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[bookmark: _Toc444272873]Self-Assessment Access Check List for Venues 

It is important to gather and provide relevant access information for disabled visitors / patrons in an effective, appropriate and timely way prior to hosting the public.

This helps to:

· Make everyone feel welcomed and included.
· Support audience development.
· Encourage full participation. 

Many venues will already have general access information, but it is important that access information is tailored to specific events and activities and can be easily updated and communicated if circumstances change.  

Organisations and venues should also have processes and support in place for Disabled Staff / Volunteers / Artists.

This checklist is a starting point and designed to support event organisations to assess access and provide relevant information, as well as exploring ways to make improvements.

Every event and venue is different, and this list is in no way designed to be exhaustive or prescriptive. 


Access Checklist:

Rating: 1 = not in place, 5 = in place

	Publicity / Marketing
	Yes / No 
	Progress to date (1-5) 
	Next Steps 

	Has information about available access provision been provided in:
· Print, online, at the venue (on site) and in any materials sent to general media / marketing?
	
	
	

	Has information been made easily available in different formats, for example:
1. Large print, audio, plain language, easy read (which may include pictures and icons to illustrate meaning)
2. A word version for e-mailing / downloading
3. Maps with symbols / textured maps  
	
	
	

	Have staff / public been informed about how they can order information in different formats, and has this been communicated in general marketing materials? 
	
	
	







	Staff / Resourcing 
	Yes / No
	Progress to date (1-5)
	Next Steps

	Is there a designated point of contact for access-related questions regarding the event?
	
	
	

	Have venue staff received disability equality / confidence training?
	
	
	

	Are people being asked to provide feedback on the accessibility of the event?
Do you have feedback / evaluation forms available in different formats? (E.g., print, online, audio options?) 
	
	
	



	Journey / Travel
	Reviewed?
	Progress to date (1-5)
	Next Steps

	Are accessible parking bays clearly signposted in several places and from different directions? Are they clearly indicated in marketing and known to staff? 
	
	
	

	Are the nearest public transport links indicated clearly and easily found in the venue information? (Including information on access at stations, bus services and road works causing disruptions)? 
	
	
	

	Have distances / gradients between key points been indicated? For example, toilets, parking, venue and surrounding facilities?
Are drop-off / pick-up points easily identifiable?
	
	
	



	Event Format 
	Reviewed? 
	Progress to date (1-5)
	Next Steps

	Have event start times, interval times and approximate end times been provided? These should be provided in advance through information provision and on the day via information boards / screens. 
	
	
	

	Has trigger warnings been provided? These should be provided in advance through information provision and on the day via information boards / screens. 
	
	
	

	If asked, has event staff been provided with general information on when triggers occur during the event? (e.g., loud bangs, strobe lighting occur within the performance). 
	
	
	





	Signage and Orientation at Your Venue
	Reviewed?
	Progress to date (1-5)
	Next Steps

	Are there event workers acting as a first point of contact for access at the venue / event? Can they be identified by visitors?
	
	
	

	Is signage at a suitable height for wheelchair users?
	
	
	

	Are there any reflective surfaces that may impact on visibility?
	
	
	

	Has event signage got good colour contrast, uses clear font types and suitably large point size? 
	
	
	

	Is signage written in plain language and / or illustrated with symbols? 
	
	
	

	Are any displays / exhibition layouts accessible, for example:
1. Suitable hanging height of works, labels / interpretation panels, plinths, display cases (i.e., eye level at 1.10 metres for wheelchair access)
2. Turning space for wheelchairs and mobility scooters (i.e., minimum 1.30 metres across)
3. Adequate lighting 
4. Interpretation in a range of formats (e.g., audio description, Braille, large print, plain language)
	
	
	

	Are there signs in place to highlight all entrances / exits? Have footpaths and access routes been checked for obstructions?
	
	
	

	Have any stairs, ramps etc been indicated using high contrast markings?
	
	
	



	Accessibility Across All Areas
	Reviewed?
	Progress to date (1-5)
	Next Steps

	Have additional access-related provisions been communicated, such as:
1. Step free provision 
2. Facilities for assistance animals (e.g., water bowl)
3. Induction loop
4. Visual announcements for intervals / alarm system
	
	
	

	Have seating options for wheelchair users in performance spaces been considered, ensuring they are not segregated from non-wheelchair users, and / or friends and family? 
	
	
	

	Have staff / audience members been informed of seating options available at the venue (e.g., gradient and type of seating, sufficient leg room, floor surfaces, numbered sections to locate seats easily)?
	
	
	

	Is there provision for reserved seats for deaf audience members with a clear view of the interpreter (where provided)? 
Have staff / audience members been informed about the location of the interpreter? 
	
	
	

	Are accessible toilets well maintained (e.g., make sure the emergency pull cord is within reach from the floor and NOT tied up out of reach)? If toilets are kept locked, is signage clear on how to gain access? 
Where required, do all staff know where the key is kept and can be obtained at speed during the event?
	
	
	




	Good Governance 
	Reviewed?
	Progress to date (1-5)
	Next Steps

	Is there a lead person in place for access & inclusion?
	
	
	

	Is everyone aware of how to raise an enquiry re: access & inclusion?
	
	
	

	Is there a process in place to measure / monitor checklist progress?
	
	
	

	Is there a progress to update the checklist annually?
	
	
	



	Temporary Exhibitions / Commissioning 
	Reviewed?
	Progress to date (1-5)
	Next Steps

	Are third parties made aware on the venue access standard and provided with this check list?
	
	
	

	Is maximising access and inclusion a stated requirement in any procurement / commissioning process?
	
	
	

	Are commissions / contractors etc. required to provide access statements detailing how they will maximise access for all?
	
	
	









	[bookmark: _Hlk141951544]Supporting Disabled Staff / Volunteers / Artists 
	Reviewed?
	Progress to date (1-5)
	Next Steps

	Is there an Equality, Diversity & Equality (EDI) policy in place which covers everyone working at the venue (e.g., employees, contractors, artists and volunteers)?
	
	
	

	Does the policy make specific reference to the requirement to make reasonable adjustments / workplace adjustments?
	
	
	

	Is the policy readily available and accessible?
	
	
	

	Do all employee / volunteer roles at the venues have defined role profiles?
	
	
	

	Is everyone who is engaging with the venue asked if they have any access requirements, firstly to access any recruitment / commissioning process, and then to carry out the role if offered? 
	
	
	

	Have locations for interviews etc. been access reviewed, and is the access information of these locations made available to all candidates?  
	
	
	

	Have the locations, timings and format of interviews and so on been communicated to all interviewees? 
Have interviewees been asked again if they have any access requirements?
	
	
	

	Is there an appropriate point of contact (i.e., not a member of the interview panel) for interviewees to contact to discuss any access requirements?
	
	
	

	Is there an internal reasonable adjustment / workplace adjustment process in place to capture, communicate, implement, and monitor reasonable adjustments?
	
	
	

	Is there provision in place for disabled stakeholders to visit the venue for orientation prior to taking up a role?
	
	
	

	Is there organisation awareness of the DWP’s Access to Work Scheme? (Access to Work: get support if you have a disability or health condition: What Access to Work is - GOV.UK (www.gov.uk))
	
	
	

	Is everyone asked during appraisals / performance reviews if they have any access requirements and / or if their reasonable adjustments / workplace adjustments are being met? 
	
	
	



	[bookmark: _Hlk141688717]Assessing Impact 
	Reviewed?
	Progress to date (1-5)
	Next Steps

	Is there a process in place to assess how the venue’s provisions and actions impact on people in different ways, with specific reference to Protected Characteristics under the Equality Act 2010? These are age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, and sexual orientation.
	
	
	

	Is there a way of recording impact?
	
	
	

	Are action plans put in place to mitigate negative impacts?
	
	
	

	Are owners allocated to these action plans?
	
	
	






	Additional Notes
	Reviewed?
	Progress to date (1-5)
	Next Steps

	What other facilities are provided at the venue / event that could enhance access & inclusion for all, e.g.:
 
1. A quiet space 
2. Faith room
	
	
	




[bookmark: _Toc444272874] Practical Access Guidelines

1. All patrons should be asked or given an opportunity to provide details of any access requirements at the time of booking.
2. Provide everyone with a description of the event environment and format so that patrons can be better informed to advise on what support they might need.
3. Online and printed communications: make sure you include any necessary access information and highlight what is available.
4. Invite people to contact you to discuss their access requirements, and give plenty of notice, particularly if there is anything that will take time to organise.
5. Reassure people that you will try to accommodate their access requirements. However, do not to promise something you are unable to provide.
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