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The 7 Essential Elements

01 An Accessible Registration Process
· If this is not accessible disabled people cannot attend. Therefore, provide several alternatives for people registering to meet several access requirements.
02 Provide Details of Structure
· This will help your participants to know what they will require in order to engage and participate. The more information you can give, the likely people will know what they need.
03 Enquire About Access Requirements
· Provide opportunity for people to tell you about the access requirements they have. You can also share ideas to give people a jumping off point. An access requirement can be intangible. For example, more time to do something.
04 Make Sure Your Venue/platform is Accessible
· Ensure your disabled participants can navigate around the online space or platform. Think about how people will get to the space (if it is face-to-face) and if they can engage during the event. Consider the time of day the event is being hosted and how easy it is to get there.


05 Give Accessibility Guidance to Speakers
· This will enable speakers to ensure that they are providing accessible talks and sessions. It will also support you with consistency of engagement throughout the event.
06 Familiarise Yourself with the Accessibility of the Venue
· Where the accessible toilets are, how to leave in an emergency, how to operate the hearing loop etc.
07 Analyse your Feedback
· When your event has ended, analyse any feedback you gathered about the accessibility of the day; Good and Bad. After you have analysed the feedback make a plan to action the things that can be improved for the future.
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