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1 How to use the access checklist  
Where to begin first  
Before you tackle the issue of selecting your venue first ensure that:  
 

1. You know your audience – are they invited likeminded professionals in a specific 
field or members of a group of residents and friends from a local community?  

 
2. What style of meeting or event you intend to hold  

a. Is it a discussion group?  
b. A training seminar?  
c. An open meeting?  

 
Having established these key points it may be some locations rule 
themselves out or other questions actually start to occur.  

The needs of disabled people  
The barriers that disabled people frequently face may not automatically come to mind. 
Although, the provision of access is not complicated, it has still yet to become a part of 
every organisation’s common sense.  
 
Some common problems at the simplest informal meeting are:   

1. Inaccessible buildings  
2. Information in the wrong format  
3. No provision for different communication needs  

 
Remember – if someone can’t take part in the meeting etc it’s:  

1. Frustrating and a loss of dignity for the disabled person  
2. A waste of time and money.  
3. You may have to do it all over again in an accessible way  

 
You should think of the Checklist as a tool to help you learn and to expand your 
knowledge.  
 
At first, making your meetings accessible will take longer (and you will make 
mistakes) and you should allow for this. However, it will help if you don’t think of it as an 
additional task for a “special minority”, but as a chance to contact a wider group 
of people.  
 
It is important to be flexible and responsive.  
 
And finally, bear in mind the need to ensure your event or meeting is  environmentally 
friendly. Use the Greener Events guide on the Intranet to help you. 
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2 Your guide to the essentials list for meetings  

These are the “deal breaker” issues – they make or break your choice of venue.  Check them first before 
you book. 
ISSUE  WHAT TO DO  CHECKED  
Travel to the venue Provide designated car parking spaces as close to the entrance as you are 

able to. If there aren’t any you’ll need to create some temporary ones. 
Offer people the bus and train access and timetable information (Check the 
format they want it in). 

 

Route to venue and the entrance There must be a level or ramped path up to the entrance and a ramp to 
overcome any steps at the entrance. 
Any doors used by your participants must have a clear opening width of at 
least 800mm. 

 

If your meeting is to be on the first or 
a higher floor 

Not only is a lift needed but it must be suitable for the participants needs. 
Remember, not all wheelchairs are the same size. 
Check, is anyone coming by scooter? 
The alternative is a stairlift. You need to make sure you know how to use it, if 
there are any particular operating instructions, or a weight or size restriction. 

 

Fire escape Take the time to check this issue thoroughly. 
You need to be able to pass on to participants: 
• Which exits must be used 
• Who will provide assistance to disabled participants and where they 

should meet.  
Whoever runs the building should provide this information. It’s not your job to 
plan for this eventuality. 

 

Accessible toilets Locate the unisex toilet for disabled people and ask if its properly fitted out for 
use by disabled people 
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These are the things that have to be done to set your meeting up – before you set off 
ISSUE  WHAT TO DO  CHECKED  
Publicity and printed material All you need to know is in the council’s Accessible Information Guide 2008. 

(It’s got its own Checklist) 
Key points are be set up and ready to respond to requests and to provide: 
1. Large print, audiotape, Braille, CD, or email versions of printed material if 

requested. 
2. Tactile versions of any diagrams or maps. 

 

Assistance Not every building is accessible to everyone so it’s reasonable to have to 
provide assistance for people who face barriers accessing the meeting venue. 
(Could be in the car park, at the lift or to open doors). 
Plan your meeting schedule so as to allow time to provide assistance. Do you 
need other people with you? 

 

Signage Are there clear signs showing the way to the accessible entrance, the meeting 
room(s) and toilets etc? 
If not you will need get some printed ones made up in advance. 

 

Communication aids Hearing impaired people may need an induction loop in the meeting room. 
Check the venue has one or book out a portable system 
from the Equality and Diversity Team. 
Deaf people all have different needs so you may need a suitably qualified 
Interpreter. 
(There are different types). You must make arrangements as soon as 
possible but probably at least two weeks before the meeting for Sign 
Language Interpreters. 

 

mailto:anthony.rylands@n-soemerset.gov.uk?subject=Meeting%20and%20Venue%20Checklist%20request%20-%20Induction%20loop%20booking
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These are the things to check at the venue 
ISSUE  WHAT TO DO  CHECKED  
Suitable seating layouts  Be prepared to make spaces for wheelchair users or assistance dogs in the 

room(s) by removing seats etc. 
 

 Check there is adequate room between rows for walking aid users and 
assistance dogs. 

 

 Identify people you have specific seating needs; eg lip readers must be 
near and in line of sight of your speaker(s). Deaf people must be able to see 
interpreters. 

 

Visual aids  Remind speaker(s) to provide precise spoken commentary for visual displays, 
for example, PowerPoint presentations etc. 

 

Conduct of the meeting The Chair and Facilitators must be aware of how they can include people with 
learning or sensory impairments in the meeting.  

 

Breaks  The timing of breaks must: 
• Allow Facilitators and Interpreters to rest  
• Give mobility impaired people time to get to and from toilets and 

other facilities.  

 

Fees and enabling expenses:  
■  
 

Set your meetings up so you can offer: 
• Payments of travelling expenses for disabled people who face 

barriers when using public transport  
• Expenses at the meeting by cash wherever possible.  
• Enabling expenses for disabled people who need personal assistants to 

attend meetings.  

 

Feedback  Don’t forget to report the outcomes of your meeting in accessible formats. 
Check at the meeting what people might need.  
Seek feedback on how the meeting was run, the venue and 
improvements for any future meetings.  

 

There’s always a next time If you meet again or stay in contact agree you can record people’s access 
needs and plan to ensure they are met for your next meeting. If it’s a 
series of meetings book interpreters or equipment in advance.  
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3 Supporting information for implementation of 
checklist  
Some of the information required to implement this Checklist should be 
available to you within your own Service. Where this is not the case, 
copies have been attached in the Appendix One.  
 
Please use the contact numbers in section A2.03 if you have any queries.  
 

ACTIVITY  BACKGROUND INFORMATION  

The Deal Breaker issues – to check before a venue is booked  
Travel to venue  Technical information primarily on car parking 

Appendix one Section A1.01  
Entrance and Route 
to Entrance  
  

Technical information (acceptable ramp 
gradients etc) is available in Appendix One, section 
A1.02  

Meetings on first or 
higher floors 

Technical information is available in design sheet 11 
on the first, or a higher floor Lifts. Appendix one 
Section A1.03 

Fire escape Whilst there is council guidance on these issues the 
solution to this one should be provided by the 
building owner or manager. Advice can be sought 
from the Facilities Team for council buildings or the 
more generally, the Health and Safety Team. In 
either case you can also always contact the Access 
Officer, (see contact list). Technical guidance is in 
Appendix one, Section A1.04 

Accessible toilets Technical information on toilet layout etc is in 
Appendix one, Section A1.05. 

To be done to set your meeting up – before you set off  
Publicity and printed 
material  

The council’s Accessible Information Guide 2008 
contains all the relevant information 

Assistance  No specific information.  
 
Contact the Access Officer for detailed advice, 
but in every case always begin by simply asking the 
person what they want and be guided by them. 

Signage  Technical information is in Appendix one Section 
A1.08  

Communication Aids Contact the relevant Facilities Manager or the person 
who you booked the room with. Alternatively a 
portable system is available from the 
Equality and Diversity Team.  
A technical explanation of the equipment is in 
Appendix one, Section A1.09 

http://www.n-somerset.gov.uk/community/equalities/Pages/Information-for-disabled-people.aspx#c
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ACTIVITY  BACKGROUND INFORMATION  

Things to check at the venue  
Suitable seating  
layouts  

See guidance in Appendix one, SectionA1.10 
Visual aids  

Visual Aids See guidance in Appendix  one, Section A1.11 
Conduct  of the Meeting 

Conduct of meeting See guidance in Appendix one 
Section A1.12 “Meeting Charter” 

Breaks  No specific information  
Fees and Enabling  
Expenses  

No specific information   

Things to after the event, back at your desk  
Feedback  No specific information  
There’s always a  
next time 

No specific information 
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4 General guidance  
When to make your venue assessment  
Your access assessment should begin as soon as you identify a need for a 
meeting. If you can’t identify an accessible venue, it may influence 
your decision to hold a meeting at all. You may need to find an alternative 
way of communicating with people.  
 
A separate schedule contains a list of the council’s venues and 
describes their accessibility. The venue assessment was undertaken by the 
Access Officer for Disabled People.  
 
Alternatively, the Community Meeting Places website will help you 
identify community and private venues that also may meet the criteria shown 
in the Checklist. If you use one of the listed places (just type in a location), 
there is a still a need to check its accessibility since this has not been 
formally verified by the council and you will need to ensure it meets 
your particular meeting or  event’s needs.  
 
You will have to plan your timetable (from publicity to feedback) with access in 
mind. For example, you will need to provide the opportunity for people to 
tell you of their access arrangements and for you to provide them. You 
may find that you have to seek an alternative venue and you must allow time 
to do this. You will have to allow for additional finance, for example, 
paying for audio transcriptions, accessible taxis, or additional staff  time.  
If it is a public meeting, you must take reasonable steps to provide for anyone 
who might attend. Where the meeting is closed, and you know who will be 
attending, (and their specific needs), you may be able to dispense with some 
areas of the checklist. If you are in any doubt ask the participants first. 
 
Step by Step (or Ramp by Ramp) Guide to setting up a meeting 

1. Very early in your planning process identify your venue and establish 
it is accessible. Only then can you start to publicise your meeting etc.  

2. You must personally visit the venue and undertake an 
assessment using the Checklist.  

3. Walk the route your participants will use and note the features the 
Checklist prompts  

4. you to look for. You will then be able to action the missing elements or  
accurately describe to a participant a flight of steps, the lift etc.  

5. Ask those people responsible for the venue if there are any immediate 
tasks, for example, booking parking spaces, temporary signs etc. 
Remember  the need to resolve the fire escape issues. Even moving a 
meeting to the ground floor may not entirely resolve this matter. 
This single issue might mean your meeting can’t take place.  

6. Any physical access queries you are unsure of, or areas, which do 
not meet the Council’s criteria, should be referred to the 
Access Officer for Disabled  People. (See Contact details).  

7. Make sure your timetable will allow you to find 
out about requirements you don’t know of at the outset and provide 

http://map.n-somerset.gov.uk/MyNS.html
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for them later. For example, you may not want to provide a sign 
language interpreter until you know some deaf people want to attend 
your event. In which case your publicity will need to give a cut off date 
(at least two weeks before your meeting).  

8. Book any communication aids that you know will be needed, 
for example, a portable induction loop or infra red system – if the 
venue doesn’t have one - or, sign language interpreters.  

9. Contact participants, where known and ask if they have any specific 
access requirements. As a prompt run through any known 
problems from your assessment notes.  

10. Arrange for payment of the travelling expenses for those disabled 
people for whom public transport is not accessible, or those who need 
to use personal assistants.  

11. When running the meeting bear in mind the Meeting Charter. 
Importantly, ensure everyone is welcomed and integrated into the 
meeting. Do not allow papers to be circulated at the meeting  
that are not short enough to be read out. It wastes time. 
If participants are unable to access the information in the short time 
available it can undermine the very reason you invited people to the 
meeting.  

12. When the meeting is over you should ensure everyone is able to leave 
the building and find their way to taxis, cars etc.  

13. Send out any feedback from the meeting in accessible formats. 
It’s often useful to keep a spare copy of a tape etc for people who 
might require another for a colleague, or for your records; for example, 
a long term consultation with a neighbourhood group.  

 
Think inclusive and not ‘special’; and remember if your meeting is accessible 
to disabled people, it will be accessible to everyone.  
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Appendix One  
Technical supporting information  
A1.01 Travel to venue  

Key principles  
Disabled people rely heavily on the car whether it’s in the form of a taxi or one 
they, or friends own. Public transport, though increasingly accessible, 
does not fully meet their needs in many ways. It is therefore 
important that parking and provision for dropping off a disabled person, 
is always made even though space may not be provided for anyone else.  
Contact service operators to check if your venue is on an accessible bus route 
or train route. If there is a bus or rail station nearby check the route to your  
venue.  

Design criteria   

All areas for vehicles 
• Surfaces have a smooth finish, avoiding the use of loose 

granular materials like gravel or cobbles or setts.  
Kerbs between the vehicle areas and the pedestrian footway must be 
ramped or have a dropped kerb to provide access for wheelchair users. 

• Entire 
parking bay etc. 
must be on 
level ground.  

 

Parking Bays 
• Must be close to the 

entrance to the 
building ie within 
20m.  

• A space 1.2m deep 
should be provided at 
the rear of the bay to 
allow for rear access 
to the vehicle. 
(This should be out of 
vehicle manoeuvring 
areas).  

• At least 3.6m by 4.8m 
long, laid out as 
shown in diagram 
below 
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A1.02 Route to entrance and entrance design  

Key principles  
Pedestrian routes need to be free of any clutter or poor surfaces that are in 
effect a barrier.  
 
Entrances must have doors that are of suitable widths and easy to open. 
Glazing must not create a hazard.  

Design criteria  
Route to entrance  
• Routes must be well lit and of a suitable width.  
• A minimum width of 900 mm is acceptable for paths with one way traffic, 

or low usage.  
• Whereas at least 1200 mm wide would be required where people need to 

pass.  
• Kerbs must be ramped and so must be any other change in level.  
• Gates and barriers must be easy for disabled people to open.  

Entrances  
• The access into the building must be level or ramped.  
• The entrance must provide a door with at least one leaf with a 

clear opening width of at least 800 mm. The threshold preferably should 
be level or flush, but a maximum upstand of 15 mm would be acceptable.  

• Any large areas of glazing must be highlighted to ensure that it is clearly 
identifiable by disabled people. This should take the form of two 
clearly contrasting coloured bands, at least 150 mm wide located 
at heights of 1050 mm and 1500 mm.  

• Attention should be paid to any fire exits and the same 
accessibility standards applied to the route out of the building as have 
been used for the entrance.  

Automated doors  
All doors must at least comply with the manual swing door criteria.  
• The operation of the doors should be tailored to the pedestrian flows, 

making use of automatic sensors wherever possible to operate the doors.  
• Any manually operated switches should be located between 750mm and 

1000mm above the floor level, illuminated from behind, and use raised 
tactile lettering and pictograms.  

• Doors should automatically open and shut.  
• Does the door stop if you stand in the way to protect slower users or  

anyone caught in their path?  
• Are they clearly illuminated, can you see them easily?  
• Are there warning symbols on the face of the doors to identify what they  

are?  
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A1.03 Upper floor meetings  

Key principles  
Anywhere not accessible by way of a ramp or which is on different floor in the 
building will require lift access. This is essential.  

Design criteria  
Enclosed passenger car lifts and short rise lifts  

• The lift must be at least 1100 mm by 1400 mm.  
• It must have a door with a clear opening width of at least 800 mm.  
• The controls must meet the following criteria. If they do not assistance 

must be available to help to operate the lift if required.  
• The control panel is within the height range of 900mm to 1100mm, 

vertically or horizontally arranged.  
• The controls require a constant pressure to operate them 
• All controls must have raised letters and symbols.  
• A clear audio system must be included to describe all the actions of the 

lift eg doors closing, floor number, etc.  
• A suitable emergency communication system is fitted suitable for use 

by sensory impaired people.  

Stair lift operation  
Assistance must be available to operate the lift if required. It is important to 
ensure that whoever provides the assistance is familiar with its operation and 
safety features. Many buildings require a member of the building staff to be on 
hand to undertake this role. It is important to check a suitable 
member of staff will be on hand at the time of your meeting.  
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A1.04 Fire escape  

Key principles  
It is important to ensure that all visitors attending any meeting are able to do 
so safely and this includes being safe in the event of an emergency. 
If appropriate measures are not in place then a building should not be used.  
The denial of access to a disabled person simply on the broad 
grounds it may be dangerous to have disabled people, in general, in the 
building in case of fire or an emergency is likely to be held to be 
unlawful under the Equality Act 2010. It is therefore 
important that every opportunity to provide a suitable standard of 
access is investigated for each disabled person attending a meeting.  

Design criteria  
1. A management plan must be in place for the building for the safe 

evacuation of disabled people.  
• In practice you should be given instructions on how to evacuate the 

building on arrival at the venue. These may be in the form of a printed 
sheet in the room.  

• When booking the venue check that the needs of disabled people have 
been thought about and that the instructions will be provided.  

2. For anyone unable to leave by stairs or the chosen method of evacuation 
there must be an opportunity to wait in a “refuge” or place of safety which 
is protected from the fire.  

3. The means by which someone may be assisted from the building must be 
identified in the evacuation management plan.  

 
These issues are the responsibility of the organisation or the person 
running the venue.  
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A1.05 Accessible toilets  

Key principles  
 

Accessible unisex toilets must always be available that are suitable for all the 
disabled people using the building. A suitable toilet will be one that is in 
accordance with the diagrams one and two below.  

Design criteria  
Diagram one  
 

 

Accessible toilets, design criteria continued  
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Diagram two  
Where toilets do not contain all of these facilities or are smaller than the 
recommend size, please contact the Access Officer for Disabled People 
for further advice. (See contacts section). 
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A1.08 Signage  
All signs must normally follow the following criteria.  
 
Where a building does not have signs with these features, temporary signs can 
be created using a word processor which meet the essential points numbered 
1, 2 4 and 5.  

Where signs do not meet all the criteria, it will be essential that assistance 
is given to many disabled people attending a meeting over and above 
any other reasons, eg poor layout of building or unfamiliarity.  

Equipment is available from the Equality and Diversity Team at the Town 
Hall that will make up tactile signs from standard printed material if required. 
However check first with the Access Officer before embarking on this course 
of action.  
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A1.09 Communication aids  
There are two parts to this section, firstly, communication at meetings and 
secondly, by telephone.  

1 Induction loops and infrared systems  

Introduction  
A portable infrared system is available from the Equality and 
Diversity Team who will help explain how to set it up. However, if you would 
like to know more about the systems then read on.  

What is an induction loop system for?  
A loop system helps deaf people who use a hearing aid or loop listener to 
hear sounds more clearly because it reduces or cuts out background noise.  
 
At home, for example, loops are used to hear sound from televisions, 
stereos or radios. Induction loops can also be set up with a microphone to 
help hear conversations in noisy places. In the theatre, a loop can help 
hear the show more clearly. Normally a loop system cannot give stereo 
sound. If this is important, consideration should be given to using an infrared 
system.  

How do loop systems work?  
An induction loop is a cable that goes around the listening area. A  current  
from a loop amplifier powers the cable. The amplifier gets its signal from a 
direct connection with another sound source. This can be a sound 
system or TV set, or a microphone placed in front of the person speaking. The 
resulting electric current in the loop produces a magnetic field that  
matches the sound. The hearing impaired person can then pick up this 
magnetic field if they are sitting within the area of the loop and 
their hearing aid – or loop listening aid – is switched to the ‘T’ setting.  
 
Some telephones have a very small loop, called an inductive coupler, in the 
earpiece.  

How to use an induction loop system  
If the hearing impaired person’s hearing aid has a ‘T’ setting, they simply need 
to switch to ‘T’. If they do not have a suitable hearing aid they can still use a 
loop, but they will also need a ‘loop listener’. Some loop listeners are 
small boxes with headphones – others are worn as an earpiece.  
More than one person can benefit from a loop installed in a 
room as long as they each have their hearing aids set to ‘T’ or they are 
using loop listeners. They are not wired to any other equipment so they are 
free to move around and listen from anywhere within the loop.  

Possible problems with an induction loop system  
The users may find they have to turn up the volume on their hearing aids a 
little when they switch to ‘T’. But this should not be a problem if the loop 
has been set up properly. However, even if the loop system works correctly, 
they might pick up buzzing noises when the hearing aid is set to ‘T’, or when 
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using a loop listener. This is caused by interference on the hearing aid 
from electrical equipment such as fluorescent lights, dimmer switches 
or electric cables.  
 
Be aware that the loop signal can spill out beyond the area within the loop to 
other rooms. Walls, ceilings and floors do not block the magnetic 
waves from a loop. So a person using a system may be able to 
overhear sounds or conversations from rooms next door or directly above and 
below the loop. This could be a problem if a similar system is in use in an 
adjoining room, or if a confidential discussion is taking place. To get round 
this problem, the size of the loop could be reduced with perhaps some 
rearranging of seating. Alternatively, you could use an infrared system.  

What is an infrared system?  
An infrared system consists of a transmitter and a listening receiver. Sound 
is fed to the transmitter in the same way as with a loop system – either by a 
direct electrical connection or via a microphone. It is then transmitted to the 
hearing impaired person as invisible infrared light.  
 
To hear sound you need to use an infrared receiver: The underchin 
‘stetoclip’ type receiver is suitable for people who do not have a hearing aid. 
If someone normally uses a hearing aid, they will need to remove it before 
they can use this type of receiver.  
 
A neckloop receiver is for use with a hearing aid set to ‘T’. So, this type 
of receiver is suitable for people with a greater level of hearing loss.  
Infrared receivers are sometimes built into headphones, but you 
will probably need a model designed for hard of hearing people. All infrared 
receivers are battery operated so give you complete freedom of movement. 
Infrared systems are less likely than loops to have problems with interference, 
and sound will not spill over into other rooms. However, strong sunlight and 
dark wall coverings can reduce the quality of sound and the area over which 
they can work.  
 
Several infrared systems can be used at the same time in rooms next to each 
other and so they are suitable for confidential meetings or workshops with 
breakout sessions. They provide high quality sound. Stereo versions are 
available.  

Identification of the system being used  
When a building has been fitted with a loop or infrared system, 
it is usually mentioned in their adverts, newsletters and at the entrance to the 
building. Informative signs and symbols should be displayed. Unfortunately, 
not all service providers remember to advertise that they have installed a 
system, so it is always worth asking if it is not obvious.  
 
There may be ‘dead’ spots” or seating areas where the reception is not good. 
These should be marked with a special sign. If not or if there any doubt 
check with everyone before beginning the meeting.  
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At any venue there should be at least one member of staff responsible 
for keeping the system up and running, and for looking after infrared 
receivers and giving them out. 
 
When making a booking it is important to request as early as possible the 
need for a system. 
  
Systems that don’t work are often simply down to the fact they might not have 
been switched on or not set correctly Any difficulties with a loop or infrared 
system in a building you are visiting should initially be reported to the 
member of staff responsible for the system or the building manager.  

2 Typetalk relay service and TextDirect  
What is it?  
Typetalk is the national telephone relay service for people with communication 
impairments. There are an estimated 450,000 deaf, hard of hearing, speech–
impaired and deafblind people in the UK that cannot use a standard telephone 
The service was introduced in 1991, since then over 21 million calls have 
been made from Textphone users to hearing people and vice versa. 
Without Typetalk deaf and speech–impaired people would not be able to 
make telephone calls to hearing people, having to rely on friends and family to 
ring the bank, doctor etc on their behalf and hearing people would not be able 
to get in touch with textphone users.  
 
A Textphone or Minicom is the equipment a deaf or speech–impaired person 
would use to type and read the conversations being relayed by the Operator. 
A hearing person does not need any equipment if they are using the 
TypeTalk service to communicate with a deaf or speech–impaired person.  
Typetalk is managed by Action on Hearing Loss (formerly The 
Royal National Institute for Deaf people) and funded by BT.  
 
TextDirect is a telephone network service that allows customers to 
access Typetalk, use the telephone network and provide information such 
as call progress and rebate on calls where applicable. Available 24 hours a 
day, 365 days a year Typetalk and TextDirect allows textphone users to 
communicate with hearing people all over the world and vice versa.  

What to do  
The service is simple and free to use even for businesses. Calls are charged 
at standard telephone rates. A hearing person simply dials 18002 followed 
by the full telephone number of the person they wish to call. Once the 
call is answered by a textphone user a Typetalk Operator will join the line to 
relay the call. The hearing person will speak their part of the conversation and 
the Typetalk Operator will type exactly what is being said. The textphone 
user will then reply by speaking directly to the hearing person or Typing 
their conversation for the Typetalk Operator to read to the hearing person. 
If another hearing person answers the call, no Operator will be involved and 
the call will continue as normal even if you have used the prefix 18002.  



Meeting and Venue Checklist Guide 2013 

Page 21 of 29 
 

A1.10 Seating layouts  
The following criteria should be used for the room that is selected.  

Seating  
1 All seats should have arms and back rests.  
2 Space should be provided for wheelchair users to sit alongside seated 
participants, not in the aisles or on the corners  

Desks and tables  
• Should be in the range of 720 mm to 800 mm high, (measured to the 

surface)  
• Have a clear height to the underside of the desk of at least 650mm  
• Provide a recess under the desk surface at least 400 mm deep  
• Have space underneath adjoining chairs or the desk for a guide dog to sit  
• comfortably during a meeting or for crutches etc to be stored.  
• Have an area behind the desk at least 1500 mm, square.  

The room in general:  
• Must be free of cluttered areas and trip hazards, e.g. low furniture, 

trailing wires.  
• Have sufficient manoeuvring space for mobility impaired people in 

general areas, between rows of seats eg for guide dogs; around displays, 
etc.  
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A1.11 Visual aids  

Key Principles  
It is important that all forms of media are accessible to everyone attending a 
meeting. Where a particular media may create problems you should 
always ask the question, do you actually need to use it? Are there alternative 
ways of presenting the information, which are inclusive, simple and 
equally effective? Don’t be mesmerised by technology.  
 
Ensure the learning or presentation style matches your setting and the people 
you are speaking to. (See contacts list for more information or advice).  
 
Bear in mind the principles set out in the comments on running meetings. In 
presenting information at meetings using any form of visual aid, 
consider if there is anything in the material to be displayed that is new and 
should be sent out in advance.  

Presentations  
Many of the points described in this section are applicable to 
all visual aids issues.  
 
Where the audience must read the presentation on display, it should be 
sent out in advance to participants who would be unable to access the 
presentation media. Disabled people who have access to a reader or carer, 
who interprets the material for them will need the information at least 10 
days before a meeting.  
 
The presentation process must not only take account of participants who 
may be following the text on paper but also in an alternative format and 
receiving information by way of an interpreter.  
 
Reference to material on a screen should include a description of the 
object or feature to root the comment in the displayed material. It will also 
assist an interpreter to understand the point. Prior to a presentation, 
any interpreter should be briefed about the format of the presentation and 
they should have received the same copy of the material that would have 
been sent out to anyone unable to access the material.  

Photos  
If you feel the need to use visual images of any type again you will need to be 
prepared to describe them in detail for any visually impaired person so 
that they clearly understand the issue and example etc as well as anyone 
else.  
 
Any interpreters in the room will need time to deliver your descriptions. 
They should have sight of the images beforehand so that they are prepared 
and understand the concepts you wish to convey.  
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Plans  
There will be many situations where a plan or diagram will need to be used. 
Bear in mind that very few people are architecturally trained or familiar with 
many plans etc, but may be very interested in what you have to say and the 
project. They may not understand the notation or symbols – the 
architectural jargon – that may be the key to the presentation material. 
It should be simplified and time taken to explain the plans etc.  

What to show on plans 
Ensure the diagram or plan shows precisely the information that is needed 
for the meeting and is not the drainage or road alignment plan with a whole 
range of superfluous details, when the aim is simply to show a general layout. 
Colours should be used that are clear and have a good tonal contrast with 
each other.  

Producing plans 
They can be produced in one of two ways. The Equality and 
Diversity Team can advise on the detail and the Print Room have a machine 
which will convert drawings in to raised tactile plans at A3 or A4 size. Large 
drawings can be very effectively prepared by applying card to a base plan.  
 
In general tactile plans will need to be prepared for visually impaired people.  
This type of plan is of wider value to people who do not readily understand 
architectural drawings. For more information on what your plan should contain 
please contact the Access Officer for Disabled People who can also show you 
examples of plans etc.  
 
.  
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A1.12 Meeting charter  
This note sets out basic guidelines for all meetings. The aim is to ensure 
that they are always accessible to everyone and that everyone can attend and 
feel that they have an opportunity to participate if they wish.  
 
The Training and Development Team offer courses on chairing and 
running meetings (see contacts in appendix two). 

Setting the agenda  
It should be clear how people can put items onto the agenda and how 
it will work. For example:  

• State who will set the agenda  
• Under the “Items for the Next Agenda” list known items that will be 

included on every agenda.  
• Include the phrase by request to Ms. X or the Head of Y Service to 

show why something is being discussed.  
• Indicate the deadline for the submission of agenda items, and also; 

when the agenda papers be circulated.  
• The agenda should clearly indicate the time the meeting will close.  
• The agenda and any papers for the meeting should be circulated 

at least five working days before the meeting. This will allow people 
time to read and reflect on the content. Additional time should be 
allowed for audiotape versions of the papers to be circulated, with 
further additional time for the tapes to be prepared.  

Changing the agenda  
Papers should not be circulated at a meeting if people are not familiar with the 
content and the format is not accessible to all participants. In practice, 
this will usually mean that no new items should be tabled at a meeting unless 
they are to be accepted as a purely verbal matter.  
 
If written papers are to be circulated it must be with everyone’s 
individual agreement and time must be allowed for the papers to be read 
aloud. However, the reading of papers in this way will still disadvantage some 
disabled people.  

Focused discussions  
When discussions are taking place use these four key tips help to focus the 
discussion.  

• To read out the agenda at the beginning of the meeting.  
• To stick to the issue under discussion. For example, do not change the 

subject and try to introduce favourite topics.  
• To try to see how an issue will affect people in general and 

not just your own situation.  
• When referring to agenda papers (for example the minutes of the 

last meeting or reports) try and use headings and not page numbers, 
as this will make it easier for people who receive information on 
audiotape.  
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Making meetings accessible for people using an Interpreter or 
Facilliator (and everyone else!)  

• Allow the person speaking to finish BEFORE you make 
your contribution.  

• Introduce yourself before you make your first contribution.  
• Make sure the sign language interpreter can hear you.  
• Do not cover your mouth when you are speaking.  
• Avoid using jargon.  
• If it is absolutely essential to use any jargon or initials you must explain 

what it means.  
• Pause between agenda items before moving on to the next item to give 

people time to find their place and prepare.  

The Chair’s role  
It is the job of the Chair to make sure that:  

• Everyone feels comfortable, and feels able to contribute.  
• Everyone introduces themselves at the beginning of the meeting and 

states their role in the meeting  
• Everyone abides by the rules set out in this charter;  
• That each agenda item is covered, and  
• That the meeting finishes on time.  

The role of the Meeting Organiser  
The Organiser may have to run a meeting or take notes as well as deal with 
the administrative arrangements. It is therefore important the meeting  
is well planned in advance.  
 
Avoid a tight schedule for setting up the meeting or for vacating the room and 
leaving for another meeting etc afterwards.  
 
Ensure the venue is well known. Obtain a list of contacts for the people 
providing facilities e.g. refreshments or car parking etc.  
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Appendix Two  
Further information  

• Equality Act 2010  
• Definition of public access  
• Contacts  

 

A2.01 Equality Act 2010 
The Equality Act 2010 brings together a number of existing laws into one 
place so that it is easier to use. It sets out the personal characteristics that are 
protected by the law and the behaviour that is unlawful.  

Most of the new Equality Act was already in place in the previous anti-
discrimination laws that it replaces. This includes the Race Relations Act 
1976, the Sex Discrimination Act 1975, and the Disability Discrimination Act 
1995. In total there are nine pieces of primary legislation and over 100 pieces 
of secondary legislation being incorporated. 

As the Act is an amalgamation and harmonisation of existing law, there aren’t 
many massive changes. For example, indirect discrimination is being 
extended to apply to disability and gender reassignment for the first time. The 
prohibition on direct discrimination on grounds of pregnancy and maternity 
and gender reassignment will apply in schools for the first time. The Act also 
introduces some new provisions such as the prohibition on discrimination 
arising from disability. 

The Act does not contain any physical building standards, (neither did the 
Disability Discrimination Act). The existing standards are not directly affected 
and the link between the Equality Act and the standards is broadly the same. 

Who is protected by the Act? 
Everyone in Britain is protected by the Act. The “protected characteristics” 
under the Act are (in alphabetical order): 

1. Age 
2. Disability 
3. Gender reassignment 
4. Marriage and civil partnership 
5. Pregnancy and maternity 
6. Race 
7. Religion and belief 
8. Sex 
9. Sexual orientation 

More Information 
Full detailed information on the workings of the Act can be found n the 
Equality and Human Rights Commission website 
 

http://www.equalityhumanrights.com/advice-and-guidance/new-equality-act-guidance/
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A2.02 Definition of public access  
Members of the public are defined as those people who are not the staff 
(including volunteers) of a business, or those who run a facility, i.e. are there 
for the purpose of the occupier. Members of the public therefore are likely to 
be those people who have the opportunity to freely access a building, e.g. a 
shop or use it by invitation, e.g. an office, factory, etc with a public reception 
area. Members of the public could therefore be another business’s staff.  
 
Members of the public are likely to be able to go to or use a building where a 
public service is offered. This will include many activities provided by a local 
authority, e.g. a library or a tourist information office. On the other hand a local 
authority residential home for the elderly would not be included because 
members of the public would not be expected to have free access, unless 
there is a specific area for general access by the community, e.g. for a 
luncheon club open to anyone on the day. (It however may be defined as a 
public function by the Equality Act 2010). 
 
Shops, restaurants, hospitals, places of worship, schools and colleges are all 
public buildings. They will though have some areas which to a greater or 
lesser degree may have restricted access for the members of that 
organisation. Equally, many commercial organisations will have a reception 
where visitors would arrive and be met without direct access to a general 
office or an industrial area. The reception would be described as having public 
access whilst the industrial area etc would be private. 
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A2.03 Contacts  
This sheet is a quick reference guide with more information contained in these 
two publications:  

• Venues are listed in the Directory of Community Meeting Places 
Website: Interactive map 
Email: community@n-somerset.gov.uk 
Tel: 01934 426 289 

• Accessible Information Guide 2008 
Website: Download Guide 
Tel: 01934 634989 
Email: equality@n-somerset.gov.uk 

Internal council contacts  
Equality and Diversity Team  
Tel: 01275 888 617  
Email: equality@n-somerset.gov.uk 

• Equality Act and advice on access to buildings for disabled people 
• Booking and using a portable infra red hearing systems for rooms 

without fixed ones anywhere in district.  

Carolyn Hills Corporate HR Development Manager 
Corporate Training  
Tel: 01934 634 689  
Email: Carolyn.hills@nsomerset.gov.uk  
Advice on presentation and learning styles, delivery of courses. 
Training on leading meetings and delivering presentations.  

Venues 
The Campus Weston-super-Mare  
Any policy or operational matters  

Tel:01934 427427  
Email: campus@nsomerset.gov.uk  

 
Town Hall and Castlewood 
Facilities Management -  Liberata 
Any policy or operational matters 

Tel: 01275 88 4411  
Email: facilities.helpdesk@n-somerset.gov.uk 

Partnership House, 503 Worle Parkway, Weston-super-Mare  
Any policy or operational matters  

Tel: Jane Sutton 01275 88 4074  
Email: jane.sutton@nsomerset.gov.uk  

Winter Gardens, Weston-super-Mare  
All queries 

Tel: 01934 417117 Fax: 01934 612323  
Email: Email booking enquiries 

http://maps.n-somerset.gov.uk/connect/?mapcfg=MyNS
mailto:community@n-somerset.gov.uk
mailto:equality@n-somerset.gov.uk
mailto:campus@nsomerset.gov.uk
mailto:facilities.helpdesk@n-somerset.gov.uk
mailto:jane.sutton@nsomerset.gov.uk
http://www.thewintergardens.com/contact.aspx?id=25&hid=25
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