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1.1 
Foreword 
In recent years, the Government has placed heavy emphasis on the importance of community engagement in local decision-making. The National Strategy for Neighbourhood Renewal states that “the Government is committed to ensuring that communities’ needs and priorities are to the fore in neighbourhood renewal and that residents of poor neighbourhoods have the tools to get involved in whatever way they want.” (Social Exclusion Unit, 2001). Government has also been keen to emphasise the need to involve and include those people often marginalised from such processes: black and minority ethnic people, older people, young people and disabled people.

We know that translating government aspirations into reality is a tall order and excluded groups often face insurmountable obstacles. Both Local Strategic Partnerships and Community Networks must be creative and sensitive in finding ways to ensure that all voices can be heard in a meaningful way. These “Guidelines for Accessible Meetings and Events” will be a valuable resource for all those committed to genuinely open and inclusive dialogue.

The Community Network for Manchester has adopted an accessibility policy based upon these guidelines and it is hoped that other LSP partners will take similar steps. Thanks are due to the Manchester Disabled Peoples’ Network for their hard work in producing this document and for their continual challenge to Manchester to become a more inclusive city.

Ed Cox

Community Pride Initiative

Lead and Accountable Body for the Community Network for Manchester

December 2003

1.2
Introduction 

These guidelines have been developed as a practical tool to help individuals and organisations in Manchester, to make their meetings and events accessible to disabled people. 

They are based upon the social model of disability and assume that all people in Manchester have an equal right to full participation in the policy, communication and decision making processes of the Community Network.

The guidelines cover what to do before a meeting or event, what to consider during a meeting or event and issues to be dealt with after a meeting or event, and include:

a. a series of checklists which can be used independently as a quick reminder; 

b. explanations and more detail of the various access issues mentioned in the checklists;

c. example forms and models to refer to and amend, to suit your own meeting or event; 

d. local resources around Manchester to use; 

e. a list of disabled people’s organisations in Manchester, whose members can provide information, assistance and training.

These guidelines are not exhaustive and may need adjusting according to the meeting or event and the participants. 
The guidelines have been developed by the Disabled People’s Network Steering Group (DPNSG), part of the Community Network for Manchester, and have been developed and adapted from material provided by members of the DPNSG, and a range of other sources, including material from People First, British Council of Disabled People, Monmouthshire County Council, the Disability Rights Commission and Sheila Blair.

2. 
The Social Model of Disability

The social model of disability, used by disabled people’s organisations and adopted by others, considers that it is the responsibility of all individuals and organisations to make the environment, systems and activities inclusive and accessible for everyone. It is not the responsibility of individuals to “fit in” to a system or environment which excludes them and not their fault if they cannot participate because an event, information, building or environment is not accessible. 

An alternative way of thinking, known as the medical or individual model, considers disabled people to be a burden on society and a tragedy for the individual, sees people as victims or problems and classifies people by their impairment. The social model rejects this view and promotes equality and maximum independence for everyone. It is a positive approach because:

a.  
It involves everyone in identifying solutions;

b.  
It encourages co-operative problem-solving;

c.  
It removes barriers for others as well as disabled people;

d.  
It is an equality as well as equal opportunities model;

e.  
It acknowledges disabled people's rights to full participation in society.

Definitions of terms used

Impairment - is the loss or limitation of physical, mental or sensory function on a long term or permanent basis.

Disability - is the loss or limitation of opportunities to take part in the “normal” life of the community on an equal level with others due to physical and social barriers.

(Source: Disabled People’s International 1981)
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3.1 
Before a meeting or event – checklist (text)

a.   
Inclusive planning and consultation process 

b.  
Find the right venue

c.  
Date or dates of meeting or event

d.  
Accessible publicity

e.  
Expenses

f.  
Who will be there?

g.  
What will they require? 

h.  
Arranging for interpreters, communication support and   

         personal assistants

i.  
Programme structure, briefing speakers, workshop leaders, 

         personal assistants and support workers

j.  
Presentations 

k.  
Feedback and decision making processes

l.   
Paperwork available in alternative formats

m. 
Information available on accessible websites, CD-ROMs 

and DVDs

n.  
Distribution of information

o.  
Accessible childcare, if appropriate

p.  
Food and drink provision

q.  
Displays and registration arrangements, if appropriate

r.   
Layout and requirements of rooms and venues

3.2 
Before a meeting or event – checklist (table)
Organisation of meetings must allow adequate time for the following processes:

	

Activity
	Start
	Complete
	Action
	Page
	Done 

	a. Inclusive planning and consultation process
	
	
	
	7
	

	b. Finding right venue
	
	
	
	9
	

	c. Date or dates of

meeting or event
	
	
	
	12
	

	d. Accessible publicity 
	
	
	
	12
	

	e. Expenses
	
	
	
	13
	

	f.  Who will be there?
	
	
	
	13
	

	g. What will they require?
	
	
	
	14
	

	h. Arrange support
	
	
	
	14
	

	i. Programme, speakers, workshop leaders, staff
	
	
	
	15
	

	j.  Presentations, feedback, decision making 
	
	
	
	 16,

17
	

	k. All paperwork available in alternative formats
	
	
	
	18
	

	l.  Information on website
	
	
	
	21
	

	m. Distribution of information
	
	
	
	24
	

	n. Accessible childcare
	
	
	
	25
	

	o. Food and drink 
	
	
	
	26
	

	p. Displays and registration
	
	
	
	27
	

	q. Layout of rooms
	
	
	
	28
	


3.3 Inclusive planning and consultation guidelines
a.  
Planning group, where appropriate: Ensure that the planning committee or group is inclusive and takes account of cross-cutting themes, such as disability, gender, black and minority ethnic communities, geographic communities etc. consulting with and including where possible and appropriate, representatives of relevant organisations.

b. 
Policies: Ensure that equality policies and checklists are used as a framework.

c.  
Barriers: Identify potential barriers for participants to ensure maximum access, including transport, physical barriers, financial barriers and communication issues.

d.  
Finance: Ensure that financial and other resources are clearly available to meet equality issues at all stages of the meeting or event including planning, expenses to attend planning meetings and the event, evaluation and reports and that where expert advice or communication support is used, payments are made using appropriate pay scales. (See section 3.7)

e.  
Consultation meetings: Use the existing checklists to ensure good practice. Ensure that starting times for meetings and events take into account the time disabled people need to get prepared and find transport to meetings.

f.   
Consultation exercises: Use various forms of communication, don’t rely just on the use of print or meetings. Consider using other media, remembering particularly the needs of all disabled people, such as one to one meetings, workshops, use of the Internet including email and websites, video and other media with BSL and subtitles, local media including local radio, print newspapers, talking newspapers, digital TV, local TV stations, and specific media for communities, including publications by disabled people’s organisations.

g.  
Content, format & timing of meetings and events: Plan meetings and events with inclusion of all participants in mind. If interpreters are used, remember that they will need regular breaks particularly if there is only one interpreter for a short meeting. Also, it is generally accepted that people’s maximum concentration span is 20 minutes, so that differences in activity

and style should be built into presentations & activities. Planning very early starts to meetings can discriminate against the   participation of people who are dependent on transport and personal assistance arrangements.

h. 
Deciding dates: Information should be sent out at least two weeks in advance. This is to ensure that time is allowed for people to access the information in the preferred format, to consult with other people if required, and to involve personal assistants, support workers, advocates or interpreters, if required. Leave enough time to ensure that information is prepared in clear and accessible structures and formats, especially where formal reports need to be summarised, by the time information needs to be sent out.
i.  
Dealing with conflict, complaints, incidents and emergencies at large public events: Plans and strategies should be agreed to deal with any differences of opinion and conflicts. Procedures for emergency evacuation, emergency medical care and other incidents should be clearly known by everyone responsible for the meeting or event.
j.  
Feedback and reports: Plan for effective and accessible feedback and reports in alternative formats and summaries for consultations and events, within a reasonable timescale of the meeting or event.

3.4
Finding the right venue

Every effort should be made to choose a venue which complies with the following guidelines. Under the Disability Discrimination Act, all public venues are required to make reasonable adjustments to their buildings from October 2004. These guidelines can also be used as a reference to identify any barriers to access in venues, which are normally used for public meetings and events. The guidelines do not replace the need to carry out a full access audit when considering refurbishments, improvements and new buildings. 

The venue should have:

3.4.1 
Accessible approaches and entrances and have:
a.  
Sufficient drop off areas and car parking bays close to the main

     door, which are available for disabled people attending the 
 

      meeting or event.

b.  
Approaches to the building from public transport, which do not  

     have obstructions in the walkway, such as rubbish, bins,  

     placards, overgrown plants etc.

c.  
Staff or volunteers available to direct people to the relevant parts of the venue.

d.  
If steps are included at the entrance, a safe ramp with handrails to both sides with a gently sloping gradient (1:20), or a lift to the entrance, which is independently accessible by disabled people should be available. They should be well lit.

e.  
An accessible main door, wide enough for wheelchair access. Where doors are made of glass, they should be highlighted and door handles should be at an accessible height.  

f.  
Door entry systems which are accessible. Many systems are not accessible where a person has to talk or hear a reply, e.g. intercoms, or locate the buttons and identify the appropriate ones from a range of different buttons. They are often installed too high and do not have tactile identification. Buildings with inaccessible door entry systems should be avoided or alternative systems and  arrangements always made to welcome arrivals. 

g.  
A level threshold at the entrance, with safe flooring.

h.  
Clear signs, internally and externally, to all entrances, rooms, lifts, toilets, café and other facilities, including temporary signs giving directions and identifying meeting or event areas, where appropriate.

i.  
Fully accessible and clearly signed emergency exits and evacuation procedures in place, to assist disabled people to exit the venue in case of emergency, including alternative procedures where lifts may not be in operation.

j.  
A permanent or temporary induction loop, or infra-red system or   

other sound enhancement system, where appropriate.  Where P.A. (public address) systems are used, alternative ways of communicating key and emergency information should be organised and clearly understood by organisers and participants.

3.4.2  Clear circulation spaces and accessible areas for meetings

a. 
Corridors and reception areas, which are obstacle free. If there are any obstacles these should be clearly highlighted, and corridors and doorways must be wide enough for wheelchair users.

b.  
All meeting rooms on one floor, or ramps and/or lifts available for the numbers of people to move between rooms within the time available.

c.  
Enough room for movement around tables, chairs and the spaces used.

d.  
A range of moveable seating, with and without arms, and tables

which are accessible to wheelchair users. These should be

arranged to allow sufficient space for wheelchair users and

others to move around easily and to sit where they choose.

e.  
No background noise, such as noisy heating and ventilation systems or background music.

f.  
Rooms which are clearly and evenly lit, without shadows or glare, and well maintained, and where possible, natural light should be available.
g.  
Tables, notice boards, flip charts, whiteboards and other furniture and equipment which are also accessible to wheelchair users.

h.  
Stage areas which are accessible. Portable ramps may be required for stage areas, although these are hazardous and are not recommended, so avoid using raised stages wherever possible.

3.4.3 Additional facilities including lifts, accessible toilets,    

exercise areas, refreshment and dining facilities

a.  
Lifts, with tactile buttons at a height accessible for wheelchair users and independently accessible by disabled people, which are large enough for at least one wheelchair user and one person.

b.  
Platform lifts, where available, which are independently useable by disabled people.

c.  
At least one unisex accessible toilet, clearly signposted. 

d.  
Baby changing areas, which are accessible to disabled adults and children.

e.  
Appropriate resting and exercise space and the provision of water bowls for assistance dogs, especially if the event is a long one.

f.  
Café and restaurant facilities which are accessible to wheelchair users, including counters, bars, tables, moveable (not fixed) seating, and information in accessible formats.

For more access standards, information on accessible buildings and environments and also for further information or help on carrying out an access audit on an existing building or a new building in Manchester, contact the Disabled People’s Network Steering Group, 

c/o MDPAG, Business Employment Venture Centre (BEVC), Aked Close, Ardwick, Manchester M12 4AN

Telephone (voice and text): 0161 273 5033 Fax: 0161 273 2637

Email: admin@mdpag.org.uk, Website: www.mdpag.org.uk

The Manchester Design for Access Manual, Design for Access 2, developed jointly by disabled people’s organisations in Manchester and City Council staff, provides a set of practical access standards, which are in some cases better than government regulations and guidance. They have been adopted as policy and are used by Manchester City Council for its own buildings and in its contracts with other public and private organisations. The standards are recommended as best practice to be followed by voluntary, community groups, private developers and landlords and in discussion with architects, engineers and designers. 

3.5
Date or dates of meetings and events

a.   
Notification of meetings should be sent out as early as possible.  

Calendars, showing the dates of regular or continuing meetings or events during the year, should be produced wherever possible.

b.  
Meetings and events should not be arranged too early in the day 

or finish too late, without prior consultation, and should take account of any transport issues, involvement of support staff and childcare commitments.

c.  
Where meetings are rearranged at short notice, the information should be made available to participants in their preferred format and meeting venues should comply with the access guidelines.
3.6 
Accessible publicity

a.  
Information, including posters, leaflets and background  

papers, should be available in alternative formats, including  Braille, large print, audio tape, email, computer disk (available in text format as well as Word), text with images, content in summary form, video and other media with BSL and subtitles, etc. (See section 3.14) 

b. 
All publicity in print format, including posters and leaflets,  

should follow the clear print guidelines. (See section 3.14)

c.  
All publicity using the Internet should follow the accessibility 

 
guidelines for websites, CD-ROMs and DVDs. (See section  

 
3.15)

d.  
Care should be taken to use appropriate terminology and positive and inclusive images on all information and publicity. (See Appendix 6, for use of appropriate terminology)

e.  
Publicising a meeting or event should make use of different local and national media where appropriate, including radio, TV, newspapers, websites, email, mailing lists, talking newspapers and specific media for communities, including publications by disabled people’s organisations.

f.  
The most effective publicity often comes through “word of mouth”  and local networks of people should be incorporated in any publicity and consultation process.

g.  
Marketing advice and support for large public events, may be available from local business partnerships and other specialist agencies but it is likely that they will not understand all of the essential access issues and will need to be fully briefed and supported to enable them to work within equality guidelines. 
3.7
Inclusive expenses policy

a.    
Expenses policies and procedures should identify what will be 

provided by the organisers at the meeting or event and what will be covered by expenses. No disabled person should be excluded from a meeting or event because of their impairment, as this is likely to be illegal under the Disability Discrimination Act as well as not being part of an equalities approach.

b.  
Expenses policies should consider covering travel costs, including taxi fares.

c.  
Personal assistants, communication support staff, language  interpreters, advocates and other assistants should be included in any expenses policy and paid at the appropriate rates.

d.  
Where support staff are paid a month in arrears, evidence of payment should be allowed within a reasonable time of the meeting or event to allow for copy invoices to be presented.

e.  
Cash should be available at meetings for travel expenses where possible, with the presentation of tickets, receipts or invoices, or by prior arrangement with participants.

3.8  
Who will be there?

a.   
Where a meeting or event is open and does not require any prior  

registration or application, it should be accessible to everyone, which will include the provision of sign language interpreters and lipspeakers. Larger meetings should also include the provision of notetakers for workshops and assistants.

b.  
If you know who the likely participants will be and it is a closed  

meeting, you can use a registration form or alternative system, to identify any access requirements. 

c.    
Where there may be last minute replacement of delegates,  

participants or members, from participating organisations, you will need to plan to meet reasonable last minute additional access requirements.

3.9  
What will they require? 

a.  
Use registration, application, access requirement or attendance 

forms, available in alternative formats and returnable to the organisers in an individual’s preferred format. It is important to identify:

1. Participants’ contact details;

2. Participants’ access requirements, including information  formats, any assistance or equipment required;

3. Any dietary requirements;

4. Any expenses required.

  b.  
It should be made clear, in advance of the meeting or event, who  

is responsible for providing which support. Participants should   

not be excluded from participation because their access   

requirements are not met. This could be incorporated into an      

expenses policy. (See section 3.7)

Example of an Access Requirement Form is available in Appendix 1. 

3.10 
Arranging for interpreters, communication support and personal assistants

a.  
Sign language interpreters, speech to text operators and notetakers are in demand, and should be booked at least one month in advance, and earlier if possible. Most organisations, which provide these services, will take provisional bookings that can be confirmed nearer the time. (See Appendix 8, for organisations which provide communication support)

b.  
Where a meeting or event is organised to take place for more than one hour, two interpreters should be booked. 

c.  
 At most meetings and events, and especially at all open events  

and meetings, it is good practice to book sign language interpreters, notetakers and at least one personal assistant to be available as a matter of course. Although you may plan carefully and get all access requirement forms returned, it is always possible that you will get people attending with additional access requirements.

d.  
 Personal assistants and meeting facilitators should understand or  

be briefed on the social model of disability.

3.11 Programme structure and briefing speakers, trainers,   

presenters, workshop leaders and other support staff

a.  
Build in appropriate access breaks for people attending and  

allow for short breaks every 20 – 30 minutes where interpreters are involved.

b. 
Choose speakers, trainers and presenters with care and ensure 

they are briefed, well in advance, not only on content but also on inclusive presentations and access issues they may not be aware of. 

c.  
Ensure that presenters, facilitators and workshop leaders are briefed on inclusive communication issues, including inclusive practice for introductions, ice-breakers, discussions, decision making and exercises, to enable all participants to independently access materials.

d.  
All workshops should have notetakers arranged before the meeting or event where possible. If this is left to the time of the event, some people may not be able to fully participate.

e.  
Ensure that communication support workers, personal assistants and advocates are available to participants in workshops as well as in the main meeting or event, if required, to provide support to facilities or to interpret or explain and assist people to be fully involved. 

f.  
Organisers should also check that support staff including reception, catering and security staff, are briefed or aware of good practice, especially when using another organisation’s venues such as hotels.
3.12   Presentations 
a.  
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. 

b.  
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. Where diagrams or visual images are used at a meeting, they should be described to participants, unless it is indicated that this is not required.

c.  
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.

d.  
If an overhead projector is used, the print should be large and well spaced enough to be clearly visible, with few lines. 

e.  
Avoid using coloured presentational backgrounds. Where colour is used, choose contrasting print on clear backgrounds.

f.  
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.

g.  
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.

h. 
At least one roving microphone with assistance should be   

 available to allow questions or comments to speakers or

 presenters from the participants.

3.13  Feedback and decision making processes 

a. 
The process for feeding back information should be inclusive and not reliant on the use of flip charts, paperwork, writing or visual symbols, which will not be accessible to everyone. 

b.  
Where decision making involves interactive methods e.g. flip charts, use of coloured stickers, cards etc. choose methods that will ensure that everyone at the meeting can participate independently, e.g. using differently shaped instead of differently coloured cards, and use inclusive ways to indicate choices.

c.  
Providing assistance to some participants, instead of organising a more inclusive activity, means that you are not allowing people independent access to the process. Alternative formats or ideas should be planned and available before the meeting or event. 

3.14   Paperwork available in alternative formats

a.  
  All information required for the meeting or event should be  

  prepared in alternative formats in sufficient time for it to be sent   

  out to participants, in their preferred format, at least ten days   

  before the meeting or event, preferably two weeks in advance.

3.14.1  Clear print guidelines
These are the current recommendations for producing clear standard

formats for all materials:

a.   
  Use a "sans serif" (i.e. plain) font such as Arial, like this   

 
  document  or similar fonts such as Helvetica, Verdana etc;

b.   
Most disabled people’s organisations recommend using 14-point   print size, as standard for everyone;

c.   
Use ragged right margins, justified on the left, (i.e. not centre   justified text, which creates extra spaces between words);

d.  
Where columns are used, redesign for alternative formats without the use of columns, so information is followed line by line.

e.  
Use bold for emphasis instead of words in capital letters. Many people recognise words by their shape. Words made up of capitals create a block, which is more difficult to read.

f.   
Don’t use italics or underline words, as this also makes the words more difficult to read.
g.    
  Don’t use fancy fonts in print or on flip charts.

h.   
Maximum contrast between print and background is needed. Use of beige, cream or yellow coloured paper is often preferred, to reduce glare. Avoid placing text in shaded boxes.

i.  
 Don’t print over background graphics, which will confuse the eye  and reduce contrast between text and background.

j.  
  Use matt rather than glossy paper, which reflects the light. 

k.  
Be prepared to make written information available in a range of accessible formats. Most commonly requested are: 

1.
large print (at least 18 point like this line)
  2.  
Braille 

  3. 
audio tape 

  4. 
computer disk or email, in Word, Rich Text Format (RTF) or   

plain text or MS-DOS text without formatting.

m.  
When producing large print, it is preferable to enlarge the print before copying, as using enlargement by photocopying on to A3 paper is not easy to access and may be of poor quality. 

n.  
If you are using email, don’t embed attachments in the message, as some software will not be able to transcribe this into voice, text or Braille. Use simple attachments at the end of messages or send as plain text within the body of the message.

o.  
It may be appropriate to place some documents on a website, if you know that the website is designed to be accessible and that participants and members have easy access to the Internet. (See section 3.15)

p.  
Large documents should, where possible, be produced in a spiral bound format, to make it easy to read from a desk or table and to use with magnifiers, without the need to hold them.

3.14.2  Other accessible formats

a.  
  Video, film or DVD, which includes subtitles, British Sign   

 
  Language (BSL) and audio-description. 

b.  
Plain language and use of symbols for people with learning  difficulties, including some people with dyslexia. This will also be useful for people whose first language is not English or who are not confident in English. 

c.  
CD-ROMs or DVDs which are accessible to text browsers and screen readers.

d.  
Daisy (Digital Accessible Information System) format, using synchronized text and audio content, also used for e-publications. It enables a more structured approach to audio versions of publications and books.

e.  
  Other tactile or embossed formats.
3.14.3  Arranging for alternative formats

a.  
If your organisation is responsible for preparing the documents, it  should also be responsible for providing alternative formats when required.

b.  
As alternative formats may have to be produced outside your organisation, ensure that you have a list of organisations that you can contact, especially for producing Braille, audio description, videos with subtitles and BSL and tactile maps. Most organisations require the information well in advance. (See Appendix 8)

3.14.4  Practical tips for producing other formats
a.  
Create the information in unformatted text version and this will 

provide the "raw material" from which to produce other formats, in particular Braille, computer disk and large print. It also enables the basic text to be pasted into desktop publishing software for leaflets, booklets and other publications. When creating unformatted text:

1. Use plain English;

2.   Avoid abbreviations and symbols, for example, use the word  

      equal rather than =, plus not +, and not & etc.

3.  Use single spacing between lines;

4.   Keep punctuation to a minimum;

5.   Avoid using tabs and indents;

6.   Diagrams and charts should be described;

7.   Tables and columns will need to be organised to read line by  

       line across a page;

8.   Identify sections or paragraphs by name or number, and refer   

      to them in the text in this way rather than by page number.

9.   Use summaries and indexes at the beginning and between  

      sections of reports and minutes for all audio tape versions, so   

  that someone can identify where on the tape they may want    

  to listen.

10.  If your computer has a voice synthesiser facility, it is helpful to   

       check the unformatted text to ensure that it "reads" well. 

3.15  
   Accessible websites and design of CD-ROMs and DVDs

a.  
The provision of information on websites comes within the remit of the Disability Discrimination Act, so it is important that all websites anticipate the requirements of disabled people and are designed to be accessible. 

b.  
These guidelines help to produce inclusive and accessible information but because disabled people have different requirements, it is also essential that websites are tested for usability with text browsers such as Jaws, Hal, SuperNova, Lynx etc. and with disabled people and others, and feedback requested. There are different types of screen readers and text browsers in use, all of which may interpret designs slightly differently. Testing the site with a range of users will identify design and structure problems that can be adjusted. 

c.  
These suggestions are not comprehensive and it is advisable for website designers and testers to follow and use best practice and ensure that website designs follow the guidance given in the specialist accessibility testing programs available.

3.15.1 Design

a.  
  Don’t use frames to design the site or to provide navigation. 

b.  
  If tables are used, make sure that they are correctly coded to  

  identify the structure of the table. This is particularly important  

  as cells in tables may be read across or down by different           

  screen readers or text browsers. Where complicated tables are     

  used, a text alternative page with the same information may be  

  used to provide the information. Additional advice on alternative  

  ways of coding tables is available for designers on the Internet.  

  In principle, all website pages should be accessible for everyone.

c.   
Widths of tables should be set in percentages and not with fixed pixel sizes. 

d.   
  A range of possible screen resolutions should be considered   

 
  when designing pages.

e.   
  HTML heading tags should only be used for headings.

f.  
  There is a debate about the use of CSS and some older   

 
  browsers still in use may not be able to interpret CSS, so it may  

  be better not to rely on this for anything that is essential.

g.  
  Always have text alternatives to images and sound content.

h.  
  Don’t use colours to identify key elements of text.

i.  
When using colours, always ensure that text is in strong contrast to the background eg. black or blue text on white, cream etc or white text on black background.

j.  
Code webpages to allow users to alter background and text colours, especially when using light text on dark backgrounds.

k.  
When using forms, ensure that they are accessible by using  additional code.

l.  
  The default language should be stated.

m.   
Where possible, allow the user to decide when to refresh the page for updated information rather than using auto-refresh.

n.  
Design for the use of keyboard shortcuts, as some people use a keyboard instead of a mouse, with an explanation of codes easily found within the website.

o.  
Always check your HTML or XHTML for errors, particularly if you are using Microsoft products, which may add additional and confusing code for text browsers or screen readers.

3.15.2  Graphics which are used for information, should be avoided 

   wherever possible. If they are used, then please follow these  

  
   guidelines:

a.  
  Don’t use Flash, as currently it is difficult to access.

b.  
  Don’t use Java applets.

c.        Don’t use Javascript unless absolutely necessary and ensure that all functions are useable in text browsers and screen readers.

d.  
  Don’t use animated GIFs, or moving text or other elements that   

 
  can be distracting from reading the text.

e.  
Always use ALT and where appropriate, LONGDESC attributes for every image.

f.  
  Video sequences should be captioned or a link provided to a     

  
  transcript of the visual and the audio content of the video link

3.15.3  Text and site structure

a.  
  Organise the text in small sections.

b.  
Use HTML lists rather than bullet points, which would need to be   coded as graphics.

c.  
Links should be described where the meaning is not clear by   using a TITLE attribute.

d.  
Try not to have pages that need to be scrolled, and avoid using  horizontal scrolling.

e.  
Design pages so that they will fit different screen sizes or will    adapt without losing the sense of the content.

f.  
  Avoid scrolling text.

g.  
  Ensure that navigation is clear and consistent.

h.  
Don’t use drop-down menus unless there is also an alternative  text navigation system.

i.  
  Provide a comprehensive site map. 

j.  
  Provide a correctly coded site search engine.

k.  
PDF formats are not accessible to some screen readers and will not be formatted for some users, so if you are using PDF, provide an alternative format such as HTML, Word or plain text. Adobe Acrobat provide a conversion to text only HTML script on their site.

(See Appendix 10 for further information on accessible website design) 

3.16
 Distribution of information 
a. 
 All information should be sent out, in accessible formats, at least   

     10 days, preferably 2 weeks in advance and, for new participants  

 or single meetings or events, should include:



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

      information, also available in text or alternative formats;

2.   Information about parking and public transport;

3.   Contact details of the organiser.
b. 
In special circumstances, e.g. where emergency matters arise, 

relevant information may be sent out 1 week in advance, which includes information in alternative formats. 

c.  
No agenda item should be discussed at meetings, when  

information has not been previously circulated, unless agreed with all the participants. Where there is no agreement, items should be deferred to the next meeting. 

3.17
 Accessible childcare

Where on-site childcare is provided, the following issues should be considered.

a.  
Access requirements forms in accessible formats should be provided which includes information about children and contacting parents/guardians for play staff.

b.  
All forms including booking forms and forms requiring permission  from parents/guardians, where used, should be provided in accessible and alternative formats. 

c.  
Information about the childcare provision should be provided in accessible formats.

d.  
Ensure there is sufficient space for disabled children and parents/guardians to move around.

e.  
Use play equipment and toys that can be used by disabled children and that are culturally diverse.

f.  
Use accessible seats and tables.

g.  
Organise play activities that are inclusive for everyone, including separation of quiet areas from active areas.

h.  
Provide accessible baby changing areas for use by disabled  parents/guardians and disabled children.

i.  
Ensure that experienced and qualified play and/or childcare staff and volunteers understand and work within equality guidelines.

j.  
Ensure that there are accessible procedures for contacting parents/guardians in emergencies.

k.  
Check that there are clear and accessible emergency procedures.

l.  
There should be accessible procedures for reporting to and liaising with parents/guardians. 

3.18
 Food and drink provision

a. 
 All meetings should have drinking water available to all  

participants.  Other drinks, such as tea, coffee, juice, decaffeinated tea and coffee and herbal teas should be made available, where possible.

b.  
 Ensure that catering and refreshment areas have adequate  

 seating and table provision.

c.  
 Tables and chairs should be moveable, and there should be   

adequate room under the tables to accommodate wheelchair users comfortably.

d.  
Assistance should be available to participants at buffet meals.
e.  
For large events, arrange for a wide selection of drinks e.g. tea, coffee, herbal teas, de-caffeinated coffee, water and juice to be available to participants throughout the event.  Sugar free alternatives in the form of sweeteners and sugar free drinks should also be available.

f.  
Menus should cater for vegetarians as standard and ensure that meat and vegetable dishes are served separately and clearly identified. 

g.  
All other dietary requirements, such as Kosher, Halal and vegan diets, should be considered when planning menus.

h.  
Fresh fruit should be available as an alternative to desserts.

i.  
All buffet food should be clearly labelled.

j.  
Menus on the day, should be provided in large print and Braille as well as standard print. Where menus are provided in advance, they should be available in appropriate alternative formats.

k.  
Fresh water and bowls should be provided for assistance dogs.

l.  
Ensure cups with handles are available, especially if using plastic or polystyrene cups.

m.  
Ensure straws are available with any refreshments at large public events or if required by participants.

3.19
 Displays and registration arrangements 

All reception areas and procedures at meetings and events should be accessible for disabled people and alongside other access issues in guidelines, also include:

a. 
Briefing for reception staff on access issues, before the meeting or event.

b.  
Large signs indicating all rooms and facilities

c.  
Tables at reception and registration, which are accessible for disabled people, including accessible height and knee recess space.

d.  
Chairs available at registration and reception.

e.  
Interpreters available at reception and registration, where  possible.

f.  
Papers and information, including signing up for workshops, available in accessible formats.

g.  
Badges that are easy to use. They should be prepared in advance if possible, using large print. Where badges are written at the event, a range of large and small size pens should be available.

h.  
Induction loops or other appropriate sound enhancement systems, checked and working, and clearly indicated to all participants.
3.20
Arrangement, layout and requirements of rooms and venues immediately before the meeting or event.  

a.  
A sign language interpreter should be not be located in front of a door or where people will be walking in front or behind, and there should be no background distractions.

b.  
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. 

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

d.  
Ensure that the room is arranged to allow for movement around tables, chairs and equipment and that obstacles are removed in routes around the venue.

e.  
Ensure that all participants can choose where they wish to sit.

f.  
An even room temperature should be established and all lighting checked for any maintenance requirements.

g.  
Ensure that all equipment, refreshments and resources are accessible to participants.

h.  
Check that all emergency exits are available and that emergency procedures are known to all organisers.

i.  
Check that all accessible toilets are free of cleaning materials and other obstacles

4.1 
At the meeting or event – checklist (text)

1. 
On the day and before the meeting or event, check for internal  

      
signage and directions.

2. 
On the day and before the meeting or event, check room layouts.

3.  
On the day and before the meeting or event, check registration 

      
arrangements, as appropriate

4.  
On the day and before the meeting or event, check that all  

      
equipment works, including induction loops.

5. 
Communication guidelines for facilitators and participants. 

6.  
Introductions and information on emergency exits, toilets etc.
7.  
Agree ground rules

8. 
Good practice for presentations

9.  
Feedback and decision making processes

10. 
Taking minutes

11. 
Evaluation forms and procedures, as appropriate.

4.2  At the meeting - checklist (table) 

	Activity
	Start
	Complete
	Action
	Page
	Done

	1.  Check internal signage and directions
	
	
	
	     9
	

	2.  Check room layouts
	
	
	
	10, 11,

     28
	

	3.  Check registration, as appropriate
	
	
	
	     27
	

	4.  Check equipment, including induction loops
	
	
	
	     27
	

	4.  Communication guidelines 
	
	
	
	     31
	

	5.  Introductions, information about building, exits, toilets etc.
	
	
	
	     35
	

	6.  Agree ground rules
	
	
	
	     36
	

	7.  Presentations
	
	
	
	16, 36
	

	7.  Feedback and decision making 
	
	
	
	17, 36
	

	8. Taking minutes
	
	
	
	     37
	

	9.  Evaluation
	
	
	
	     37
	


Note: This section does not include general principles of facilitating or chairing meetings or events, which are available from other sources. It focuses on specific access issues to consider during a meeting or event.

4.3
  Meeting with disabled people – communication    

  guidelines
4.3.1   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. 

a. 
  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.

b.  
Avoid personal or negative questions about a person's impairment such as "what's wrong with you?" or "were you born like that?" which are very intrusive. Decide what you really need to know, for example, "do you have any access or communication requirements that I should be aware of?"
c.  
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. 

d.  
If you are talking to someone with a voice communicator or AAC  (Augmentative and Alternative Communication) device, give time for the person to participate in discussions, to sign, use facial expressions or use their PA (personal assistant) to assist in communicating, if the person indicates this as an option. Not being able to speak, does not mean that a person has nothing to say and speaking slowly does not mean that someone thinks slowly.

e.  
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, by using the wheelchair as an armrest or handbag or briefcase hook! Never grab and move someone's wheelchair without first asking their permission. It is part of their body space.

f.  
  Don't make assumptions that people are non-disabled if their   
impairment isn't obvious, for example, tell everyone about lift      

access.
g.       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.
4.3.2  When meeting with deaf, deafened and hard of hearing 

people, they may or may not use lip reading. You should     always: 

a.       look directly at a person with light on your face rather than

 behind you and always use eye contact;
b.        keep cigarettes, food, hands, pens etc away from your face or

  mouth while speaking and moustaches or beards should be well

  clipped so as not to obscure your mouth;
c.         look at the person, and not speak when looking down, e.g. whe

  you are writing; 
d.        speak a little slower, but not too slow and at your usual volume,

  don’t raise your voice or shout; 
e.  
  minimise background sounds;
f.  
  speak clearly;
g.  
  avoid speaking with food in your mouth or while chewing gum; 
h.        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 ;

i.  
consider writing down information using plain English, where appropriate;

j.  
attract a deaf person's attention, if necessary, with a light tap on   the shoulder, wave of your hand or by turning lights on and    

    off.

Deaf and deafblind people may use various forms of communication, such as British Sign Language (BSL), Sign Supported English (SSE), Makaton, manual alphabet, hands on signing, Braille, Moon, other communication systems or a combination of any of these. Relay interpreters, who work with other language interpreters, may also be required and sometimes work with people who have limited language and communication skills, deafblind people and deaf people from other countries. If you are asked to arrange for an interpreter to be present:

a.  
ensure you know which is the participant’s preferred method of communication. There are significant differences between British Sign Language (BSL), Sign Supported English (SSE), Makaton, and other languages;

b.  
talk directly to the person, not to the interpreter;

c.  
give the interpreter copies of paperwork in advance and allow time for the interpreter to communicate it;

d.  
use plain English and explain abbreviations and jargon, as English is not the first language of most BSL users;

e.  
if you are communicating names or addresses, speak at a pace which gives the interpreter enough time. 

4.3.3  When meeting people who are blind or partially sighted: 

a. 
identify yourself and, if appropriate, introduce anyone else who is present and where they are located in the room;

b. 
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;

c.  
when in a group, say the name of the person to whom you are speaking;

d. 
offer someone your arm, if appropriate;

e. 
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;

f.  
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.

4.3.4   When meeting with people with a learning difficulty  

  (learning disabled people):
a.  
provide information using plain language and in words and  pictures, sometimes called "easy read" format. Organisations such as CHANGE or People First produce CD-ROM’s/disks with useful sets of pictures/symbols. It is important to consult about ways of presenting information. Videos are often useful. Information should also be organised on pages in a rational layout, e.g. ensuring that text is not provided in different places on a page but in a regular structure.

b.  
maintain consistent routines and structures. If these need to be  changed at short notice, time and space should be given for people to adjust.

c.  
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.

d.  
consider summarising discussions to ensure people understand the issues.
e.  
allow for sufficient time for people to look at any information. The   organisation of a pre-meeting is often a useful way to present and explain information and assist in participants’ participation.
f.  
give time for participants to understand the issues and be prepared to repeat or rephrase information, to enable someone to understand the issues and respond.

4.4 
Introductions

a.        Welcome everyone and check that everyone’s access

requirements have been met.

b.  
Check that participants are comfortable with the seating  arrangements and are able to see and hear clearly. 
c. 
Check with participants that all equipment, e.g. the loop system, is operating effectively. 

d. 
Check that participants have copies of any papers and distribute spare copies if required.
e.  
Introduce any observers and meeting facilitators and briefly explain their roles.
f.  
Ask participants to introduce themselves. Ensure that plenty of time is given for interpreters to spell out names and organisations.

g.  
Describe the layout of the room, and venue where appropriate, and where doors, exits and facilities are placed. 

h.  
Explain practical arrangements relating to the building, meeting or event e.g. what to do in case of fire, where lunch will be served, when there will be breaks, etc.

i. 
Avoid the use of flash photography at meetings or events, or check with participants, and have procedures in place for those who do not wish to be photographed.

j. 
Remind members of the purpose of the meeting. 

k. 
Go through the agenda to ensure everyone is clear about the items to be discussed and agree any changes to the arrangement of the agenda if appropriate.

l. 
Remind participants that no agenda items should be taken at the meeting unless the relevant information has been circulated in advance, except in special circumstances and with the agreement of all the participants.

m. 
Ask people in new or in large groups, to identify themselves when they are speaking. 

n. 
Summarise the main points of an item before any votes are taken.

o. 
It can be helpful to summarise the main points of other items at the end of discussions and any action points.

4.5 Agree ground rules or a code of conduct with participants at  meetings
Meetings should agree ground rules with participants, which could include the following, and may include further ground rules as agreed by participants and organisers.

a. 
No smoking;

b. 
Turn off mobile phones;

c. 
Don’t interrupt;

d. 
Don’t talk while someone else is talking, only one person should be speaking at a time;

e. 
Don’t hold private conversations;

f. 
Return from breaks on time;

g. 
Always indicate to the chairperson when someone wants to speak;

h. 
Keep specific discussions and information confidential, where appropriate.

4.6 Presentations, feedback from workshops, decision making and exercises

a. 
Ensure that presentations, feedback from workshops and  

exercises developed for decision making, training or other activities, fully involve all participants and enable people to be independently involved. Where necessary, rearrange materials or exercises to facilitate the independent involvement of participants or provide alternative formats for materials used.  (See sections 3.12 and 3.13)

4.7 Taking minutes 

a. 
The aim is to produce brief, clear notes which tell someone who was not there, what topics were reported or discussed, what decisions were taken, who is going to take action and by when.
b. 
It is important to use plain English and explain any abbreviations or jargon. 

c. 
It is not necessary to record what each person said in a discussion. It is usually sufficient to say something similar to “Among the points raised in the discussion were.....” followed by a summary of points and decisions agreed. 

d. 
It is also important to record who is going to take forward the action points.
4.8  
Evaluation of large meetings and events

a. 
Make sure that all evaluation forms are available in alternative  

formats and that all evaluation exercises fully include all participants.

Examples of evaluation questions are in Appendix 4. An example of a conference evaluation form with images is not included in this version.
Notes

5.1 
After the Meeting or Event – Checklist (text)

1.  
Produce accessible minutes

2.  
Review evaluation forms, including access issues

3.  
Produce reports, policy documents etc. in accessible formats
4.  
Provide feedback to participants or others within a reasonable time

5.2 After the Meeting or Event – Checklist (table)

	Activity
	Start
	Complete
	Action
	Page
	Done

	1.  Produce accessible minutes
	
	
	
	12,

37
	

	2. Review evaluation forms and feedback, including access issues
	
	
	
	37
	

	3. Produce reports, policy documents etc. in accessible formats
	
	
	
	12
	

	4. Provide feedback to participants or others within a reasonable time
	
	
	
	-
	


Accessible procedures for these activities can be found in the previous sections.

6.  The Disability Discrimination Act (DDA) 1995 

The DDA 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

· The management, buying or renting of land or property
· Education and training

· Provision of transport 

The original provisions on education in schools, colleges and universities were significantly amended by the Special Educational Needs and Disability Rights Act 2001, which have become Part lV of the DDA. All training provision is already covered by Part lll of the DDA.

Further additions have been made to DDA in 2005 covering reasonable adjustments of policies, procedures and practices and provision of auxiliary aids and services for transport providers and also adjustments to physical features for private hire vehicles and breakdown facilities. 

Extensions to the Act also cover the police, local councillors, public authorities, advertisements, group insurance, private clubs, housing, exams and qualifications, and extends the definition of disability to cover more disabled people.
From December 1996, employers have had to make reasonable adjustments for employees, based upon their specific requirements and the nature of the job. This includes adjustments to policies, procedures and practices and to buildings and the environment. This was extended to all employers on 1st October 2004.

From October 1999, all service providers, including community and voluntary organisations providing any service to the public, including information, advice, training and the involvement of members and volunteers, should be making reasonable adjustments to all policies, procedures and practices to make their services accessible. This applies to all sizes of service providers and organisations.

From October 2004, all service providers have been required to alter, remove or provide means of avoiding physical barriers, that make it impossible or unreasonably difficult for disabled people to access their services by making reasonable adjustments to all their buildings and the environment.

From December 2005, all private clubs with 25 members should not provide less favourable treatment to disabled people and, 

From December 2006, private clubs should make reasonable adjustments to policies, procedures, practices and physical features.
From December 2006, public authorities should not treat a disabled person less favourably, 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 on public authorities to eliminate all forms of harassment, to promote positive attitudes towards disabled people and to encourage participation by disabled people in public life.
The DDA’s definition of a disabled person
The Act applies to anyone who has "a physical or mental impairment which has a severe and long-term adverse effect on the ability to carry out normal day-to-day activities’" or has had such an impairment in the past.

This is different to the Disabled People’s International (1981) definition outlined in the section on the social model of disability.
What is "discrimination" in the delivery of services?
It is treating a disabled person less favourably for reasons relating to their impairment, or not making reasonable adjustments to your services so that disabled people can use them.

Less favourable treatment is: 

a.  
refusing to serve someone, or

b.  
providing someone with a lower standard of service, or

c.  
providing someone with a service on worse terms in comparison with non-disabled people

Making reasonable adjustments

Service providers should:

a.  
review whether services are accessible to disabled people;

b. 
anticipate any access requirements and adjustments that may have to be made;

c. 
ask people using their services whether they have any access requirements, and what adjustments need to be made.

Unlike employers who must design adjustments around their employees, service providers cannot wait until a disabled person wants to use a service and must anticipate and plan to make their services accessible by:

a. 
taking reasonable steps to change their practices, policies or  

        
procedures;

b. 
providing a reasonable alternative method of making services

available to disabled people;

c. 
providing an auxiliary aid or service;

d. 
making reasonable adjustments to buildings and the environment.  

Service providers have an “"anticipatory duty” under the DDA which means that they are expected to be pro-active and plan for changes to buildings or for any other adjustments required to make services accessible. It is also a "continuing" duty so that once adjustments are made, they must be monitored and reviewed regularly and if necessary, further changes implemented. Action plans should be prepared and regularly reviewed, including consultation with disabled people’s organisations.

Further information is available from the Manchester Disabled People’s Network Steering Group or from the Disability Rights Commission (DRC), which has useful codes of practice and other publications to assist in complying with the requirements of the DDA.

DRC Website: www.drc-gb.org
DRC Helpline

Telephone: 08457 622 633 Monday – Friday 8.00am – 8.00pm

Textphone: 08457 622 644 Monday – Friday 8.00am – 8.00pm

Fax: 08457 778 878

Post: DRC Helpline, FREEPOST, MID02164, 
Stratford upon Avon, CV37 9BR
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Appendix 1 

Example of an Access Requirements Form

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 …………………………………………………………………...

Expenses: do you need them? 

1. 
at the meeting or event
…………………………………………………



2. 
after the meeting or event
………………………………………….

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

Do you require: 

An accessible parking space booked in advance 

Yes…… No…..

Information: 

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

Information in standard print (14 point sans-serif)………………………….
Information in large print (18 point sans-serif)……………………………...

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

Information by computer disk ……………………………………………….

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

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

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

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

Information in picture format …………………………………………………

Other format (please explain) ………………………………………………..

Are you a wheelchair user? ………………………………………………….

(this is to help with room layout)

Creche facilities:

Do you require crèche facilities? ………………………………………. 

(if provided by the event or meeting)?

What is/are the name/s and age/s of your child or children?

………………………………………………………………………………….

Do you need expenses for childcare? ……………………………………..

Support workers and communication support 

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

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

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 Gujerati, Cantonese etc.

…………………………………………………………………………………...

…………………………………………………………………………………...

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

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

Do you require a notetaker? …………………………………………………

Do you require speech to text? If yes, please give details 

…………………………………………………………………………………..

Do you require a specific communication assistant or support worker? If yes, please give details 

…………………………………………………………………………………...

Do you have any other access requirements? If yes, please give details. …………………………………………………………………………………...

…………………………………………………………………………………...

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? ……………………………………

…………………………………………………………………………………...

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

…………………………………………………………………………………

Please return a separate access requirement form for each child.

Please send this form back by …(date)….  in your preferred format to:

Name …………………………………………………………………………..

Address ………………………………………………………………………...

Email address ………………………………………………………………….

Website address ………………………………………………………………
Appendix 2

Example of an Attendance Form with images

(this form is available in Braille, large print, floppy disk, e-mail, audio and can be returned in any format)

This form has not been included in this version as it includes images

Appendix 3 



Example of a basic agenda with images

This form has not been included in this version as it includes images

Appendix 4  

Examples of questions to use in an evaluation form  

(These should be adapted to suit the event)

a. 
Was the application or registration process helpful? If not, why not? ………………………………………………………………………….

………………………………………………………………………….

b.  
Was the venue accessible? If not, why not? ………………………

………………………………………………………………………….

c. 
Were any of the access arrangements you requested, not provided? Please explain ……………………………………………

………………………………………………………………………….


d. 
What went well? ………………………………………………………..

…………………………………………………………………………..

e. 
What didn’t go so well ………………………………………………..


…………………………………………………………………………….

f. 
Was the content (or were the sessions) useful? ……………………


…………………………………………………………………………….

g. 
What was the most useful section/session? ………………………...

…………………………………………………………………………….

h. 
What was the least useful section/session? ………………………


…………………………………………………………………………….

i. 
What would you have liked included that wasn’t? ………………….


…………………………………………………………………………….

j.   
What parts of the meeting/event were easy to follow or difficult to  follow? …………………………………………………………………...


…………………………………………………………………………….

k.  
Is the information pack useful? ……………………………………….

l.  
Was it in the appropriate format for you? ……………………………

m. 
Would you like any further information or training? ………………...

n.  
Please explain what would be useful to you. ………………………..

…………………………………………………………………………….

m. 
Do you have any comments to make about the food or refreshments? …………………………………………………………..


…………………………………………………………………………….

n. 
What improvements would you suggest for future meetings or events? ………………………………………………………………….


……………………………………………………………………………

Appendix 5 

Example of a Conference Evaluation Form with images

This form has not been included in this version as it contains images
Appendix 6
Terminology Guidelines 

(column version)

Not acceptable


Acceptable

People with a disability 

Disabled people


Able-bodied, normal 


Non-disabled people

Handicapped, crippled, 

Disabled person or  


invalid, suffering from,


disabled people,


afflicted by,




people with physical, sensory,

a victim of ….
speech or other impairments

Defective, maimed
People with an impairment or with impairments, injured

Lame





Person with a mobility impairment

Birth defect




Born with… (name of impairment) 

The disabled 



Disabled people
The deaf  
Deaf and hard of hearing people
Deaf and dumb, deaf mute

Deaf person, or deaf person with a



speech impairment


Mute, dumb, dummy
Person with a communication or speech impairment

The blind 




Blind and partially sighted







people, deafblind person or people

The deafblind 



Deafblind people
An epileptic



Person with epilepsy

Spastic




Person with cerebral palsy

Dwarf, midget
Person with restricted growth, short person, person with short stature

Hunchback




Person with a spinal curvature

The mentally ill, mental  
Mental health service users,

patient, insane, mad, crazy,

mental health survivors, mental emotionally disturbed…. 

health service ex-users, people 

with mental health problems
Wheelchair bound, confined  
Wheelchair user



to a wheelchair, restricted to

a wheelchair

People with learning disabilities,
People with learning


mentally handicapped,
difficulties or learning

subnormal, retarded


disabled people

Severe, moderate, profound

Learning disabled people or 

learning difficulties


people with learning difficulties
Special needs



Specific requirements

Special needs in education

Special educational needs

Brainstorming
Sharing ideas, thought sharing, thought mapping, creative thinking, freethinking, thought tank, ideas session, ideas exercise etc.

Electric chair or electric

Power chair

wheelchair





Deaf aid




Hearing aid

Bionic ear




Cochlear implant

Disabled parking, disabled

Accessible parking, accessible

toilet, disabled entrance

toilet, accessible entrance

Hygiene room
Accessible toilet suite, accessible 

(with changing tables, facilities)
combination suite



Appendix 7

Terminology Guidelines (text version)

In the following table, it is set out in two columns, these being separated by a dash. Not Acceptable – Acceptable.

Not Acceptable - Acceptable

People with a disability - Disabled people


Able-bodied, normal - Non-disabled people

Handicapped, crippled, invalid, suffering from,
afflicted by,
 a victim of …….
 - Disabled person or disabled people, people with physical, sensory, speech or other impairments 
Defective, maimed - Impaired, injured

Lame
 - Person with a mobility impairment

Birth defect
 - Born with… (name of impairment) 

The disabled - Disabled people
The deaf - Deaf people (can include deaf, hard of hearing and deafened people)

Deaf and dumb, deaf mute - 
Deaf person



Mute, dumb, dummy - Person with a communication or speech impairment

The blind - 
Blind and partially sighted people, deafblind person or people

The deafblind - Deafblind people
An epileptic - Person with epilepsy

Spastic - Person with cerebral palsy

Dwarf, midget - Person of or with restricted growth, short person,

person with short stature

Hunchback - Person with a spinal curvature

The mentally ill, mental – Mental health service users, mental health survivors, mental health service ex-users, people with mental health problems
Wheelchair bound, confined to a wheelchair - Wheelchair user



People with learning disabilities, mentally handicapped, subnormal, retarded - People with learning difficulties or learning disabled people

Severe, moderate, profound learning difficulties - Learning disabled people or people with learning difficulties

Special needs - Specific requirements

Special needs in education - Special educational needs

Extreme case – Disabled person

Carers (not family members) - Support workers, personal assistants, PAs, (except when used in relation to family members)
Brainstorming - Sharing ideas, thought sharing, thought mapping, creative thinking, freethinking, thought tank, ideas session, ideas exercise etc.

Electric chair or electric wheelchair
 - Power chair

Disabled parking, disabled toilet, disabled entrance - Accessible parking, accessible toilet, accessible entrance

Hygiene room (with changing tables, facilities) – Accessible toilet suite, accessible combination suite

For further information & training on terminology and inclusive images, contact members of the Disabled People’s Network Steering Group, Community Network for Manchester. (See Appendix 9)

Appendix 8 


Organisations producing alternative formats and providing interpreters and communication support around Manchester

Please note that inclusion on this list is not necessarily a recommendation but only a guide to services operating at the date of publication. There may also be other organisations that can provide similar services.

Blackburn and Darwen Society for the Blind

Thwaites House, Railway Road, Blackburn BB1 5AX  

Contact: Mike Mulcahy 

Telephone: 01254 54143  

Fax: 01254 694710 

Email: mike.mulcahy@virgin.net

Can supply audio transcription and Braille printing. Prices are 50 pence per page for large print and £1 for each page of braille. Prices for audio are on request direct to the society as they use a local studio.  Can also copy documents to computer disk but do not have facilities for supplying CD-ROMs.  A 24-hour service is not available. 

British Deaf Association

1-3 Worship Street, London EC2A 2AB 

0870 770 3300

Email: helpline@bda.org.uk

Website: www.britishdeafassociation.org.uk/

Can produce information in sign language on VHS videotape, CD-ROM and DVD. Signed video can also be converted into a format which can be streamed on a website. The factsheet on the website also gives advice on organising material for signed videos.

Central Library Manchester

Visually Impaired People’s Unit, St Peters Square, Manchester M2 5PD

Telephone: 0161 234 1989

Provides studio space for audio transcription, also Braille and large print production, free of charge for Manchester residents and users of the unit. Other libraries in the North West may provide similar services.

City College Manchester

Northenden Campus, Sale Road, Northenden, 

Manchester M23 ODD

Contact: David Gaskill

Telephone: 0161 614 8214

Fax: 0161 614 8023

Email: dgaskill@ccm.ac.uk
The college has comprehensive facilities supplying audio transcription, Braille and large print.  Documents can also be copied to computer disk or CD-ROM. The centre also has facilities for tactile printing and prices are on request. No 24-hour service.  

Communication Support Service at Manchester Deaf Centre

Crawford House, Booth Street East, Manchester M13 9GH

Telephone/minicom: 0161 273 6699

Fax: 0161 273 3299

Email: jude.nortier@manchesterdeafcentre.com
Provides sign language interpreters, lipspeakers, notetakers, deafblind interpreters, speech to text, including palantypists. At least two weeks notice, but may need more or less time for specific requests. Available for individuals and organisations in Greater Manchester.

Council for the Advancement of Communication with Deaf People (CACDP)
Telephone: 0191 383 1155
Website: http://www.cacdp.org.uk/

Has a directory of people qualified and registered to provide particular interpreting or other communications services. Requires a subscription of £25 and interpreters who are freelance may be more expensive than local services.

DASH (Disability Advice and Information, St Helens)
Telephone: 01744 453053

Fax: 01744 750 545

Email: dash@disabilitysthelens.org.uk

Website: www.merseyworld.com/dash/

Braille and large print provided. No charge for individuals, charges for organisations on application. No 24-hour service.

GMCDP (Greater Manchester Coalition of Disabled People)

BEVC, Aked Close, Ardwick, Manchester M12 4AN 

Contact: Thelma Thomlinson

Telephone: 0161 273 5154

Fax: 0161 273 5154

Email: thelma@gmcdp.com 

Supplies Braille and large print.  Will also copy documents to computer disk and CD-ROMs. Prices for printing are 10 pence per page for either Braille or large print plus £2 per hour service cost.  Where an additional volunteer is required a charge of between £5 - £30 will be incurred to cover expenses.  The lowest cost is for the voluntary sector and the higher charge applies to other organisations. No 24 hour service available.

HSBP  (Henshaws Society for Blind People) 

HSBP, John Derby House, 88 – 92 Talbot Road, Old Trafford, Manchester M16 0GS

Contact: Jenny Lloyd 

Telephone: 0161 872 1234

Textphone: 0161 872 5238 

Fax: 0161 8489889

Email: info@hsbp.co.uk

Provides Braille, large print, audio tapes and tactile maps for voluntary sector and community groups only. Contact Henshaws for prices. No 24 hour service.

Manchester City Council - M4 Translation Services

Room 4041, Town Hall, Manchester M62 LA

Telephone: 0161 234 3193

Fax: 0161 234 3081

Email: m-four@manchester.gov.uk
Provides Braille, large print, audio transcription, translations into community languages, videos with subtitles in community languages. Contact M4 for prices. 24 hour service available if material provided by email or on disk.
Manchester and District Social Club of the Blind

1 Malvern Close, Prestwich, Manchester M25 1PH

Contact: Ron Goulden

Telephone: 0161 798 9137

Fax: 0161 798 9137 

Email: r-goulden@supanet.com

Provides Braille and large print. Can supply audio transcription but prices are on a request only basis.  Printing costs for Braille and large print are 8 pence per page, with a minimum order of £6 or 10 pages. A 24 hour service is not available.

Manchester People First

Unit 21, Wilsons Park Business Centre, Monsall Road, Newton  Heath, Manchester M40 8WN

Telephone: 0161 205 0800



Fax: 0161 205 3030

Email: peoplefirst@another.com
Provides summaries of information in words and pictures format. Costs available on request. No 24 hour service.

Manmedia - Manchester Learning Disability Partnership
Contact: Nigel Hoar

Telephone: 0161 998 7424
Email: admin@manmedia.co.uk
Website: www.mldp.org.uk/media.html
Produce photographs and images to aid information dissemination for use with documents, forms, publicity and information and also produce videos with BSL, audio description, subtitles and authored CD/DVDs. 
Manchester Audio Description Services

Contact: Anna Hassan

Telephone: 0161 928 3085

Email: ahassan@easynet.co.uk

Contact: Judith Rose

Telephone: 0161 775 2818

Contact: Helen Palmer

Tel: 0161 429 9884

Email: hpalmer7@aol.com

Providing audio description services
Mind’s Eye

Contact: Anne Hornsby

139 Bromwich St. Bolton BL2 1LJ

Telephone: 01204 522481 or 07889 232438

Email: anne.hornsby@btinternet.com
Offering audio description for theatre, film, the visual arts and conferences, where visual images are used, using infra-red, radio systems or one to one. 

print2braille

NLB, Far Cromwell Rd, Bredbury, Stockport SK6 2SG

Contact: Irene Grayson

Telephone: 0161 355 2019

Email: info@print2braille.com

Produces Braille, tactile graphics, audio, large print and internet formats for leaflets, brochures, booklets and documents from printed or hand-written text. Daisy format may also be available during 2004. Contact organisation for prices, which are lower for voluntary sector organisations. 

Rising DAWN 
64 Bickerstaffe Street, St. Helens, Merseyside W10 1DH

Contact: Dave Wilson

Tel (Freephone): 0800 073 0171
Telephone: 01744 451215 

Fax: 01744 451215

Email: disability.network@virgin.net

May be able to supply audio transcription, Braille and large print computer disk and CD-ROM. Apply to organisation for costs of production. Annual subscription to news service and information is £12.50 including 8 – 10 cassette tapes per month, including transcription of information for members.

RNIB

Transcription Centre North West, 79 High Street, Tarporley, Cheshire  CW6 0DP

Contact: Mrs Judith Watts

Telephone: 01829 732115

Fax: 01829 732408

Email: tarporley@rnib.org.uk

Can supply audio transcription, Braille and large print and tactile printing. Prices for audio are £3.70 per page, inclusive of cassette, equalling £74 per recorded hour for approximately 20 A4 pages or 400 words of plain text.  Additional copy cassettes are £2.50 plus postage and packing. Braille is charged at £6.30 for a master production equal to 3 Braille pages Further pages are priced at 25p for a Braille or large print page. Bound copies of documents are £2.50 plus postage and packing. Special delivery or courier is charged extra. There is a minimum order charge of £25. Tactile printing prices are on request. RNIB can quickly produce smaller documents but are unable to provide a 24 hour service.

RNID (Royal National Institute for Deaf People)

RNID Communication Service, Manchester Technology Centre, Armstrong House, Oxford Road, Manchester M1 7ED

Telephone: 0161 242 2368

Fax: 0161 242 2317

Textphone: 0161 242 2371

Email: csumanchester@rnid.org.uk

A service for people and organisations in Greater Manchester.

Provides all forms of communication support, including sign language interpreters, lipspeakers, notetakers, and other  speech to text support including palantypists. At least two weeks notice is recommended.

For deaf residents of Manchester, contact the Manchester Deaf Centre who also provide sign language interpreters and other forms of communication support.

Signed Performances in Theatre (SPIT)

Website: www.spit.org.uk/
BSL sign language interpreters

Stagetext

Website: www.stagetext.co.uk
Captions and subtitling in entertainment, educational, training and cultural venues
UK Communication Support Directory

Royal Association for Deaf People

Website: www.royaldeaf.org.uk 

Lists organisations and individuals providing communication support services in the UK, including BSL, lipspeakers, notetakers, speech to text reporters, deafblind interpreters and other communication support workers

VocalEyes 

Telephone: 020 7261 9199

25 Short Street, London, SE1 8LJ
Website: www.vocaleyes.co.uk

Audio description for theatres

Warrington Disability Information Services 

Disability Living Centre, Beaufort Street, Warrington WA5 1BA

Contact: Jim Jeffries

Telephone: 01925 240852 

Fax: 01925 241852 

Email: jamesjeffrieswdis@yahoo.co.uk
Can supply audio transcription at £10 per hour for voluntary organisations.  Other organisations are charged at a higher rate of £15 per hour. No 24 hour service available.

Signed and sub-titled videos, CD-ROMS and DVDs

(Inclusion on this list does not mean a recommendation. There may be other organisations which also provide similar services)

British Deaf Association, Multimedia Information Unit

Telephone: 0207 588 3522 

Textphone: 0207 588 3528 

Email: info@bda.org.uk 


Website: www.britishdeafassociation.org.uk

Provides signed, subtitled and voice-over videos and other multi-media

Ac2.com Ltd, Lanarkshire 

Telephone: 0870 080 1704 Lanarkshire 

Textphone: 0870 080 1705 

Email: joel@ac2.com

Website: www.ac2.com

Provides video, multi-media, BSL and subtitles

Enterprise Video Services, St Helens 

Telephone: 01744 26302 

Email: enterprise.video@iname.com 

Website: www.enterprisevideo.freeserve.co.uk

Provides signed and subtitled videos

Intelfax Ltd

Tel: 0207 928 2727 

Email: subtitling@intelfax.co.uk

Website: www.intelfax.co.uk

Manmedia - Manchester Learning Disability Partnership
Contact: Nigel Hoar

Tel: 0161 998 7424

Email: admin@manmedia.co.uk
Website: www.mldp.org.uk/media.html

Produces signed videos with BSL, audio description, subtitles, authored CD/DVDs
Remark! Access

13 - 14 Greenwich Quay, Clarence Rd, Greenwich, London 

SE8 2EY

Telephone: 020 8691 0210

Textphone: 020 8691 0226

Fax: 020 8469 3689

Email: info@remarkaccess.co.uk

Website: www.remarkaccess.co.uk

Appendix 9  

Disabled People’s Organisations in Manchester
These are organisations managed and controlled by disabled people in Manchester.

Body Positive North West

Lawrence House, City Road, Hulme, Manchester, M15 4DE

Telephone: 0161 873 8100


Fax: 0161 873 8103



Helpline: 0161 873 8103 (10am – 10pm)


Email: info@bnpw.org.uk


Website: www.bpnw.org.uk
BPNW have offered care and support to people living with HIV for over 15 years.  We are steered by Trustees who live with HIV and many of our volunteers have HIV.  Opening hours are 11am – 8pm Monday, Tuesday, Thursday, 11am – 5pm Wednesday and 11am – 4pm on Friday.  The group offers a drop-in service, counselling, advice and help, a fitness centre and a chance to meet people.

Breakthrough UK Ltd.

BEVC, Aked Close, Ardwick, Manchester, M12 4AN

Telephone/Minicom: 0161 273 5412



Fax: 0161 274 4053

Email: admin@breakthrough-uk.co.uk


Breakthrough UK Ltd is an organisation managed mostly by disabled people and has the following aims; working with individuals to help them find work, getting rid of barriers and the discrimination which stops people from working and being independent.  Breakthrough’s work includes; employment support to find and keep work, teaching literacy and numeric skills, national research on employment issues, training for work at different sites and providing training and consultancy to employers.

DAN Manchester  – Disabled People’s Direct Action Network

Contact: Rebecca Young

Email: beccaviola@hotmail.com
Contact: Clair Lewis, Tom Fagan

Telephone: 07970 959791

Email: crip@stirring.freeserve.co.uk
Email: danner@breathe.com

Contact: Tom Fagan

Telephone: 07980 856719

Email: tom@tomscpsite.co.uk
DAN is a network of disabled activists who use non-violent civil disobedience as a campaign tool for disabled people’s rights.
Disabled Lesbian Group

PO Box 153, Manchester M60 1HP


Telephone: 0161 273 7128


Email: mail@manchesterlcp.org.uk

Contact: Nicki Jackson

Social and campaigning group for all lesbian and bi-sexual women who identify as being disabled.

Disabled People's Refugee Project (DPRP)
Contact: Annette Lin
BEVC, Aked Close, Ardwick, Manchester, M12 4AN

Telephone (textphone - Minicom): 0161 276 0043

Telephone (Typetalk): 18002 0161 276 0043

Fax: 0161 273 4164

Email: annette@gmcdp.com
Supporting disabled refugees living in Greater Manchester to access services and take up opportunities, providing information, training and peer support. This is a project within GMCDP.
Dyspraxia Adults’ Action

Contact: Janet Taylor

Telephone: 0161 877 6688
Email: janettaylor2000@hotmail.com
A self-help group for adults with dyspraxia and related neuro-diversity. We also raise awareness through training and information.
FAST (First Asian Support Trust)


565 – 567 Cheetham Hill Road, Cheetham Hill, 
Manchester M8 9EN 
Telephone: 0161 740 3399 

Fax: 0161 740 6727
Email: info@fast-uk.org
Website: http://www.fast-uk.org
FAST works with people with learning difficulties, people with physical difficulties, people with mental health problems, less-abled people. Services and projects include a drop-in centre, advice centre, guidance service, home help, assisting and facilitating, escorting services, translating and interpreting services, equipment loan service, scooter service (3-wheeler), music teaching service, Pathways to Employment and Work, Information Technology.

Full Circle Arts 
 
Greenheys Business Centre, 10 Pencroft Way, 

Manchester, M15 6JJ 
Telephone/Minicom: 0161 279 7878
 

Fax: 0161 279 7879 
Email: enquiries@fullcirclearts.co.uk


Website: www.fullcirclearts.co.uk

Promoting Disability Arts and the arts of Disabled People.  Providing an information and advocacy resource for Disability Arts and the arts of Disabled People.  Promoting and campaigning for access for Disabled People to participate in the arts and cultural activities of the region.  Promoting and working to provide education, training and employment for Disabled People in the arts.  Creating partnerships for the resource development of Disability Arts throughout the region.  To support our information and advocacy service our accessible web site has details of all our current projects, hot news, funding opportunities, job opportunities for disabled artists, information on access and equality, a searchable database of all our DASA artists and an e-mail enquiry service.
Greater Manchester Coalition of Disabled People

BEVC, Aked Close, Ardwick, Manchester, M12 4AN

Telephone (Admin / Management): 0161 273 5154


GMCDP Information Service (text): 0161 273 5137

Minicom with ansaphone (eve/weekend): 0161 273 4279

Fax: 0161 273 4164
Email: info@gmcdp.com

Website: www.gmcdp.com

Greater Manchester Coalition of Disabled People is an organisation of disabled people working with and supporting disabled people’s organisations across Greater Manchester and runs a number of its own projects including Disability Action Training, a Young Disabled People’s Forum, young disabled people’s arts and drama activities, organises conferences and participates in a wide range of consultations across Greater Manchester. It also produces a quarterly magazine and regular newsletters to its national membership.

Greater Manchester Young Disabled People’s Forum

BEVC, Aked Close, Ardwick, Manchester, M12 4AN

Telephone: 0161 273 7870 or 0161 273 8141

Minicom: 0161 273 4279


Email: maureen@gmcdp.com, audrey@gmcdp.com
The Young Disabled People’s Forum was established in 1995 and is a continuation of youth/disability related organisations.  The overall aim of the forum is to assist young disabled people in taking more control over their lives.  The Project works specifically with young disabled people aged 15-25 who live within Greater Manchester. This is a project within GMCDP

Hearing Voices Network 

91 Oldham Street, Manchester, M4 1LW

Telephone: 0161 834 5768
Email: hearingvoices@care4free.net

Website: www.hearing-voices.org.uk

A self-referral and self-help network, to share experiences, discuss strategies for coping with voices and provides a helpline, training and information on the issues, and is pro-active in stimulating alternative and complimentary models of care and support to people who have a voice hearing experience.

Manchester Deaf Centre

Crawford House, Booth Street East, Manchester, M13 9GH

Telephone (Typetalk): 18002 0161 273 3415

Telephone/Minicom: 0161 273 3415



Fax: 0161 273 6698

Email: joy.doyley@manchesterdeafcentre.com

Website: www.manchesterdeafcentre.com
Manchester Deaf Centre offers a range of services for deaf people, including sign language interpreters and communication support for Manchester residents.  The services also include help, advice, support, meetings, events, BSL courses, deaf awareness courses, advocacy information and games.  A weekly and monthly guide to events can be obtained by contacting the Deaf Centre.

Manchester Disabled People’s Access Group

BEVC, Aked Close, Ardwick, Manchester, M12 4AN

Telephone and Textphone: 0161 273 5033  

Fax: 0161 273 2637

Email: admin@mdpag.org.uk


Website: www.mdpag.org.uk
We are an organisation of disabled people campaigning for change around Manchester and the North West to improve access to: buildings, transport, the environment and information through access audits and surveys, consultations, promotion of good access standards, campaigns and we provide information and training on access issues, Access Statements, the Disability Discrimination Act and Building Regulations.
Manchester and District Social Club of the Blind

1 Malvern Close, Prestwich, Manchester, M25 1PH

Telephone/Fax: 0161 798 9137

The group provides social opportunities to visually impaired people, these include monthly meetings on the first Friday of each month, table games, theatre trips and days out.  The group provides information on access to social and sporting opportunities and arrangements for the production of information in Braille.

Manchester Environmental Group of Blind and Partially Sighted People (MEGOBAPP)

C/o 1 Malvern Close, Prestwich, Manchester, M25 1PH

Telephone/Fax: 0161 798 9137

MEGOBAPP is a group of visually impaired people all working in a voluntary capacity.  The group meets once a month to discuss concerns regarding environment, access and information issues that affect their members and local visually impaired people and carries out access audits and surveys.

Manchester People First

Unit 21, Wilsons Park Business Centre, Monsall Road, Newton  Heath, Manchester M40 8WN

Telephone: 0161 205 0800



Fax: 0161 205 3030

Email: peoplefirst@another.com  

Manchester People First offers an advice and information service to learning disabled adults as well as campaigning for equality and promoting independence (Freedom of Choice) for its members.  This is done in a variety of ways including producing accessible information and literature.

Mood Swings Network (North-West)

Workspace, 23 New Mount Street, Manchester M4 4DE

Telephone: 0161 953 4105
Email: mood.swings@virgin.net
Helps people who have mood swings, their families and friends and give information, advice and support, and also provide a young person’s group and carers’ support.
MS Society, Manchester branch 

Marion McCarthy, 9 Tiefield Walk, Chorlton, Manchester

Tel: 0161 286 2777

Email: andrea_booth@onetel.net.uk

Organisation of people with MS, holds monthly meetings and provides advice and information

North-West Disabled Writers' Workshop

Commonword/Cultureword, Chestwood House, 21 Newton St., Manchester M1 1FZ 

Telephone/Fax: 0161 832 3777

Email: enquiries@commonword.org.uk

Meets alternate Thursdays 1-3pm. Members who are unable to travel to meetings can contribute via tapes/letters. Venue is accessible and support (e.g. signers) can be made available. Group provides encouragement and constructive criticism.

Shopmobility Manchester

46 – 48 Barbirolli Mall (lower part), Arndale Centre, 

Manchester, M4 2HU

Telephone: 0161 839 4060


Fax: 0161 839 5110

Email: shopmobilitymcr@btconnect.com
Shopmobility Manchester is a group of disabled people who provide a service for anyone over the age of 16 with mobility impairments.  The group offers access to the use of scooters, power chairs, and manual wheelchairs to assist in using the local facilities within the city centre.

Touchdown Dance

Katy Dymoke, 42 Edge Street, Manchester, M4 1HN

Telephone: 0161 278 2499
Email: touchdd@aol.com

Website: www.touchdowndance.co.uk
Touchdown Dance offers dance lessons and courses, residencies in education and health for visually impaired people in integrated and discreet settings. We have resources such as CD-ROM, Web site to provide information on the work.  Our performance group involves 3 visually impaired and 3 sighted dancers currently touring TACT to venues and organising a tour in the autumn.  Funded by the ACE and Lottery, NOF and other sources.  We offer advice and consultancy for those interested in dance projects, collaborative projects, including media and film.


Wythenshawe Shopmobility 

Contact: c/o John Perry (Wythenshawe Mobile)

Telephone: 0161 946 9250

Wythenshawe Shopmobility is a group of volunteers providing a service for anyone over the age of 16 with mobility impairments.  The group offers access to the use of scooters, power chairs, and manual wheelchairs to assist in using the local facilities.

Appendix 10 


References and resources

Access 2 Pictures: a picture bank with 800 pictures, covering 16   

different categories, available on PC or MAC. People First produce other publications and factsheets.

People First, 3rd Floor, 299 Kentish Town Road, London NW5 2TJ

Telephone: 020 7485 6660 

Fax: 020 7485 6664

Email: general@peoplefirstltd.com
Website: www.peoplefirstltd.com
Action for Access: a publication providing arts organisations in the 

North West with practical information on how to make their venues, their services and their products more accessible. £20.00 plus £7.00 post and package.

TEAM, 32 – 36 Hanover Street, Liverpool L1 4LN

Telephone: 0151 709 6881

Email: info@team-uk.org

British Deaf Association (BDA)

Information, including online factsheets on British Sign Language (BSL) and the Deaf community

Textphone: 0800 6522 965

Telephone: 0870 770 3300
Videophone: 020 7496 9539 
Fax: 020 7588 3527 
Email: helpline@bda.org.uk 

Website: www.britishdeafassociation.org.uk

CHANGE Picture Bank: another picture bank and more resources for 

people with learning difficulties

Change, Unity Business Centre, Units 19 & 20, 26 Roundhay Road, Leeds LS7 1AB

Telephone: 0113 243 0202

Textphone: 011 243 2225

Fax: 0113 243 0220

Email: changepeople@btconnect.com

Website: www.changepeople.co.uk/bank.html 

Design for Access 2: Best practice design standards for accessible 

buildings and the environment. Available from Manchester City Council and Manchester Disabled People’s Access Group, 

Telephone: 0161 273 5033, Fax: 0161 273 2637

Email: admin@mdpag.org.uk 

Website: www.mdpag.org.uk

Disability equality principles of Good Consultation
 
October 1999 (West of England Coalition of Disabled People)

Website: www.bathnes.gov.uk/disabilityequality/principlesgoodconsultation.htm

Disability Rights Commission (DRC)

Information on the DDA, including useful codes of practice, regulations, news & legal cases

Freepost MID02164 Stratford-upon-Avon, CV37 9BR 

Telephone: 08457 622 633

Textphone: 08457 622 644

Fax: 08457 778 878

Website: www.drc-gb.org
Disabled Persons Transport Advisory Committee

Information on different transport modes, including air travel, buses, ferries, motoring, rail, taxis and walking.

Website: www.dptac.gov.uk

Guidance on Standards for Audio Description

Independent Television Commission (ITC)

Website: www.itc.org.uk/itc_publications/codes_guidance/audio_description/index.asp

RNIB - See It Right Pack: guidelines on producing accessible   

information for blind and partially sighted people, published by Royal National Institute of the Blind (RNIB) 

Telephone: 08457 0233153

Website: www.rnib.org.uk 

Royal National Institute for the Deaf (RNID) – Access Pack, 

 
also online factsheets and other publications
Tel: 0808 808 0123

Textphone: 0808 808 9000

Fax: 020 7296 8199 

Email: informationline@rnid.org.uk

Website: www.rnid.org.uk

Talking Newspaper Association of the UK (TNAUK)

Website: www.tnauk.org.uk

Website design 

Adobe PDF formats

However, this access method is still not accessible to everyone and text versions are still required. 

Website: access.adobe.com
A free version of PDFaloud can be downloaded 

Website: www.pdfaloud.com/downloads.asp
Bobby – For checking webpages

Website: bobby.watchfire.com/bobby/

IBM Accessibility Guidelines – accessibility checklist 

Website: www-3.ibm.com/able/guidelines/web/accessweb.html

NetMechanic Accessibility Tips 

Website: www.netmechanic.com/

RNIB Web Access Centre with explanations, checkpoints, techniques and resources

Website: www.rnib.org.uk/xpedio/groups/public/documents/publicwebsite/public_webaccesscentre.hcsp

See it Right Accessible Website Logo Scheme

Website audits by RNIB and if approved, use of See it Right website logo

Website: www.rnib.org.uk/xpedio/groups/public/documents/PublicWebsite/public_wac_logo.hcsp
TechDis - a UK service for staff in further and higher education, provides more useful advice on visible, invisible website design and adapting design to suit the way assistive technologies work

Website: www.cetis.ac.uk/members/accessibility/documents/tips

UseableNet – tools & software for accessibility

Website: www.usablenet.com

Web Accessibility Initiative (WAI) – international accessibility standards, guidelines, tips, checklists, techniques
Website: www.w3.org/WAI/
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