
 

 

Event Accessibility Checklist 
 
One of our responsibilities is to ensure that all members of our community have equal 
opportunities to participate in our events – we use the following to ensure that our events 
are as accessible as possible. 
 
Accessible Entrance 
Does the main entrance require the use of stairs? 
 Add a ramp or lift if possible. 
 Verify an alternative, accessible route is available, if possible. 
 Source venues from https://www.accessable.co.uk/  
 
Are there accessible parking spaces and curb cuts in drop-off areas available 
near the accessible entrance? 

 
Are there appropriate signs directing attendees to accessible entrances? 
 Design signs throughout the event space and accessible routes. 
 Have support staff on site to support attendees 

 
Usability of Bathrooms 
Is there at least one fully accessible male and female toilet or 1 accessible unisex 
toilet on each floor of your event? 
 Design appropriate signs directing attendees to accessible toilet if they do not already 

exist. 
 If there are accessible and non-accessible toilet ensure there is signage directing 

users to the accessible option. 
 
Meeting Rooms 
If the location has multiple floors or is not on the ground floor, is there an 
accessible lift to all meeting rooms? 
 Ensure there is a working lift to access the various floors and rooms. 
 Ensure there is signage indicating where the lift is located.  

 
Is the meeting room accessible for presenters and participants? Can participants 
navigate easily within the space? 
 If the space is not tiered and the furniture is moveable, reconfigure the space to allow 

for more room. 
 Ensure all pathways and isles in the room are accessible and enlarge them if 

needed. 
 Ensure the podium/lectern is accessible for both presenters and attendees.  
 
 
 
 
 
 
 
 
 
 
 

https://www.accessable.co.uk/


 

 
Publicity and Invitations for Your Event 

Is promotional literature for the event accessible to a broad range of participants 
(including web information)? 
 Post additional publicity materials in an accessible format 
 
Does your publicity/invitation contain information regarding requests for additional 
support or equipment? 

 All invites should ask if participants need any additional support 
 CCG Communications and Engagement Team will support with any 

requests  
 Designate one staff member to handle all requests.  

 
Has a participant requested a Hearing Loop system? 

 Liaise with venue  
 

Has a participant requested a sign language interpreter? 

 Liaise with third sector / voluntary organisations  
 

Has a participant requested handout materials in an alternate format? 
 Contact Communications and Engagement Team for support  
 If a video or video clip is part of the program, ensure videos are equipped with 

captions for participants. 
 Even if no request for closed captioning has been made display captions when 

showing video materials. 
 

Has any other support been requested? 

 Please contact the Communications and Engagement Team for any additional 
support 

 
Day of the event 

Is all support in place? 

 Have a dedicated staff member on the day to ensure all participants have the 
support they need. 

 To ask for feedback on the support given to ensure any lessons can be learnt. 


