STAFF GUIDELINES TO MAKING MEETINGS ACCESSIBLE

Northumberland County Council has a legal requirement to make our services accessible to all our residents.    The information below provides information and suggestions to help us make our meetings more inclusive.  It also assists us to maintain the Council’s commitment in supporting our drive for better engagement with our residents and partners.  As employees of the Council we should always demonstrate our commitment to be an inclusive organisation that welcomes and respects the needs of our customers.
Legal Requirements
The DDA (Disability Discrimination Act 1995) creates rights for any individual, defined by the Act as a disabled person, not to be discriminated against in:

· Employment

· Provision of goods, facilities and services

· Education and training

· Provision of transport 
From December 2006,  the DDA was expanded and required that all local authorities should ensure that their policies, procedures and practices do not treat a disabled person less favourably.  It is required that we must anticipate requirements for reasonable adjustments to information, services and physical features, and provide auxiliary aids such as the provision of interpreters. There is also a new statutory duty for local authorities to eliminate all forms of harassment and encourage participation by disabled people.
Race  Relations Act
The Race Relations Act (amended 2003) sets out the legal requirements for all local authorities to make sure that their policies/services do not exclude any residents. By race we also mean colour, nationality and culture.  Our statutory duty to promote race equality is to: 
· Eliminate racial discrimination

· Promote equal opportunities 

· Promote good race relations in Northumberland


What is "discrimination" in the delivery of services?
It is treating a person less favourably for reasons relating to their impairment, or difference and by not making reasonable adjustments to your services so that they are able to use them.   If a person feels wrongly excluded from the provision of services, they have recourse to the courts and can claim damages, for injury to feelings as well as any financial loss.
Example of less favourable treatment is: 

a.  
excluding someone from information provision ie not offering information in a different format – partially sighted – large print, not include people where English is a second language.
b.  
providing someone with a lower standard of service 

c.  
providing someone with a service on worse terms in comparison with non-disabled people ie expecting them to climb stairs to enter a building.

Considerations for choosing an accessible location

· Plan an on-site visit to the location under consideration in order to determine its level of accessibility before you book your meeting/event

· As part of your investigations inquire about recent renovations or current constructions that may have an impact upon accessibility.

· Ask whether staff at the location have been trained in disability awareness.

· Ensure that there are a number of accessible parking slots and that they are on firm non-slip surfaces.

· Where appropriate, make sure the location is serviced by public transport.  

· If steps are included at the entrance, ensure that there is a safe ramp with handrails to both sides with a gently sloping gradient (1:20), or a lift to the entrance, wheelchair or alternatively provide a member of staff to bring people in the lift.

· Ensure that toilets are accessible, especially for wheelchair users.

· Where appropriate, provide water bowls for assistance dogs, especially if the event is a long one as well as appropriate resting and exercise space.

Arranging interpreters or hearing systems
· Language interpreters can operate either on a one to one basis or in a large meeting can be via interpretation booths (ideal for large conferences, take up 2metre installation space) where people can access their language individually through the use of technology.  They are usually booked at least one month in advance.  Usually it is sufficient to provide a translator (suppliers see appendix 5)
·  Where a meeting or event is organised to take place for more than one hour, two interpreters should be booked.

· Sign language interpreters are in demand and should be booked at least one month in advance.  Please see appendix  for suppliers.
· All interpreters should also have copies of any presentation material at least one week before the event. They should also have a copy of any verbal presentation, particularly if technical or specialist language will be used.
· Hearing Loops (sometimes called induction loops)– There are a few different types but two categories static and portable.  They work by picking up the speakers’ voice and amplifying it as a magnetic field via a hearing aid so the user can hear more clearly.  Northumberland County Council’s Council chamber is fitted with a static hearing loop system. For external use Personnel have a portable system which is available for hire but this is only when they are not running a training course. Contact:  TO BE AGREED…..

Paperwork available in alternative formats

It is important to consider the communication needs of your whole audience when preparing your meeting or event and accessibility is one important component of your communications plan.  

All information should be prepared in alternative formats (Large print) and sent out at least 10 days in advance.  If you know your audience particularly wants information on tape or Braille or a different language then you must allow at least two weeks for preparation.  It is usually acceptable to provide a large print version in preferably size 18 point (minimum 16 point).

Enclose a Registration form to get an indication of your audiences needs. Please see Appendix One for an example of what questions you may likely need to ask.
Information Distribution:

1. A large scale map to locate the venue with directions and information

2. Include a registration form (see appendix One) when sending invitation out.

3. Information about parking and public transport

4. Contact details of organiser

5. No agenda item should be discussed at meetings when prior information has not been circulated unless it is a focus group which needs to obtain “gut reactions” rather than considered opinions

6. Don’t make assumptions that people are non-disabled and tell everyone about accessibility of venue ie lifts, accessible parking.
Arrangement, Layout and requirements

· Tables and chairs should be at a height to allow a wheelchair or scooter.  As a guide this is usually 5-7cm above average desk height (approx 79 – 82 cm).  A sign language interpreter should not be located in front of a door or where people will be walking in front of or behind and there should be no background distractions.
· A clear area between the sign language interpreter and participants must be available and the interpreter should be appropriately lit, avoiding shadows on their face.

· When speech to text is used, and it is not displayed on a large screen, the room layout should be arranged to accommodate this service

· Ensure that the room is arranged so that a wheelchairs and assistance dogs can manoeuvre around tables and chairs. Manoeuvring space allow approx 130cm turning space for wheelchair users and approximately the same clear passageway for someone on crutches.
· Ensure that participants can choose where they wish to sit.

· Ensure that cables, wires and microphones are well secured and do not block traffic.

· Where possible make sure that there is no background noise or background music – this interferes with loop and hearing aids.

· Investigate the availability of installed or portable FM listening systems in meeting facilities for people who have a hearing loss. (An FM system consists of a transmitter used by the speaker and a received used by the listener) see supplier appendix four.
Registration and Reception

All reception areas and procedures should be accessible for disabled people and alongside other access issues also include:

· Brief reception staff on access issues before the arrival of delegates (ie whether a person attending has a hearing problem etc).

· Large signs outside the room

· Chairs available at registration and reception

· Sign or language interpreters if previously booked to be available at reception.

· Papers including signing up for workshops to be available in accessible formats.

· If you are badging delegates,  please prepare in advance and use a simple clip on style

· Induction loops or other appropriate sound enhancement systems clearly indicated to all participants (please see suppliers).

Programme Structure and briefing Speakers and other support staff

· Build in appropriate access breaks for delegates – allow short breaks every 30 minutes where interpreters are involved.

· Ensure that speakers/presenters are briefed well in advance on inclusive presentations and access issues.

· Arrange interpreters/notetakers in advance of meeting/event.

· Organisers should check that support staff including reception are briefed or aware of good practice, especially when using another organisation’s venue such as hotels.

Presentations

· Check that any presentations and paperwork, produced by visiting presenters, will be available in accessible formats to send out in advance of the meeting or event. 

· Wherever possible, the use of overhead projectors, flow charts and graphics should be avoided, unless the information has been provided to participants in a format accessible to them, at least ten days before the meeting or event.
· Avoid using coloured presentational backgrounds. Where colour is used, choose contrasting print on clear backgrounds.

· When an overhead projector, flip chart or Power Point presentation is used, each point should be read out and images and diagrams described.  It should never be assumed that everyone will either be able to see or read a visual presentation.  Reading it out will also allow for sign language interpretation of the material being presented and for people using other formats, such as Braille, to ensure that they are following the material.

· Remind speakers that they should avoid using abbreviations, jargon, technical or specialist terms during their presentations, which may not be understood by participants or ensure that these terms are clearly explained during the presentation
EVALUATION

Always allow some time when planning the agenda to evaluate the success of the meeting/event.  See attached an example of an evaluation form which uses images as well as text to assist delegates with learning/and partially sighted. (Appendix 2 )

Meeting with disabled people – communication guidelines
There are various type of physical disabilities which includes speech impairment, arthritis etc.
· If you offer assistance to a disabled person, wait until your offer is accepted before you help. Ask how the person wishes you to assist - don't assume you know the best way. 

· Talk directly to a disabled person not through a facilitator, personal assistant (PA) or interpreter who may be with them. Don't avoid eye contact.

· Avoid personal or negative questions about a person's impairment. Decide what you really need to know, for example, "do you have any access or communication requirements that I should be aware of?"
· Don’t pretend to understand, if you don’t understand what someone is saying. This is very disrespectful and it is better to explain that you didn’t understand or ask for clarification. 

· Give time for a person with an impairment to participate in discussions, to sign, use facial expressions or use their personal assistant to assist them communicate. Not being able to speak, does not mean that they have nothing to say.  Always be aware that speaking slowly does not mean that someone thinks slowly.

· Try to establish a comfortable eye level when talking to a wheelchair user. Where possible, sit or perch so the person doesn't have to crane their neck. Don't invade someone’s space by leaning over them.! Never grab and move someone's wheelchair/or aid without first asking their permission. It is part of their body space.

· Don't make assumptions that people are non-disabled if their impairment isn't obvious, for example, tell everyone about lift access.
· All assistance dogs are working dogs and should not be treated as pets or fed, patted or distracted when they are working, without permission of the owner
· Ask questions that can be answered ‘YES’ or ‘NO’
· Be patient – people with speech impediments may take longer to respond.

Meeting with deaf people, including hard of hearing people, they may or may not use lip reading. You should always: 

· Look directly at a person with light on your face rather than behind you and always use eye contact. Do not look down eg while you are writing
· Keep food, hands, pens etc away from your face or mouth while speaking so as not to obscure your mouth
· Speak a clearly but a little slower, but not too slow and at your usual volume,  don’t raise your voice. 
· Try to minimise background sounds
· Try to use facial expressions, gestures and body language, where possible, and you may need to rephrase your words as some words sound similar to lipspeakers ;

· Consider writing down information using plain English, where   appropriate;

· Attract a deaf person's attention, if necessary, with a light tap on the shoulder, wave of your hand.
Meeting people who are blind or partially sighted: 

Only 10% of people who are termed as legally blind see absolutely nothing.  The majority have some vision. 

· Identify yourself and, if appropriate, introduce anyone else who is present and where they are located in the room;

· Use the person's name when you talk to them, otherwise they may not know you are addressing them if there are several people present;

· When in a group, say the name of the person to whom you are speaking;

· Offer your arm as support, if appropriate;

· Explain where something has been placed or is sited, e.g. "I've put your coffee by your right hand "; "the chair's on your left", rather than grabbing the person’s hand and placing it on the object.

· Don’t leave someone talking to an empty space. Say when you wish to end a conversation or move away, or, if appropriate, let the person know when someone else has left the group or room.

Meeting with people with a learning difficulties (learning disabled people):
Up to 20% of the population has a learning disability.  Learning disabilities have nothing to do with intelligence or psychiatric conditions – many people with learning disabilities are successful professionals.  

· Provide information using plain language and where appropriate use words and pictures, sometimes called "easy read" format. 
· Allow sufficient time for delegates to look through information and understand the issues and be prepared to repeat or rephrase information to enable delegates to respond.   Where appropriate offer assistance.

· Consider summarising discussions to ensure people understand the issues.
· Where advocates accompany participants, they should be welcomed and allowed to present information. Extra time should be given at meetings or when a person wants to speak, so that the advocate and partner can work together.
· Don’t be afraid to ask someone to repeat something you didn’t understand.

Example of an Access Requirements Form   (App 1)
This example form identifies requirements that may need to be identified and met, as well as additional requirements that may be supported or funded, directly by the organisers or provided directly by participants.  See also the example attendance form using symbols in Appendix 2.  These forms should be adapted to suit the event.
Name   …………………………………………………………………………………………………………

Group or organisation   ………………………………………………………………………………………

Contact address   …………………………………………………………………………………………….

…………………………………………………………………………………………………………………..

Telephone number   ………………………………………………………………………………………….  

Email address ………………………………………….  Fax Number   …………………………………..

Please note that receipts or completed mileage claim forms are required to claim all expenses.

	Do you require?
	 Yes
	       No

	An accessible parking space booked in advance ……………………………...
	
	

	Information in large print (18 point sans-serif) ……………………...................
	
	

	Information in Braille ………………………………………………………………
	
	

	Information in standard print (14 point sans-serif) ……………………………..
	
	

	Information by email ……………………………………………………………….
	
	

	Information in Word ………………………………………………………………..
	
	

	Information in plain or MS-DOS text …………………………………………….
	
	

	Information in Rich Text Format (RTF) ……………………………...................
	
	

	Information by audio tape …………………………………………………………
	
	


	
If  you are a wheelchair user will you be using it at this event ……………...
	
	


	Are you brining a guide or hearing dog with you?  ……………...


	
	


	Support workers and communication support 
	 Yes
	       No

	Will you be bringing a support worker? ………………………………………….
	
	

	Do you require an interpreter? ……………………...........................................
	
	

	
	 Yes
	       No

	Do you require a communication assistant or support worker? ……………… 
	
	


	If yes, please give details of your requirements e.g. British Sign Language, Sign Supported English, Makaton, or other language, including local community languages such as Polish, Cantonese etc.
	

	If a sign language interpreter is required, what level?.......................
	


	
	 Yes
	       No

	Do you require a lipspeaker?..........................................................................
	
	

	Do you require a notetaker?...........................................................................
	
	

	Do you require a specific communication assistant or support worker?
	
	


If yes, please give details ………………………………………………………………........................

	
	 Yes
	       No

	Do you have any other access requirements? …………………………………
	
	


If yes, please give details ……………………………………………………………….........................
	
	 Yes
	     No

	Will you be staying for lunch/dinner (or other meals)? ………………………..
	
	

	Will your support worker be staying for lunch/dinner (or other meals)? (if appropriate) ………………………………………………………………………...
	
	

	Do you have any dietary requirements? ………………………………………...
	
	


If yes, please give details ……………………………………………………………….........................
	
	 Yes
	       No

	Does your support worker have any dietary requirements? (if appropriate)
	
	


If yes, please give details ………………………………………………………………........................
Please send this form back by (date)………………………………… in your preferred format to:

Name …………………………………………………………………………………………………………..

Address ...…………………………………………………………………................................................
Email address …………………………………………………………………………………………….....
Website address …………………………………………………………………………………………....
Example of a Conference Evaluation Form with  images   App.   2

We would like to know whether or not you have found today’s conference both enjoyable and helpful.

1.  
Did you receive useful information about the  

conference?

Yes


No 
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If not – please tell us why …………………………..

………………………………………………………….

2.  
What did you find the most interesting about   the day?
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Please tell us ………………………………………

……………………………………………………….

3. What did you find the least interesting about the  

day?
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Please tell us …………………………………………………………

…………………………………………………………

4.  
Could anything have been made better?


Yes               No  
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If yes, please tell us …………………………………

…………………………………………………………

5. Was the conference easy to understand and take  

part in?

Yes          No 
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6. Did the venue, food and day meet your  

requirements?

Yes           No 
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If not, please tell us why? …………………………….

…………………………………………………………..

If you have any other things to say, or ideas that would be useful for future meetings, then please let us know. 
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…………………………………………………………..

……………………………………………………………

