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Inclusion Checklist
This checklist should be used when planning a conference, activity, training, or an event so that you can ensure that those with additional needs will feel comfortable to attend. 

It may not always be possible to put everything in place that is on the checklist due to the constraints of the venue, number of people attending, cost or type of event. 

Online Events
	Use an online platform with accessible features.

https://explore.zoom.us/en/accessibility/ 

https://support.google.com/meet/answer/7313544?hl=en 

https://support.microsoft.com/en-us/office/accessibility-tools-for-microsoft-teams-2d4009e7-1300-4766-87e8-7a217496c3d5 

https://support.skype.com/en/skype/all/everythingelse/accessibility/

	

	Use clear step by step instructions with images.

	

	Contact details should be provided in case there are access issues at time of event. 

	

	Closed Caption and/or BSL available.

	

	Any images used should be described by the speaker.

	

	Event to be recorded to enable it to be played back with support if needed. (If the recording includes people, then ensure that the correct permissions are in place to record).

	


 


Website
	Booking events and training online, via phone or paper application

	

	Use simple language with supporting images.

	

	Verbal Image description

	



Venue
	Is a hearing loop system available?

	

	Therapy Dogs – is there provision for them to stretch their legs and relieve themselves? is there space for them to eat and drink?

	

	Parking - is it close to the building and are there enough bays for the numbers expected?

	

	Are the curbs dropped or are there curb ramps available?

	

	Pathways – Are they wide and smooth?  No cobbles or loose footings

	

	Accessible entrances – Ramp, clear signage, automatic doors or can they be propped open by another volunteer.

	

	Internal doors – Are they wide enough for wheelchair access? Are they light enough to open or can they be propped open by another volunteer?

	

	Internal corridors and flooring – are they wide and flat?

	

	Is there a lift if needed to go upstairs?

	

	Do the stairs have handrails?

	

	Signage – Is it big and clear? 

	

	Is there Braille on buttons such as for lifts, door openings, floor levels?

	

	Toilets – Are there accessible toilets?  Are gender neutral facilities available?  Are they easy to find with good signage?

	

	Is there a quiet space available for time out, prayer or other needs?

	

	Room acoustics – ensure there is no echo or electronic feedback.

	

	Room temperature – ensure the room is not too hot or too cold – can you control the thermostat?  Is there enough ventilation? 

	

	Seating arrangements – is there enough space for members using wheelchairs, scooters, or walkers to be able to move around easily?

	

	Does anyone need to be able to lip read the presenter / trainer?

	

	Reserve seating for those with set needs – near the front, near an exit

	

	Plan movement breaks into the day and ensure those that need to move regularly have the space to do so.

	

	Is there suitable seating available – high backed chairs, chairs with or without arms?

	

	Have you got an evacuation plan in place?

	

	Ensure members are aware if there is prolonged standing and chairs are available for those that need it.

	

	Is the venue accessible by public transport?

	



Catering
	Are all dietary needs catered for? -medical and cultural.

	

	Is the event nut free – risk of anaphylaxis?

	

	Is the dining area accessible with enough seating?

	

	Is there a quite area members can eat in?

	

	Are there straws and cups with handles available?

	

	Self-service lunch can be difficult for members with mobility difficulties can a reserved area be in place for them to be served even if by other volunteers?

	



Other areas to consider
	Display a poster of the different type of lanyards and what they mean. (e.g. sunflower, approach and wait)  

	

	Carers welcomed and provided for – catering, seating, separate room.

	

	No flash photography.

	

	Is your event fragrance free? – sensory needs.

	

	Name badges should include pronouns. (This information could be collected at time of booking)

	

	Alternative formats available on request – braille, audio, large print, different coloured paper.

	

	Financial Barriers – Does anyone need travel and accommodation paid for in advance?
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