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GUIDELINES FOR INCLUSION OF people with disabilities IN conferences and meetings

· People with Disabilities comprise approximately 18% of Australia's population.  

· People with disabilities come from all age groups, ethnic groups and income levels.  

· People with disabilities are not 'special', but are ordinary people who must often cope with extraordinary circumstances.  

· People with disabilities have the same range of personal gifts, talents, strengths, weaknesses and aspirations as the rest of society.  

· The International Symbol of the 'figure in the wheelchair' is meant to represent all people with disabilities rather than just people with mobility impairments.  
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THE PURPOSE OF THIS PUBLICATION
These Guidelines provide the advice necessary to include people with disabilities in conferences, meetings, workshops and focus groups.  With appropriate methods and planning this is a simple process.

WHY CONSULT WITH PEOPLE WITH DISABILITIES
People with disabilities have the same right to be heard as any other person.  On issues that directly affect them, they will almost certainly wish to have a chance to input.  Because they may have sensory disabilities or mobility impairments that make participation in various forums difficult, people with disabilities have frequently been inadvertently excluded from, or disadvantaged in, conferences, meetings, workshops and focus groups. 

Government departments and local councils are moving towards becoming Equal Opportunity Employers.  It will frequently be necessary to discuss work and employment related issues with staff who have traditionally had difficulty in equity of employment. Some commonly related issues are relocation to new premises, access to training and accessibility of worksites.

Federal and State government departments, local councils and community groups hold consultations/conferences/meetings/workshops regarding such issues as planning the future infrastructure of cities, changes to the welfare system and changes to the Australian Building Code.  People with disabilities can give valuable feedback and be included in the consultation process for future changes to communities and give valuable input to issues impacting on people with disabilities now and in the future.

Organisations representing people with disabilities and related advocacy groups frequently hold conferences/forums on issues related to people with disabilities.  People with disabilities contribute valuable input and are keen to participate. 

THE CONSULTATION PROCESS
1. Meeting Access Guidelines

a) SELECTING A VENUE
Selecting an appropriately accessible and well located venue are just two issues to research when planning a conference/meeting or workshop to fully include people with disabilities. These are the major things to consider.
· Choose a wheelchair accessible venue which is close to wheelchair accessible accommodation — The Convention Centre in Brisbane is a good example.

· Choose a wheelchair accessible venue which is close to public transport e.g. accessible train station.

· Ensure the venue is 100% accessible for wheelchairs and scooters and meets Australian Standard 1428.2.

· Ensure there are plenty of wheelchair/scooter accessible toilets preferably on the same floor as the conference room.

· Ensure venue has clear paths of travel from public transport, car parks and drop off points as well as to accessible toilets.

· Ensure venue has accessible parking (if parking is undercover check there is a 2.3 metre roof clearance).

· Ensure venue has an all-weather vehicle set down area.

· Ensure that the venue has audio assistance systems or can hire such systems.

b) INSIDE THE VENUE
The following are of particular importance to cater for the needs of as many people with disabilities as possible.
· Arrange the seating inside the venue so that people can see both speakers and AUSLAN interpreters.

· Ensure seating is flexible so that chairs can be moved as quickly as possible for wheelchair users and guide dogs can sit beside their owners.

· Ensure that aisles between seating are at least two metres wide to allow wheelchairs, scooters and people with mobility devices have clear access to the front and back of the room as well as to exit/entry doors.

· Ensure adequate circulation space for those using a wheelchair or other mobility devices and those with guide dogs.
· Do not place all people with disabilities in rows at the front or at the back.  Allow random selection of seating areas.

· Use roving microphones so people with hearing aids are included in dialogue.

· People with vision impairments may wish to tape record the meeting.  If so, permission to record should be sought from other people attending.  

· Ensure support workers are available to assist people to the room and seats if necessary.

· Ensure caterers are aware of people special dietary needs when arranging meals.

c) AT THE MEETING/CONFERENCE

The following guidelines ensure all people with a disability can fully participate in a forum.

· With the individual’s permission, inform participants if a person with a sensory disability is in attendance so that everyone can interact and communicate effectively.

· Introduce each participant for the benefit of people who are blind or vision impaired.

· Ensure that the seating and room design is arranged so that people using an AUSLAN interpreter or audio loop can use these aids and still remain part of the event.

· Provide nametags in large print to assist people to easily identify names during introductions and the course of the meeting.

· If visual material is presented on video, overheads, slides or in printed format, describe it to the audience.  Ensure the text and diagrams are well spaced and in large print, preferably in 18-point font.

· Use roving microphones for large audiences, for people to make comments or ask questions.

· Good facilitation skills are needed to encourage people who traditionally suffer disenfranchisement or discrimination to speak out.  This is particularly relevant for people who have intellectual or psychiatric disabilities.  Equally, discretion and tact are required to prevent individuals from dominating a process. 
· Keep discussion groups to a minimum of 10 so even the quite spoken may participate
d) CHECKLIST for Selecting a venue, inside a venue and at the meeting/conference.
Have you considered:

  
the accessibility of the venue from accessible accommodation?

  
the accessibility of the venue from public transport and parking?

  
accessibility of the venue and room?

  
assisting people to find the room?

  
an all weather vehicle set down area?

  
the acoustics of the room?

  
arranging the seating so that deaf people can see both speakers and AUSLAN interpreters?

  
arranging the seating so chairs can be moved quickly and easily?

  
arranging the seating that paths to and from the front and back of room and exits is 2 metres wide?

  
a roving microphone is available?

  
permission to tape conference/meeting has been sought from all participants?

  
caters know of special dietary needs?

  
all participants can interact and communicate effectively ?

  
introducing participants?

  
providing nametags? 

  
arranging for printed and other presentation material to be in an accessible format?

 
using different processes to cater for people with different needs?

  
keeping discussion groups small?

2. INVITATIONS 
Many people with a disability are not in a financial position to be able to afford the cost of traveling long distances as well as the cost of accommodation.  By assisting people with travel and accommodation costs, a greater representation of people with disabilities are able to attend conferences/meetings and workshops. Invitations and advertising can take into account the special needs of some people with disabilities insuring their ability to attend and fully participate in an event.
a) WRITTEN INVITATIONS/FLYERS/ADVERTISEMENTS SHOULD ASK
· Do you require financial assistance with travel?

· Do you require financial assistance with accommodation?
· Supply a list of accommodation options that have accessible facilities.
· Do you require AUSLAN interpreters and/or note takers?

· Do you have special dietary requirements?

· What support needs do you have?

Using alternatives to major newspapers, like disability organisations newsletters, allows promotional material to reach a greater range of people with disabilities. The following gives some information about contacting as many people with disabilities as possible.
b) CONTACTING PEOPLE WITH DISABILITIES
· Use alternative methods for promoting conference/meeting/activities for example: the Internet; Radio for the Print Handicapped (4RPH); disability service and advocacy organisations newsletters. Information in newspapers and other printed formats generally does not reach people who are visually impaired or have low literacy skills.

· Consultations must also be promoted with organisations which represent people with disabilities, organisations who service people with disabilities or advocate for people with disabilities.  A list of key organisations and contact people must be readily available and updated regularly.

· Attending meetings may be physically or psychologically difficult for people with disabilities, an interview process is often required to gain their views.  This particularly applies to people with psychiatric disabilities who often experience adverse treatment after disclosure of the disability.  Making people feel comfortable and safe will encourage participation and expression of views.

· Involving people with disabilities who live in a particular location is most successful when a personal invitation is made to be involved in the consultation.  Few people take the initiative to respond to information sent to them. However each person when contacted and asked to be involved usually responds positively to the request.

· Identify all disability and community organisations or groups that exist in a locality as well as State-wide organisations who have a local membership base.

· Identify the names of “socio-metric stars”, people who have many personal contacts with other people with a disability in their area. Contact the above to explain the purpose of the project and develop a simply worded flyer to send to key people. Always ask, 

1.
“Who else do you think should be contacted?”

2.
"Who may know of people with a disability in a particular area?”

3.
When conducting interviews with people with a disability also ask, “Who else do you know with a disability who lives locally?”

4.
Follow up organisations and groups if needed through personal contact.

c) CHECKLIST Invitations/Flyers and Contacting People with disabilities
Have you considered:

 funding transport and accommodation costs?
 supplying a list of accommodation with accessible facilities?
 booking AUSLAN interpreters and note takers well in advance? 

 ensuring participant’s special dietary requirements are met ? 

individual support needs?

 using alternative methods like Radio for the Print Handicapped for promoting the event? 

 consulting key organisations which represent people with disabilities

 interviewing people with psychiatric disabilities ?

 making people feel comfortable and safe at the conference/meeting ?

 making personal contact with people in particular locations ?
 contacted all disability and community organisations who have a local membership base?

 identification of the "socio-metric stars", and how they might assist with contacting other people with a disability? 

3.
MEETING SPECIAL NEEDS FOR PEOPLE WITH A DISABILITY
People with disabilities are a diverse group of individuals and the following guidelines will help facilitate people's ability to fully participate.
a) CATERING FOR SPECIAL NEEDS
· Do not plan for the day’s activities to start before 10 a.m.  Many people with disabilities with high support needs cannot be upwardly mobile until later in the day.

· For full day or half a day conferences, allow adequate breaks (a half-hour for morning and afternoon tea) as continence is an issue for some people.

· Arrange for printed and other material to be in an accessible format.

· Book AUSLAN interpreters, note takers and support workers well in advance.

· People with vision impairments may wish to tape record the meeting.  Consider providing tapes.  An audio record may help with minutes.
b) ACCOMMODATION
· Let attendees/participants know exactly where the wheelchair accessible accommodation is in location to the venue using diagrams.

· Allow attendees/participants to choose their own accommodation as they are most familiar with their needs.

c) CHECKLIST for Catering for special needs and Accommodation
Have you considered:
  starting the day's activities after 10 a.m.?

  allowing adequate breaks?

 arranged for all printed and other material to be an accessible format ?
  booking AUSLAN interpreters, note takers and support workers well in advance?

  keeping an audio record of the meeting
  diagrams depicting the location of venue in relation to accessible accommodation?

  supplying a list of accommodation options that have accessible facilities?

4. AT THE CONCLUSION OF THE CONFERENCE/MEETING

· Ask for feedback from participants with a sensory disability if the meeting met their requirements in relation to:

1.
the meeting processes;

2.
the presentation of written and oral material.

· Provide directions and assistance, where necessary, for people leaving the meeting room and exiting the building.

· Check travel arrangements with participants and any assistance that may be required.

5. CHECKLIST: 
· Do up a checklist during the planning stage of a conference/meeting. 
· Keep referring to the checklist and upgrading it at least weekly, on a daily basis as the date for the event approaches.

6. FURTHER READING

· People with a Sensory Disability: Communications and Information Guidelines published by the Department of Families, Youth and Community Care.  -- CHAPTER 6
· HREOC Advisory Notes on Access to Premises, Advisory Notes can be found at http://www.humanrights.gov.au/disability_rights/standards/Access_to_premises/premises_advisory.html
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