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Introduction

The Shape Self Assessment Checklist has been developed using a variety of references and sources. This guide is designed to give you some context for using the checklist, which will help you record findings as you conduct access assessments at your own venue, office or space or those at other organisations. It can also help you when writing up reports and talking through key recommendations with senior management, designers or funders. 
The checklist broadly follows the Centre for Accessible Environments (CAE) and the Royal Institute of British Architects (RIBA) design guide ‘Designing for Accessibility’. It is also based on the 2004 Approved Document M and BS 8300:2001 and the experience of Shape’s staff and members.

NOTE: Completed checklists do not constitute full access audit reports. They are a summary of a short access assessment. Full access audits are recommended where possible for a more comprehensive survey. 
It is not possible for an access assessment or access audit to establish what improvements or alterations it will be reasonable, in terms of the Disability Discrimination Act, for an institution to implement. 
The legislation is not prescriptive. Whether the action taken is reasonable will ultimately be tested in the courts. However, it is likely that where an institution can demonstrate that it has adopted recognised models of good practice and made actual ‘reasonable’ adjustments, it will count in its favour.
Shape recommends that you use this checklist to increase and improve access awareness across your organisation or teams. It is designed to be tailored or developed further to ensure maximum relevance to your own organisation, art form, services, programming, size, structure and location.
Shape also recommends that you share this checklist with appropriate staff. Equality of access for disabled people is a shared responsibility and should be monitored and maintained by all staff members. 

Please remember the following groups when conducting your assessments: audiences, visitors, patrons, researchers, consultants, full and part-time staff, members, stakeholders, supporters, artists, performers, participants, volunteers and whoever else that may interact with you and your organisation. 

What is an access assessment?
An access assessment can review the accessibility and usability of services and facilities referencing best practice guidelines e.g. Part M of the Building Regulations and the Codes of Practice available from the Equality and Human Rights Commission – www.equalityhumanrights.com 
Shape also encourages organisations to assess any attitudinal barriers, communications, practices, cultural and institutional barriers that may exist and to refer to any sources or best practice examples that are relevant to your organisation or services.
An assessment can not only identify barriers but look at some reasonable ways of eliminating or mitigating them where possible. This is a great opportunity for developing and updating your Disability Action Plan.
The findings of your access assessment should be shared with all staff in order for any real and meaningful improvements to take place. Please note that it is always recommended staff are trained in disability awareness and equality. Access should also be included as a regular item on your meeting agendas, be part of every project plan, and be included on all of your budgets.  

By involving your teams and highlighting relevant recommendations, you will begin an ongoing process of improvement and adjustment, much of which can be immediate, simple, cheap or even cost-free.
Any action planning conducted as a result of an access assessment should be coordinated across all individuals, teams and departments. It must be realistic, achievable, meaningful (prioritise from quick and cost-free to longer term investment or more substantial adjustments) and be a shared responsibility. 

Why conduct access assessments?
An access assessment is essentially a snap-shot of your premises and its management in terms of their accessibility to ALL people, including disabled people. In isolation it will not achieve anything; what matters is what follows, what action you take and to what effect.
Shape considers an access assessment to be just one part of a progressive cycle that will enable you to extend your services, facilities and employment opportunities to everyone.

Before you begin, you need to know what you want to achieve.

Consider the following questions…
Q: Why are you conducting this access assessment?   
Take time to establish your own brief so that you can approach the assessment in an organised way; communicate with relevant staff and set out a realistic timeline for each step. You may learn that having particular individuals involved may assist the process.  
Q: What do you want the assessment for? What will be the main purpose of the assessment? 
Q: Do you need detailed technical information or evidence or are you just gathering an overview in order to identify any training requirements? 
Q: Do you have an access budget or a budget to help implement some adjustments once the assessment is complete? Or do you want to assessment to help identify potential costs? Access assessments can not only identify potential problems but help you to clarify what to do to solve them. 

If you need extra support and would like recommendations and possible solutions from an access expert, then you might want to consider a full access audit. Funding is available for more comprehensive access audits. 
Access assessments can also help you plan an implementation strategy or help you with an application for funding. They can help you to consult with representative user groups.
Shape recommends that access assessments include or plan to include disabled people (as assessors, testers, advisers or mystery shoppers etc), where you do not already do so.   

You have to be sure what you are trying to achieve. It is important to remember that assessments will not be able to help you achieve all of the above but they can certainly help to point you in a more informed direction and assist with specific areas of concern. 
Once complete, put your assessment to good use!

Access assessments should not be viewed as a one-off exercise, it should be part of an evolving plan or strategy which is continually monitored; much in the same way as Fire Safety and Health & Safety measures are checked.
Consultation with any users of your space, including disabled people, is critical to the successful development and implementation of any access improvements, adjustments and action plans.  
How to approach your assessment 

Assessments should be carried out in a logical user sequence. This means that you should gather information by following a series of typical routes to and throughout the relevant spaces and then leaving from it. Inside, elements should also be assessed in sequence (for example, approach, entrance, reception, ground floor circulation, vertical circulation etc.) 

Give yourself sufficient time to review your spaces and activities properly. Monitor what the space is being used for at any given time, how users interact with each other while in these spaces and what activities are taking place.
The order any recommendations should be acted upon will depend on the priority you place upon them in your assessment. Remember to consider any elements that may constitute a hazard as they may require immediate attention.
There may well be several factors that influence your implementation plan: schedules, budgets, plans of action and delays are always possible. Shape recommends you make any solutions (even if they’re temporary ones) to compensate where necessary in the interim.  Shape is available to discuss these with you and help you consider any practical solutions. 
Useful tools to use during your access assessment…

· Checklist – take this with you to remind you of all the areas you need to cover and why. It acts as a reminder of the different perspectives you may need to take into account

· Camera – this will help to remind you of specific issues or areas you might have come across on your journey and it quickly communicates examples of issues that may have been raised in a checklist
· Notebook – have some way of recording your experiences, thoughts, findings, and/or comments from users you meet along the way; these will form the basis to your report. Alternatively, use the checklist to develop your own recording document or tool so it combines both functions i.e. note taking and reminders
· Website – don’t forget that viewing your website is often a visitor’s first experience of you, so it’s worth including an assessment of this area too
· Samples – collect examples of publicity, marketing materials or communications so that you can review the quality of access information they provide or how accessible they are as communication tools.
Self Assessment Checklist 
	Site/s audited:
	Name
Address

Contact

	Date/s of audit:
	

	Assessor/s:
	


Tick the following that have been used, provided or have taken place;

Floor plans
/ designs / architectural plans




(
Previous access audit








(
Meeting with access officer / manager





(
Meeting with architect / designers






(
Shadowed / accompanied by a colleague, consultant or auditor 

(
Budget










(
Photographs









(
Publicity / marketing / communication samples 



(
Other: 
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Access Assessment Checklist – Communications

A visitor’s journey begins long before they reach your venue. What kind of impression have you already given them? Are you able to attract and retain diverse audiences and patrons?

	Publicity/

marketing
	What assumptions have you made about your patrons? 

(Age, gender, background, religion, from rural or suburban communities, employed, married, have children, previous visitors, professions, political opinions, preferred art forms etc.)
	

	
	Who do you assume will NOT be interested in what you have to offer?
	

	
	Do you conduct audience surveys? What form do these take? e.g. paper/conversational etc.
	

	
	Do you have an access guide?

Are these advertised, easily available and are staff familiar with the content? Are they a true reflection of what you provide? 
	

	
	Do you include access information on your publicity?

(press, newsletters, season brochures, adverts, website, displays, fliers, programmes, posters etc.)
	

	
	Does access information include details about level access (for mobility impaired visitors), accessible parking and local transport links, induction loops, captioned performances, large print, Braille versions etc?
	

	
	Have you provided opportunities for disabled people to give you feedback?
	

	
	Do you use recognised access symbols? Are you clear about what they mean or indicate?
	

	
	Does your website meet web accessibility guidelines?

Have you tested it and can disabled users give you feedback? Will you collate it and use it?
	

	
	Are you confident you have used appropriate language and terminology?
	

	
	Do you use any images of disabled and/or Deaf people in your publicity? Is it respectful?
	

	
	Who do people contact about access queries?
	

	
	Do you promote your programme and activities through disability media? 

Do you send them press releases? 

Have you sent them access information in press releases?
	

	
	Have you got a contact list of local disability organisations or groups?
	

	Contact + Alternative Formats
	Do you send them regular information about your programme and activities?
	

	
	Are you informing disability organisations/contacts about services, activities or events aimed at specific groups?
	

	
	Do you provide information (about the organisation, the art form, the artist) to visitors in alternative formats?

(large print, audio, Braille, plain English, Easy Read, a word version for e-mailing, online, transcripts, accessible private views and events, subtitled DVDs, maps with symbols, textured maps etc.)
	

	
	Are alternative formats readily available or do they have to be ordered?
	

	Programming
	Are you planning projects or activities that could be delivered in collaboration with disability groups or members? 
	

	
	Do you commission disabled or Deaf artists?
	

	
	Do you know how to work with Deaf or disabled artists?

Don’t assume that disabled artists will produce work about disability. 
	

	
	Are your processes accessible to Deaf or disabled artists? 

Where possible, give people the option to apply in their preferred format.
	

	
	Are access costs for artists/performers included in your budgets?

Remember to include access at all stages: interviews/auditions, meeting spaces, venues and publicity.
	

	
	If you have commissioned a disabled artist?

Take time to consider how you pay them. Payments may affect some people on benefits. 
	

	
	Have your artist’s studios/spaces/offices been audited or assessed for access? 
	

	
	Are your display or performance areas accessible? Have you considered layout, hanging height, labeling, space, viewing, and lighting? 
	

	
	Have you thought about how to make your programme accessible to people with sensory impairments? (Captioning, BSL interpreted performances, audio description, etc)
	

	
	Have you engaged with the artists to discuss how you will portray or discuss their work or present it to the public?
	

	
	Have you considered how you will manage press coverage? What media will you use? e.g. mainstream press, online, arts press, disability press etc.
	

	
	Have your staff been trained to work with and support disabled artists and performers?
	

	
	Have you considered accessible activities and events (learning and creative) that compliment the artists work?
	

	
	How will you evaluate the art work/programme/festival/event etc? 
	


Self Assessment Checklist - External Environment

It is important to consider the immediate external environment of any premises but also the journey visitors make to get to you or the spaces you are using.
	Journey / travel
	Are there accessible parking bays for drivers?
	

	
	How many are there?
	

	
	Are they wide enough?
	

	
	Are they near the entrance?
	

	
	Are they sign posted clearly?
	

	
	Where is the nearest suitable parking as an alternative?
	

	
	How is the lighting (consider day and night time conditions)?
	

	
	Is it free or paid parking? Are there ticket machines (and are they accessible)?
	

	
	Are the surfaces level?
	

	
	Are there any obstructions?
	

	
	What are the nearest transport links?
	

	
	How accessible are stations and bus services?
	

	
	Are there any disruptions planned (eg diversions, sporting events, road or engineering works)?
	

	
	Is information about transport and parking available on your website or publicity?
	

	
	Are there any landmarks you could use to guide people?
	

	Set-down
	Is a set-down point provided at a suitable point?
	

	
	Is it near the entrance?
	

	
	Are there signs to / from the entrance?
	

	
	Is there sufficient room for set-down?
	

	
	Is there level access to path and entrance?
	

	
	Are there any obstructions?
	

	Routes
	Are footpaths and access routes level?
	

	
	Are there rest areas?
	

	
	Is there sufficient width?
	

	
	Is there any seating provided?
	

	
	Is there appropriate signage?
	

	
	Are pedestrian and vehicle routes clearly identified?
	

	
	Are pathways in good condition?
	

	
	Are edges clearly identified?
	

	
	Are there any obstructions (plants, bins, poles)?
	

	
	Is there any tactile paving or cane-detection for people with visual impairments?
	

	Streets
	Are pedestrian routes clearly defined?
	

	
	Are there textural and/or tonal contrasts to aid people with visual impairments?
	

	
	Are there any obstructions (including headroom i.e. low hanging tree branches or awnings)?
	

	
	Are there any trip hazards or pot holes?
	

	
	Is there street lighting?
	

	
	Are queues likely on the street?
	

	External ramps
	Is there a ramp provided?
	

	
	Are ramps easily found / seen?
	

	
	Is there an alternative entrance?
	

	
	Is the ramp long or steep?
	

	
	Is there a level landing?
	

	
	Is there sufficient room at the top and bottom of ramps for door swing and resting?
	

	
	Is the space clear of obstructions i.e. bicycles, signs, bollards etc?
	

	
	Does the ramp contrast with surroundings – colour / contrast / texture?
	

	
	Is there sufficient lighting?
	

	External steps
	Are there any steps? 
	

	
	How many?
	

	
	Are steps easily found / seen?
	

	
	Are steps logical / consistent?
	

	
	Are steps of sufficient size?
	

	
	Are there visible risers / nosings?
	

	
	Are there any obstructions?
	

	
	Is there enough room for doors to open at the top and bottom of the stairs?
	

	
	What are the surfaces of stairs and landings?
	

	
	Is there sufficient lighting?
	

	
	Are surfaces prone to getting wet or slippery?
	

	
	Are they well maintained?
	

	External handrails
	Are handrails provided where there is a change of level?
	

	
	Are handrails provided on both sides?
	

	
	Are handrails of suitable height?
	

	
	Are they continuous?
	

	
	Are handrails provided for flights of stairs and landings?
	

	
	Do handrails extend beyond the top and bottom?
	

	
	Are handrails easy to grip (metal or wood)?
	

	
	Do handrails provide forearm support for weaker limbs?
	

	
	Do handrails have curved / open ends so not to catch on clothing?
	

	
	Are handrails cold to touch i.e. metals can be cold and may be difficult or uncomfortable for some users to hold on to for a sufficient length of time to aid support.
	

	
	Are handrails visible or textured for people with visual impairments?
	


Self Assessment Checklist - Internal Environment

Your internal environment is experienced by visitors not only physically but through your communication style, your customer care/services, staff attitudes and approach, your programming, facilities, practices and policies (just to mention a few).
	Box Office / reception / information desks
	Location
	

	
	Height of counter/desk?
	

	
	Is there a glass partition? Is it reflective? Does obstruct sound?
	

	
	Are there steps up to, down to, into the Box Office?
	

	
	Are staff attitudes, welcoming, confident and informed?
	

	
	Is there additional assistance available eg? for guiding, looking after assistance dogs etc?
	

	
	Is there an Induction Loop? Do you know how to use it? Is it advertised to patrons? 
	

	
	Are signs at a good height, have good contrast, in clear view, available, functional and logically placed?
	

	
	Is there clear use of language and symbols?
	

	Pricing
	Is information on access facilities and features available?
	

	
	Are there concessions or discounts available?
	

	
	Is there an Access Membership or List that can be joined?
	

	
	Are carers/personal assistants or access assistants given tickets free of charge?
	

	
	Can you purchase in advance?
	

	
	Are access requirements/preferences gathered at time of purchase?
	

	
	How do you purchase – online, at box office, other?
	

	Interior
	Does your organisation work with Shape Tickets? 
	

	
	Is there space to get around?
	

	
	What areas of seating are accessible? 
	

	
	Do they have obstructed views?
	

	
	What seating options are available?
	

	
	Gradient and type of seating?
	

	
	Is there sufficient leg room?
	

	
	Stairs or level access?
	

	
	Is there sufficient lighting?
	

	
	How safe are floor surfaces?
	

	
	Are there railings?
	

	
	Are seats clearly numbered or exhibits clearly labelled?
	

	
	How is the colouring and contrast of floors, walls, doors and ramps etc?
	

	
	Is there a quiet space available?
	

	Refreshment areas
	How is the height of displays/exhibitions?
	

	
	Are there refreshment areas e.g. bar, cafes, and restaurants?
	

	
	Is there sufficient space to accommodate your usual visitor numbers?
	

	
	Is there seating in the refreshment area? What type of seating (arms, sofas, cushions, high/low etc)?
	

	
	How is the height of tables and counters?
	

	
	Table service or self service?
	

	
	Is there sufficient space for groups?
	

	
	How are the acoustics?
	

	Signage
	How are announcements made? (visual/audio)
	

	
	What font do you use in your signage?
	

	
	How is the colour contrast?
	

	
	What symbols or images are used?
	

	
	Do you have Braille signage?
	

	
	Do you use colour coding?
	

	
	Is the signage useful, logical and consistent?
	

	
	Is it at an accessible height?
	

	
	Are the signs logically placed?
	

	Accessible toilets
	Is there anything obstructing essential signage?  
	

	
	How many are there?
	

	
	Where are they located?
	

	
	Do all staff know where they are?
	

	
	Are they situated near other facilities?
	

	
	Are they clearly sign posted?
	

	
	Are they a sufficient size?
	

	
	Are they kept locked? Who holds the key?
	

	
	Are they part of the RADAR Key Scheme?
	

	
	Are they clean and functioning?
	

	
	Is the emergency pull cord within reach and NOT tied up?
	

	
	Do you collate feedback about the facility? Do you act on it?
	

	
	Are there alternatives people can use?
	

	Other
	Are there any obstructions inside?
	

	
	Can you use/hire a wheelchair/buggy/scooter?
	

	
	Are assistance-dogs welcomed?
	

	
	How accessible is your publicity material or your website?
	

	
	Is there a free water supply available?
	

	
	Are assisted performances part of the programme (captioned, audio, BSL)? 
	


Recommendations:

Actions:

Other comments:
Useful references

Shape 

www.shapearts.org.uk
Shape can provide a range of resources and guidance that will help you to address some of the access issues you identify through this assessment. For example, ‘Top Tips’, Shape’s ever-growing series of guides; you can choose from any of the following;

· Exhibitions Access Checklist

· Accessible Marketing and Audience Development

· Collections

· Commissioning Disabled Artists

· Customer Care

· Good Governance

· Interviewing Deaf and Disabled People

· Marketing Signed Performances 

· Preparing for Interviews (for disabled candidates)

· Producing an Audio Description 

Shape can also provide training at your organisation. We run a programme of learning activities all year and, we provide access auditing services and consultancy, project development and guidance – all of which are designed to help you achieve best practice.   

Shape

Deane House Studios

27 Greenwood Place

London NW5 1LB

Email: info@shapearts.org.uk
Tel: 020 7424 7330

Fax: 020 7424 7369

Minicom: 020 7424 7368

Centre for Accessible Environments (CAE)

The Centre for Accessible Environments (CAE) is the UK's leading authority on inclusive design.
http://www.cae.org.uk/ 

City Bridge Trust

The City Bridge Trust makes grants of £15 million a year to charitable projects benefiting the inhabitants of Greater London.

http://www.bridgehousetrust.org.uk/citybridgetrust/
Employers Forum on Disability (EFD)
EFD aims to enable companies to become disability confident by making it easier to recruit and retain disabled employees and to serve disabled customers.

http://www.efd.org.uk/
Equality and Human Rights Commission

www.equalityhumanrights.com
The Disability Rights Commission (DRC) is no longer in existence. The DRC produced the Code of Practice on the disability equality duty for the public sector. This new duty was introduced in the Disability Discrimination Act 2005 and came into force in December 2006. Many of the DRC’s documents can be accessed via the following EHRC link: 
http://www.equalityhumanrights.com/our-job/who-we-are/previous-commissions/
Graeae

Graeae is a disabled-led theatre company that profiles the skills of actors, writers, and directors with physical and sensory impairments.

http://www.graeae.org/
Independent Street Arts Network (ISAN)

ISAN is an independent group of presenters and promoters of street arts throughout the UK working to develop the art form through networking, information, collaboration, lobbying, training, and advocacy.

http://www.streetartsnetwork.org.uk/
National Register of Access Consultants (NRAC)

The National Register of Access Consultants (NRAC) is an independent register of accredited Access Auditors and Access Consultants who meet professional standards and criteria established by a peer review system.

http://www.nrac.org.uk/index.html

Royal Institute of British Architects, The (RIBA)
The Royal Institute of British Architects is the UK body for architecture and the architectural profession. They provide support worldwide in the form of training, technical services, publications and events, and set standards for the education of architects, both in the UK and overseas.

http://www.architecture.com/Home.aspx
Visit England

VisitEngland, the authority for tourism in England, works with tourism businesses to improve their accessibility and in turn quality. 
VisitEngland provides a number of tools and resources to help tourism operators accommodate people with access needs.

www.visitengland.com/access
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