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Techne Event Accessibility Checklist:
This checklist aims to ensure that all Techne events are organised and run in keeping with Techne’s ongoing commitment to accessibility and inclusion. Please note, however, that this list is not exhaustive, and that, equally, it may not be possible to fully meet every need and requirement due to limitations beyond the control of event organisers. 
Preliminary Information:
	Event Title:
	

	Date of Event:
	

	Lead Organiser:
	

	What is the purpose of the event?
(150 words max)
	



Planning Considerations:
	Have invitations to participants been mindful of achieving diversity? Please give consideration to, for example, providing details of physical accessibility. digital accessibility, dietary considerations, availability of ASL interpretation and live captioning. 
	

	Have contact details been included in invitations so that participants can ask questions about the event in advance?
	



Scheduling Considerations:
	Does the working date(s) take into account any potential clashes with religious festivals, school holidays, etc?
	

	Are the proposed timings supportive of those with caring responsibilities? 
	

	Does the schedule involve regular breaks to avoid overburdening attendees?
	



Communications Considerations:
	Have plans for advertising been inclusive in relation to, for example, platforms used, language and images used?

	




Venue Considerations: 
	Is the venue easily accessible via public transport and/or accessible parking?
	

	Is the venue fully externally and internally accessible for those with mobility issues? 
	

	Will a host be present as a point of contact for attendees?
	

	Does the venue have provision for gender-neutral toilets? 
	

	Does the venue provide a quiet space for those who may need to pray / express milk or support sensory processing needs? 
	

	Can the venue provide AV Support to enable hybrid/online-only attendance and full participation of those attending virtually?
	

	Can the venue provide catering for any and all dietary requirements?  Will the venue ensure that all catering is clearly labelled so that dietary requirements can be easily identified?
	

	Does the venue include clear signage and staff to assist with navigation?
	

	Does the venue have access to outside space?
	

	Will there need to be a PA system to ensure good acoustics?
	



Presentation Considerations: 
	Are presenters aware that they will need to submit materials in advance for circulation?
	

	Are the presentations formatted to support neurodiverse participants and participants with visual impairments? 

	

	Has automatic captioning been enabled for each of the presentations?
	

	Has signing been offered?
	

	Have presenters been briefed on inclusive language and inclusive formats?
	

	Would content warnings be appropriate?
	

	Has content, for example that may involve movement or group work, been signposted in advance?
	

	Have microphones been provided for audience questions?
	

	Will presentations be recorded?
	


Additional Comments:
Please use the below box to detail any additional comments about or actions taken to promote accessibility for the event above. 
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