
 

Guidance for organising accessible events  
Whether you are organising a large conference or a small meeting, carefully considering accessibility will 
ensure that all your attendees have a positive and inclusive event experience. The Faraday Institution is 
proud to work with a thriving community of people from different backgrounds and cultures, who may: 

• have visible or hidden disabilities 
• have a range of personal responsibilities that may affect how they interact at and attend events  
• Or find attending certain events cause them anxiety.  

 
This guidance has been collated to provide practical considerations and best practices that you can 
implement to ensure accessibility and inclusion is at the heart of your event planning — before, during 
and after your event. This guidance is by no means exhaustive - if you have any suggestions or additions 
you feel should be added, please contact events@faraday.ac.uk. 

Pre-event planning 

Timing 
It is important to consider the dates and timings of your event to maximise an inclusive attendance. 
Below are some suggestions to consider when scheduling your event: 

• Avoid half terms and school holidays if possible – these can vary based on regional and local 
calendars. 

• Avoid major religious holidays if possible – there are resources online to check when these are. 
If a religious holiday can’t be avoided, consider consulting members of the community whom it 
may affect to understand what steps could be made to support attendance. 

• Check when key industry/sector events are happening to avoid clashes where possible. 
• Later starts and early finishes can help those with caring responsibilities (school/nursery pickups 

for example), consider starting registration after 9am and finishing before 5pm to help with 
commutes. 

• Evening networking events may mean those with children or other caring responsibilities may 
be unable to attend. Consider a longer lunch break for networking in addition to or instead of an 
evening reception.  

• Breaks are important – ensuring there are ample, regular breaks in your programme will allow 
attendees time to recharge in-between sessions and enhance overall engagement. Around 2 hrs 
should be the maximum time for one continuous session. 

• Keep to timing on the day, and if timing does slip, tell attendees what the revised schedule is. 
• Consider recording or live streaming the event so those who may not be able to attend 

physically can still gain the benefit of being involved in the event. 

mailto:events@faraday.ac.uk
https://www.diversityresources.com/interfaith-calendar-2025/


Venue 
Choosing an accessible venue is a key factor in ensuring all attendees can get the most out of the event. 
Use the check list below as a basis when viewing venues to gauge accessibility and what provisions you 
may need to think about should they be required later. You may know your audience’s requirements in 
advance and so some of the below may not be applicable but is worth bearing in mind. 

Venue considerations checklist 
 

Location – how close to train stations, bus stops, car parks, is it in walking distance  
Wheelchair ramp access to the building   
Lift access to all floors   
Accessible toilets - Ideally on all floors  
Wheelchair ramp access into lecture theatres and onto stages for speakers  
Wheelchair spaces in lecture theatres – normally positioned at the front  
Adjustable lecterns – that can be lowered if need be for those in wheelchairs   
Multi-faith rooms/prayer spaces – ideally in the building or within a short walking distance. If 
not provided, consider booking additional meeting rooms as dedicated prayer spaces. 

 

Designated quiet spaces – some venues have designated rooms. If yours doesn’t, consider 
booking additional spaces for this 

 

Accessible parking spaces onsite  
Baby changing facilities  
Catering for dietary requirements – all venues should be able to cater for all and any dietary 
needs – check with your venue team in advance on what their process is for facilitating 
requirements, what information they may need from you and by when, and if there are any 
additional charges for certain foods (kosher for example).  

 

Labelling on food for allergies and intolerances – check with your venue that they have a 
process in place for adequately labelling food 

 

Hearing loops – most venues will have these available on request  
Air-conditioning or ambient air controls   
Ample seating available in communal spaces – for those that can’t stand for long periods of 
time 

 

First aid – are there trained first aid responders onsite? Does the venue have first aid-kits 
available? 

 

Fire alarm – check if and when they have a test fire alarm and what their fire evacuation 
process is i.e. if stair access only, provision for those in wheelchairs 

 

Working lights – check there are no flickering lights that some people are sensitive to  
Gender neutral toilets  
Childcare/creches on site  
In-house recording/live streaming for those that can’t attend in-person  
Breastfeeding space – some venues have a designated breastfeeding space with a chair and 
fridge for storing milk at minimum. If your venue does not have this, ask them what can be 
done to facilitate attendees who are breastfeeding. 

 

In-house subtitling/live captioning services – some venues have this on request, if not, 
consider hiring an external supplier 

 

In-house British Sign Language translator – some venues have this on request, if not, consider 
hiring an external supplier 

 

Service animal facilities – check with the venue for their guidance on service animals  
Braille on public signage and in lifts  
Water fountains  



Communications and marketing 

Make sure to communicate key accessibility details throughout the planning process with all delegates 
and speakers alike. You should take steps to ensure the following points have been actioned or 
considered: 

• Your event/conference website is digitally accessible – guide to checking digital content accessibility. 
• When using hashtags on social media to promote your event, remember to capitalise each word on 

a hashtag such as #AccessibleEvents. This helps people using screen readers. Social media 
accessibility checklist.  

• You have provided delegates detailed and practical information about venue, travel and 
accommodation clearly – this will help with certain delegates for whom preparation of travel 
arrangements further in advance may be crucial: 

o Provide details about best/key travel routes via public transport as well as driving 
o Is there accessible parking? If yes, how many spaces? 
o Do people need to book parking in advance?  
o How far is it from the car park to the venue? Walking distance? 
o How do they book accommodation? Are there accessible rooms available? 

• You have provided sufficiently detailed information about the venue that may include: 
o Accurate and detailed descriptions of access (i.e. ramp access, lifts) 
o Bathroom facilities 
o Designated quiet room/respite spaces – where they are located 
o Multi-faith/prayer spaces – where they are located, how to gain access 
o Refreshments/catering will be provided and dietary requirements will be catered for 
o Baby changing/breastfeeding facilities 
o Subtitling/live captioning services 

• Are you recording or live streaming the event so those who may not be able to attend physically can 
still gain the benefit of the event? If so, provide details on this. 

• Inform delegates of the timings and schedule in advance to help them arrange their travel and 
prepare in good time. 

• If you are planning a seating plan for a sit-down dinner, let delegates know that there will be a 
seating plan in advance to help them prepare. 

• Similarly, it may also be useful to give attendees a heads up if there are any interactive elements 
such as group discussions to help them prepare. If you have question and answer sessions, think of 
having a way for people to suggestion questions online. Not everyone is comfortable asking the 
question out loud. Think about using platforms such as Slido for Q&A and polling audiences. 

• It is not always possible to provide menu options for delegates to choose from, especially for large 
dinners. Ensure you choose a vegetarian/vegan option, and check with caterers to understand how 
intolerances and allergies will be catered for – usually caterers will provide amended versions of the 
menu options chosen.  

• Ensure you are aware of how dietary requirements are served on the day by the catering team – do 
they need a seating plan with dietaries highlighted, do they need you to provide place cards that 
identify the dietary requirement (if a seated dinner), or do they have their own process for this? 

https://www.faraday.ac.uk/wp-content/uploads/2023/01/Checking_digital_content_accessibility_Jan2023.pdf
https://www.faraday.ac.uk/wp-content/uploads/2023/01/Social_Media_Checklist_Jan2023.pdf
https://www.faraday.ac.uk/wp-content/uploads/2023/01/Social_Media_Checklist_Jan2023.pdf
https://www.sli.do/


• Delegates may need to ask to know the menu in advance, for instance if they struggle with eating 
disorders. It is reasonable to provide them with that information and make menu adjustments for 
them as needed. 

• Your marketing material/documentation is accessible – Guide for accessible document design. This 
applies to name badges too. 

• Consider providing bursaries that can be used to cover travel/accommodation/registration fees for 
students/early career researchers. 

• Consider bursaries for those that may need to pay for additional childcare/caring services in order to 
attend the event.  

• If there is a routine test fire alarm happening during your event, ensure you tell delegates when this 
will be and any instructions in advance.  

• Ensure ample signage is provided throughout the venue to help direct delegates to rooms as 
needed. Venues will normally provide signage holders or have digital signage displays. 

• Provide delegates with a contact name, email address and number to get in touch if they have any 
queries or would like to discuss their requirements with you directly, both in advance but also on 
the day. 

• Ensure the registration desk is manned at all times for any delegate queries should they need 
assistance. Consider how to ensure event staff are easily identifiable, such as different colour 
lanyards. 

• If your event has a certain dress code, let delegates know with enough notice beforehand. 

Registration information 

It is vital to collect information from your delegates that can help with providing reasonable provisions 
to maximise the value of their attendance at your event, and ensuring the venue is aware of 
requirements in advance to aid a smooth delivery on the day.  

• Check your registration platform has accessible features – for example, the Eventbrite platform is 
reasonably accessible, and there is a lot you can do to make your event content accessible within 
the platform. Eventbrite have accessibility guidance for their platform if you are unsure. 

• Ask delegates to provide their dietary requirements on registration. 
• Ask delegates to provide any accessibility requirements on registration i.e. hearing loop, wheelchair 

access, quiet spaces. 
• Ask delegates if they require subtitling on registration if you are able to provide that as a service. 
• Provide delegates with a contact and email address to get in touch if they have any queries or would 

like to discuss their requirements with you directly. 
• Some delegates may need to be accompanied by Personal Care Assistant (PCA) and they should let 

you know this upon registration/in advance. You should ensure the PCA is given free entry to the 
event, that they are always able to sit next to the person they’re accompanying and that you have 
factored them into catering numbers and room capacities. 

https://www.faraday.ac.uk/wp-content/uploads/2023/01/Guide_for_Accessible_Document_Design_Jan2023.pdf
https://www.eventbrite.com/blog/66754-2how-to-creat-an-accessible-event-listing-ds00/


Speakers, posters and slides 
• Ensure that slides from speakers are made accessible. Point them to this Microsoft guide for 

accessible PowerPoints.  
• Consider sending out slides or key event documentation in advance to delegates – this allows for 

those with visual impairment, dyslexia or other conditions to have time in advance to familiarise 
themselves with the content. 

• Consider using live captioning for deaf or hard of hearing attendees present, or for those whose first 
language is not English. Subtitling can also be used for generating transcripts of talks for use 
afterwards. The latest version of Powerpoint has live transcription functionality included. Other 
platforms like Zoom have in-built subtitling and translation services. 

• Ensure poster presenters provide digitally accessible versions of their posters if you are planning to 
host them on a website or similar. The FI has a guide for creating digitally accessible posters and its 
poster templates have been developed with digital accessibility in mind. 

On the Day 
It is important that you have briefed your team/colleagues/volunteers with key accessibility information 
ahead of time. You should also run through with them on the day once at the venue, and ensure that 
they know the following, in collaboration with your venue contact: 
• What to do in case of a real or test fire alarm and what the fire evacuation process is 
• Where the bathroom facilities are – including accessible and/or gender-neutral toilets 
• Where the multi-faith/prayer spaces are and how to access them 
• Where the quiet spaces are 
• How dietary requirements are being catered for, info on allergies 
• How to reach a member of the venue team if needed 
• How to reach a first-aider/access to a first aid kit if needed 
• Any specific instructions for those in wheelchairs 
• The schedule for the day – when breaks, lunch are – provide them with a copy of the programme 
• Any delegates with particular requirements that may require assistance and how to assist them 
• Be mindful of things that can be uncomfortable to people on the day e.g., flickering lighting, 

background music, visibility of screens – do a venue check before delegates arrive with the venue 
team in case anything needs amending.  

Post Event 
Consider the following to help with inclusivity and accessibility after your event has taken place: 
• Have presentations been recorded for sharing afterwards? Ensure captioning and/or transcripts are 

available with the recordings. 
• Give delegates an opportunity to feed back on their accessibility experience as well as the content. 

Ask them to complete a feedback form using sites like Survey Monkey or simply ask for feedback on 
email. Ensure you have a process in place for following up on any complaints/negative feedback on 
accessibility and how you will improve experiences at future events. 

https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#:%7E:text=In%20PowerPoint%2C%20the%20Accessibility%20Checker,%2C%20select%20Review%20%3E%20Check%20Accessibility
https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#:%7E:text=In%20PowerPoint%2C%20the%20Accessibility%20Checker,%2C%20select%20Review%20%3E%20Check%20Accessibility
https://support.office.com/en-gb/article/present-with-real-time-automatic-captions-or-subtitles-in-powerpoint-68d20e49-aec3-456a-939d-34a79e8ddd5f
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0059081
https://www.faraday.ac.uk/wp-content/uploads/2023/01/Faraday_Institution_poster_accessibility_FINAL.pdf
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