+ \..n.n.hu.nuuu.nuIUHuJ

Y T S]] =]=] =)
Y T/ [ /=]
) /][] ]

7 /A A

7] 77 A
4%

N RN N S |

AN
SNy
=

UNIVERSITY OF NEW

OPPORTUNITIES

and other events

accessible to all

Conferences, training,

A good practice textbook






European Republic European Union
Funds of Poland E Social Fund
Knowledge Education Development uropeansocero

UNIVERSITY OF NEW
OPPORTUNITIES

Conferences, training, and other events accessible to all

A good practice texbook

The material was developed on the basis of a textbook created as part of the “Technical
University of New Opportunities” project co-financed by the European Union from the
European Social Fund (Project No.: POWR.03.05.00-00-A054/19).

Wroctaw 2025



Authors:

Anna Borkowska
Marta Cygan
Katarzyna Jach

Jagoda Mrzygtocka-Chojnacka

Accessibility consultation:

Association for Equal Access to Education "Your New Opportunities"”,

www.thm.org.pl, biuro@tnm.org.pl

lllustrations:

Nestor Lykholai

Cover design

Wroclaw University of Science and Technology Information and Promotion
Department

Graphic design, typesetting, layout, editing, printing and

binding:

Grafpol sp. z 0.0.

ul. Zmudzka 21, 51-354 Wroctaw www.argrafpol.pl

Authors of the series: Anna Borkowska, Marta Cygan, Ariel Fecyk,
Matgorzata Franczak, Beata Gulati, Piotr Gérski, Katarzyna Jach,
Tadeusz Lewandowski, Jagoda Mrzygtocka-Chojnacka,

Magdalena Peda, Anetta Styputkowska, Anna Warda,

Sebastian Zalipski

ISBN print 978-83-956203-8-6
ISBN on-line 978-83-970488-5-0

—

[ ] .
‘ﬁi./ Wraclaw University '% POLITECHNIKA I:H :,“éwz
i of Science and Technology ®) NOWYCH SZANS mozliwosci



www.argrafpol.pl
www.tnm.org.pl
mailto:biuro@tnm.org.pl

Table of contents

Introduction

1. Basic terms

2. Planning and Organizing Accessible Events
2.1 Planning
2.2 Informing About and Communicating During the Event
2.3 Ensuring Event Accessibility
2.4 Outdoor Events
2.5 Planning and Preparing the Event
2.6 Event Organization

3. Participants with Diverse Needs
3.1 Deaf and Hard of Hearing Individuals
3.2 Blind and Visually Impaired Individuals
3.3 Individuals with Mobility Disabilities
3.4 Individuals on the Autism Spectrum
3.5 Individuals Experiencing a Mental Health Crisis
3.6 Individuals with Intellectual Disabilities
3.7 Older Adults
3.8 Children

4. Summary

Basic Checklist

Extended Checklist

Additional Materials

13
13
14
17
19
19
20
23
23
24
25
25
26
26
27
27
28
29
35
51



Introduction

Wroctaw University of Science and Technology, as a public university
serving citizens of Poland, the European Union, and other people outside
the EU, is obliged to create educational and working conditions that are
friendly, equal, and accessible to all members of its community. This
obligation arises from Polish, European, and international law, and relates
to the general requirement of accessibility of public institutions and

services.

Accessibility is a property of the physical environment, transportation,
information and communication technologies and systems, and goods and
services (including education, scientific research, and passive and active
participation in events organized by public universities), enabling people
with special needs, including people with disabilities, to use them on an
equal basis with others. Thanks to accessibility, all people can function

independently and fully participate in all spheres of community life.

This Textbook aims to increase the accessibility of events organized by
Wroctaw University of Science and Technology, on its premises, and using its
resources. This means setting standards, providing support, and encouraging
their inclusive organization —i.e., maximizing accessibility for people who
face difficulties with access and equal participation in public spaces and
events. In this process, dialogue with potential and actual participants,
needs analysis, and early planning and universal design are of key

importance.

This Textbook deals with detailed issues. Fundamental topics — such as who

people with special needs (including people with disabilities) are, how they
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function, how to communicate with them, what accessibility is, and why
ensuring it is important — are covered in the Introductory Textbook. A list of
all Textbooks is provided at the end of the document, together with a QR
code or link for access.

This Textbook is available in both print and electronic versions. The
electronic version has been prepared in accordance with digital accessibility
standards and best practices, including: appropriate font, left alignment, and
alternative text for illustrations, making it more accessible for people using

screen readers.

We hope that the efforts of the Authors of this Textbook (and others in
the series) — specialists with long-standing experience in supporting
barrier removal — will help us all make Wroctaw University of Science
and Technology a friendly, accessible, and supportive place for people

with special needs.

We would like to thank everyone who cooperated with us:

® university staff,

e internal experts,

e Accessibility Leaders,

e as well as external specialists,

for all valuable comments, contributions, and support in the process of
creating the content and form of this Textbook. We hope that our joint
effort will contribute to expanding knowledge and awareness in the area of

accessible universities, education, and work.

Authors of the series
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1. Basicterms

At different stages of life and in various situations, every person who is a
member of the academic community, or who has another relationship with
or contact with the University, may have special needs. The University’s
goal should be to ensure these individuals can fully and effectively
participate in all areas of community life at Wroctaw University of Science
and Technology, including participation in events organized by the

University and on its premises.

Special needs concern different categories of people and different human
characteristics. people with special needs are those who, due to their
external or internal characteristics, or the circumstances they are in, must
take additional actions or apply extra measures to overcome barriers in

order to participate in various events and activities.

e Examples of people with special needs include:
e people with reduced mobility,

¢ blind and visually impaired people, Deaf/deaf and hard of hearing

people,
e people on the autism spectrum,
e people with experience of a mental health crisis,
e people with obesity,
e older adults,
e people with small children,

e pregnant people,



people of atypical height,

people with manual difficulties,
people with cognitive difficulties,
non-heteronormative people,

people who do not understand or have limited understanding of
Polish,

people with cumbersome luggage or strollers (children’s, or for people

with mobility impairments, etc.),

people with chronic illnesses, including cancer.

The above catalog is not exhaustive, nor is it the only applicable one. It should

be remembered that people with special needs are not only people with
disabilities!



\

.

Events organized by Wroctaw University of Science and Technology, or

with its participation, encompass a wide range of activities with diverse
characteristics, participant profiles, formats, and objectives. The University,
in fulfilling its core mission of conducting research and providing education,
organizes events directly related to these two primary tasks, such as
academic events (e.g., scientific conferences) and educational events (e.g.,
the Lower Silesian Science Festival). Additionally, the University hosts

events of a social, cultural, sports, internal, industry-specific, or networking
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nature (e.g., university networks), among others. The common
denominator of these highly diverse events is the University’s commitment
of a specific range of its resources:

e human,

e organizational,

¢ financial,

e spatial,

e infrastructural,

e promotional,

¢ knowledge and networks of contacts,
e and others

A significant number of events organized at the University do not generate
profit and require external funding. As a result, issues related to
responsibility and financing accessibility, as well as the implementation of
alternative solutions, may pose financial challenges but are feasible to

ensure.

We invite you to explore the glossary of basic terms related to accessibility
tools and definitions found in official accessibility documents. We hope that
the definitions and explanations provided below will assist you in planning

and implementing accessible events at our University.

Braille — a tactile writing system for blind people, developed by Louis Braille.

The system consists of characters formed by combinations of six raised dots

arranged in two columns.



Audio Description — a prepared and narrated description of visual and
audiovisual content during presentations, screenings, or events for blind
people. It ensures that individuals with visual impairments or other difficulties

in visual perception can fully engage with the work or event.

Description — a textual description of visual content, such as graphics or
videos (without narration). This solution is used when it is not possible to
record and integrate the description directly into the material — in such cases,
the video can be published with its description included in a post or comment.

Alternative Access — a solution resorted to when accessibility cannot be
ensured through universal design or reasonable accommodations. Alternative
access is a last resort and involves providing access to the physical
environment, transportation, information and communication technologies,
or goods and services in a way that does not allow a person with special
needs to participate in an event on an equal basis with others. Alternative
access may include, in particular, providing a person with special needs:

e support from another person,
e technical support (including the use of assistive technologies), or

e organizational measures that enable meeting the essential needs of a

person with special needs.

An example of alternative access is live-streaming an event for individuals

who cannot access the venue due to architectural barriers.

Large Print — a specialized print format for text and graphics designed for
people with low vision. This technology is similar to traditional printing for
sighted individuals, but the font size and graphics are adjusted to the
recipient’s needs, with standardized page layouts, margins, and other text

features.
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Plain Language — a standard for creating written and spoken communication
that emphasizes simplicity, clarity, conciseness, and accessibility to a wide
audience, including in mass communication. Plain language organizes text to
ensure that an average person can quickly access, understand, and, if
necessary, act effectively based on the information provided. It prioritizes a
simple and clear form, limited length, clarity, and focus on the most important

information.

Universal Design — the design of products, environments, programs, and
services (including events) to be usable by all people to the greatest extent
possible, without the need for adaptation or specialized design, while
incorporating assistive technologies for people with special needs when

necessary.

Pre-Guide — a brochure designed to prepare a person with special needs for
attending an event, conference, or institution. It includes a description of how
to navigate the space or event, along with all key organizational information
that may be helpful for visitors. It provides step-by-step guidance on how to
reach the event by public transport or personal vehicle, how to enter the
venue, purchase tickets, locate the reception, cloakroom, restrooms, and
evacuation routes. It also describes what will happen during the event and
whom to contact for assistance if needed. Additionally, it includes information
about the event’s accessibility. Beyond information prepared in plain
language or easy-to-read formats, the pre-guide contains photographs (e.g.,
of the building, entrance, or information desk) and maps (e.g., of the venue or
nearby public transport stops). The pre-guide should be posted on the event’s

website and can also be sent via email to interested individuals.

Reasonable Accommodation — necessary and appropriate modifications and

adjustments that do not impose a disproportionate or undue burden,
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implemented when needed in a specific case to ensure that people with
special needs can enjoy and exercise all human rights and fundamental
freedoms on an equal basis with others. An example of reasonable
accommodation is installing a ramp, which provides an alternative entry
method for a person with special needs compared to others. The person can

enter independently but uses a separate solution.

Simultaneous Text Transcription (STT) — real-time subtitles created during
events such as conferences, lectures, debates, or other gatherings. STT
involves displaying the event’s proceedings, including speakers’ presentations,
in text form on screens in real time (or near real time). It is particularly
important where speech comprehension is a priority and is highly beneficial
for ensuring accessibility for people who are hard of hearing or Deaf. Subtitles
are generated using speech recognition software and with the involvement of
respeakers who repeat heard statements, correcting the transcribed text

before it is displayed on screens.

Easy-to-Read (ETR) — a text format with simplified structure and limited
vocabulary (especially avoiding complex or technical terms), primarily
aimed at people with intellectual disabilities. This highly simplified form of
text communication facilitates understanding. Recipients of easy-to-read
texts may also include some people on the autism spectrum, foreigners,
or individuals with reading difficulties. This communication format is also
helpful for Deaf individuals using Polish Sign Language (PJM), for whom
Polish is not their first language. Easy-to-read texts may include
illustrations or photos to aid comprehension (though this is not
mandatory).

Transcription — a textual representation of a video recording. The result of

the transcription process is a transcript, which should include all spoken
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content recorded in the video, with attribution to individual speakers. The

transcript should also capture significant sounds from the recording, such

as ambient noises, music, or other sounds, as well as descriptions of

scenes recorded in the video.

2. Planning and Organizing Accessible Events

2.1 Planning

As part of the overall event planning (purpose, participants, timing, venue,

resources), it is essential to plan for the participation of people with special

needs. This involves paying attention to issues such as:

ensuring the possibility of participation for people with special needs,
inquiring about participants’ special needs during the planning stage,
including their requirements, expected support, and preferred
communication methods (without asking about the type of disability),
assessing the organizers’ capabilities and the support available from
the University (e.g., the Accessibility Department and accessibility
coordinators),

adapting certain aspects of the event (e.g., transportation options,
timing, venue, or even catering, if meals are provided) to the needs of
individuals and groups with special needs during the planning phase,

designating a person responsible for the event’s accessibility.



2.2 Informing About and Communicating During the
Event

Providing information about events and facilitating two-way communication
is a separate aspect of the University’s information and promotional policies.
Therefore, it is advisable to consult with the Accessibility Department and the
University’s Promotion Department regarding information and promotional

activities for organized events.
A desirable standard includes:

1. Ensuring the accessibility of information sources:

e Texts should use plain language, focusing on effectiveness,
clarity, and simplicity of form.

e |nformation and communication channels should be diverse,
as people with different needs and preferences use various

channels and sources.

e The event’s website and all materials published online must

ensure digital and communicative accessibility.

2. For mass events or those expecting participants with special
communication needs, planning broader communication and

promotional accessibility measures:

e Utilizing Alternative and Augmentative Communication (AAC)
methods, which support communication for individuals with
difficulties in verbal communication, such as manual signs,

graphics, or writing.



e Multimedia and non-text content (photos, drawings, diagrams,

charts, animations) should include alternative text.
e Audio-only recordings should have a text alternative.

e Video-only recordings should have a text alternative describing

the scenes and events depicted.

e Electronic documents should not contain scanned images of

paper documents.

e Files should be published in accessible formats, such as PDF,
DOCX, or others.

e Texts aimed at people with intellectual disabilities should be
prepared in an easy-to-read (ETR) format, i.e., a simplified text

form.

On the event’s website, it is recommended to create a dedicated
section or space compiling all accessibility-related information about
the venue and event, as well as accommodations for people with
special needs. This section or link should be easy to find, ideally in the
top menu or header of the website. Accurate information about the
accessibility (or limitations) of the venue and event is essential for

participants to prepare for attendance.

In event communication and promotion, include digitally and
communicatively accessible information about the organizers,
preferably with specific details, e.g., “The organizer is the Accessibility
and Support for People with Disabilities Department,” “the
Department of Management Systems and Organizational Development

of the Faculty of Management,” or “the Poliwrocket Student Research
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Group,” rather than a general statement like “The organizer is

Wroctaw University of Science and Technology.”

Ensure the accessibility and clarity of registration forms, if required for
the event, and include an option in the form for participants to
indicate their special needs. Electronic forms should comply with
WCAG 2.1 standards, and paper forms should follow plain language
principles.

Provide a communication channel and respond to feedback from

potential participants during the event preparation phase.

Consider developing a pre-guide, a communication tool (brochure)
describing the organizing institution and how to access its offerings,
such as the event. This communication also includes details of all

accessibility accommodations.



2.3 Ensuring Event Accessibility

Ensuring broad accessibility for events organized at Wroctaw University of
Science and Technology requires significant attention and resources. The
scope of these accommodations is highly diverse and often demanding,

including financially. For this reason, university-wide solutions are important,
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which will be presented later in the Textbook as recommendations and

proposals for systemic solutions.

To ensure event accessibility:

Verify and describe transportation options to the event venue,

including accessible public transport.

Provide parking spaces for people with disabilities near the entrance,
properly marked, and ensure an accessible route from the parking
area to the entrance. If no nearby parking spaces are available,
provide information about the closest alternatives. Consider adding
tactile and sensory markings on the sidewalk along the access route.

Verify and describe transportation options to the event venue,

including accessible public transport.

Provide parking spaces for people with disabilities near the entrance,
properly marked, and ensure an accessible route from the parking
area to the entrance. If no nearby parking spaces are available,
provide information about the closest alternatives. Consider adding

tactile and sensory markings on the sidewalk along the access route.

The event’s information desk, cloakroom (noting that some academic
or educational events at the University require participants to wear
special academic attire), and other functional areas should be
accessible, e.g., with a lowered counter for people using wheelchairs
or those of short stature. Alternatively, staff should step out from

behind the counter to assist participants.
Additionally, ensure:
- Induction loops or other hearing assistance devices.

- Access to Polish Sign Language interpretation.



- Large, high-contrast informational signs.
- Adequate maneuvering space for people using wheelchairs.

- Informational materials in large print, easy-to-read (ETR)

formats, or Braille.
- Lighting suitable for people with low vision.
- Contrasting directional signage.

- Avrest or quiet area for people on the autism spectrum or with
special sensory needs.

- Information provided through large, clear pictograms.
- Accessible restrooms, marked and not locked.

- Aclearly marked, high-contrast feedback collection point at the

event’s reception.

- Evacuation plans and equipment that account for the needs of

people with special needs.
- Accessibility training for event staff.

Department of Accessibility (https://dzd.pwr.edu.pl/en) can assist with these

efforts, primarily by providing information. The department may also provide
equipment (e.g., FM systems for people who are hard of hearing) and
facilitate contact with PJM interpreters. In some cases, the department may

offer financial support for accessibility measures.

2.4 Outdoor Events

The recommendations and guidelines outlined above primarily apply to events

organized on the premises, specifically within the buildings, of Wroctaw
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University of Science and Technology. However, it is important to note that

many events, including those with the largest reach (in terms of participant

numbers, duration, visibility, etc.), such as Juwenalia or sports and

community-building events, are outdoor events. Planning and implementing

such events on the University’s grounds, but outside its buildings, involves

slightly different requirements and necessary resources.

2.5 Planning and Preparing the Event

During the planning and preparation phase of an event:

Identify and estimate the participation of people with disabilities
and special needs. It is essential to inquire about their specific needs

and expected accommodations.

Designate an accessibility coordinator for the planning and
organization of the event. We recommend contacting the
University’s accessibility coordinators to rationally plan and budget

for accommodations.

Consider recruiting and training volunteers and assistants who can
support individuals with special needs, such as navigating the event
grounds, and who are trained in appropriate etiquette for

interacting with people with special needs and disabilities.
Organize a technical rehearsal of the event or selected elements.

Communicate and promote the event in line with the
recommendations provided above, with particular emphasis on the
event schedule and information about planned intense stimuli (e.g.,
sounds, lighting, crowd movement, dancing, laser or pyrotechnic

effects, etc.).



2.6

Plan evacuation procedures that account not only for individuals
using wheelchairs or those with mobility difficulties but also for

those with sensory and communication-related special needs.

Event Organization

During the organization of the event:

Consider designing an “Accessibility Zone,” such as a platform
accessible via a ramp with handrails and necessary safety features
around it. This can provide a comfortable and accessible space not
only for individuals using wheelchairs but also for others with limited
mobility, such as pregnant individuals. Plan spaces for assistants or
accompanying persons as well. The zone should be clearly marked
with pictograms, offer a good view of the stage, and, where applicable,
provide visibility of sign language interpreters or subtitles on screens.
Event promotional materials and communications should inform

participants about the existence of this zone and clarify who can use it.

If creating an “Accessibility Zone” as described above is not feasible,
designate an area near the event’s center or stage with easy access

and good visibility.

Consider using a large screen to display pre-prepared texts and

multimedia with subtitles.

Ensure access to electrical outlets, chairs, blankets, and, if possible,
beverages or snacks. If electrical cables are used, they should ideally
be routed overhead (e.g., under a ceiling). If this is not possible, cables
on the ground or floor must be secured, such as with protective

covers.



For events streamed online, ensure that accessibility accommodations

are included in the broadcast.

Install induction loops or other hearing-assistive devices at the
customer service point and in the Accessibility Zone.

To ensure safety and comfort for participants, secure the event’s
infrastructure (particularly cables and equipment placed on the

ground).

Clearly mark the information point, first aid station, and restrooms
(including accessible ones located closest to the main pathways).






3 Participants with Diverse Needs

The events and activities organized at Wroctaw University of Science and
Technology are highly diverse in terms of their nature and target audiences.
This diversity requires particular care and flexibility in their planning and
execution. The previous section of the Manual outlined the scope of possible
solutions, recommendations, and guidelines, considering the steps involved
in event preparation. This section provides a general overview of the

functioning and specific needs of potential event participants.

3.1 Deaf and Hard of Hearing Individuals

e Materials and the event itself should be interpreted into Polish Sign

Language (PJM).

e [fa PJMinterpreter is unavailable, written communication on paper, a

tablet, or a smartphone using plain language can be used.

e Provide live subtitles or transcriptions of speeches, dialogues, and

texts.

e Ensure the availability of induction loops, FM systems, or other

hearing-assistive devices.
e Provide paper and pens at service points.

e Ensure clear articulation and visibility of the speaker’s lips, as some

individuals rely on lip-reading.

e Develop event information in plain language and easy-to-read formats.



3.2 Blind and Visually Impaired Individuals

Provide pre-recorded or live audio descriptions.

Plan and design tactile aids, such as embossed materials, tactile
graphics, models, and texts printed in Braille (for those who use it).

Offer materials in large print (for individuals with low vision) and audio

formats.

Provide assistants to help navigate the event venue and describe its

elements.




3.3

Individuals with Mobility Disabilities

Architectural accessibility of buildings and spaces is critical for this group:

Arrange equipment and furniture to allow easy movement for

individuals using wheelchairs or crutches.
Remove or lower curbs, thresholds, and other obstacles.

Eliminate doors requiring significant force to open (e.g., heavy doors

or those with inconvenient handles).
Provide alternatives to stairs.
Ensure accessible restrooms.

Provide rest areas with benches or chairs equipped with backrests and

armrests.
Provide parking spaces.
Offer alternative transportation options.

Ensure the availability of assistants.

Individuals on the Autism Spectrum

Develop a pre-guide for the event to prepare participants.

Avoid overstimulation from sensory inputs (e.g., loud sounds, flashing

lights, strong smells).

Use clear, concrete communication without metaphors or poetic

language.

Offer noise-canceling headphones or a quiet space for rest in

challenging situations.



3.5 Individuals Experiencing a Mental Health Crisis

e Account for strong emotions (especially negative ones, such as
anxiety) that may arise due to social exposure, sensory overload, or

the need to overcome personal limitations.

e Inquire about individual needs, support options, and emotional states
before and during the event, ensuring privacy during such
conversations.

e Train staff to adjust their communication style and manage their own

emotions, mood, or excitement (e.g., related to the event).

e Provide a quiet space and trained assistants prepared to support

individuals in crisis, particularly those experiencing significant anxiety.

e Plan discreet exit options, such as leaving the venue without drawing

excessive attention.

3.6 Individuals with Intellectual Disabilities

e Communicate simply and provide easy-to-read (ETR) texts.

¢ Inquire about individual needs, behaviors, communication styles,

emotional expression, co-occurring disabilities, or sensory sensitivities.

e Collaborate closely with caregivers or assistants while ensuring the

inclusion of the individuals themselves

3.7 Older Adults

This group may include individuals with any of the disabilities mentioned

above, either individually or in combination.



3.8 Children

e Children are a highly diverse group of event participants, not
uncommon at Wroctaw University of Science and Technology. Their
diversity stems from differences in age, developmental stages, type of
event, supervision, and accompanying caregivers (e.g., organized
school or preschool groups vs. individual attendance with a parent or
guardian). Other characteristics of children may also influence their
needs.

e Auniversal trait of children as event participants is their lack of
independence and limited awareness of the opportunities and risks
associated with an event. Therefore, effective coordination and

communication between organizers and caregivers are critical.

e Younger participants have lower physical, physiological, and mental
endurance (e.g., attention span, ability to remain still, hunger) for
long, uniform activities. This necessitates shorter durations, frequent
breaks, varied activities, opportunities for movement, and provisions

for addressing hunger, thirst, and other physiological needs.

e Staff interacting with children (beyond institutional caregivers) should
be pedagogically prepared and use age-appropriate, engaging

language (e.g., storytelling, metaphors, humor).

4 Summary

The participation of individuals with special needs, including those with
disabilities, in academic life—on equal terms with others—must extend

beyond work and formal education. Public higher education institutions have
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an important mission to create an environment that inspires, engages, and
fosters the exchange of ideas, knowledge, and perspectives for individuals
strongly or loosely connected to the University. This goal is realized through
the events and activities organized on the grounds of Wroctaw University of
Science and Technology and with its involvement. It is the responsibility of
organizers, as well as the University’s authorities and units, to ensure
maximum access to these events and to prepare and implement them in a
way that meets participants’ special needs. This often does not require
significant financial or infrastructural investments but rather empathetic
consideration of the diverse needs of participants. Investments that are
necessary—such as purchasing equipment, training staff, or creating
accessible spaces—will serve multiple events and situations. As the authors,
we hope this manual and its specific guidelines and recommendations will
assist organizers in planning and executing accessible events at Wroctaw

University of Science and Technology for all.

Basic Checklist

Below, we present a checklist for accessible events in two versions: basic and
extended. The purpose of both versions is to highlight the essential aspects of
an accessible event and support its organization. The checklists are divided
into three areas:

e Actions related to event preparation.
e Actions related to event execution.
e Actions to consider after the event concludes.

We warmly invite you to use these checklists.



Electronic versions of both checklists are available at:

https://dzd.pwr.edu.pl/en/university-staff/textbooks-best-practices.



https://dzd.pwr.edu.pl/en/university-staff/textbooks-best-practices

Checklist: Stages of Organizing an Accessible Event
Event:

Date and Location of the Event:

Event Preparation

Team Has the team been trained in assisting participants with special needs?




Has an accessibility coordinator been designated to oversee accessibility
for the event?

Has an instruction manual been prepared for frontline staff (e.g.,
security, information desk) on assisting participants with special needs?

Venue

Is the chosen venue architecturally accessible?




Has a description of how to reach the venue on foot or by transportation
been prepared?

Has a description of the venue’s accessibility been prepared?

Promotion
and
Information

Has an accessible invitation been prepared (e.g., in text format)?

Does the invitation include information about the accessibility of the
venue and event?

Does the invitation provide contact details for the accessibility
coordinator or the person responsible for event accessibility (e.g., email,
phone, SMS)?

Has the information been published on the website in accordance with
WCAG 2.1 standards?

Is the registration form accessible?




PR Does the registration form allow participants to indicate their individual

Recruitment needs?

Does the registration form provide options for different forms of
contact?

Does the registration form allow participants with special needs to
specify their preferred contact method and contact details?

Event Execution

Safety Have assistants or trained volunteers been provided for participants with
disabilities?

Have the needs of participants with disabilities been considered in
the evacuation strategy?




Has information about evacuating participants with disabilities been
prepared and provided to security and the information desk?

Has the accessibility of materials been ensured?

Have participants been informed about the availability of alternative
formats?

Has the clarity and comprehensibility of communications been ensured?

Event

Has access to refreshments been ensured? (Addressing specific dietary
needs, describing meals, ensuring access for participants with special
needs)

Has an accessible online broadcast been provided?

Is the event venue signage clear, understandable, and highly visible?




Post-Event

Summary and
Evaluation Have participants with special needs evaluated the event’s accessibility?

Are materials posted online from the event (e.g., subtitles for online
recordings, descriptions for graphics and photos) accessible?




Extended Checklist

Checklist: Stages of Organizing an Accessible Event — Extended Version
Event:

Date and Location of the Event:

Event Preparation

Has the team been trained in assisting participants with
special needs in the following areas:
e Communication and assistance for individuals with mobility
disabilities
e Communication and assistance for individuals with visual
impairments
e Communication and assistance for individuals with hearing
impairments

e Communication and assistance for individuals experiencing
mental health crises




Team e Communication and assistance for individuals on the autism
spectrum

e Communication and assistance for individuals using alternative
and augmentative communication

Has an accessibility coordinator been designated to oversee
accessibility for the event?

Has an instruction manual been prepared for frontline staff (e.g.,
security, information desk) on assisting participants with special
needs?

Venue
Is it possible to reach the event venue by public transportation?

Is the public transportation stop located near the event venue?




Is the route to the event venue paved, free of stairs, high curbs, or
other communication or terrain obstacles?

Venue Are parking spaces for individuals with disabilities located near the
building entrance?

Are parking spaces for individuals with disabilities appropriately
marked (with horizontal and vertical signage) and of suitable
dimensions?

Is the building entrance adapted for individuals with mobility
disabilities (e.g., at street level, without stairs or thresholds)?




Is there sufficient maneuvering space (at least 150x150 cm) before
and after the main entrance for individuals with disabilities?

Do the building doors have an appropriate width (minimum 90 cm)
and can they be opened without significant force?

Venue Are the entrance doors automatically opened or sliding, triggered by a
motion detector?

Are glass entrance doors marked with contrasting bands at
appropriate heights (two bands, at least 0.10 m wide, at 0.90-1.00 m
and 1.30-1.40 m)?

Is the entrance area free of grates, doormats, or other elements
protruding above the surface?




Is there information in the entrance lobby (e.g., an information board
or screen) about the layout of rooms, elevators, restrooms, etc.,
presented clearly and unambiguously?

Is a reception or information desk located near the building entrance?

Venue Is the reception or information desk clearly labeled, distinguished by
architectural elements or color contrast?

Is the staff member at the reception or information desk visible from
both standing and seated positions?

Is the reception or information desk counter lowered to a maximum
height of 0.90 m (recommended 0.70—0.80 m) for at least 0.90 m of
its length?




Is the reception or information desk equipped with a
stationary or portable induction loop?

Is the building clearly and appropriately marked with an information
sign?

Has a description of how to reach the venue on foot or by
transportation been prepared?

e bl

Venue

Are the corridors in the building at least 150 cm wide, allowing
wheelchairs to pass and maneuver freely?

Are rooms and access routes (e.g., conference rooms, training rooms,
restrooms, elevators) appropriately marked?




Are accessible restrooms for individuals with disabilities
available in the building?

Are accessible elevators available in the building?

Is information about the building layout provided in tactile form (e.g.,
tactile map, room plan) or audio form (e.g., info kiosk, audio
recording, beacons, or a designated staff member responsible for
providing information)?

Venue Is the event room free of architectural barriers (e.g., thresholds,
columns, pillars, platforms) that could hinder movement for
individuals with disabilities?




Is the event room equipped with a hearing assistance system (e.g.,
induction loop, FM system, or other sound amplification for
individuals with hearing aids)?

If the event room is equipped with a hearing assistance system, is it
appropriately marked (e.g., with the proper pictogram)?

Is simultaneous text transcription (SPT) provided in the event room?

Has a description of the venue’s accessibility been prepared?

Promotion Has event information been provided in an electronic format?
and
Information

Is the provided information accessible to individuals with special
needs?




Has an accessible invitation been prepared (e.g., in text format)?

Do the information and invitation include contact details for the

event organizer in at least two forms (e.g., email, phone, SMS)?

Do the information and invitation include contact details for the
accessibility coordinator or person responsible for event accessibility
in at least two forms (e.g., email, phone, SMS)?

Do the information and invitation include details about the
accessibility of the venue and event?




Promotion
and
Information

Do the information and invitation include a map:

1. Showing the location of buildings, parking areas, and public
transportation used during the event, 2.Describing how to reach
the event venue by public transportation and car from various
directions, 3. Indicating accessible routes for individuals with
disabilities from public transportation stops and parking areas to
the event venue.

Do the information and invitation include details about the location of
the event within the building (e.g., event room(s), reception)?

Do the information and invitation include a building map highlighting
the cloakroom, reception, event rooms, restrooms, catering areas,
and, if the route or building layout is complex, directions to the event
venue (e.g., main event room or reception)?




Promotion Does the invitation include information about whether the event is
and paid or free?
Information

For paid events, does the invitation include information about ticket
prices and purchasing methods?

Participant
Recruitment Is the registration form accessible to individuals with special needs?

If the registration form is not accessible, has an alternative registration
method been provided?

Does the registration form allow participants to indicate individual
needs regarding accessibility of information and training materials,
assistive support, communication needs, dietary requirements,
and evacuation needs?




Participant For questions related to recruitment or registration, are multiple
Recruitment contact methods provided (e.g., phone, email, SMS, online
messenger)?

Does the registration form allow participants with special needs to
specify their preferred contact method and contact details?

Safety Have assistants or trained volunteers been provided for participants

with disabilities?

Have the needs of participants with disabilities been considered
in the evacuation plan?

Event Execution



Safety Has information about evacuating participants with disabilities been
prepared and provided to security and the information desk?

Materials Has the accessibility of materials been ensured?

Do video materials used during the event include subtitles and
extended subtitles that cover all relevant information (e.g., background
music, laughter, etc.)?

Are printed or electronic materials prepared in accordance with
universal design principles, making them usable for all, including
individuals with special needs?

Are printed or electronic materials prepared in accordance with
plain language principles?




Materials Do printed or electronic materials include simple informational
graphics and a consistent design?

Do printed or electronic materials have a clear and understandable
text structure, with titles, paragraphs, and subtitles, and a consistent
hierarchy of headings?

Are printed or electronic materials prepared using a sans-serif, smooth
font without embellishments, with appropriate spacing between
letters, no shading, and no grayscale?

Is the font used in printed or electronic materials clear (e.g., are
headings at least 2 points larger than the body text)?




Materials

Do printed or electronic materials have appropriate contrast between
text and background (e.g., black text on a white background for body
text, high-contrast colors for headings, with large and visible
punctuation marks; minimum contrast ratio of 4.5:1, excluding logos)?

Do electronic materials include alternative descriptions for charts,
diagrams, photos, tables, etc. (i.e., descriptions of what is shown in the
image, chart, or graphic)?

Have participants been informed about the availability of alternative
material formats or accommodations for special needs?

Event

Is the event venue signage clear, understandable, and highly visible?




Do presentations used during the event meet accessibility
requirements for individuals with special needs?

Do films and multimedia, where visual content is essential, include
audio descriptions?

Has access to refreshments been ensured? (Addressing specific dietary
needs, describing meals, ensuring access for individuals with special
needs)

Are traditional tables or cocktail tables arranged to allow easy
movement for individuals using wheelchairs (with appropriate
distances between tables)?




Event

Are traditional tables or cocktail tables provided to enable individuals
using wheelchairs to eat comfortably (e.g., leaving spaces without
chairs for wheelchairs to approach tables, or providing lower-height
cocktail tables)?

Has an accessible online broadcast been provided?

Post-Event

Summary and

Have participants with special needs evaluated the event’s

Are materials posted online from the event (e.g., subtitles for online




Additional Materials

1. Mankowska, J., Jezowska-Siwek, A. et al.. (2020). Guide. Wroctawskie
Standardy Dostepnosci Kultury i Wydarzen. Wroctaw: Wyd. Fundacja
Katarynka: https://fundacjakatarynka.pl/wp-
content/uploads/2021/06/Przewodnik-WroclawskieStandardy-
Dostepnosci-Kultury-i-Wydarzen.pdf. Accessed: 28.09.2023 r.

2. Mankowska, J., Jezowska-Siwek, A. i in. (2020). Wroctawskie
Standardy Dostepnosci Kultury i Wydarzen. Wroctaw: Wyd. Fundacja
Katarynka: https://fundacjakatarynka.pl/wp-content/
uploads/2021/06/Wroclawskie-Standardy-Dostepnosci-Kultury-

iWydarzen.pdf. Accessed: 28.09.2023 r.
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As part of the University of New Opportunities series, we have developed
the following manuals:

1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

12)

Accessibility for people with special needs, including persons with
disabilities. Introduction manual.

Conducting accessible classes for people with special needs. A good
practices handbook for teaching staff.

An Accessible Library. Serving people with diverse needs. A good
practices handbook

Organizing sports activities with consideration for the diverse needs of
students at Wroctaw University of Science and Technology. A good
practices handbook

Organizing foreign language instruction tailored to the diverse needs
of students. A good practices handbook

Serving people with special needs in dean’s offices and service points.
A good practices handbook for administrative staff

Remote education with consideration for the diverse needs of
participants in various forms of learning

Serving people with special needs. A good practices handbook for
administrative and technical staff

Conferences, training sessions, and other events accessible to
everyone. A good practices handbook

Accessibility in the public procurement process. A good practices
handbook

Accessible evacuation or alternative rescue methods. A good practices
handbook

Standards for the maintenance of buildings and other facilities. A good
practices handbook



13) Psychological support at Wroctaw University of Science and
Technology. A good practices handbook

14) Conducting the recruitment process with consideration for the diverse
needs of applicants. A good practices handbook

15) Applying the information and communication accessibility standards of
Wroctaw University of Science and Technology. A good practices
handbook

16) Adaptation of teaching materials to the needs of persons with visual
impairments. A good practices handbook

17) Accessibility training for the academic community. A good practices
handbook

18) A university accessible to people with special needs, including persons
with disabilities. A good practices handbook
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