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IN NORTHUMBERLAND





EVENTS
 Checklist 3: Creating a Welcoming Environment
	As we age it is more likely that many of us will experience some health conditions, sensory impairment or disabilities that can cause some difficulties. A wide range of things can affect how we communicate with other people and make sense of the world around us. This can vary from person to person and some conditions such as autism, dementia or sensory impairment may not always be immediately obvious. 

Some people may have problems with mobility, speech, reading, difficulties with understanding and communication or in relationships with others. Thinking about these in how you provide information and in making a welcoming environment, can help people feel more comfortable, welcome and able to join in.
Some of this may be beyond your control when using shared premises or community venues but it may be helpful to be aware that some things like patterned or shiny floors and surfaces, thresholds or changes in colour can pose difficulties when moving around. Thinking about what assistance someone may need, helpful layouts for events or activities and reducing distractions, so that people know where to go and can easily move around can have significant benefits
This checklist is designed to help identify some key points that may be useful to consider when planning an event or activity. These simple steps and tips on accessibility can help everyone not just disabled people.


	CREATING A WELCOMING PLACE TO BE
	 Y/N
	TIPS

	Do you know in advance the needs of people who are likely to attend?
	
	*Practical things like a registration form, needs assessment, emergency contact details or discussion beforehand can help you plan for and support someone’s needs. Always check that your staff and volunteers feel skilled and confident to support someone and know what to do in an emergency or unexpected situation.


	Are people encouraged to speak to staff or volunteers if they have specific needs about how you can help them?


	
	*Make sure you provide information about who to contact and how people can do this.

	Are posters or signage in clear large font placed at an appropriate level?


	
	*Using good colour contrasts like dark lettering on a pale background and relevant pictures can help. Keep it uncluttered.



	Is a working hearing loop available throughout the premises or just in specific areas?

Are staff and volunteers familiar with using it?
	
	*Regularly check it is working, know when it might be helpful to someone to use it and ensure people are familiar with how it works. If it is portable, check if it likely to be needed elsewhere while you are using it.

	Do you have a quieter area if needed?
	
	*In a group or busy environment some people may appreciate a quieter place to sit and wait, time out if they feel stressed or anxious or just being able to talk somewhere with less distractions or background noise.

	Do you have guidance on confidentiality?

How is this shared with your staff and volunteers?

	
	*Some people may share very personal information with staff and volunteers or in groups. Thinking about how handle sensitive situations or information is handled helps everyone be clear on what to expect. It can also help staff and volunteers to feel more confident if something is shared that they are concerned about.

	Can people attend with a supporter/carer?
	
	*Having someone familiar who they trust and knows them well can be vital for some people in taking part and enjoying activities safely.

	Do staff and volunteers introduce themselves; explain their role and what they will be doing?


	
	*Some people for example with sight loss, dementia or autism might not recognise a uniform or badge.

	Do staff or volunteers always ask how they can help?
	
	*Don’t assume the kind of help someone wants or needs. Always ask people if they would like any help and if so in what way. Encourage them to use their skills. They may be able to do a lot of things themselves and just need help with particular aspects of a task. 

	Is it clear where people attending should go or sit? 


	
	*Offering a prompt or guidance to assist the person as part of the initial greeting can help them feel more welcome, comfortable and confident.



	Do staff and volunteers give clear instructions and information to people attending?


	
	*Ensure you give people clear information, specific instruction or commentary about any unfamiliar activity. Think about the words you use. . Some people make take what you say literally. Don’t give too much information in one go. Be descriptive, clear and precise For example: tell a person with sight loss when you are moving away from them or leaving the room.
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