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Accessible & Inclusive 
Community Events Toolkit
 
Inclusive SA: State Disability Inclusion Plan 2019-2023
Priority 1.
Involvement in the community.
Action 1. 
Develop an event toolkit to promote accessible and 
inclusive practices for State authorities in community events.
[bookmark: _Hlk67404599]

[bookmark: _Toc69899462]Welcome
This toolkit provides practical information to assist South Australian government agencies and local councils to plan and hold accessible and inclusive events.
[bookmark: _Toc69899464][bookmark: _Toc69899463]Acknowledgment of Country
The South Australian Government acknowledges and respects Aboriginal peoples as the State’s first people and recognises their traditional relationship with Country.
 
We acknowledge that the spiritual, social, cultural and economic practices of Aboriginal peoples come from their traditional lands and waters, and that the cultural and heritage beliefs, languages and laws are still of importance today.
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[bookmark: _Toc69899465][bookmark: _Hlk67409217][bookmark: _Hlk67404551]Disclaimer
This toolkit has been prepared by the Department of Human services in collaboration with the Department of Premier and Cabinet, drawing on information provided by people with lived experience of disability, the wider disability sector and community, and open-source disability information.
It is for reference only, is not a complete guide and may be added to or expanded over time.
References or links in this toolkit may change over time.
References to third parties are provided for your assistance only and not as an endorsement by the South Australian Government.
Please consider your own requirements and circumstances when using this toolkit.
[bookmark: _Toc69899466]

1. Introduction 
[bookmark: _Hlk67405332]The State’s first Disability Inclusion Plan, Inclusive SA, was released in late 2019 and is a whole-of-government approach based on fairness and respect to improve access and inclusion for people with disability. The Plan includes 12 priorities with associated actions and aims to increase the involvement of people with disability in the community. 
 
A key element of Inclusive SA is social inclusion, a priority for people living with disability as it affects all aspects of their lives. It is our aim that the contributions and rights of people living with disability are valued and understood by all South Australians and that their rights are promoted, upheld and protected. 
 
[bookmark: _Toc69899467][bookmark: _Hlk68595445]It is important for social wellbeing that all South Australians are able to make independent decisions on how to engage with and contribute to the community. It benefits the whole community when all South Australians can attend and participate in community events such as cultural celebrations, festivals and forums that have been designed to be accessible and inclusive and where everyone belongs.
Background to the toolkit and acknowledgement
This toolkit provides practical information to assist South Australian government agencies and local councils to plan and hold accessible and inclusive events with a particular focus on people living with disability.

The toolkit has been developed with assistance from the Department of the Premier and Cabinet and draws on feedback from other government agencies and the community.

The toolkit has been prepared in response to Action 1 of Inclusive SA - Develop an event toolkit to promote accessible and inclusive practices for State authorities in community events 
[bookmark: _Toc69899468]The impacts of living with disability
Over 4.4 million people or 1 in 5 Australians have some form of disability[footnoteRef:2]. [2:  Australian Bureau of Statistics (ABS) 2019] 


The impacts of disability include economic, political, psychological and social factors. Social impacts are those consequences of disability that are experienced at the individual, family and community level. These include poverty, issues of access, as well as social exclusion.
[bookmark: _Toc69899469]Disability discrimination[footnoteRef:3] [3:  Descriptions of discrimination are taken from the SA Equal Opportunity Commission website.] 

This toolkit will assist government agencies and councils to hold accessible and inclusive events and thereby prevent discrimination based on disability.
[bookmark: _Toc69899470]Direct discrimination happens when a person, or a group of people, is treated less favourably than another because of their background or certain personal characteristics.
	Examples: 
· Refusing a person access to an event because they are accompanied by an assistance dog.

· Failing to provide suitable physical access to an event for a person with disability.

· Providing transport options to an event that does not cater for people with physical disability.



[bookmark: _Toc69899471]Indirect discrimination also occurs when a rule or policy applies to everyone but has the effect of disadvantaging some people because of a personal characteristic they share.
	Examples: 
· Failing to provide a suitable place for a person using a wheelchair to watch a show.

· Failing to provide adequate toilet facilities for people with physical disability.

· Providing event information in a form that does not cater for neurodiversity or people with communication difficulties.


[bookmark: _Toc69899472]What is a community event?
The term community event embraces a diverse range of public events. For the purposes of this toolkit the focus is on public events connected with State authorities and may include:
· government & Local Government Association consultation and engagement forums open to the public
· cultural celebrations such as NAIDOC Week and cultural events associated with special days or times such as Lunar New Year, Holi, Easter, Baisakhi, Vesak and Eid
· International Women’s Day, Harmony Day, IDAHOBIT and other established calendar events
· local council and other public celebrations (such as New Year’s and Christmas pageants), fetes and carnivals
· outdoor theatre, cinema, music and visual art exhibitions
· agricultural and horticultural shows, and similar events support by councils, and
· festivals and sporting events presented, promoted or supported by the South Australian Government or local councils.

[bookmark: _Toc69899473]What is an accessible and inclusive community event?
An ‘accessible’ community event is an event where everyone can access and participate in an inclusive and equitable manner.
[bookmark: _Toc69899474]Why should a community event be accessible and inclusive?
Everyone has a right to equal access to events. When events are accessible and inclusive, everyone benefits.
[bookmark: _Toc69899475]Intersectionality
Intersectionality means to consider a person’s identity and how this can expose them to overlapping and interconnected forms of discrimination and marginalisation.
An intersectional approach considers and seeks to break down overlapping barriers to equal experience in society such as gender inequality, ethnicity, faith, socio-economic status, ability, sexuality, gender identity, education level, criminal history, age, migration status or refugee status, and notes how these experiences can affect a person.
[bookmark: _Toc69899476]Raymund’s story
Raymund is a person who lives with disability and comes from a Filipino background. He knows some English but is not fluent and doesn’t always understand Australian customs. Raymund uses an electric wheelchair, which is both wide and heavy. Raymund wants to attend an event but struggles to find information on how to access the event using a wheelchair, whether the venue has accessible doorways and, once inside, whether there is a suitable place for him to participate. He has also experienced some past prejudice due to his disability and has found it challenging to understand what to do when in a crowded space due to language and cultural barriers. Raymund wants to attend the event but needs assistance to gain information that will enable him to participate fully.
[bookmark: _Toc69899477]Dealing with unconscious bias
Unconscious biases are social stereotypes about other groups of people that individuals form that they are not aware of. We all have biases but by becoming aware of unconscious biases, challenging them and actively working to reduce them, we can enable better engagement and communication. Check yourself, use inclusive language and ensure you are being truly inclusive.
[bookmark: _Toc69899478]Legislation and frameworks
This toolkit is informed by the Disability Discrimination Act 1992 (Cth) and the Equal Opportunity Act 1984 (SA),  which promote equality of opportunity and the prevention of discrimination based on sex, race, disability and age.
The toolkit is also informed by the principles set out in the Disability Inclusion Act 2018 (SA), which reflect the principles in the United Nations Convention on the Rights of Persons with Disabilities (CRPD).
Disability (Access to Premises – Buildings) Standards 2010 are also relevant to ensure that dignified, equitable, cost-effective and reasonably achievable access to buildings, and facilities and services within buildings, is provided for people with disability.
The toolkit is informed by Inclusive Design (also known as Universal Design) principles, which ensure that all aspects of an event support human-centred design. These principles consider the full range of human diversity, including disability, language, culture, gender and age, and should be reflected in the event planning process.
They also include identifying barriers that may exist in the built environment, facilities, services and communication, and promote solutions to allow everyone in the community to fully participate.
2. [bookmark: _Toc69899479]Guidelines
[bookmark: _Hlk68596262]This toolkit contains guidelines about how to prepare for and hold an accessible and inclusive community event, as well as guidelines about actions to take after an event. The guidelines provide information on each of the topics identified and may contain pictures and graphics to support the content.
Whatever the size, event organisers have an obligation to ensure the event is accessible, safe and inclusive for all members of the community, including people with disability.
[bookmark: _Toc69899480]Preparing for an accessible and inclusive event
Has an overall event plan been developed?
This toolkit will help you, but it will not cover all aspects of event planning. You will need to: 
· Develop a plan that provides a timeline for preparation, execution, windup and evaluation, and covers all contingencies (sometimes called a Run Sheet). 
· Pull together an event team. 
· Consider defining the purpose of the event, the size of the event, the target audience, potential location and what might be included/excluded. 
· Determine the budget and sources of funding, staffing, safety, security and emergency procedures, stakeholder engagement, hiring of equipment, catering, marketing, design and communications, registrations and ticketing (remember to consider privacy and security of information), and engaging/contracting presenters, interpreters and Aboriginal Elders to provide a Welcome to Country. 
With each element of planning, consideration for those with disability must be included, particularly relating to safety, security and emergency procedures. 
You will also want to:
· ensure overall inclusiveness (refer to the introduction to this toolkit) 
· acknowledge and engage with the traditional custodians on the land on which you intend to hold your event.

Have people with lived experience of disability been included in the planning?
People living with disability can help you to: 
· choose an accessible location or venue to hold an event 
· design an accessible layout including access and egress
· advise on accessible and inclusive marketing and promotions, equipment, lighting, sound and many other aspects of an event. 
As you work your way through this guideline you will see a variety of different aspects of planning where the experience and knowledge of people with lived experience can be help.
Have people with lived experience of disability been included in setting up the event?
People living with disability can assist with auditing the setup and layout of the event or be employed in the set up.
Have people with lived experience of disability been included in running the event?
People living with disability can be employed in many event roles.
Have issues of accessibility been allowed for in the budget?
Allow for inclusion and accessibility requirements such as web design, transport, ramps, wayfinding signs, lighting, sound and accessible toilets.
Has event timing taken into account accessibility?
When planning, consider the day/s of the week, times of the day, event length and opportunities for breaks that make the event more accessible and inclusive.
Is marketing material accessible? 
All marketing material - regardless of the marketing channel it is for (for example, social media, printed flier or digital advertisement) must be clear and easy to understand. 
Making your initial documents and designs as accessible as possible will help to reduce demand for special accessible versions. You should:
· write in plain language
· write as concisely as possible
· make your design as legible as possible, using clear graphics and well-contrasted colours throughout the designs
· use a minimum 12-point sans serif font, such as Arial and Calibri. 


Are alternative formats available?
People with some types of visual impairments, learning disabilities, dexterity or literacy difficulties (such as dyslexia) are likely to have difficulty accessing information in written text – even in the largest font size. To reach all your audience, you will still need to consider other accessible formats (also known as alternative formats) that meet their needs in addition to making your initial materials more accessible.  Alternative formats can include large print, Braille, electronic text tactual graphics.  
Some formats suit one type of impairment more than another[footnoteRef:4]: [4:  https://www.gov.uk/government/publications/inclusive-communication/accessible-communication-formats] 

· visual impairments – audio, audio description, Braille, telephone
· learning disabilities and literacy difficulties – audio, audio description, easy read, easy access, Makaton, subtitles
· hearing – British Sign Language, Makaton, subtitling, textphone, SMS
· co-ordination difficulties – large print, audio, audio description, telephone.
You should also consider any preferences your target audience may have for receiving information, for example younger deaf people may respond better to an SMS message than sub-titled advert – researching your audience will help you best meet their needs.
You will need to supply alternative  formats and languages upon request. Include contact details so people can make such requests. 
Further information: Australian Network on Disability – A beginner’s guide to accessible content. You can also look at the SA Government’s accessible communication guidelines. The UK Government has published guidance on accessible communication formats, which is also helpful. 
Does marketing material include accessibility information relating to the event?
Materials need to include detailed information on what will be available and what has been done at the event and venue to make them accessible.
Does information in the site map and program highlight accessibility?
A well-marked simple site map, highlighting aspects of accessibility is important. This will include information on pathways, signage, times, access to sites/events/ locations, accessible toilets and access to catering. A well laid out program, consistent with accessible communication guidelines is important. The program should include disability information such as seating options for people using wheelchairs or with other mobility aids.

Is the event website WCAG compliant?
WCAG (Web Content Accessibility Guidelines) makes online content and information accessible for people with permanent, temporary and situational disability and is widely available to government agencies and local councils. It is good practice to have information on your website that outlines everything you have done to make your event accessible and inclusive.
Further information: SA Government – Online Accessibility Toolkit
Has consideration been given to use of assistive technology?
There are many different assistive technologies that can help improve event accessibility. Exploring assistive technologies to support those who provide their accessibility needs in their event registration should be considered.
Further information: Assistive Technology Australia
Is the registration process accessible and informative?
Registration needs to be available through multiple methods, including: 
· phone
· email 
· online. 
If your registration is primarily through an online option, provide people with phone and email contact details should they need to register in an alternative way.  
Registration forms need to include:
· accessibility features of the venue 
· information on parking, drop off points and public transport. 
To enable organisers to make arrangements prior to the event, ensure participants are asked to provide information on their :
· accessibility requirements 
· adjustments 
· communication requirements such as Auslan interpreters or captioning 
· dietary restrictions and sensitivities. .
Further information: SA Government - Accessible Communication guidelines Has allowance been made for assistance animals?
People with disability may bring an assistance animal with them. Provision needs to be made for rest, play, toileting and water.
Has consideration been given to allowing entry by companions?
Some people with a significant disability need to be accompanied by a support person to events. These people will carry an authorised Companion Card. Consideration needs to be given to promoting and allowing entry to persons carrying a Companion Card when accompanying a person with disability; not doing this may be considered discrimination.
Further information: Companion Card
Has accessibility been considered for catering?
It is important to consider how catering will be made accessible. This will depend on many factors, including: 
· the level of catering to be provided 
· what access requirements may be needed 
· how menus will be made accessible 
· whether assistance will be needed to access the food and drink itself 
· accessible places to eat 
· bendable straws.
Also consider proximity to accessible toilets from the catering and eating locations.
Do you have enough staff and volunteers? Has disability awareness training been provided?
Prior to the event, all staff, including volunteers, need to be briefed on safety protocols, and access and egress issues. They also need to be trained on howto communicate information in an accessible, inclusive and respectful manner.
Audience members should be greeted at the entrance to the venue and provided with information about registration, seating, availability of toilet facilities and catering.
Staff need to be well informed on communicating with people who are non-verbal, using a mobility aid, have an assistance dog or have diminished hearing or sight. Many government agencies provide Disability Awareness Training, or you can look at external providers.
Further information: Disability Awareness, Let’s Talk Disability, Scope Global, Access and Inclusion, 
Has consideration been given to broader inclusivity?
Do not overlook other areas of diversity. The event also needs to be inclusive of people from diverse cultural backgrounds, Aboriginal and Torres Strait Islander peoples and people who identify from LGBTIQ communities. The intersectionality (interconnectedness) between disability and other areas of diversity create overlapping risk for bias, discrimination and disadvantage.
Holding an accessible and inclusive eventHolding an event checklist

An accessible event
[bookmark: _Hlk68171634]An event which meets the requirements below would be considered 
best practice in successfully engaging with the community and creating 
an accessible environment where everyone feels safe and respected 
and able to fully participate.
Is the proposed venue accessible?
Consider the accessibility of potential venues. Conduct an accessibility audit in person; consider what would need to be done to make a venue more accessible. Some areas to look at are detailed below.
[bookmark: _Hlk68171673]Is the pathway to the venue entrance safe and accessible?
Surfaces such as gravel and grass pose risks for many people, including wheelchair and mobility aid users, people who have impaired vision, older people and people with prams. Slip resistant surfaces may need to be temporarily installed.
[bookmark: _Hlk68171686]Are there steps at the entrance or inside the venue?
If steps are permanent, handrails must be in place.
Is there a ramp at the entrance of the venue?
For the venue to be accessible, a ramp must be provided, no steeper than 1 in 14 incline as per Australian Standard 1428.1. If there is no permanent ramp, a temporary ramp should be installed.
Further information: Ramp gradient calculator
Can the venue be accessed by a lift?
The provision of a lift is not always possible but may be important depending on your intended audience. Many people may find steps or a ramp inaccessible.
Is the doorway into the venue wide enough to allow access for people using a wheelchair or mobility aid?
To provide accessible entry, the minimum doorway clearance must be 1000mm. 
Are doors at the entrance and inside the venue easy to open and keep open during access?
Heavy doors present an issue for many people, including people with disability, older people and children.
Is the entrance foyer clear of obstacles?
Power cords, furniture and any trip hazards must be removed or adequately covered to provide easy and safe access.

Are clear, visible signs positioned outside the venue? 
Signs written in a large font need to be displayed to indicate the entrance to the venue, location of parking areas, drop off points and toilets. 
Depending on your intended audience, signs may need to be displayed in diverse languages and cultural protocols. Consider the colours, contrasting elements and surfaces used to ensure easy readability and reduce reflection. Consider options for voiced information and text that can be read by reading apps.
Further information: SA Government Wayfinding and Signage Toolkit <insert link> and  Accessible Communication guidelines. 

Are accessible and ambulant toilets readily available?
A range of toilets including standard, unisex accessible and ambulant toilets that can be used by people with a range of needs, for example, parent with pram or a person using a wheelchair should be available.
Accessible toilets are required to provide enough space to accommodate a wheelchair user and assistance person with sufficient turning circle as required per Australian Standard 1428.1. 
The wash basin, mirror and grab rails need to be at a height accessible for wheelchair or mobility aid users. Accessible toilets should be available outside the venue, at easily accessed points in the venue and near catering.
Further information:  Design for Dignity, Sport and Recreation Victoria   
Is there an area where people can be dropped off at the entrance? 
This is important for people who may be arriving by taxi, people being assisted by support workers or companions, older people or those with children.
Are accessible car parking spaces close to the entrance? 
If there are no formal accessible parking spaces, you may choose to cordon off an area near the entrance for this purpose; depending on the event, the local council may be able to assist with temporary parking restrictions.

Are public transport services available? 
If public transport is convenient and close to the venue, ensure this information is included in all publicity and communications. Consider other options if needed, such as access cabs or shuttle buses.
Further information: Adelaide Metro
Is there a registration table or area in the foyer of the venue?
Tables need to be at a height accessible for wheelchair or mobility aid users. If registration is required on the day, information should be available in a range of formats, including web based, large print, and with sufficient trained and identifiable staff to assist attendees.
Does the venue have fixed seating?
If all seating is fixed, check to see if some seats can be removed or if there is an accessible area that can be used for wheelchair or mobility aid users and those attending with companions. People using wheelchairs or mobility aids should not be relegated to areas where event participation is restricted; consider how to best include people with disability.
Is there a permanent or temporary stage being used at the event?
Participants must be able to easily access the stage by a ramp or steps, depending on their needs. All access requirements for participants, guest speakers and the emcee (MC) must be identified prior to the event to ensure easy and safe access to and from the stage.
Is there an area designated to view an Auslan interpreter?
An area is required near an Auslan interpreter for people who use sign language to ensure they have an unobstructed view of the interpreter.
Further information: Deaf Can:Do - Auslan Interpreters
Are power points available to recharge mobility aids/scooters? 
If the event is an all-day event, you may need to provide access to power for mobility aid users. Power points need to be in a location and at a height that are easily accessible.
Is there a quiet room available?
People with neurosensitivity can require a quiet place to be away from noise for a period of time. It’s good to have seating and kits to help reduce sensory overload; e.g. Fidget spinners, earplugs and quiet play items.
Are hazards appropriately cordoned off?
Hazards need to be identified and either removed or appropriately cordoned off.
Are emergency management plans in place?
Event organisers need to ensure staff are trained and have appropriate plans in place to evacuate participants in an emergency, taking into account people with disability. There must be accessible contact information for emergency services – SA Ambulance, Police, Metropolitan Fire Service. Personal Emergency Evacuation Plans (PEEP) may also be considered.
Further information: Australian Network on Disability, SafeWork SA Event Safety
Are there accessible areas protected from the weather, and is water provided?
For an outdoor event, if there are no natural shade areas or areas protected from the weather, sunshades or marquees will need to be supplied with appropriate seating. Water will also need to be provided for participants and assistance animals. Grass areas may require covering with slip-resistant surfaces to allow access for wheelchair and mobility aid users.
Further information: Protection from the sun Cancer Council of SA
An inclusive event
Best practice inclusive events successfully engage with the community and create inclusive environments where everyone feels safe and respected and able to fully participate.
Is lighting in the venue suitable?
Audiences need to be informed prior to the event if strobe lighting, flash photography or special effects such as smoke are to be used as these can trigger sensory overload or seizures. Lighting should be sufficient to provide safe movement around the venue and to also focus on the presenter and Auslan interpreter. If lights are dimmed during the event, staff should be equipped with torches.
What are the impacts of sound at the venue?
Provide information on sound levels in event information for people with hearing sensitivity or other hearing requirements.
Have sound and audio-visual requirements been explored?
Microphones need to be height adjustable for presenters, or lapel mics can be used when appropriate. If questions from the audience are encouraged, portable microphones need to be available with staff to assist. All video presentations should be captioned, and audio described where appropriate. A hearing loop may also be required. 
Further information: NDIS – ai live, Auslan Connections, Leedall Audio Visual & Technology Solutions
Has safety information been provided to the emcee (MC) by the event organiser?
At the opening of the event, the emcee (MC) should provide clear directions to ensure everyone understands the venue layout, location of fire exits, toilets, catering area and information stall.
Is the catering area accessible and are there a variety of meal options available?
Food stalls or stations need to be sufficiently spaced to allow free movement for wheelchair and mobility aid users, and at an accessible height. Offer meals that are easy to eat, and ensure dietary requirements are catered for. Cutlery, paper serviettes and bendable straws should be provided. Ensure staff are available to assist if required.

Are staff available to assist those with a disability?
All staff should be trained in disability awareness and be prepared to support a person with disability where needed. Providing a dedicated person at the entry to an event who is clearly identified as a person to go to for information or assistance for people with disability is good practice. If you are holding a large or spread-out event, having an information post where people can go for assistance will be useful.
Consider additional points for accessibility and inclusivity on your checklist
[bookmark: _Toc69899482]

Holding an accessible and inclusive event online
When is it appropriate to hold an event online?
An online event may be appropriate for information sessions, consultations, seminars and conferences. During the COVID-19 pandemic a range of online events were held including music festivals and comedy shows. Holding an event online can have benefits, allowing participation by those who are restricted in their ability to attend a venue. People with disability may also benefit from live streaming of an attended event or by accessing recordings after the event has concluded.
What are the considerations for holding an event online for people with disability?
Take into account the general access and inclusion points outlined in the previous guidelines. Also consider how easy it will be for people with visual or hearing disabilities to participate. 
You might like to work your way through the checklist, in XX.
What are some of the most common platforms to use?
Two common platforms in use for online events and meetings are Zoom 
and Microsoft Teams. Some platforms may require a participant to download the relevant program or app to their device and may require a participant to sign-up to the program. It is important that you understand these and other possible limitations before deciding on a platform to use. It is also important to understand any limitations on use of a platform on different operating systems.
[bookmark: _Toc69899483]After event
Is it possible to hold an after-event celebration and debrief?
Once the event is over, there will be a lot to do to pack up but you need to also make the time to celebrate with the others who planned and helped run the event; this could be an after-event party or some other form of celebration where everyone should be given an opportunity to have a say about the event and to be thanked. A debrief is a simple process of allowing everyone to have a voice about what they thought worked well and what they thought could have been done better. It is a good idea to make a written record of this for future reference and to assist with future events.
[bookmark: _Hlk68607664][bookmark: _Hlk68607783]Should you consider surveying participants about the event’s accessibility? 
It is important to ask people with disability who attended or participated in the event to provide feedback on what they thought of the event, and in particular questions about accessibility. This will provide insights as to what was done well and where things could have been done better. You will also have the opportunity to provide appropriate and timely follow up to participants. Creating a record of the feedback, which could be gathered by survey, can assist with holding future events.
3. [bookmark: _Toc69899484]Inclusive Language and Communication
To enable event participants to have the best experience, organisers need to use inclusive and respectful language in all communications.
[bookmark: _Toc69899485]Tips to assist you in communicating effectively
Understand everyone is an individual
People have different access needs.  Some ways to communicate inclusively include: 
· address people directly (rather than deferring to a friend or carer)
· listen carefully
· always face a person who has low hearing or is deaf so they can read your lips
· always identify yourself by name to a person with low vision or who is blind 
· ask people if they require any assistance
· use uncomplicated language.
Consider culture and language
People may have different access needs, which may be compounded by culture and language differences. Consider that additional communication supports may be needed. (Refer to the section on Intersectionality in this toolkit.)
Seek advice from people with disability on how best to communicate
Language is constantly changing so you need to ensure you are informed about how best to communicate respectfully when engaging with people with disability to provide advice and support. Some people may be assisted by a communication device.
In general, use ‘person first’ language 
· Person with disability, person living with disability, person with lived experience - not disabled person or differently abled person
· Person who is deaf or a person who is hard of hearing - not hearing-impaired
· Person who is blind or a person with low vision - not vision-impaired
· Person without disability - not able-bodied or non-disabled
· Wheelchair user - not wheelchair bound or confined

Language is personal and it is important to ask the person how they want to be referred to. Some people with autism, for example, prefer identity-first langauage e.g. Sarah is autistic, rather than the more broadly accepted Sarah has autism. 
Further information: Australian Federation of Disability Organisations – Language Guide, Australian Network on Disability – Inclusive language, SA Government ‘Report It Right’ Media Guidelines <insert link from Inclusive SA when available>
Focus on accessibility rather than disability
Accessibility includes others with access requirements such as children, carers and older people.
Don’t assume all disabilities are visible
There are many disabilities, including psychosocial, Chronic Fatigue Syndrome, Cystic Fibrosis, diabetes and autism, that may not be visible but need to be considered when planning and communicating information about your event. Staff training is essential to ensure they are well-informed on communicating with people who may have different needs.

[image: ] 

Further information: Ideas – Invisible Disabilities 

Don’t use language that implies a person with disability is inspirational because they have lived experience of disability
People with disability are living their lives, implying that they are inspirational simply for doing so is patronising and can cause offence.
Further Information: TED Talk – Stella Young, I’m not your inspiration, thank you very much


4. [bookmark: _Toc69899486]Universal accessibility symbols
Universal symbols provide information that is recognisable and accessible. They should be used for signage, maps, event publicity, websites and all communications to ensure your event is inclusive and safe for everyone.
Wheelchair accessible
Indicates access for individuals with limited mobility, including wheelchair users.
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Accessible print (18 point or larger)
Must be used at 18pt or larger. Identifies large print versions of books, programs, forms and any other printed material.
[image: ]
Access (other than print or Braille) for individuals who are blind or have low vision
Indicates access for people who are blind or have low vision, best used in places such as a guided tour, a path to a nature trail or sensory garden in a park, a tactile tour or an exhibition that may have tactile elements.
[image: ]
Assistive listening systems 
Indicates the presence of a system such as a hearing loop that transmits amplified sound via hearing aids, headsets or other devices.
[image: ]
Audio description 
Indicates a live commentary or narration of visual elements provided by a trained audio describer.
[image: ]
Braille
Indicates that printed material is available in Braille.
[image: ]
Closed captioning (CC) 
Indicates that closed captioning is available. Open captions are always in view and cannot be turned off, whereas the visibility of closed captions is controlled by the viewer.
[image: ]
Open captioning (OC) 
Indicates that open captioning is available. Open captions are always in view and cannot be turned off, whereas the visibility of closed captions is controlled by the viewer. If you have a choice, closed captions are preferable to subtitles or open captions.

[image: ]
Information
Indicates the location for information about the event and accessibility.
[image: ]lSign language interpretation
Indicates that an AUSLAN sign language interpretation is provided.
[image: ]
Telephone typewriter (TTY)
Indicates the presence of a device used with the phone for communication with and between members of the deaf and non-deaf community.
[image: ]
Volume control telephone
Indicates the presence of telephones that have handsets with amplified sound and/or adjustable volume controls.
[image: ]
Production of images from the Graphic Artists Guild, commissioned by NSW Department of Premier and Cabinet 2018.
[image: ]
Production of image from Equal Access, Accessibility in Public Events and Concerts Checklist
Further information: Arts Access Victoria, Universal Access Symbols, Australian Government Requirements and standards for video and audio

5. [bookmark: _Toc69899487]Tools, checklists and samples
· Event checklist: Preparing for an accessible and inclusive event
· Event checklist: Holding an accessible and inclusive event
· Event checklist: Holding an accessible and inclusive online event
· Sample participant survey
· Sample accessible site map
6. [bookmark: _Toc69899488]Further information and resources 
The benefit of designing for everyone - Centre for Inclusive Design
Horsham Rural City Council Events Guide - Accessible Events Guide
Meetings and Events Australia - Accessible Events Guide
Australian Human Rights Commission – Disability Rights
South Australian Government - Online Accessibility Toolkit 
Australian Network on Disability – Event Accessibility Checklist
Meeting & Events Australia – Accessible Events
NSW Government - Toolkit for accessible and community events
Equal Access – Accessibility in Public Events and Concerts Checklist
City of Sydney – A City for All, Disability inclusive event guidelines
South Australian Public Sector Disability Employment Strategy, Plan and Toolkit
South Australian Public Sector Diversity and Inclusion Strategy and Plan 
Inclusive SA ‘Report It Right’ Media Reporting Guidelines 

Toolkit feedback:
This toolkit was developed by the Department of Human Services.
Email DHSdisabilityinclusion@sa.gov.au
Phone (08) 8415 4383
The information in this publication can be provided in an alternative format or another language on request.












Checklist 1– Preparing for an accessible and inclusive event
· Has an overall event plan been developed?
· Have people with lived experience of disability been included in the planning?
· Have people with lived experience of disability been included in the setting up the event?
· Have people with lived experience of disability been included in the running of the event?
· Have issues of accessibility been allowed for in the budget?
· Has event timing taken into account accessibility?
· Is marketing material accessible? 
· Does marketing material include accessibility information relating to the event?
· Does information in the site map and program highlight accessibility?
· Is the event website WCAG compliant? 
· Has consideration been given to use of assistive technology?
· Is the registration process accessible and informative? 
· Has allowance been made for assistance animals?
· Has consideration been given to allowing entry by companions?
· Has accessibility been considered for catering?
· Do you have enough staff and volunteers, and has disability awareness training been provided?  
· Has consideration been given to broader inclusivity?





Checklist 2 – Holding an accessible and inclusive event
Is the proposed venue accessible?
Check (where applicable):
· Pathways to the venue entrance are safe and accessible 
· Handrails are in place for stairs
· Ramps are installed and meet the required standards
· Access ways to lifts are clear and lifts are operating
· Doorways are wide enough for wheelchairs
· Doors are easy to open and keep open to enable access
· Entry ways, walkways and foyers are clear of hazards
· Signage is clear, visible and meets guidelines
· Sufficient accessible toilets are available (1 per 10 toilets)
· Accessible toilets meet required standards 
· Accessible toilets are placed outside and inside the venue and near catering
· There are accessible drop off points near the entrance to the event/venue
· There is sufficient accessible car parking available close to the entrance
· Public transport is available nearby and accessible to the entrance
· Additional public transport options are provided (eg. Taxi, shuttle bus)
· The registration table or area is easily accessible to people with disability
· A person at a nominated location is identified to assist and provide information to people with disability
· Seating arrangements allow for wheelchairs, mobility aids and companions
· Staging and other setup arrangements allow for appropriate access
· An unobstructed view of Auslan translators is provided for attendees
· A quiet room is provided for attendees including sensory kits
· First aid kits are accessible and up to date
· Hazards are identified and either removed or cordoned off
· The emergency plan includes specific information relating to evacuation of people with disability
Is the proposed event inclusive?
· Lighting is suitable for people with disability to move about, to see information and Auslan interpreters and does not contribute to sensory overload
· Sound takes into account possible impacts on people with sensory sensitivity and includes hearing loops
· Audio-visual equipment and projection caters for people with disability
· The MC has and is instructed to share disability access information
· Catering area and food and drink are accessible
· Cutlery, plates and utensils are not restrictive and cater for the needs of people with disability
· Staff are available to assist those with disability in the catering area
· Staff are available at the entrance to the event/venue and in the venue to assist people with disability
Additional considerations (add your own)
· 
Checklist 3 - Delivering your online event
Access for people who are blind, have low vision or have sensory sensitivity
· Make sure the speaker’s face is well-lit and can be clearly seen.
· If there is a method that will be used to vote or flag who can speak next, make sure all participants can access the process.
· Describe live activity out loud. 
· Describe any images, read any text that appears on screen, and describe any gestures as if you were explaining it to someone who isn’t in the same room as you.

Access for people who have intellectual or developmental disability
· Be patient with your attendees when you’re explaining how to use online platforms. Repeat information if necessary.
· Use accessible, plain language during the event and avoid using jargon.
· Include thinking time and breaks into your event.
· Leave time for questions.
· Read messages in chat boxes out loud to everyone.
After the online event
· Share materials in an accessible format.
· If your team live-tweeted the event or if a Twitter chat was part of the event, create a blog post or other easy read collection of those tweets for anyone who was unable to participate live.
· Offer attendees the opportunity to provide feedback about the event, including accessibility, to help you prepare to plan the next one.
Primary information source: https://rootedinrights.org/how-to-make-your-virtual-meetings-and-events-accessible-to-the-disability-community/ 
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