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[bookmark: _Toc209781513]About the NDRP
The National Disability Research Partnership (NDRP) funds, supports and shares research led by and with people with disability. We are committed to making all our events and research activities inclusive, accessible, and safe for everyone.
This guide supports teams to plan and deliver accessible and inclusive meetings, webinars and online events. It draws on good practice from the disability community and aligns with NDRP’s commitment to modelling inclusion, valuing lived experience, and ensuring safe participation.
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Part 1: Planning for people you know
When you have information about the people you will be working with directly or you know who you are meeting or working with directly, build in specific adjustments and supports.
[bookmark: _Toc209781515]Scoping access needs
· Ask early and clearly: in registration forms, meeting invites, or pre-event communication, include questions such as:
· Do you need Auslan interpreters?
· Do you need live captions?
· Do you need Easy English materials?
· Do you need agenda/slides in advance?
· Do you need regular breaks?
· Do you use AAC and need vocabulary lists or extra time to respond?
· Other – please specify.
· Follow up individually: if someone discloses specific needs, confirm how these will be met and who to contact if issues arise during the meeting or event.
· Check compatibility:
· Ensure the chosen platform works with screen readers, voice input, and AAC.
· Test captions and interpreter feeds before the session.
· Prepare materials in advance:
· Provide agendas, slides, plain text and visual schedules in accessible formats.
· Supply AAC symbol boards or vocabulary lists if relevant.
· Assign responsibility: designate an Accessibility Support contact in every meeting/event.
· Allow extra time: factor in slower turn-taking, extended Q&A, and breaks as needed.
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Part 2: Planning for general accessibility
This guide supports teams to plan and deliver accessible and inclusive webinars and online events. It draws on good practice from the disability community, and aligns with NDRP’s commitment to modelling inclusion, valuing lived experience, and ensuring safe participation. Even if you don’t know who will attend a meeting or event, design your approach to be accessible and inclusive for a wide range of people.
[bookmark: _Toc209781517]1. Core accessibility features
Plan for:
· Captions and Auslan
· Live captioning (closed captions)
· Auslan interpreters (plan for regular breaks/changeover)
· Compatibility with screen readers and adjust font size, colour and contrast
· Augmentative and alternative communication (AAC) access
· Offer multiple ways to contribute and interact (chat, polls, symbol boards, pre-submitted questions)
· Allow extra time for responses and turn-taking
· Flexible formats
· Ensure platform supports both computer and phone audio
· Offer recordings, transcripts, slides and resources post-event
· Budgeting for access
· Include captioning, Auslan, Easy English, and other measures in event budgets
· Advance preparation
· Provide slides, agendas, and visual schedules ahead of time
· Use accessible formats (tagged PDFs, clear headings, alt text on images)
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Timing and sequence
· Include transition time between speakers
· Build in breaks for interpreters, captions teams, and attendees
Slides and presentations
· Use large fonts, clear layouts and high-quality images
· Verbally describe diagrams and visuals — don’t assume people can see them
· Avoid colour-only meaning (use symbols or text too)
Language and style
· Use respectful, inclusive and plain language
· Avoid jargon, acronyms, or workplace slang
· If referring to children or young people, ensure age-appropriate tone and content
[bookmark: _Toc209781519]3. Building inclusion and psychological safety
Registration questions — ask what people need to participate
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· I need an Auslan interpreter
· I need live captioning
· I need regular breaks
· I need the agenda sent before the webinar
· I need Easy English
· Other – please specify

Communicate clearly
· Outline event format (presentation, panel, discussion)
· State expected duration, breaks, and what people should expect
· Allow questions to be sent in advance


Feedback on inclusion
· Ask about accessibility and inclusion in feedback forms
· Example: “Did you feel this event was accessible and inclusive? What could we improve?”
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	Role
	Key responsibilities

	Host / Facilitator
	Acknowledge Country, introduce sessions and speakers, keep to time, guide flow

	Moderator
	Manage Q&A and/or chat, pin interpreters, post caption link, manage polls, monitor questions

	Speakers / Panel
	Arrive early for tech checks, stay on time, use inclusive language, describe visuals

	Tech Manager
	Troubleshoot platform, run waiting room, manage breakout rooms, set up captioning

	Help Desk / Accessibility Support
	Provide live support to attendees, triage access issues

	Safety and Wellbeing Officer
	Monitor safety, support people, uphold NDRP’s Child Safety Code of Conduct


Tip: Have all roles meet 15 mins before start time for tech checks.


[bookmark: _Toc209781521]5. Creating a safe and respectful environment
· Protect attendees’ personal data and privacy
· Moderate all chat, Q&A and breakout rooms in real time
· Record the event (for child safety/safety and to provide post-event access)
· Have clear processes to respond to inappropriate behaviour or safety concerns
· Ensure all team members understand and uphold NDRP’s Child Safety Code of Conduct
[bookmark: _Toc209781522]6. Inclusive language guide
Use this kind of language:
· Person/people with disability
· Wheelchair user
· Family / support person / personal assistant
· Everyone / folks / team (instead of “guys”)
· Pronouns (not “preferred pronouns”)
· “Silent” or “microphone off” (not “mute”)
· “Access needs” (not “disability needs”)
Avoid:
· Impairment-first labels unless preferred by the person
· Jargon, acronyms and slang (especially words like “lame,” “crazy,” “brainstorm”)
· Gendered assumptions (use “they” if unsure of someone’s pronouns)
Tip: Respect each person’s choice of language to describe themselves.
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	Term
	Definition

	AAC
	Augmentative and Alternative Communication: communication methods that supplement or replace speech (unaided like sign or gesture, or aided like symbol boards or devices)

	Ableism
	Discrimination or exclusion based on disability

	Easy English
	A style of writing that uses simple words, short sentences, and images to support understanding

	Intersectionality
	Recognising that people have multiple, overlapping identities (e.g. disability, gender, culture, LGBTQIA+)

	Neurodiversity
	The view that brain differences (e.g. autism, ADHD) are natural variations, not deficits



[bookmark: _Toc209781524]8. Final checklist for research teams
· Book Auslan, captioning and accessibility support early
· Provide agendas and slides in advance in accessible formats
· Plan time for tech checks and role briefings
· Assign safety, access, and moderation roles
· Ensure all staff are trained in inclusive language and child safety (as needed)
· Budget for accessibility
· Gather and use attendee feedback on inclusion


[bookmark: _Toc209781525]NDRP online event accessibility checklist
[bookmark: _Toc209781526]For research teams planning and running online events
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Plan for access
· Book Auslan interpreters (with scheduled breaks/changeover)
· Book live captioning and test compatibility with platform
· Ensure platform supports screen readers, font size and contrast adjustments
· Include access costs (captioning, Auslan, Easy English, tech support) in budget
Inclusive registration
· Ask: Auslan / captions / regular breaks / agenda in advance / Easy English / other
· Provide contact for accessibility support or troubleshooting
· Allow people to pre-submit questions
Prepare materials
· Provide slides, agendas, visual schedules in advance
· Use accessible formats (tagged PDFs, alt text, high colour contrast)
· Provide suggested key topic vocabulary for AAC users to pre-load where relevant
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Roles and responsibilities (minimum set of roles)
· Host/facilitator: welcome, Acknowledgement of Country, introduce speakers, manage time
· Moderator: manage chat, handle Q&A, monitor for safety concerns
· Tech manager: run waiting room, troubleshoot, set up captioning, manage breakouts, respond to access issues, post caption link, pin interpreters,
Inclusive delivery
· Use plain language, avoid jargon and acronyms
· Verbally describe visuals and diagrams on slides
· Allow extra time for responses and turn-taking
· Offer multiple ways to contribute (chat, polls, voice, symbol boards)
· Clearly state the event format and length (inc. breaks)
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Follow up and evaluation
· Provide recordings, captions and slides to attendees
· Ask for feedback on accessibility and inclusion
· Capture lessons learned to improve future events
Inclusive Language Quick Tips
· Person/people with disability
· Wheelchair user
· Everyone / folks / team
· Pronouns (not “preferred pronouns”)
· Avoid impairment-first labels unless chosen by the person
· Avoid slang/jargon like “lame,” “crazy,” “brainstorm”

NDRP is committed to ensuring all events are inclusive, accessible, and safe for everyone.
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