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Introduction 

Planning and organizing a conference, a meeting or any other event is a 

complex task, often involving numerous different people. The objective 

should always be to make the event as beneficial as possible for all 

participants. 

Increasingly, also people with intellectual disabilities actively participate in 

events together with many other participants. This shows the growing 

inclusion of this group of people in our societies and should be much more 

promoted. Of course, these participants are often very disappointed when 

they cannot follow and participate in an event because some basic guidelines 

for accessibility have not been followed. 

As organizer of an event, you are in the critical position to include 

considerations about its accessibility from the beginning of the planning 

process. Taking care of these issues from the beginning has proven to be 

most effective and avoids costly changes to programmes and venues. 

Inclusion Europe supports you in your task by providing you with three key 

resource materials that will facilitate your work: 
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1.  These “Reocmmendations for organisers of meetings and conferences” 

which help you in your planning processes. 

2.  The “Rules for speakers” which you can distribute well before the event to 

all speakers. 

3.  The “Rules for meetings” which you should distribute together with the 

accessibility cards at the event to all participants. 

Neither will this material ensure accessibility for all people with intellectual 

disabilities nor will it always be possible to implement all of the above 

guidelines. However, people with intellectual disabilities, their families and 

their organisations very much appreciate if at least an effort is made to 

improve accessibility and possibilities for participation for this group of 

European citizens. 

The guidelines below concern accessibility of information. However, 

organizers have still to consider that people with intellectual disabilities may 

also have a physical disability and therefore measures to ensure physical 

accessibility of the venue, etc should also be considered.1 

 

 

 

mailto:secretariat@inclusion-europe.org
http://www.inclusion-europe.eu/


 
 Ambitions. Rights. Belonging.  

 
 
 

 

Inclusion Europe 

European movement of people with intellectual disabilities and their families  
       

Rue d’Arlon 55, 1040 Brussels, Belgium  

+32 25 02 28 15  Co-funded by 

secretariat@inclusion-europe.org  the European Union 
 

www.inclusion-europe.eu @InclusionEurope @InclusionEurope youtube.com/InclusionEurope 

Planning the event 

• Dates 

 

Saturdays and week-ends are often better days than during the week since  

many people with intellectual disabilities have to work during the week and 

find it hard to take time off to go to a workshop, seminar or conference. 

 

• Cost 

 

Events should cost as little as possible... Many persons with intellectual  

disabilities have little to no money available for such things. However, it can 

be good to ask for a small amount (2 to 5 EUR) rather than none, to make 

sure that people value your event and are coming really wanting to “invest” in 

it. 

 

• Preparation Meeting 

 

This meeting takes place before the conference actually starts.  

 

All the participants with intellectual disabilities should be invited to 

participate with their supporters. The aims of this meeting are: 

 

• Explaining the way the conference will be run and which sessions will 

be accessible and what measures people can expect in terms of 

accessibility. 

 

• Explaining the themes and the contents of the different sessions in 

easy-to-understand words. 

 

• Helping the participants with intellectual disabilities to have their own 

ideas and formulate their questions on the different topics. 

 

• Reminding participants about the proper use of the accessibility cards 

and the general rules for meeting. 
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• Accessible sessions 

 

Especially at large events, it might not always be possible to have all sessions 

accessible for people with intellectual disabilities, for example during 

scientific presentations.  

 

Please make sure that in these cases there is an alternative programme 

and/or that the inaccessible sessions are equally distributed during a  

conference day.  

 

It is also very important to clearly indicate accessible sessions in the  

programme and to announce at the start of each session if it will be 

accessible or not.  

 

Inclusion Europe has developed three logos defined by sets of criteria to 

indicate three different levels of accessibility. You are free to use these logos 

in your conference. 

 

• Breaks 

 

Participants with intellectual disabilities may find it difficult to follow a long  

session without any breaks. Accessible sessions should therefore be not too 

long. To increase the participation and the understanding of the people with 

intellectual disabilities, a short break after a presentation and before the 

questions might be very useful. During the break, supporters have the 

opportunity to explain once more some ideas developed during the 

presentation. 

 

• Working groups 

 

All participants to the meeting or conference (including participants  

with intellectual disabilities) might find it interesting to have working groups 

at some moments (max 20 persons). Sharing experience and exchanging 

information is important for the participants, it is often easier for everyone to 

do so in small groups than in plenary sessions. 
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• Summary of the previous day 

 

At the beginning of each new conference day, it would  

be good to provide a summary of the previous day discussions. 

• Programme: 

It is very important to indicate in the Programme those sessions where  

special measures will be taken to make them accessible for people with 

intellectual disabilities. This helps participants with intellectual disabilities to 

concentrate on and prepare for these sessions. Please use the European 

Easy-to-Read Symbol and the 2 other symbols developed by Inclusion Europe 

for indicating these sessions in the programmme. It is also important to 

indicate which measures will be taken to make sessions accessible. 

 

• Invitations 

 

 They should be written in easy-to-read language. It is always helpful to 

address the invitations to specific people rather than generic organisations. 

An even better way is to talk to persons with intellectual disabilities 

personally and then invite them. 

 

• Conference Papers and Materials 

 

 Those materials that are crucial for understanding and following a 

conference should be translated into easy-to-read language. They should be 

sent to the participants at least two weeks before the event. A remark: Since  

those texts are short summaries of the contents of the full papers they help 

all participants and they are easily translated into other languages. 

 

Preparation of presentations 

 
• Interpretation 

 

In international meeting, it is very important to think about the problem  

of the language. Usually, people with intellectual disabilities do not speak 

other languages. However, sometimes, their supporters can translate for 

them. But that takes time and requires the speaker to speak very slowly. 
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• The Rules for Speakers 

 

It is very important for all speakers to be aware that you are planning an 

accessible event before they start preparing their presentations. Please  

send them as early as possible the “Rules for Speakers” and offer them 

support and advice for preparing their presentations. If it is possible, it is 

always more efficient to have a preparation meeting with the speakers as 

well. 

 

• Presentation summaries 

 

While it is usually very difficult to get the full text of presentations well before 

the event, organizers should insist to receive short and simple summaries of 

all presentations before the event. These then can be made available to all 

participants. 

 

• Visual aids 

 

“One picture is worth more than 1.000 words” and it helps people with 

intellectual disabilities to follow presentations much better. Please encourage 

all speakers to prepare support material that also use pictures and 

communication symbols. Power Point presentations, overhead slides, video, 

etc. may be of help to support their speech. Make sure that the necessary 

technical equipment is available. 

 

 

Running the event 
 

• Enforcing the rules 

 

It is, of course, crucial to ensure that the accessibility rules are  

followed in an event. Few things are more frustrating than e.g. signaling a 

speaker to speak slower because you cannot follow and the speaker 

continuing at the same pace. 
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• Preparing moderators and chairpersons 

 

It is important that all moderators and chairpersons know about the 

accessibility rules and get some guidelines on how to apply them. If a 

moderator should have a visual disability, an assistant needs to  

indicate the us e of the accessibility cards. Needs for intervention could be as 

follows: 

 

• At the start of each session the chair or moderator should indicate if a 

session is accessible or not. He/She also should briefly explain the use 

of the accessibility cards. 

 

• Speakers need to be reminded to speak slower. 

 

• Participants with or without intellectual disabilities who do not address 

the theme of a session need to be reminded. 

• If the accessibility cards are clearly misused, the chair or moderator 

should choose to ignore the person abusing the accessibility cards 

during the session and speak with this person during the following 

break to make sure the rules are clearly understood. 

 

Evaluation 
 

The Evaluation Form 

 

Use a simple evaluation form according to the model provided below. While 

you can ask the questions relevant for your event, please do not omit the 

questions relating to the accessibility of your event 
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Example Evaluation Form 
 

We value your opinion! 

What did you think about this event?  

 

Are you: 

 

 a professional 

 a parent or family member 

 a self-advocate 

 a support person ? 

 

Tick the box. 

 

1. This event matched my needs. 

 
I strongly agree 

 

I somewhat agree 

 

I have no opinion 

 

I somewhat 

disagree 

 

I strongly  

disagree 

 

     
 

 

 

    

 

2. I learned new things and got interesting information. 

 
I strongly agree 

 

I somewhat agree 

 

I have no opinion 

 

I somewhat 

disagree 

 

I strongly  

disagree 
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3. What I learned will be useful for my work in my country. 

 
I strongly agree 

 

I somewhat agree 

 

I have no opinion 

 

I somewhat 

disagree 

 

I strongly  

disagree 

 

     
 

 

 

    

 

 

 

4.    I think that this conference was accessible 

for people with intellectual disabilities. 

 
I strongly agree 

 

I somewhat agree 

 

I have no opinion 

 

I somewhat 

disagree 

 

I strongly  

disagree 

 

     
 

 

 

    

 

5.    I met other people and exchanged experiences. 

 
I strongly agree 

 

I somewhat agree 

 

I have no opinion 

 

I somewhat 

disagree 

 

I strongly  

disagree 
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6.    I will come back to a conference organised by ...................................... 

 
I strongly agree 

 

I somewhat agree 

 

I have no opinion 

 

I somewhat 

disagree 

 

I strongly  

disagree 

 

     
 

 

 

    

 

7.    Please give us some ideas about topics that you would want to 

discuss at future conferences: 

 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

 

8.    What did you like most about the conference? 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

 

9.    What did you not like about the conference? 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

............................................................................................... 

 

Thank you for your collaboration! 
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