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Event Planning – Access Checklist

The following checklist has been developed to ensure as far as is possible that people with disabilities will have the same opportunities as other people to access services of and events organised by Peel Development Commission.

Remember that access requirements are not solely for wheelchair users and should be audited for people with limited mobility, hearing and visual impairments and people with learning and mental health disabilities.

	
	Item
	Conforms
	Remedial Action

	1
	Invitations and flyers are clear, easy to read, include contact details and broadcast via community radio
	
	

	2
	Invitations ask invitees if they have any specific access or other requirements - "Individuals needing reasonable accommodations for disability access or other requirements are to contact [name] at [phone] or [e-mail], at least 5 business days before the event."
	
	

	3
	Will a participant bring a service animal? If so plan rest areas and seating for the service animal
	
	

	4
	Participants are asked, as a courtesy, to refrain from wearing scented products to accommodate chemically sensitive colleagues.
	
	

	5
	The start time allows greater flexibility in relation to travel arrangements
	
	

	6
	The event site is convenient to accessible public transport
	
	

	7
	Disabled access is from the front entrance of the venue via a ramp or wheelchair-accessible lift. Access from a rear door is last resort and ensure a sign is put on the primary entrance saying where the accessible entrance is located
	
	

	8
	The venue has provision for multiple ‘set-downs’ at the front entrance
	
	

	9
	The venue has an appropriate number of parking spaces for people with disabilities
	
	

	10
	The route from the parking spaces to the front door is free from obstacles
	
	

	11
	Somebody is available during the event to guide a person who is visually impaired or otherwise need assistance to and from seating
	
	

	12
	The venue has a loop hearing system to increase the volume and clarity of speakers for people who use a hearing device. It is possible to hire loop systems.
	
	

	13
	The venue has wheelchair appropriate lift access for all floors or mezzanines
	
	

	14
	All emergency evacuation routes and procedures are usable for people with disabilities 

	
	

	15
	Wheelchair locations are integrated with other seating areas (thus, chairs removed should be interspersed - front, middle, back, etc.). Companion seating should be available next to wheelchair locations. 

Total Seating Capacity

Suggested Number of Wheelchair Locations

4-25

1

26-50

2

51-300

4

301-500

6


	
	

	16
	The venue staff have received disability awareness training. If not, involve these staff in briefings before the event
	
	

	17
	There are accessible toilets on the same level as the event.
	
	

	18
	Is a signer/interpreter or speed text operator required? If so book well in advance of the event
	
	

	19
	Make staff available for assistance during meal and break times
	
	

	20
	Include accessible facilities and evacuation in the initial ‘housekeeping’ announcement
	
	

	21
	If a speaker is in a wheelchair, there is a ramp to the stage area and a modified lectern, from a top table or with a tie clip microphone. 
	
	

	22
	A sight impaired speaker is walked through the designated route prior to the conference and provide a guide to ensure they can reach their speaking position easily. 
	
	

	23
	Speakers are encouraged to repeat questions asked from the floor before they answer, to assist audience members who cannot hear questions
	
	

	24
	MC will ask the audience if a verbal description of powerpoint or similar media is necessary and remind presenters 
	
	

	25
	Speakers (whether from the front or the floor) are reminded at the beginning of the session to use the microphones. 
	
	

	26
	On request, written print materials, including event publications, must be made available in an alternative format for participants with print-related disabilities
	
	

	27
	If an outdoor event, the same issues are considered with the inclusion of:
Footpath surface and width and gradient
Shade

Adequate seating
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