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Holding Inclusive Meetings 
The following are suggestions to make meetings and other similar events accessible and inclusive.

Before the Meeting
· Always make sure that the venue is physically accessible and close to public transport.  Are there accessible parking bays close by?

· Ensure a budget is developed for the additional needs of some people with disabilities. These can include attendant support, language (sign) interpreters, notetakers, the production of information in accessible formats etc., travel costs

· Invitations to the event should be sent out at least 2 weeks prior so that additional needs can be catered for. These include


- Attendant care support


- Language interpreters / note takers


- Dietary needs


- Information reproduced in accessible format: - electronic format, 
plain English, large print, braille, audiotape, Compic etc. (This can take 
longer than 2 weeks)
· Some people with disabilities may need extra time to get ready in the morning.  Where possible, do not start the event before 11-00 am.  This will mean there is adequate time for people with disabilities to get to the event on time.

· Schedule meetings that avoid starting or finishing at 3-00 pm.  It is often difficult to book a multi purpose taxi at this time and this may restrict people with disabilities attending your event. 
· Provide relevant information to guest presenters prior to the event so that they are aware of participants’ needs and can make any necessary adjustments to their presentation.

· If the presenter is new to the disability field  provide them with 

· a list of acronyms 

· the etiquette of appropriate language and behaviour  

· Request advance copies of materials from presenters and forward copies to language interpreters, note-takers etc. Nominate someone to go through their material beforehand. Their material may also need to be reproduced in accessible formats.

At the Meeting
· Be aware of the most appropriate place for individuals to sit and there is adequate lighting. People who are deaf or have a hearing impairment should be seated with an unobstructed view of interpreters.  Talk to the person and the interpreter or notetaker beforehand to ensure clear communication can take place during the event.  
· When working with an interpreter speak directly to, and maintain eye contact with, the person with the hearing impairment NOT the interpreter
· Include regular breaks. This will assist participants to maintain concentration levels and may be needed by guide/assistance dogs.

· Allow extra time for lunch and morning/afternoon tea breaks.

· At the start of the meeting ensure all housekeeping matters have been announced. (What the meeting is about, location of accessible toilets, emergency exits, names of attendant support workers etc). 

· Do not use technical (jargon) or abbreviated words. 
· Do use plain English when speaking and writing.

· Ask all meeting participants including support workers to introduce themselves at the beginning of the meeting.
· Seek agreement of meeting processes. 

E.g. A person using communication equipment such as a lite writer may not like to go first when seeking a response as they may like an opportunity to type their contribution beforehand and not hold up the meeting. 

· Briefly describe the content of the agenda and handout materials.

· Clearly indicate changes in topics and breaks during the course of the event.

· Each time someone speaks during the meeting they should identify themselves. This will assist people with a vision impairment and people with memory problems.
· Some people with disabilities may have an intellectual disability, an acquired brain injury, have difficulty speaking or use a communication aid.  Ensure enough time is allocated for each participant to speak and encourage each participant to voice their opinion. Others, with a hearing or vision impairment may also need to be invited to contribute.

· All participants should be encouraged to speak at a moderate pace. Not only will this assist language interpreters but all participants to take in what is being said.  
· Be respectful of each other

· Never assume you know what someone else wants to say or contribute to the meeting.  Do not talk on their behalf unless you have their permission.

·  If you or others have trouble understanding someone, ask them to repeat what they have said. This will ensure comments have been correctly heard and understood.  
· Include on the agenda as a standard item 


‘Is there anything we could have done better? 

After the Meeting
· Follow up what information needs to be provided in accessible formats – Minutes, Agenda, Reports etc.
For more detailed information regarding organising and holding an inclusive event please refer to Accessible Events- A Guide for Organisers, published by Meetings and Events Australia.  Available at http://www.meetingsevents.com.au/Accessible_Events_Guide.doc
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