Organize an accessible & inclusive event

for all visitors

Organizing an accessible and inclusive event is not just meeting
legal requirements; it's about proactively creating a space where
participants feel valued, respected, and able to engage fully. This
infographic guide provides a series of prompts to help you plan

an event that accommodates participants with diverse needs

and requirements.

PUSHEDIT

e A

- Planning

~

We intend for this document to be reviewed periodically during the PUSH-IT project, with the view to uploading a final version at the end of the project in December 2026. If you have any feedback or
comments, we would gratefully receive them. Please email Mel Rohse melanie.rohse@aru.ac.uk quoting ‘PUSH-IT: organizing accessible and inclusive engagement events' in the subject of your email.

People

Judson, E., Roorda, J., Kechagia, M., Thomas, M., van Loo, J., Rohse, M., Soutar, I., Molenaar, T. (2024) 'Organizing accessible and inclusive engagement events - version 1' Horizon Europe PUSH-IT project.

A\

A\

(

"a”i

A\ )

=

A\

I

A\ )

AN

v

A\

)

A\ Y\ ¥

77,
|
N

7
\\

A\

7

7/
N

o

(

|

Language & materials

languages v

O

Relationship ’
,

[l0lsle)

alt

Outputs & follow-ups

Funded by the European Union. Views and opinions expressed are however those

“ ::I?enngahinn Union of the author(s) only and do not necessarily reflect those of the European Union.
P Neither the European Union nor CINEA can be held responsible for them.



Organize an accessible & inclusive event for all visitors

-

-

Budget, planning, people,
relationships, timing

Planning

> Does the event interfere
with working hours,
childcare commitments,
religious holidays etc.?

> How do you handle conflict?

o How is the budget
allocated?

Budget

Consent social media
o Are photos/videos taken for

PR/communication purposes and
distribution on social media?

o Have participants been given infor-
mation how to opt out if they wish?
> Has consent been provided in an

accessible format?

Catering & Dietary

requirements

o Are food & drinks provided
during the event?

> Have participants been
asked about allergies or

Extra

What have we not covered here?

Ethics
> Are there ethical
implications to

the event?

Location

> How do people know
where the event is?

o Are there construction
works nearby interfering
with sound?

o |s there a backup?

/

PUSHEDIT

We intend for this document to be reviewed periodically during the PUSH-IT project, with the view to uploading a final version at the end of the project in December 2026. If you have any feedback or
comments, we would gratefully receive them. Please email Mel Rohse melanie.rohse@aru.ac.uk quoting ‘PUSH-IT: organizing accessible and inclusive engagement events' in the subject of your email.

Judson, E., Roorda, J., Kechagia, M., Thomas, M., van Loo, J., Rohse, M., Soutar, I., Molenaar, T. (2024) 'Organizing accessible and inclusive engagement events - version 1' Horizon Europe PUSH-IT project.

< Spaces (physical)

<

Public transport
o |s there an easy
public transport
option available?
Tram? Bus? Train?

Seating
o Are there plenty of
seating options?

o What does this
cost for visitors?

Greeting

Is this needed?

know?

o Who greets visitors?

o What should they

Mobility

> Do you need to
provide extra
mobility options?

Shared transport

o |s there a shared
transport option?

o |s this relevant for
your visitors?

@ Audio induction loop
o |s there an option for
people with hearing

aids to connect to the
induction loop?
> How does this work?

Amplification
o Are microphones
needed?

Entrance

o |s the entrance
easily accessible?

> What floor is the
event space on?

Are there instructions?

o Are they available?

> Does everyone
know how they
work?

Extra
What have we not covered here?

L

Parking

> Does your
location provide
disability parking?

o |s it close to the
entrance?

o> How many spaces

are there?
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Spaces (digital/hybrid)
language & materials

Digital

> What platform do you use
for your digital event?

o |s that platform accessible
for people with visual

You( [T

Streaming

o |s there a livestream?

> Where do you host this?

o |s this accessible for all
digital visitors?

o Will there be closed
caption?

Remote

- What elements of the
event will be available
for remote visitors?

o Can they participate?

Outputs & Follow ups

Recording

> Will you provide a copy
of the recorded event/
materials to those who
could not attend?

Data

> What type of
information do you
ask from your
visitor?

o |s this the best way
to contact them?

> How do you save
this data?

impairments ?

o When and how will
these be available?

SR languages v |
Feedback
Language > How do you ask your
— > What will be the main visitors for feedback?
T — language of the event? Will > Do you include digital
the audience understand you? and paper provision?
alt > Do you provide translation > Are there accessible
Colour/materials services? formats?
> Have you considered
participants with visual
impairments or dyslexia
when designing the
format/colours of the
materials used?
Extra Extra

What have we not covered here? What have we not covered here?
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