[bookmark: _Hlk153277759]Events Accessibility Checklist Template
These resources are provided as a guide only and are intended to assist event organisers with planning, documentation and risk management. Event organisers remain responsible for ensuring all planning, approvals, risk assessments and safety measures are appropriate to the size, nature and requirements of their event.  
Event Information
	Event Name:
	

	Date & Time:
	

	Venue / Location:
	

	Completed By:
	

	Date Completed:
	


Access to Buildings/Premises
☐ 	Choose a venue in a location that can be easily accessed by accessible public transport. Consideration of accessible signage throughout stations with clear messaging. 
☐	Ensure automatic or easy-to-open doors at the entrance are available and functioning.
☐	Ensure accessible parking and accessible drop-off is available on-site or nearby. Consider curbs or ramps for a smooth transition from the drop-off location to the event site. 
☐	Ensure there is a step- free entrance with a minimum width of 850mm when the door is open.
☐	Check the walkways have a width of at least 1000 mm.
☐	Ensure that there is step-free access and a continuous path of travel to all areas of the venue. Paths to be clear and free from installations or obstacles. Consider one-way path direction.
☐	Consider installing a ramp that complies with accessibility standards. The ramp should have handrails and meet slope specifications. 
☐	If permanent ramp installation is not feasible, you can use portable or temporary ramps. These can be set up and removed as needed, making the entrance accessible when required. 
☐	If it is not feasible to provide step-free access at the main entrance, consider creating an alternative accessible entrance that is well-marked and provides equal access to the building.

Notes:

Throughout the Venue
☐	Provide a minimum width of 1000 mm between furniture, stalls, exhibits or in busy areas.
☐	Ensure consistent and even lighting along pathways and throughout the venue.
☐	Remove all trip hazards including covers over cables or wires.
☐	Tactile tiles prior to steps and ramps.
☐	For lower-lit venues consider task lighting in functional areas. 
☐	Offer accessible tables with foot and knee clearance under the table.
☐	Offer accessible refreshment tables and buffets with a height between 830mm to 870mm.
☐	For standing events, provide options of chairs with armrests with a seat height of 440mm- 460mm.

Notes:

Customer Service
☐	Provide disability inclusion training/ Sunflower Initiative training for all staff.
☐	Provide access support personnel to assist where necessary. Ensure access support personal available on-site during operational hours.
☐	Offer mobility aids available for loan.
☐	Ensure that attendees with service animals have access to relief areas for their animals.
☐	Disability representation at event.

Notes:










Accessible Facilities, Amenities, and Features
☐	Provide guests with access to a separate, quiet area or sensory room. 
	Consider placement of this space, to be in a quiet area of the event, soft dimmable lights if at night time, staff with disability training or an opportunity for disability employment, furniture considerations including bean bag material hideaway pod/ chair. Ensure the space has soothing colours and where possible provide a small selection of sensory tools. 
☐	Provide sensory bags (with things like earmuffs and fidgets for loan) where possible.
☐	Provide an accessible baby change area, choose a location that is easily accessible preferably on the ground floor and near other amenities like rest rooms. 
☐	Accessible seating in various locations with companion seating and a clear sightline to stages. 
☐	Reserve seats in front to enable a clear view for people who are deaf or hard of hearing.
☐	Arrange Auslan interpreters as needed.
☐	Consider rest seating with sufficient backrests or armrests, with a seat height of 440mm- 460mm.
☐	Accessible counters/ service areas of a height between 830mm to 870mm and a chair positioned nearby.
☐	Consider the control of sound reflections, echoes, and background noise.
☐	Use of microphones, and speakers to ensure sound is evenly distributed throughout the space.
☐	Offer adjustable height, lapel microphones or roving microphones.
☐	Use QR Codes to deliver key information around the venue or event.
[bookmark: _Hlk178853582]☐	Use of Assisted Listening Systems such as Hearing Loops. Ensure signage for artworks using Hearing Loop technology are positioned within an accessible height between 1200mm – 1600mm high. 
☐	Appoint an accessibility liaison or point of contact who can assist attendees with requests.
☐	Consider delivering multi-sensory experiences, including touchable exhibits, textured surfaces, or interactive installations. 
Notes:





Accessible Communication
☐	All printed materials must be accessible and provided in alternative formats. Consider using universally understood symbols for restrooms, exits, elevators, information desks and other key features. Include directional arrows on signs to indicate the correct path to reach the location within the event. 
☐	Establish a feedback mechanism to collect feedback (QR Code) for attendees to complete later.
☐	Provide attendees with material in their preferred format prior to the event.
☐	Ensure presentations and written material have sufficient contrast levels, and suitably sized font.
☐	Offer written material in Easy Read alternatives
☐	Ensure the website accessibility of event information including detailed FAQ’s, alt text on images, specific person to contact for accessibility questions, ensure content warnings are clear and detailed and event maps detailing key positions including car park, gate, toilets, sensory space, stage etc.
☐	Ask attendees to advise of any accessibility requirements when registering.
☐	Welcome Companion cards for ticketed events.
☐	Provide information on the accessibility features of the venue and event in advance.
☐	Offer digital invitations that are accessible.
☐	Offer various options for event registration and questions, such as telephone, email, or online platforms.
☐	Ensure all booking platforms are accessible, even if engaging a third-party booking service.
☐	Avoid strobe lighting or flashing lights and inform attendees in advance if this cannot be avoided.
☐	Provide live captioning.
☐	All videos must be captioned, and videos should be audio-described where appropriate.
☐	Advise presenters to describe any visual information in their presentations.
☐	Ensure Social Stories are available for all events, ensure language is clear, consistent and is not infantising. Ensure language is literal. Photos are as realistic as possible and include accessible features.
☐	Promotion to include the right disability networks including Arts Access Victoria, local disability/ autistic schools, Support Coordinators and through channels of the Inclusion team.  Sensory nights included in programming to consider accessibility for vision impaired and Travellers Aid.

Notes:
Wayfinding
☐	Wayfinding throughout the venue to key destinations to aid direction and movement of attendees. Ensure messaging is very clear. Consider using BindiMaps a wayfinding and digital map program specialising in accessible directions throughout events.
☐	Easy to read signage that is positioned at a height between 1200 mm- 1600 mm including any QR codes. Ensure signage is well-lit if event is at night time.
☐	QR codes to direct to further information and audio description.
☐	Use QR Codes to deliver key information, provide further information or provide audio descriptions.

Notes:



Responsive Evacuation Procedures
☐	 Visible and audible fire alarms.
☐	 Accessible emergency exits.

Notes:



Catering
☐	Provide a variety of meal options and include items that do not require utensils or intricacy.
☐	Ensure catering staff are available to assist attendees with serving items where required.
☐	Ensure special meals (e.g. vegetarian, gluten free, etc.) are clearly labelled.

Notes:

