear and visible? 
· Parking? Drop off or pick up areas?
· What are the pavement surfaces like? 
· How do guests get home again?

If you are using a new or unfamiliar venue it is important that you find out about how accessible it is. Ways of gathering this information can include:

· Doing a site visit/access audit
· Checking the venue’s website
· Contacting the venue
· Asking for/reading previous feedback on the venue from colleagues
· Reading access specific reviews on Euan’s Guide

[bookmark: _Toc868479238]Booking access provisions

Providing accommodations like sign language interpretation, captioning, and audio description can help ensure that everyone can participate fully in an event and access the information that is being presented. When planning an event, it is essential to book these services well in advance to ensure that these are available on the day. This may involve hiring professional service providers or exploring do-it-yourself options (which will be discussed later in this standard).

[bookmark: _Toc2001714873]Covid precautions

While at time of writing there is no longer a legal requirement for people to wear masks indoors or take Lateral Flow Tests (LFTs) before attending events, event organisers can be good allies to disabled people by asking participants and audience members to wear masks (if not exempt) and to take LFTs before attending. It is important to recognise that for some masks can be an additional barrier.

Other ways you can make your event more accessible to people with compromised immunity include: 

· Event organisers provide free masks at the event. 
· Have hand sanitiser readily available.
· Make sure rooms are well ventilated or have air purifiers with HEPA filters set up around the event space.

[bookmark: _Toc21100256]Creating an accessible marketing plan

Marketing an accessible event requires thought. How can the marketing itself reflect the accessibility of the event? Think about proper terminology, contacting disability organisations, and ensuring that social media and other marketing materials are accessible. When developing a marketing plan, it’s important to consider the following: 

· What to post/publish: Consider the language used. Make sure that it is inclusive and avoids stigmatising or offensive terminology. Avoid using words like “special needs” (lives in primary and secondary education systems) or “handicapped” (outdated and derogatory). Instead, use person-first language and focus on the individual rather than their disability for example use “autistic people” rather than “people with autism”. However, it’s important to note that not all disabled people use identity-first language, and you should check in with the person themselves if you’re unsure what language to use.

· Reach out through disability, LGBT, BPOC organisations or community groups: Partnering with disability, LGBT, BPOC organisations or community groups can provide easy access to systemically excluded communities. This can also show to systemically excluded communities that they are welcome in the space. Seeking inputs, review and guidance from organisations that work with different types of disabilities and systemically excluded identities is an effective way to plan delivery. 

· Making social media accessible and online content: Make sure alternative text descriptions are used for images and videos. Additionally using accessible colour contrast and providing closed captioning or audio descriptions for media content can make campaigns more accessible.

· Be mindful of the images you are using- are they representative of a range of people with a variety of systemically excluded people.


[bookmark: _Toc998845782]Pre-event preparation and promotion

This section will cover different approaches to promote an accessible event, including print and online materials, audio and sign language announcements, and access requirements forms. 

[bookmark: _Toc1020482540]Communications 

In the event information it is important to state what proactive barrier removal you’re doing and what access provisions you will provide as a minimum. 

Be transparent about what reactive access provisions you can provide on request e.g. sign language interpretation; Braille copies of documents, large size text, information translated into different languages. This can help to set realistic expectations, inform participants what kinds of access they can ask for, and let participants know what information to tell you about in the access requirements section of the booking process. By giving clear information about what you can or cannot provide you are already making yourself more accessible because you are enabling disabled people to make informed decisions. (see also Planning and delivery timeline for access providers)

· Venue Information: Details about the venue such as its location, accessibility features, prayer/quiet room and availability of accessible toilets. Ensure the lifts are in working order and are big enough to hold a large electric wheelchair and have a high Safe Working Load (minimum 400kg, but above 450kg is recommended)

· Access contact: Contact information of the access team/contact who can answer questions related to the event’s accessibility. 

· Transportation options: Guidance on accessible transportation options, including public and private vehicles to take, and accessible routes

· Parking information: Information on parking options and guidance on how to access them. 

· Ticketing information: Outlining ticketing options, such as wheelchair-accessible seating, concession pricing for disabled attendees, and free Personal Assistant tickets or free tickets for people on benefits or out of work. 

· Personal Assistants: Make it easy for a disabled attendee to book free tickets for Personal Assistants, there shouldn’t be an extra step involved. Ensure there are a few different ways for them to contact you about this: telephone, email, or a simple online form.

· Accessibility features: Detailing the accommodations available at the event, such as sign language interpretation, captioning, or audio description, including the names of the access providers. It should also specify which features are available for each event or discussion. 

· Language and tone: when promoting the event, it is essential to use language and tone that are inviting and highlight the event’s accessibility. For example, when designing marketing materials, using images that include systemically excluded people. 

· Experience of event: use clear language to explain the purpose, structure, and level of interaction expected of the event e.g. this event is for peer-to-peer discussion, it will be one hour long with a five minute break, participants will be invited to share their thoughts but this isn’t mandatory. If you are sending preparatory materials in advance, let people know when to expect them. Are there spaces intended for specific systemically excluded people to be able to come together e.g. Museum Detox space for BPOC. 

· Content Warnings: It’s important that you consider mentioning content warnings as some topics can trigger PTSD symptoms including panic, flashbacks, and dissociation especially around topics speaking about how systems of oppression operate and impact on systemically excluded people. Recovery from such symptoms can take days and the situation itself can be physically painful and harmful for the individual (i.e. if someone dissociates, they might become non-verbal and have trouble communicating their situation and needs). Consider whether it is necessary to have mental health first aiders/safe guarders/active listeners to support people if this does happen. 

· Seating Arrangements: Spaces should be reserved for attendees with wheelchairs, and seating should be easily moved to accommodate various needs. People with chronic pain issues will require soft seating, this is an important example of something to highlight as an option or not in advance. Communicate on the day that people are welcome to move as they need, rather than staying seated throughout the event- this is important for neurodiverse people.

· Consider dietary needs: Offering a range of food options such as vegan, gluten-free, halal, and kosher can make a big difference in making everyone feel welcome. Remember to have plenty of non-alcoholic options available to drink.

· Acknowledge religious observances: Providing prayer rooms or being aware of fasting periods may make people feel more able to take part in the event. If you are having food during a period of fasting, you might want to offer a space away from the food for people to rest and relax in. 


[bookmark: _Toc1669314635]After Event feedback 

Ask for the speaker’s feedback on your access provision and allow for this to be done anonymously where possible, for best data-capture. If you’ve had speakers decline an invitation due to format and access, ask them what it was that didn’t suit their needs.

[bookmark: _Toc2059041408]Online and hybrid events

When planning any event there is always the opportunity to consider whether it could partly or wholly be delivered online. This has the potential of making it more accessible to a wider range of people who face geographical barriers - e.g. people who can't travel to your venue for a range of reasons. This can have the added benefit of making the event more accessible to disabled people who might be less able to leave their home and/or would find the cost/energy/time involved in travelling prohibitive.

If an event is focussed on speakers delivering content to an audience, then broadcasting this via Facebook, YouTube, or some similar channel can be easy and effective. Using a pre-existing, established technology makes most sense as you can feel more secure that the channel works and is reliable, and might also be familiar to participants. 

There are a range of different access provisions you should consider:

· Sign language interpretation Can this be delivered within the same picture as the main speaker or should a secondary stream be available for those who need it? 

· Captions either overlaid on your main broadcast video or displayed on a webpage that users call up if needed. You will need to consider using a live captioner, which is more accurate, or automatically generated captions. 

· Pronouns: When welcoming people in- suggest they change their names online to include their pronouns. 

· Event materials Consideration should be given to forms and material that is distributed digitally before, during, and following an event. 

· Structure and engagement: It is really helpful to explain format and rules of engagement and to ensure that events are chaired and facilitated fairly and it is made clear when breaks can be taken; if cameras can be kept off; offering attendees a variety of methods to contribute to any discussions (e.g. using the chat to contribute). For hybrid events try to ensure that participation is equal for online and in-person participants e.g. taking questions from both audiences

· User guides for the online platforms and technologies that will be used such as Zoom, Miro, Slido can increase accessibility. These can be sent in advance, as well as run through at the start of the online event as part of the introduction and should include how to use accessibility functions such as captions.

· Consider recording the event: this can make events accessible for a variety of participants who may have caring responsibilities, energy impairments, fluctuating capacity etc.

[bookmark: _Toc1962921499]Booking 

· Offer a range of different ways to book e.g. over the phone; online; via email.
· Offer disability concessions and free Personal Assistant (PA) places: Offering free tickets for accompanying PAs. 
· Offer free or discounted tickets for people on benefits/unemployed.
· Seating: offer accessible seating or viewing areas, and accessibility features such as captioning or sign language interpretation.
· Pronouns: We recommend including pronouns as part of name badges; however, this should always be optional for people. 

[bookmark: _Toc384337054]Asking about access requirements

Include an open text box, at the booking stage, for participants to let you know their access requirements. 

It can be useful to outline the kinds of access participants can ask for e.g. Do you have any access requirements for this event? E.g. access to a quiet room; a reserved aisle seat; Large Print copies of documents; transcripts in advance of the event”

It is important to frame questions about access requirements in a positive way so that participants know you are asking because you want to be inclusive. For example: “We are committed to making our events as accessible as we can so please let us know if you have any access requirements we need to be aware of to make the event as accessible as we can.”

When inviting a speaker, always ask whether they have access requirements, and whether they have an access rider they would like to share. You have opened a dialogue where they can share requirements, but don’t ask for details about their impairment or chronic illness – you need to know what they need, not what they have. 

[bookmark: _Toc957644151]You might want to consider offering an anonymous way for people – including audience members – to reach you to ask about access provisions. Some people may not want to reach out publicly or disclose their disability and may simply have questions that need answering.
During the event

[bookmark: _Toc742278273]Accessible environment

The day of the event is the culmination of your planning and promotions. So, it is crucial that you use a checklist and walk-through to make sure that accessibility features are in place as expected. 

Consider:

· Level access
· Accessible toilet(s)
· Gender neutral toilets
· Lighting: e.g. for visibility or sensory rest
· Sound: e.g. audibility or noise levels 
· Accessible and flexible seating that can be reserved.
· A quiet area for prayer or contemplation or if people are overwhelmed.
· Fidget toys 

Even if you have done a site visit, doing a walkthrough is essential in case any new barriers have appeared and you need to remove or work around them on the day. 

In an ideal world, a well-planned programme can deliver excellence in access. However, there are always going to be instances where it’s not possible to remove some barriers. If you are confronted with an access challenge on the day of delivery, speak to the person affected and listen to their advice. These conversations and learnings can contribute to future actions. 

Whether online, in-person, or hybrid, both speakers and the audience should be informed that if they need to, they can move around, stretch, leave the event and return later

[bookmark: _Toc647457108]Accessible event content

Consider the needs of all event participants, when creating content for the event. This should include information presented, ways of interacting e.g. through an interpreter/written/verbal, and ways of connecting with others at the event.

[bookmark: _Toc639024114]Audio description

A description, usually spoken, of a visual perspective of an event/image intended to give visually impaired people the information they need to understand the context. This is necessary for any key visual content that is presented. For example, describing any graphs or photographs that convey information that’s central to discussion and participation. Sometimes at events content is delivered visually only so be mindful of avoiding this if there are visually impaired or blind attendees. Asking people to read text on slides is not very accessible so reading it out and then leaving time to also read is more accessible for everyone.

Vocaleyes have helpful guidance on audio description.
Visual descriptions of individuals 

We advise that the Chair (or equivalent) inform the participants in advance (and remind them during the event introduction) to give a brief physical description of themselves and invite them to share their pronouns at the start of an event. The Chair can also invite audience members who are asking questions to share their pronouns along with a brief physical description. 

The intention is to convey a sense of the person, so these descriptions can be anything from a list of physical descriptors to a more creative and entertaining way of describing oneself. 

It is important to note that some blind and partially sighted people find physical descriptions useful, while some say it privileges sight or doesn’t provide useful or contextual information; however, it’s useful for people, if they choose to, to be able to convey important information about themselves that could be otherwise missed, e.g. physical differences, and to prevent misgendering based on voice.

It can be more useful to ensure it’s clear who is speaking. This is useful for blind and partially sighted authors and audience, and there are two ways of doing this: 

· The first is to have the Chair say the name of the person they’re directing a question to 
· The second is to have the Chair and panel introduce themselves and whenever they talk again to say their name and their pronouns.

The second option is best practice, but this is where access needs can clash: panel members who are neurodivergent or have cognitive difficulties may forget to say their name or remember to do so but lose track of what they were going to say. To ensure the event works for all, it’s best to discuss in advance what suits everyone. Ensure the Chair understands why this is important, so that if people forget or if the panel decides on the first option, the Chair can assist by thanking the person by name after they’ve made their point and then direct the next question at someone by name.




[bookmark: _Toc1116720664]Personal Assistants

Some disabled people may bring their own support in the form of Personal Assistants (PA). For people who have 24-hour care needs, they may require two or more personal assistants). In some cases people may have access to schemes such as the UK’s Access to Work if they are working. If a disabled person is attending with a PA that person is working for the disabled person and as such should not be treated as a participant unless this is requested. 

[bookmark: _Toc1224354618]Captioning / Speech to Text

The provision of text that can be read simultaneously to words being spoken that allows deaf/hard of hearing people to be able to access an event. Captioning differs from sign language in that it is presented in the same language as the spoken word. Post event captioners can provide the transcript of the event, usually at an additional cost, for distribution to audiences and you can consider if this is useful.

Electronic notetakers or speech to text reporters can provide live time services and can work at in person events (in person or remotely) and online on platforms such as Zoom. Live captioners can also provide live captioning for events, this allows more precise and accurate captions which are most appropriate for the specific event.

[bookmark: _Toc1132469126]Sign language interpretation

A sign language interpreter is a skilled professional who is trained to a high level of BLS proficiency and in sign language interpretation. They need to have a high level of sign language before becoming an interpreter and may be skilled in areas of work e.g. conference/event interpretation, legal, medical, artistic. Poor interpretation provides poor access and can create a barrier.British Sign Language, legal rights and recognition
BSL was recognised as a minority language by the UK Government in 2003, however, Scotland is so far the only country in the UK that has given BSL recognition in law. The BSL (Scotland) Act 2015 made it a legal requirement for the Scottish Government and public bodies to promote, and facilitate the promotion of, the use and understanding of BSL. It became mandatory to produce a plan to outline how this would be done. 
This means that BSL is a language with legal status, and BSL users have language rights that must be respected, promoted, and BSL use must be facilitated where possible.

For many deaf people, BSL is their first language, so relying solely on captions isn’t best practice, as captions won’t necessarily give them access to the content you are presenting.

When booking an interpreter 

· Ensure they are the best interpreter for the content of the event; get recommendations from deaf people and consider using resources such as the Interpreters of Colour Network website. Poetry translation or technical talks, for example, are not something all interpreters can do. 

· Because there are regional differences in BSL, it’s also worth checking if the interpreter you hire is familiar with the BSL dialect the deaf audience may use.

· If you’re unable to afford both BSL and captions across all events, take a targeted approach and find out what events deaf people would like to be BSL interpreted and/or captioned.

BSL interpreters can be found on the Scottish Register of Language Professionals with the Deaf Community website. 

An indication of industry-standard union rates can be found on the National Union of British Sign Language Interpreters website. Note that fees for conferences may be more than those stated in the guidance due to the amount of preparation and the high demands of working in this setting.

[bookmark: _Toc660834894]Audio and video content

Here are some tips for making audio and video content accessible: 

· Captions and transcripts are essential for people who are hearing impaired or hard of hearing. 
· Ensure that the captions are accurate and clearly readable. 
· Include audio descriptions of visual content.
· Ensure consistent and appropriate volume levels for your audio content. 
· Ensure appropriate colour contrast for your visual content so that it is visible to all participants, including those with colour blindness.
Planning and delivery timeline for access providers

If you are designing in open access to your event access providers can be booked as soon as other elements are secured. The earlier you can do this the better as there is high demand for services. Make it an early action in event planning and ensure the person assigned with the responsibility has all the information they need - what they arrange will be needed for marketing. Remember that event content and details will need to go to the providers ahead of time so they can prepare.

If you wish to be able to respond to individual access requirements that include communication support, think about your registration timeline. Ensure people know that to request access provision they may need to make this request by a certain date so that you can secure the providers. 


[bookmark: _9r7i4vxpbedw]

[bookmark: _Toc1714644177]Post-event

[bookmark: _Toc1870552758]Evaluation

You will be seeking to ask people about the impact your work has had on them and how you do this will be affected by the format of your event of visits and the ways you can make this process accessible. We would advise asking people specifically about their experience of the accessibility of the event. For example: what was your experience of the event’s access provisions? Did you feel that your access needs were met and if not, how can we improve? How accurate was our access information and was there anything missing?

[bookmark: _Toc447211906]Communications 

Asking for feedback needs to be accessible too. When considering how you gather feedback, reflect on what accessible methods worked at registration. Being flexible and offering a range of options can proactively remove barriers. For example: ask for feedback at the end of the event itself; in an email after; offering to capture feedback in video/audio/written formats. Be clear that feedback is gathered to improve access at future events.

[bookmark: _Toc1019490261]Implementation of learning

As you evaluate your project you will naturally reflect on what was successful and what was not in the steps you took around inclusion and access. This is the opportunity to identify and capture what you learned and, more importantly, to identify future actions. This is the point at which to turn learning into ongoing practice and embed this into a live version of the Accessible Events Standard. For example: recording access information about the venue for use by all staff; gathering verbal feedback to event staff from participants.



[bookmark: _ex0eohsok3nq][bookmark: _Toc1266116323]Checklists for in person and online events

[bookmark: _rakrnuhfx9kz][bookmark: _Toc484751318]In person

[bookmark: _Toc271703152]Planning 

· Find an accessible space - on a very basic level this means level access but see the space section below for other considerations. 
· Create marketing plan - allow plenty of time. 
· Work out what your approach is around access providers - will you provide or are you seeking demand. What is the impact of either approach? If you can afford it, book and promote as best practice. 
· Book service providers in plenty of time - BSL interpreters, Audio Description, Captions
· Plan accessible booking and registration methods - how will you ask about and track access, pronouns and dietary requirements?
· Make sure Covid precautions are discussed, agreed and implemented.

[bookmark: _Toc1257267158]Promoting the event

· Accessible marketing 
· Print - minimum 14-point text, avoid overprinting of text and image, use access symbols to alert provision. 
· Email and e-flyer - ensure alt text, avoid jpeg or image files without any text in alt tag or available in main body email. If you only use a jpeg image and if this contains text those using screen readers will not be able to read the information. 
· Video - can captioning be added? If you will have BSL at the event, is it beneficial to have BSL in the promo material to make it accessible and alert to that audience? 
· Audio version - can be covered by video, plain text docs through screen readers? Is Braille useful? 
· For all the above - who are you trying to target? What is the best method? Are there ways of including as many people as possible through one method if budgets are tight?
· Be clear about steps you have taken and why to make accessible and Covid safe - being transparent about what you can and can’t provide will help expectations, planning and the event itself. 
· Info / map of event space 
· Transport links 
· Blue Badge parking 
· Level access entrance (if different from main entrance)

[bookmark: _Toc316126894]Bookings and registration 

· Give plenty of time for people to respond.
· Ask about pronouns. 
· Offer multiple options. 
· Make it easy for people to get in touch with questions - phone / email / other? 
· Online form - option for people to call you and talk through their answers to the form.
· Open form for access requirements (not multiple choice) so they can give details.

[bookmark: _Toc1493288000]The space 

· Lighting - is it bright enough for people with visual impairments? Is it too harsh for others? What ways are there to address individual needs? 
· Is there a hearing loop? Have you made sure it works? If not, can you access / provide a portable loop? 
· Seating - mixed moveable seating, with arms. Have you reserved and marked seating that has good sightlines to captions/BSL interpreters? Is there space for a wheelchair user to sit with their PA and colleagues? Do people know they can get up and move around if they need to? If the event is mostly standing, make sure to provide some seating. 
· Level access but not via the goods lift etc! Do not find accessible spaces that are ‘good enough’ - seek equality of access to space. 
· Near good transport links 
· Quiet or break out spaces. 
· Not too cold / hot - can be adjusted. 
· Is there a waiting area for support workers?
· Is the space ventilated? If not, can you rent an air purifier with HEPA filter.

[bookmark: _Toc1000123002]The event 

· Introductions
· Pronouns
· Visual descriptions
· Content warnings
· Housekeeping
· Presentations 
· Check any presentations for size of text, colour contrast, light levels.
· Text handouts of presentation? 
· Offer and/or provide BSL interpretation and text support. 
· If using images of people, try and source a diverse range of people to show. 
· Packs and information 
· Large Print 
· Request to print on a particular colour.

· Live feed of event for people who can’t attend in person. 
· Ensure the quality is good. 
· Ensure access provision such as BSL interpreters are visible.

[bookmark: _Toc1278008494]Feedback and Evaluation 

· Accessible methods - reflect on what worked at registration stage.
[bookmark: _t9sg6zt0u1d2]
[bookmark: _gk6c6oanjdke][bookmark: _Toc402358219]Online

· Include accessibility info on the event website and in all promotional materials.
· Arrange captioning.
· Schedule BSL interpreters.
· Check all promo materials for alt text.
· Check session time slots for processing, meal, and medical needs.
· Format all presentation materials with screen readers in mind.
· Check downloads and session materials for readability and screen reader accessibility.
· Arrange a second stream with audio description.
· Arrange for availability of transcripts and Video on Demand.


[bookmark: _imtsitjg51c1][bookmark: _Toc1675269667]Top Tips 

· Do not assume - you cannot ask enough and give examples of what you can do.
· Do not assume that if you have asked that everyone has told you. 
· It is impossible to be accessible to everyone - what makes something accessible for one person may create a barrier for another. 
· Build in options and flexibility. 
· Repeat questions on the day - assume some people cannot see or hear properly at the event and offer options. 
· Do your best and do not stress!
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