City of Greater Bendigo

Accessible
Events Guide
Information for
event organisers

Introduction

Why be inclusive?

The City of Greater Bendigo’s vision is to create the world’s most
liveable community.

Making activities and events accessible builds a diverse and
vibrant community where everyone feels connected and safe.
By celebrating diversity and promoting inclusion we build a
strong community where everyone feels valued and welcome.

To achieve this, the City is committed to improving the physical
and social environment for all community members, ensuring
people with a disability have the opportunity to fully and
actively participate in activities and events across Greater
Bendigo.
This Accessible Events Guide provides information and
recommendations to ensure events and activities are inclusive
and accessible for people with a disability.
Event organisers can use this as a resource when developing
their event plan. It provides a checklist and further information
and resources to assist you:
• In planning your event
• On the day of the event
• To provide staff support
• To evaluate if your event was accessible and inclusive, and
identify future improvements.
The City of Greater Bendigo would like to thank the Disability
Inclusion Reference Committee and associated community
members for their assistance and feedback in the development
of this guide.
For further information about the Accessible Events Guide
please contact inclusivecommunities@bendigo.vic.gov.au or
call 03 5434 6000
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Increasing the accessibility of events and venues benefits a
wide range of people, and makes it possible for individuals
to participate in community events. Event organisers have
a legal responsibility under both State and Federal law to
avoid discrimination by making reasonable adjustments and
removing barriers to provide access for all.
People with a permanent disability, those who use mobility aids
for temporary conditions, people using prams, older people and
young children will all benefit from the ease that good access
brings.

The City’s Commitment
The ‘Accessible Events Guide’ fulfills an objective of the City’s
Community Access and Inclusion Plan 2015-2018 which states
that the City will: ‘Promote inclusion and participation in the
community of persons with a disability by developing a policy
on all City events to ensure people with a disability can fully
participate in these activities and are not discriminated against.‘
Further, the City of Greater Bendigo’s Community Plan 20172021 states in its actions that the City will: ‘Support participation
and development for residents of all ages and abilities’ by
implementing the ‘annual actions of the Community Access and
Inclusion Action Plan’.

The Checklist
For any event, good planning is the key to success.
Use this checklist to make sure the whole community can enjoy your event.
For further information and discussion of each section, please refer to The Guide on the pages that follow the checklist, which
includes further explanation, helpful resources and contacts.
Item

Action

Access

Select venues that are wheelchair accessible
Consider performers and guests with limited mobility and provide wheelchair access to the stage.
Notes

Additional Support
requirements

Ensure staff are aware of the requirements of attendees with disabilities, including disabilities that
are not visible.
Ensure staff are informed, ready and comfortable to support people with additional requirements.
It is useful to provide a designated roving support person who can provide assistance to attendees.
Invite attendees to tell you of any additional considerations they may have when booking their tickets
(such as access to Auslan interpreters or assistance in locating their seat). Inform attendees who
require assistance of a registration point prior to the event, and consider this location in relation to
accessible parking and toilets.
Where possible, provide a quiet space for attendees to access prior to, during and after the event.
Those who experience heightened senses or have limited mobility may find this helpful.
Notes

Audio Visuals

Avoid strobe lighting or flashing lights in displays and presentation. If these features will be used
ensure you inform the audience via the ticket booking systems and via public announcement before
the event commences.
Plan your event to include Auslan interpreters to provide translation for attendees with hearing difficulties.
Make sure the interpreter is located in a clearly visible place for the audience to see. Ensure attendees
who require interpreter services are designated to appropriate seats.
Consider using closed captioning, audio descriptions and interpreters for presentations and
performances.
Presentations should incorporate font style, size and contrast standards. Please refer to page 7 and 8
of the guide.
Notes

Communication

Consider live closed captioning for presenters and pre-prepared captioning on any videos or other
audio visual displays.
Consider the need for a picture communication book if you are expecting attendees with
communication difficulties.
Ensure staff are aware of respectful ways to communicate and provide support to a person with
a disability.
Make sure staff are confident and supported in communicating with attendees who have
communication challenges.
Notes
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Item

Action

Costs/Budget

Subsidise ticket prices for people with concessions (Health Care Card, Disability Support Pension).
Accept Companion Cards – this nationally recognised scheme enables a carer to attend an event free
of charge when accompanying a person with a disability.
Ensure part of the budget is specifically for improving the events accessibility.
Notes

Emergency

Check the venue has an emergency plan that accounts for people with a disability.
Ensure staff are aware of what needs to be done to support people with limited mobility in the event
of an emergency.
Check emergency exits are accessible. Identify in emergency management plans and risk assessments
how people will be supported to leave from these areas in the event of an emergency.
Notes

Event Documents
and Promotional
Material

Ensure the event website and social media pages are up to date with accessibility formats (see page 8
of the guide for more details).
Websites should have a header labelled ‘Accessibility’ where all access and inclusion information can
be found for the event. The accessibility page should have the same design as the whole website.
Printed materials should use paper with a matte surface and keep designs simple with no background
graphics, images or watermarks behind text.
Use an easy to read font such as Arial in a size suitable to the media - refer to page 8 of the guide
for further details.
Use colours that contrast well, background and text i.e. black text on white background.
Make all documents for the event available in hard and soft copies including word, pdf and online
resources, and consider the use of pictorial and easy-read formats.
Accessibility signage symbols should be used on online and printed resources.
Wheelchair accessible

Hearing loss accessible

Closed captioning provided

Auslan interpreter in attendance

M
 ultiple communication methods
can be used

Audio description provided

Use the RSVP/Booking process to ask about attendees needs. See page 8 of the guide for suggested
questions to ask. Consider adding these questions to promotional material.
RSVP's should be accepted via multimedia - email, phone, sms, online, mail (provide a reply paid
envelope for when mailing invitations).
Provide a wheelchair accessible, well signposted point of contact for attendees to seek assistance
and guidance during the event.
Notes
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Item

Action

Signage

Accessibility signage symbols should be used throughout the venue.
Place additional signage in the venue where appropriate to ensure attendees can confidently find their
way around and locate facilities such as toilets.
Provide a map of the event and its facilities, including accessible toilets, parking, information/
registration point etc.
Wayfinding signs should use simple language and utilise access symbols where appropriate.
Notes

Mobility Event Map

Create a mobility map, available online prior to the event or as part of the invitations and ensure there
are paper copies available on the day. A mobility map should identify accessible features within a
precinct area.
Notes

Parking

Check there is adequate accessible parking at the venue, and identify its location on the events page
under the Accessibility Section.
Identify accessible parking close to the venue. Ensure there is signage from the parking bays to the
venue entrance.
Notes

Public Transport

Consider easy access to accessible public transport when selecting your venue.
Check the pathway from public transport to the venue is clear and accessible.
Notes

Time of Event

Consider the time of day you are holding your event and how that may impact on local traffic,
availability of public transport, and availability of carers.
Notes

Toilets

Check the venue has accessible toilets. It is useful for signage to identify if toilets are: ambulant, or right
hand/left hand accessible.
If the venue does not have adequate accessible toilet facilities, portable accessible toilets can easily
be hired. The Marveloo (a fully accessible toilet and change facility) can be hired through the City of
Greater Bendigo. To arrange hire please contact inclusivecomunities@bendigo.vic.gov.au or call us on
03 5434 6000.
‘Changing Places’ are accessible public toilets with full sized change tables and ceiling.
A new Changing Place will be located at the Hargreaves Street multi-storey carpark in the CBD.
Notes
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Item

Action

Venue and Layout

Consider the layout of the events. Ensure there is room for wheelchairs to be able to move easily
between tables, the stage or any other objects.
Consider the time between sessions during the event to allow for travel time and adequate breaks.
Consider a venue that has doors that are at least 85cm wide for wheelchairs and scooters.
Ensure the venue is clear of any obstacles. Trip hazards such as cables should be removed or taped
down.
Staff need to be aware that some people may need support to consume food.
Outdoor events should include a shady area and viewing platform for wheelchair users to be able to
see over a crowd.
Outdoor events often include uneven or soft, grassy and sometimes wet walkways. Consider providing
mat pathways over these surfaces for guests with limited mobility.
Provide information and signage to a quiet place so people can remove themselves from the noise and
busy environment of the event.
Registration/Information points should be at an appropriate height for all attendees. See page 9 in the
guide for tips to make the various setup styles of events accessible.
The main entrance needs to be free from stairs or have an optional ramp entry, automatic doors are
also preferred.
Venue should be evenly lit throughout, including during presentations.
Where events are spread across multiple floors in a building, lift access or ramps must be available.
Notes
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The Guide
Please read the guide for further explanation, helpful resources and contacts to assist in understanding the possible requirements
of attendees with a disability. Consider including the reading of this guide as part of event staff induction.

Additional Assistance Requirements

Audio Visual and Presentations

Never assume assistance requirements (such as physically
guiding a person with vision impairment) without first asking
if assistance is required. Many people with disabilities will not
require any assistance at all.

Providing Auslan interpreters for people who are hard of hearing
is best practice for events.

Some people may require assistance with finding their way
to their seat once they arrive at the event. They may need
assistance in paying for their ticket or opening a door. Others
may be assisted by a carer or companion, who assists them with
everyday tasks. Ask the person directly (and not their carer or
companion) if they require any assistance.

Access
People with disabilities are performers, presenters and M.C’s as
well as audience members and will require access to the stage.
Ensure wheelchair accessible ramps are provided for any stage
or raised/sunken area that presenters or attendees may need to
negotiate.
If you are expecting a guest speaker or performer in a
wheelchair and are using portable ramps offer them the
opportunity to trial the ramp prior to the event to ensure their
safety and comfort.
Portable ramps are available for purchase or hire, see resources
section for further information.

Assistance Animals
Some guests may have an assistance animal. Ensure all event
staff are aware that assistance animals are legally permitted to
enter public places and for long events may require a place to
rest, eat and drink and be toileted.

Closed captioning which provides visual commentary of audio
can be beneficial for some people.
Audio description provides commentary of what is happening
on the screen/stage when there is no sound and is utilised by
people who have challenges with their vision. See resources on
page 10 for audio descriptions fact sheet.
If microphones are going to be used consider what will work
best for those presenting and whether there will be audience
participation. Consider lapel microphones versus hand-held for
presenters, consider a roving staff member with a microphone
to capture audience contributions.
Hearing loops, which can be hired, are another tool that enables
people with hearing aids to fully participate. A hearing loop is a
type of sound system for use by people with hearing aids. The
hearing loop provides a signal that is picked up by the hearing aid.
See resources on page 10 for supplier suggestions.

Communication
Being aware of and prepared to communicate in different ways
is important to make all attendees feel included and respected.
There are various communication aids available depending on
the type of disability a person has.
Everyone can get their message across when people are
respectful and responsive to those who find communicating
difficult. This may mean utilising simple tools such as picture
communication books, clear signage or writing your message
down instead of speaking it.
To engage in good communication, there are some simple
things you can do:
• When speaking with someone with communication
disabilities: don’t rush them; listen carefully; be honest and
tell them if you don’t understand them; repeat back what
they have said to ensure you have understood them.
• Always speak directly to the person, not their carer or
interpreter.
• Asking closed questions that only require a ‘yes’ or ‘no’
answer can assist people with limited communication.
Your choice of words means a lot:
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Positive and Respectful

Negative and Inconsiderate

“A person with a disability”

“A disabled person”

“They are a wheelchair user”

“That person is in a wheelchair”

“The accessible toilet
is over there.”

“The disabled toilet is over
there.” (A ‘disabled’ toilet is
one that does not work!)

Companion Card
Ensure all staff recognise and understand what a Companion
Card holder is entitled too. The Companion Card enables carers
to accompany a person with a disability to events free of charge.
With this in mind ensure you have additional seating and space
for carers to accompany attendees, and provide a telephone
number for companion card ticket bookings.
Often those with disabilities are unintentionally excluded from
the group they are travelling with as an accessible seat is only
provided for them and their carer. Consider offering to seat
them and their group together in the accessible area. Identify
through your ticketing system that this is possible and provide a
phone number for this to be arranged.

Some suggested questions to include on your invitations
to determine attendee needs might be:
‘Please advise if you require any support to attend?’
‘Please let us know if you have any additional access
requirements.’
‘What format and delivery method would you prefer any
handouts or feedback forms to be given to you?
Hardcopy via mail or at the event
PDF via email
Other:………………
‘Please advise if you require an interpreter?’
‘Do you require any of the presentations or handouts prior
to the event?’

Cost
The cost to attend an event may prove prohibitive for some
members of the disabled community. Events that charge an
entrance fee should offer concession card discounts.

Emergencies
Check the venue has an Emergency Evacuation Plan and
discuss with the venue how attendees with access and support
requirements will be best catered for in the event of an
emergency.

Mobility Event Map
Providing a mobility event map at the time of booking or
RSVP, and making it available in various formats enables
participants and their carers to plan their trip to your event.
This will also allow people to let you know in advance of any
additional venue specific needs they may have.
Provide as much information about the event’s facilities and
layout in a way that is clear and simple.

Event Documents, Promotional Material
and Signage
Design
There are some really simple rules to follow when producing
invitations and promotional material for events that cater
towards those with visual impairments.
Font Type:	San Serif font such as Univers,
Helvetica or Arial
Font Size: Documents – minimum of 12 point
Flyers and Posters – minimum of 18 point
Presentations – minimum of 24 point
Contrasting Colours:	Use colours with good contrast such
as black text on white background.
Layout:

No watermarks or text over images.

Surface of paper/card: Matte.
It is beneficial for some people to receive documents via
email in advance of the event (e.g. a person with low vision
might use assisstive technology to read documents before
the event). Producing document versions in braille is also
worth considering. See resource list on page 10 for more
information.
Content
While the details of event timing, location and RSVPs are
important to most people, people with a disability rely on
other details too. These include internationally recognised
symbols that indicate the event is wheelchair accessible,
has accessible parking, has captioning available, or that an
Auslan interpreter will be present. Include these where they
are applicable on all promotional materials.
To be fully inclusive, ask attendees to include details of any
special needs with their RSVP.
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Signage
Well planned signage, combined with a detailed mobility or
event map will ensure that all attendees can easily locate
accessible event facilities and move around the event with
confidence and minimal assistance.
Consider signage for accessible toilets and parking. It will
be very helpful to have wayfinding signage from key points
at the event to accessible facilities especially at the main
entrance and information desk etc.
Event Documents
Make sure you have printed copies of any presentations,
agendas, previous minutes or other information such as
the event mobility map, available on the day at information
points.
Ensure name tags and place cards on tables are printed in
large font on matte paper with colour contrast that is: black
text on white background.

Timing of Event
Events that start early in the day, or finish late at night may be
difficult to attend for those with disabilities. The amount of
notice given for an event can also affect the potential for those
with a disability to attend. The more notice given the better. This
may be due to the availability of carers to assist with getting
ready and/or providing transport.
Consider the timing of each part of the event. Ensure there are
regular breaks, which may need to be longer to allow attendees
to rest or move between different exhibits or sessions.
Providing the opportunity at the booking or RSVP stage for
attendees to advise of their access and assistance needs. This
could make all the difference to your preparations and for the
attendee’s experience of your event. (See page 8 for suggested
RSVP questions)

Venue and Layout

Depending on the type of event there are specific tips to make
different set up styles accessible:
For lecture style events/sessions:
• Reserve some seating at the front of the venue for
wheelchair users, people who lip read or need to be close to
the interpreters.
For workshop style events/sessions:
• Ensure that discussion tables are at an appropriate height
for wheelchair users.
• Ensure that there is sufficient space between tables and
furniture for people using wheelchairs, walking frames and
other mobility aids to navigate around.
For standing events:
• Provide some chairs for people who may not be able to
stand for extended periods or who may experience fatigue.
Ensure that some seating with arms is available.

Take the time to inspect the venue prior to your event, including
the entrances and exits, paths of travel, facilities such as toilets,
parking and the closest public transport stops or stations. This
will allow you to assess and make adjustments to ensure all
attendees are catered for.

A mixture of seating such as chairs with and without arms,
cushioned or lounge chairs as well as dining style chairs will
provide attendees with options for comfort.

Set up an event information/registration point close to the
main entrance where attendees can ask questions and collect
any event documents. Ensure there is a wheelchair height table
available at this point.

If food and beverages are being provided during the event
discuss with the venue how it could be served so that all
attendees can reach, carry and consume food easily. Consider
a sit down meal instead of cocktail style. Could support staff
provide assistance as needed.

Ensure there will be enough room for the attendees using
wheelchairs or scooters to move around furniture and exhibits.

Catering

Asking for assistance requirements as part of the RSVP to the
event will help ensure suitable staff support can be made
available.

Quiet Spaces
Not all disabilities are visible. People with an acquired brain
injury, autism, sensory or intellectual disability may require
additional considerations. A quiet space, away from the noise
and busy environment of an event could be useful, and may
also be utilized by people with limited mobility and parents with
children.

After the Event
Follow up
After your event ensure that any documents or information
attendees need or have been promised during the event are
forwarded to them in the most appropriate format for them.
This can be confirmed using the RSVP questions mentioned
on page 8.
Feedback and Evaluation
Seek feedback from attendees. This can be useful when
planning your next event. It will highlight the aspects that
were done well and provide an opportunity for attendees to
point out any access issues they faced.
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Resources
Audio Description Fact Sheet Arts access has an excellent
audio description fact sheet available at www.artsaccess.com.
au/audio-description-facts
Auslan Connections – booking an Auslan interpreter
or hearing loop
Phone: 1300 010 877
vic@auslanconnections.com.au
• Face to face Interpreting (onsite)
• Video Remote Interpreting (online)
• Live Captioning
Companion Card
Phone: 1800 650 611
www.companioncard.org.au
The Companion Card promotes the rights of people with a
disability, who require a companion, to fair ticketing at events
and venues. The Companion Card is a National program
administered by the state you live in.
Guide Dogs Victoria
Phone: 1800 804 805
www.guidedogsvictoria.com.au
Guide Dogs Australia in collaboration with its state-based
organisations, delivers essential services to children, teenagers,
and the elderly who are blind or have low vision in every State
and Territory. Their mission is to assist people who are blind or
have low vision to gain the freedom and independence to move
safely and confidently around their community, and to fulfil
their potential.
Language Loop – Translating and Interpreting Services
Phone: (03) 9280 1941
www.languageloop.com.au
Public Toilets
The City’s public toilets have been included in the National
Public Toilet Map: toiletmap.gov.au/Find/Victoria/Bendigo

Marveloo – Portable Accessible Toilet
The Marveloo is available for hire from the City of Greater
Bendigo
www.bendigo.vic.gov.au/Services/Community-and-Care/
marveloo
Colour Contrast Analyser – Vision Australia
www.visionaustralia.org/services/digital-access/resources/
colour-contrast-analyser
Amaze
Autism Information and resources
Phone: 1300 308 699
www.amaze.org.au
Victorian Mental Illness Awareness Council (VMIAC)
Including people with mental health issues
Phone: (03) 9380 3900
www.vmiac.org.au
Victorian Equal Opportunity and Human Rights Commission
(VEOHRC)
Information about rights and discrimination including the
Disability Discrimination Act (1992)
Phone: 1300 891 848
www.humanrightscommission.vic.gov.au
Country Care Bendigo
Hire of portable ramps
Phone: 5442 1131
www.country-care.com.au/index.html
Vision Australia
Information and resources, braille translations and Audio
description
www.visionaustralia.org

For further information regarding items outlined in this publication, please contact the
Community Events Officer on (03) 5434 6000 or via requests@bendigo.vic.gov.au

10

