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Planning for accessibility at your event
Practical checklist — APF France handicap · Keep Driven Project · Example: General meeting or in-person charity event, by registration
Depending on the needs of those attending
	Disability
	Venue & physical accessibility
	Timetable & pace
	Communication & materials
	Interaction & speaking
	What is required upon registration

	Mobility impairment
	– Level entrance or ramp, lift
– Truly accessible toilets (please note that electric wheelchairs are often wider)
	– Sufficiently long and regular breaks (to allow for fatigue and transfers)
	– Access map provided in advance
	– Ability to speak from a fixed seat at an accessible height
	– Type of wheelchair (manual/electric), need for assistance

	Visual impairment
	– Clear, high-contrast signage
– Obstacle-free floor surfaces
	—
	– Documents in accessible formats (contrast, screen readers)
	– Introduce yourself before speaking
– Describe what is shown on the screen
	– Need assistance with orientation, preferred document format

	Hearing impairment
	– Good acoustics, minimise background noise
	—
	– Subtitles or French Sign Language (LSF) interpretation (funded by the institution — no extra cost to the organiser)
– Written materials provided alongside the spoken presentation
	– Only one speaker at a time, with their face clearly visible (for lip-reading)
– Check the technical set-up (wireless microphone, induction loop) before the event begins
	– If French Sign Language (LSF) interpreting or subtitling is required, arrange this in good time

	Cognitive disability / neurodivergence
	– A quiet space available should a person need to step away
	– Schedule announced in advance, with regular breaks
– Avoid overly packed days
	– Simple instructions, given both in writing AND verbally
– Schedule displayed
	– Allow time to respond
– Avoid stressful timed exercises
	– Please provide a detailed programme in advance

	Mental health condition / chronic illness
	– Permission to leave without having to give a reason
	– A flexible pace is accepted, with breaks as required
	– A supportive tone, no pressure
	– Right to participate in alternative ways (in writing, via an intermediary) without being obliged to speak in public
	– No boxes to tick: remind attendees in the invitation that anyone can raise a need in complete confidence



This checklist covers the main categories of disability; it is not a substitute for direct discussion with the people concerned, which remains the best starting point. More comprehensive resources are also available — APF France handicap can share its own tools on request.






Before considering categories of disability: the planning stage
	From the moment of registration
Simply ask about any specific needs in the registration form — without making it feel intrusive.

	A designated contact person
Appoint an ‘accessibility’ contact person who is easily identifiable and present throughout the event to respond to needs in real time.

	On arrival
Provide a dedicated welcome area: clear signage, and someone on hand to direct and assist where necessary.

	In advance, for everyone
Share the programme and practical information well in advance so that everyone can make the necessary arrangements.
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