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[bookmark: _Hlk54865616]Permissions of use
The disability-confident employers’ toolkit is a portfolio of practical guides, checklists, case studies and resources designed and produced by the Inclusive Futures consortium.
We’ve developed this guide for leaders, HR executives and property managers to become confident to take the next step towards fostering inclusive workspaces and practices. 
As an open source toolkit, you can tailor it to fit your industry, workplace and country. Please follow guidance below. 
If you have any feedback, please get in touch. To share your thoughts on using or adapting
the toolkit, or to explore collaboration opportunities, please contact Simon Brown (sbrown@sightsavers.org). Together we can build more inclusive societies for all.

Fair use and copyright
This pack contains copyrighted material. The material is being made available for the benefits of using this toolkit and is distributed for non-profit research and development purposes only. No photograph contained in this pack may be copied, reproduced, republished, downloaded in isolation, posted, broadcast or transmitted in any way. Illustrations and diagrams can be reproduced and adapted for non-profit research, development and non-commercial purposes only.
The creative concept and product design of this pack belong to Inclusive Futures. Any use of or reference to the pack should be attributed to Inclusive Futures by way of the below citation.
Citation
Brown, S., and Scott-Parker, S. (2020). The disability-confident employers’ toolkit. Haywards Heath: Inclusive Futures
Disclaimer

Nothing contained in this pack shall be considered as rendering of legal advice. It is recommended that the user of this pack ensures that they have informed themselves with any and all updates of standards, law or regulation as may be applicable in their country.
0	Learning directly from people with disabilities

Introduction
[bookmark: _Hlk54861658]This guidance is part of the disability-confident employers’ toolkit: a unique portfolio of practical guides, checklists, case studies and resources that make it easier for any business to be disability confident. 

These resources are grounded in the reality of business and best corporate practice, and in the principles that underpin the Convention on the Rights of Persons with Disabilities - a UN convention which promotes the full inclusion and fundamental human rights of persons with disabilities through legislative reform and societal and attitudinal change, in 181 countries. 

With this portfolio of business-relevant resources, we aim: 

· To make it easier to employ people with disabilities fairly, on the basis of individual capability, talent and potential. 
· To help engineer more effective, efficient and equitable labour markets, which – because employers are positioned as valued service users and potential allies – enable significantly more people with disabilities to gain meaningful employment at all levels. 
· To enable business improvement which benefits both the business and people with disabilities. 
· To create opportunities for businesses to become leaders in the transition to accessible and inclusive workplaces. 
· To facilitate innovative solutions and focused collaboration between business leaders and leaders with disabilities. 

The disability confident employers’ toolkit is produced by Inclusion Works, a consortium of leading international organisations of people with disabilities (OPDs) and non-governmental organisations (NGOs), led by Sightsavers who are working in partnership with business leaders in Bangladesh, Kenya, Nigeria and Uganda. Inclusion Works forms part of the Inclusive Futures initiative. 

We are grateful to our funder UK aid for supporting this pioneering work. We would also like to thank the International Labour Organisation’s Global Business Disability Network and the national business disability networks in Bangladesh and Kenya for their invaluable contribution. In addition, we extend our thanks to Jose Viera, Ruth Warick, and Kimber Bialik, members of the International Disability Alliance Inclusive Livelihoods Task Team, for their overview of the documents with a disability lens, and to staff members of Sightsavers for their very practical assistance.

For further information about this open-source employers’ toolkit, contact your national business disability networks or email Sightsavers at inclusionworks@sightsavers.org
 


This guide is designed to help businesses and business leaders to build their Disability Confidence by learning directly from and with people with disabilities.
“The only way to create a disability-confident organisation is to routinely enable people with disabilities and people from the world of business to learn directly from each other – and to celebrate progress together – year after year.”
Susan Scott-Parker, Business Disability International
A disability-confident organisation understands how its corporate disability performance impacts every aspect of the business. It removes barriers for groups of people with similar access requirements, while enabling individuals to contribute fully to business success. It does not make assumptions about human potential on the basis of a label.
Worldwide, there are more than 1.3 billion people with disabilities: between 15-18 per cent of any country’s population will have a disability. All too often, people with disabilities confront negative stereotypes and baseless assumptions, and face attitudinal, physical and procedural obstacles that needlessly limit their contribution to society.
Fortunately, global opinion is changing. Already, 181 countries have ratified the United Nations Convention on the Rights of Persons with Disabilities (CRPD). Expectations regarding how a responsible business should operate are changing accordingly. 
The convention uses the following definition: “people with disabilities include those with long-term physical, mental, intellectual or sensory impairments, which in interaction with various barriers may hinder their full and effective participation in society on an equal basis with others.”
Leading businesses understand that the best practice known as ‘Disability Confidence’ enables access to an overlooked talent pool, while boosting productivity and brand reputation, widening their customer base, and minimising legal and operational risks. It is also the right thing to do.

[image: The disability confident business: higher productivity and reduced costs; innovative product and service offering; outstanding customer relationships, satisfaction and retention; stronger stakeholder relationships and reputation; the best people.]
“Disability confidence leads to greater inclusivity, enabling us to attract and retain the best talent and be recognised as a provider of choice to our customers. We can only do this if we choose to listen, learn and act on the information of people with disabilities wherever we operate.”
Pravin Rao, chief operating officer and member of the board, 
Infosys Limited
The true test of any company’s disability confidence is the extent to which it has been able to transcend the stereotypes and low expectations that needlessly limit the life chances of so many. Our challenge is to move from making assumptions about more than 1.3 billion people to working with people with disabilities and their representative organisations to enable them to fully participate in both the labour market and their communities.
The only way to challenge deep-rooted stereotypes is by bringing people together, and the only way to challenge assumptions regarding disability is by systematically providing opportunities for senior executives and the wider workforce to learn directly with and from people with disabilities.
There are many ways to generate those face-to-face, person-to-person conversations that build the relationships that, in turn, drive mutual understanding and genuine cultural change. In this guide, we have taken examples from some of those corporations that have pioneered best practice over the past two decades.

Transcend antiquated negative assumptions by learning directly from people with disabilities. You will know you’re on the right track when you and your colleagues continue to meet more people with disabilities face to face, informally and via structured conversations, year on year on year.
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[bookmark: _Toc53410182]Open an ongoing learning exchange with organisations of people with disabilities (OPDs)
Invite a wide range of people with disabilities and OPDs (their national and/or well-recognised disability advocacy organisations) to an ongoing series of informal, semi-structured conversations. Be clear that your aim is to enable mutual understanding, to build the disability confidence of colleagues across the business through dialogue, and to explore potential collaboration.
Building personal relationships, mutual respect and trust between different sectors of any society takes commitment, patience and leadership. The results can be transformational.

Introduce yourself and your company: its values, business model, commercial objectives, constraints and expectations. Share your disability-related experience and commitments as an employer, a provider of goods and services, and as a corporate citizen.
Ask your guests to also introduce themselves and to help you understand:
Something of the lived experience of people with disabilities in your local community.
How the company could make it easier for people with disabilities to get jobs and build careers.
What you could do in partnership with people with disabilities and their organisations to encourage others to act differently, be they government bodies, education and training providers, micro-finance providers, your clients, your suppliers or other stakeholders.
Where you and other companies should go for expert advice, resources and support.
Where opportunities for collaboration might be found.
In consultation with local OPDs, launch a learning exchange that allows women and girls with disabilities to share their experiences and explore the potential for targeted partnership initiatives.

Top tips
Ask the OPD to check your venue to ensure it is accessible. This document includes a basic guide to organising inclusive meetings and events on page 22. However, it is essential that people with disabilities are actively involved as expert advisors and potential participants.
Ask permission to video some of the conversations to share across the company and with other stakeholders.
To contact representative OPDs, contact a business disability network (BDN) if you have one or local disability not-for-profit community agencies, or contact the government: look for National Council for Persons with Disabilities or National Coordinating Committees, which are tasked with helping the government deliver on its CRPD commitments.
Consider inviting other companies to join your learning exchange or host it in partnership with your local BDN, again if you are fortunate enough to have one.
Remember, virtual meetings do not have the same impact as when people get to know each other face to face. They may also exclude those with limited internet access. Also bear in mind that such meetings need to be fully accessible i.e. captioned or subtitled as shown in the video below. Use virtual collaboration tools with care and discretion as you develop your learning exchange strategy for when it is once again safe to meet, converse and socialise in person.
Organisations of people with disabilities (OPDs) are representative groups led by people with disabilities. They may take the form of advocacy groups, service providers or other types of organisations, and may represent people with disabilities as a whole or represent a specific impairment group within the disability community. Some may call themselves disabled people’s organisations (DPOs). Always take into account that many local OPDs are small grassroots advocacy groups, which have very limited resources.
Ask the OPD to make the relevant introductions if you are looking to reach out to:
People with specific impairments.
Women and girls with disabilities.
People with disabilities from often marginalised groups.
Leaders in the local disability movement.
Groups active in a particular geography or region.
Follow this link[footnoteRef:1] to see how Standard Chartered Kenya has been learning directly from its employees and from job seekers. This learning exchange included hosting an open house. [1:  https://www.youtube.com/watch?v=lHlWSuoIOtY&feature=youtu.be] 
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[bookmark: _Toc53410183]Learn directly from students and graduates
Host an informal event, inviting a wide range of students/graduates with disabilities (including job seekers as well as those in work) to join your senior colleagues and hiring managers in order to learn from and get to know each other.
Introduce yourself and your company, its values, business reality and workplace culture. Describe the talent you will be looking to recruit in the coming months, your recruitment practices and your commitment to learning.
Ask your guests to also introduce themselves, and to help you understand:
What works and what gets in the way when they look for training and work.
Why so few graduates with disabilities apply to your company.
What you could do differently to encourage them to apply.
What would make it easier for people with disabilities to gain the qualifications you and other local employers are looking for.
What adjustments should your company be prepared to provide.
Whether an internship programme or work experience of some kind would be helpful.
If yes, how might that be structured?
Invite innovative proposals, such as “what would you do in our shoes?”
Host informal ‘open house’ events
Invite students, graduates and/or job seekers with disabilities to join you as you host an ‘open house’. This should include a tour of your premises, conversations with managers and colleagues around the business, and time to socialise – perhaps over light refreshments.
Consider events that:
Help students, graduates and other job seekers to imagine themselves working in such an environment.
Start conversations to bridge the gap between young people with disabilities and your colleagues.
Encourage attendees to consider you as a potential employer.
Top tips
Ask OPDs to help with the invitation list of people studying in university and/or technical accreditation programmes, and/or who are recent graduates, who might be interested in sharing their experiences.
Ask students and their organisations to nominate appropriate participants.
Provide disability awareness training for everyone who will be involved in welcoming and meeting with your guests with disabilities.
Consider hosting a roundtable lunch for five hiring managers and five graduates with disabilities. Guide the conversation to better understand why graduates tend not to apply and what your company could do differently.
Inform local universities that you are keen to offer opportunities to students with disabilities. Involve people with disabilities in designing structured work experience/internship programmes in partnership with these institutions.
Fund scholarships for students with disabilities that cover the cost of academic studies and which also offer mentoring and other opportunities. Ask them to share their experiences with colleagues across the business.
Ask students with disabilities to record short, captioned videos of themselves describing what happens when they set out to prepare for and find work – and share these widely across the business.
Run focus groups, ideally led by experienced facilitators with disabilities, which enable potential candidates to advise on how to:
Attract a wide range of suitable candidates with disabilities for future vacancies.
Create truly welcoming and fair recruitment processes.
Deliver best practice as an inclusive employer.
[bookmark: _Toc53410184]Bring in expert advisers with disabilities
Expert advice can take a business a long way to becoming Disability Confident.
Create a cross-function, senior executive Disability Confident Business Council to drive your strategy. Invite people with disabilities to contribute as expert advisors.
Ensure any disability-related training and/or consultancy is led by people with disabilities.
Commission a comprehensive audit of your built environment, led by experts with disabilities and involving people with disabilities as users or potential users of the premises.
Commission researchers with disabilities to map the obstacles people with disabilities confront as they seek to prepare for and find employment or self-employment. Ask for case studies of business-led innovation and best practice.
Jointly fund (with other companies) research by experts with disabilities into how mainstream tech training programmes, such as Cisco academies, could accredit people with disabilities in much greater numbers, and how employers could systematically offer internships and jobs to these graduates.
Ask an experienced facilitator with a disability to run focus groups of customers and/or colleague with disabilities, asking how you might improve your performance.
Appoint a panel of people with disabilities who are paid to advise on new product development and on improving the quality of every customer’s experience.
Appoint an expert with a disability to advise the executive on the potential of digitalisation to widen access to people with disabilities.
Commission people with disabilities as expert advisors to work with your HR and Recruitment team to assess your end-to-end recruitment process using the Inclusive Futures document: Getting Started: a Recruiter’s Basic Checklist.
Challenge the widespread assumption that everything to do with disability is, for some reason, free. People who offer their time and expertise to help a company improve its business have the right to be paid.

[bookmark: _Toc53410185]Develop your people while investing in your community
Disability-confident volunteering programmes
Establish an employee volunteering programme that supports people with disabilities and their organisations, while building the volunteers’ understanding of disability as a business, societal and human rights priority. Ensure each volunteer shares their experiences and learning with colleagues across the company on their return.
GSK’s highly successful global PULSE programme
“PULSE, our flagship volunteering programme, enables our employees to both support society’s most pressing needs and develop and enrich themselves…
By giving our greatest resource – our people – to support non-profit organisations around the world, we aim to contribute real and lasting value to society – while increasing the energy, motivation and resilience of our people.
When Pulse volunteers return to GSK, they are more confident, resilient and better leaders, who bring different perspectives to their roles as a result of their experience.”
Emma Walmsley, chief executive officer, GSK

Top tips
Aim to create sustainable partnerships grounded in a clear understanding of how these volunteer placements will deliver mutual benefit.
Aim for demonstrable improvements in the life chances of people with disabilities in the communities in which you operate.
Ask what skills, experience and connections could your company bring to local organisations, and what impact could it have. How long should placements last? Volunteers can make a real difference by contributing skills in a way which builds the capacity of their partners to maximise their influence and impact – i.e. through offering expertise in strategic planning, business modelling, marketing and communications, project planning, revenue and resource generation and so much more.
Do not make assumptions. Consult potential partners and offer the volunteer support, skills and expertise that they believe best meets their requirements.
How will these placements contribute to the leadership and career development of your colleagues? (For example, GSK PULSE volunteer attachments often last six months).
Ensure every volunteer placement has a formal partnership agreement. This should state the mutual learning objectives, respective roles and responsibilities and describe how the impact of the placement on both the not-for-profit organisation and on the volunteer will be monitored and evaluated.
Launch the programme publicly (with enthusiasm!) and consider hosting an annual informal event to share stories, celebrate success and to report on progress both internally and to the wider community.
[bookmark: _Toc53410186]Launch win-win mentoring programmes
Connect senior colleagues to leaders with disabilities in your local communities and explore the potential for strategic collaboration through two-way mentoring.
Working together, how could these two leaders build the capacity of OPDs over the next three years?
How could they help the business improve its performance, as a disability-confident employer, as a provider of goods and services and as a corporate citizen?
Be creative – encourage managers to:
Mentor job seekers with disabilities.
Mentor colleagues with disabilities in their career development.
Consider reverse mentoring, where an employee with a disability mentors someone more senior.
Launch an annual cross-company mentoring day, inviting people with disabilities to spend a day on-site with a named volunteer mentor in the business.

Dolphin Disabilities’ mentoring day is organised by a Canadian company, Dolphin Technologies, working with a range of corporations nationwide.
Their goals are:
To provide mentees access to workplace contacts, environments and skills.
To increase confidence among students and job seekers with disabilities.
To enhance their internship and employment opportunities.
To dispel fears about hiring people with disabilities and promote Disability Confidence.
That employers can benchmark themselves as being accessible to what is a largely untapped pool of talent as well as a massive consumer market.
Find out more on their website[footnoteRef:2]. [2:  http://disabilitiesmentoringday.org/] 

Human Resource professionals, under the auspices of the Chartered Institute of Personnel Management of Nigeria, are pioneering a unique mentoring service for graduates with disabilities. This innovative project, launched in October 2019, has seen 18 HR professionals providing practical support for 31 job seekers with disabilities. Thirteen have already found employment.
These HR mentors help their mentees to navigate the recruitment process, including writing CVs and handling interviews, and tap into their professional networks for connections and opportunities. Mentors report that the learning works both ways as they begin to understand the multiple barriers confronting talented individuals seeking only to be recruited on the basis of their capability and potential.
For more information, email inclusivefutures@sightsavers.org.

Top tips
Ensure performance reviews and related incentives factor in the employee’s performance as a mentor, whether it is supporting leaders in an OPD or other not-for-profit organisation, job seekers or colleagues.
Enable your mentors to share their learning widely, and be seen to act on what you learn.
Routinely monitor the impact of your mentoring programmes, and work towards continuous business improvement.

[bookmark: _Toc53410187]Get direct feedback from candidates and potential candidates
Invite every candidate with a disability (including those who are offered jobs) to provide detailed feedback, and act on what you learn.
Ask:
How did they find out about the vacancy?
Did they feel welcome?
Were they required to apply online? Was the process accessible and fair?
Was it clear that the company was willing to make adjustments?
Was the candidate asked if they themselves needed adjustments, and when?
Were adjustments provided if requested?
What would make it easier for job seekers with disabilities to be recruited fairly in future?
Remember, most disabilities are not immediately visible. Many job seekers may choose, for a variety of reasons, not to share the fact that they have a disability with a potential employer.

Top tips
Ensure that your organisation routinely provides unsuccessful candidates with meaningful, helpful feedback which builds their confidence and enables them to improve their job-seeking skills.
Where possible, ask for feedback in person. Emails or written surveys risk being forgotten or ignored, and may not capture as much nuanced information as can be gathered in a more empathetic face-to-face conversation.
Don’t forget to check for accessibility at every stage of the feedback-gathering process: telephone interviews, for instance, may exclude candidates with hearing loss, while many survey tools are inaccessible to those with visual impairments or are written using unnecessarily technical language that is difficult for people with intellectual disabilities to understand.
Consider the benefits of going public with what you have learned and your plans for improving your recruitment process – or better still, announce that the process has been improved. Communicate that you encourage candidates with disabilities to apply for every vacancy.

[bookmark: _Toc53410188]Learn directly from your employees
Ask for suggestions on how to deliver best practice as an employer and as a provider of goods and services.
Top tips
Create an informal ‘listening group’. Ask your CEO and/or other senior executive to invite colleagues with an interest in improving your accessibility and disability performance to meet with them informally, twice a year, to share experience and suggestions ¬– and be seen to act on what you learn.
Invite employees to complete a ‘what happens when you ask for an adjustment?’ survey and use their feedback to ensure you provide an efficient and ‘feels fair’ workplace adjustment service that enhances productivity and engagement.
Support colleagues with disabilities to establish structured employee networks or resource groups.
Appoint a senior executive sponsor responsible for driving this business improvement, who champions and liaises with these networks – and who reports on progress to the executive.
Invite colleagues with lived experience to share their stories widely.
Remember that some employees with disability may well prefer to just get on with their careers, rather than spend time advising on disability matters. Respect their right to focus on the roles they were employed to perform.
Circulate examples of compelling employee storytelling campaigns as run by companies as diverse as Shell, Barclays, HSBC, Fujitsu and EY, and encourage similar campaigns in your organisation (see links below).
Shell 'Be Yourself’[footnoteRef:3] campaign video. [3:  https://www.youtube.com/watch?v=qbC4irVmsXU] 

Barclays 'This Is Me'[footnoteRef:4] video focusing on mental health. [4:  https://www.youtube.com/watch?v=b7_4S3J_3VA] 

HSBC 'Connect with Difference: Dealing with Disability at Work'[footnoteRef:5], disabled colleagues sharing their stories. [5:  https://youtu.be/PQdlHYKlBac] 

Fujitsu 'Be Completely You'[footnoteRef:6] video, featuring members of the SEED Disability Network. [6:  https://www.youtube.com/watch?v=Zbfihta-tjo] 

EY 'Exceptional people, Exceptional Outcomes'[footnoteRef:7], profiling EY’s Ability Network. [7:  https://www.youtube.com/watch?v=LQlFmrMPfEI&t=1s] 

Ask colleagues to identify as having a disability on your confidential routine employee engagement survey. Explain why you are asking for this information, for example to help you become a better employer.
Compare their scores with their counterparts who have not indicated they have a disability, and act on what you learn.
Remember that delays in getting reasonable accommodations (often called adjustments) or being denied an adjustment, can feel like bullying, and may be reported as such on employee engagement surveys.
Colleagues with disabilities will hesitate to share this personal information on any survey if confidentiality is not guaranteed.
Ensure that the executive is not only briefed on these findings, but is seen to take action as a result.
Many corporations find that over time, as the employer demonstrates an authentic determination to deliver best practice, the number of employees at all levels of the business who are willing to share this personal information tends to increase.
Around 10-12% of the workforce of most large organisations will have a disability, and/or chronic health condition[footnoteRef:8]. This includes many who, while they may not describe themselves as having a disability, nonetheless thrive in a disability-confident environment which provides them with the tools and flexibility that they require. [8:  Extrapolated from UK Labour Force Survey] 

[bookmark: _Toc53410189]Celebrate progress together – be creative and have fun
Launch a high-profile programme of creative awareness-raising and relationship-building activities, in partnership with OPDs and the wider business community, every 3 December  (International Day of Persons with Disabilities) and look for other opportunities to bring people together informally who ordinarily rarely meet.
Top tips
Host a 3 December celebration: invite people with disabilities and leaders from the disability movement from a wide range of backgrounds to network informally with your executive team and with colleagues from across every level and every function in the business.
Join the global PurpleLightUp movement[footnoteRef:9], every 3 December. Light your buildings purple, and wear purple lanyards and purple ties! Sign your name in purple on every email. Have fun while celebrating the economic and societal contribution of people with disabilities worldwide, including those working in your company. [9:  https://atos.net/en/purple-light-up] 

[image: ]
“’#PurpleLightUp is a global movement which draws attention to the economic empowerment of people with disabilities. Across business and government alike, it has become synonymous with the celebration of International Day of Persons with Disabilities (IDPD) held annually on the 3 of December.”
Kate Nash, Founder/CEO, PurpleSpace
If you are a Valuable 500 signatory[footnoteRef:10] – the global network of multinationals committed to making disability a board priority – celebrate the anniversary of your ‘signing up’. Invite stakeholders from the disability community to join you and the wider business community each year at exciting events to mark the day and to report publicly on progress regarding your Valuable 500 board level commitments. [10:  https://www.thevaluable500.com/the-valuable-500/] 

[image: ]
Host Business Disability Network events if you are lucky enough to have a BDN nearby. Leverage these informal occasions that bring business leaders, people with disabilities and their allies, and other key stakeholders, together to build the personal relationships that enable cross-sector collaboration.

If your company is a member of the ILO Global Business Disability Network, link your December 3rd International Day of Persons with Disabilities to UN-related communications and events and celebrate as part of a truly global community.
[image: ]
Host a Disability Film and Video Festival. Consider launching an award for the best video, challenging business to discard stereotypes, and invite leaders from the local disability and business communities to the party afterwards.
Launch a competition for IT innovation which enhances the life chances of people with disabilities in the communities in which you operate.
Use the celebration of December 3rd to launch a disability-confident culture-change programme - to make a public commitment to partnership with people with disabilities and their organisations, to introduce a newly-appointed senior executive sponsor, to invite a government minister to update your guests on the government’s progress towards implementation of the CRPD, or to launch a new initiative to bring women with disabilities into your mainstream women in leadership development programmes. The list could go on and on… be creative!
All and any such events should obviously, as a matter of course, feature people with disabilities contributing in leadership roles.

[bookmark: _A_basic_guide][bookmark: _Toc53410190]A basic guide to accessible and inclusive events
When planning a meeting, learning exchange, training event or conference, remember that ‘access’ refers not only to buildings but also to facilities, communications and support services.
It covers approaches, entrances, floor surfaces, lifts, speaker platforms, lecterns, catering and toilets, as well as providing extra time, interpreters and communications support, braille versions of notes, captions, large-print programmes, accessible slide decks, easy-read versions of documents, auxiliary aids such as portable hearing loops, sufficient space for personal assistants and supporters, and more.
Consult people with disabilities and their organisations to ensure that your events are as accessible and inclusive as possible.
For a standard setting guide to best practice, see: ‘Conference Accessibility Guidelines’[footnoteRef:11] by the Zero Project. [11:  https://zeroproject.org/wp-content/uploads/2019/12/Zero-Project-Conference-Accessibility-Guidelines-2019.pdf] 

A planners’ basic checklist
Ensure that every step of the journey from arrival to leaving the venue is barrier-free for everyone. As a policy, inaccessible venues should simply be avoided.
Ensure your registration process and form is accessible to people using assistive technology and is in plain language.
Always ask for information in advance regarding individual support needs and access requirements, to include personal assistance, transport, subtitling or captioning, interpretation etc. Do not ask people to state their disabilities.
Consider providing transport where public transport is inaccessible or stressful to navigate.
Provide contact details – emails, phone number etc – so that people can request support at any stage of their journey to your event, and while participating and giving feedback.
If you think there may be accessibility problems, either give advance warning to attendees or preferably, find a better venue.
If there are specific topics to be discussed, circulate agendas in advance so that people can prepare with their supporters in advance if needed.
Ensure the programme includes rest breaks – this is important for sign language interpreters, translators, people with intellectual disabilities or anyone who finds it hard to concentrate for extended periods of time.
Advertise that the venue is fully accessible and describe the range of supports available, or people with disabilities may not risk attending.
Make sure reception and security staff know you are expecting guests with disabilities.
Ask your well-recognised OPDs to help with ‘welcoming participants with disabilities training’ – which should be mandatory for everyone involved in making the event a success.
Advise front of house to anticipate guests who have registered particular requests. Create a welcoming and accessible registration area.
Ensure that all materials are available in a number of accessible formats, e.g. large print and easy to read or plain language, as well as in different languages if appropriate. Plain language also helps visitors who are not fluent in the conference language.
If the meeting is open to the public to drop in, recognise that people with disabilities might attend. Automatically ensure that it will be accessible.
Captions are similar to subtitles on TV. They enable deaf people and people who are hard of hearing to read on-screen what is being said. Captions can be provided by human captioners typing or dictating remotely as people speak, or via technology such as that provided by the Teams meeting app.
Remote captioning services, usually costed by the hour, are available internationally.
Launch a competition for the best IT innovation which enhances the life chances of people with disabilities in the communities in which you operate.
Require that your speakers ensure their PowerPoint slides are accessible using PowerPoint’s built-in accessibility checker.
Ensure there is room for everyone to move about easily, both at the meeting and when taking refreshments. This includes wheelchair users.
Make sure assistance, and seats and tables, are available during breaks and mealtimes.
Minimise or remove background noise. Hearing loops or audio induction loops should be made available.
Make sure parking arrangements are adequate and well signed. If necessary, provide valet parking.
Clearly sign accessible toilets and other facilities, and ensure staff know where they are.
Everyone should be aware of the evacuation plan, including refuge point and evacuation procedures. Ideally, the building should be equipped with a deaf-alert (i.e. visual) fire alarm.
Require all videos to be used during and after the event include captioning and consider including sign language within the video – alternatively this can be provided live at the conference.
If you are asking participants after the event for feedback, ensure your communication channels are fully accessible.
Wording on invitations
The requirement to get into a building or to understand a speaker is not ‘special’ - we all need it. So, rather than referring to ‘special needs’, ask whether attendees have ‘particular requirements or particular access needs’. Illustrate some of the support services and accessibility feature you are already planning to provide.
Use phrases such as:
“Please let us know what we can do to make our reception fully accessible to you.”
or
“How can we make it easier for you to participate fully in this meeting?”
or
“Do you have any access or dietary requirements?”

[bookmark: _Toc53410191]The Valuable 500 – are you on this list?
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Fundamentals of Disability Confidence
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Leadership

Enabling citizenship, respect, and economic inclusion


Encouraging key suppliers to become Disability Confident
Communicating the rationale for Becoming Disability Confident

Becoming an exemplary employer


Building universal design and accessibility into new product development 
Liberating the potential of technology

Creating a truly accessible built environment worldwide 

Moving beyond the expectations of customers with disabilities
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www.inclusivefutures.org
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