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Tips for making your activity more accessible 

Disabled people make up almost twenty percent of the UK population, so it’s likely 

that some of the people taking part in your activity will be disabled people.  These 

tips are a starting point for meeting a range of access requirements. 

 

Get information in advance 

If people are required to book a place for your activity, ask if they have any access 

requirements as part of your booking process.  If it’s a drop-in activity, include a request on 

your marketing materials for people to let you know about their access requirements. 

Give information in advance 

In your marketing materials or when people book a place, point them towards information 

about The Mill’s accessibility on our website: https://themille17.org/who-we-are/contact-

us-accessibility-information/.  If any further information is needed, contact us and we’ll be 

happy to help.  Information about accessible public transport can be found on Transport for 

London’s website: https://tfl.gov.uk/transport-accessibility/. 

Be prepared to do things differently 

If you’re providing a service, even if it’s free, you have a duty to make ‘reasonable 

adjustments’ to enable disabled people to take part.  The best way to find the right 

adjustments for someone is to ask them what they need to be able to access the activity. 

Often, adjustments are as simple as being prepared to do things differently – for example, 

ensuring that people speak one at a time to enable a deaf person to lipread or spending 

more time explaining an activity to a person with learning difficulties. 

It might be reasonable to provide additional or adapted equipment – for example: 

• If you run craft activities, it’s likely to be reasonable to provide a desk lamp to enable a 

visually impaired person to see what they’re doing more easily 

• If you run a gardening club which provides trowels for the sessions, it’s likely to be 

reasonable to purchase an adapted trowel for a regular participant with arthritis 

More complicated or expensive adjustments, such as providing a sign language interpreter, 

may not be reasonable to make if you are a small business or organisation – but you should 

always aim to provide an adjustment where you can.  It may also be possible to identify an 

alternative adjustment through discussion with the person who needs it.  

https://themille17.org/who-we-are/contact-us-accessibility-information/
https://themille17.org/who-we-are/contact-us-accessibility-information/
https://tfl.gov.uk/transport-accessibility/
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Make your flyers, posters and leaflets more accessible 

 

T T 

T T  
 

Use sans serif fonts – these are ones which don’t have small lines 
at the ends of the letters – as they are clearer. 
 
Common sans serif fonts include Calibri (used in this document), 
Arial, Trebuchet and Comic Sans.  Fonts to avoid (serif fonts) 
include Times New Roman and Courier. 
 

 

Shape  
SHAPE 

Use ‘sentence case’ – the standard mix of upper- and lower-case 
letters used in a sentence. 
 
Avoid large amounts of capital letters as these are all the same 
size and make words lose their ‘shape’. 
 

Fancy 
Italics 

 

Fancy fonts, italics or WordArt can also be difficult to read.  
 

11pt or smaller 
 

12pt or larger 
 

16/18pt 
for large print 
 

Ensure that none of your text is smaller than 12pt – the size of 
the text in this document. 
 
If you’re asked to produce large print use at least 16pt 
(preferably 18pt).  

 
 

 
 

Keep all text aligned to the left-hand side and with a ‘ragged 
edge’, not justified.  
 
Justified text is spaced so that each line is the same length, which 
changes the spacing between each letter and word. 
 

Good 
Good 

Less good 

Bad 
 

Use text which has good visual contrast with the background.  
Simplistically put, this is about the right combination of ‘light’ 
and ‘dark’ colours.  
 
Some people find white backgrounds difficult to read, so you 
may choose to use a pale yellow or cream background. 
 

 

Consider using images or symbols to illustrate your key points – 
this will help many people to read the information more easily.  
 
Make sure the images or symbols are clear and intuitive, and put 
them on the left-hand side of the text. 
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Brush up on your communication skills… 

• Sometimes communication may take longer and / or need to happen in a quiet place.  

Be prepared to be a good communication partner. 

• Deaf people will find it easier to lipread you if you stand facing the light (i.e. not with it 

behind you), avoid covering your mouth or turning your face away, speak at a normal 

pace and don’t exaggerate your lip movements.  And don’t shout! 

• If you’re communicating with a person with a speech impairment, don’t be tempted to 

finish their sentences.  Be patient, listen carefully and, if you don’t understand, ask them 

to repeat what they’ve said.  Never pretend you’ve understood if you haven’t. 

• When you start a conversation with a visually impaired person, tell them who you are.  

When you’ve finished the conversation, tell them that you’re leaving – no one wants to 

be talking to an empty space! 

…and use the right language 

• Use ‘disabled people’ or ‘disabled person’. 

• Disabled people aren’t ‘less fortunate’, they aren’t ‘suffering from’, ‘victims of’ or 

‘afflicted by’ anything and there’s nothing ‘wrong’ with them. 

• Make sure you don’t use words that may have been acceptable in the past but aren’t 

any more – for example ‘handicapped’, ‘spastic’, ‘retarded’ or ‘wheelchair bound’. 

• Although the term ‘special educational needs’ is used within schools, it’s not acceptable 

to use the term ‘special needs’ to describe a disabled person or their access 

requirements. 

• Ask about access requirements rather than what someone’s impairments are. 

If you are giving a presentation with slides 

• When creating slides, use the tips on making information accessible above (although 

obviously you’ll need a larger font!) 

• If your audience includes visually impaired people, make sure any information on slides 

is also given verbally, including describing images. 

• If your audience includes people who are lipreading or using Speech-to-Text or a sign 

language interpreter, make sure that if you ask them to look at a slide you stop talking – 

it isn’t possible to do both at the same time. 

If you are providing food and drink 

As for access requirements, find out about people’s dietary requirements in advance where 

you can.  For open events, try to meet a range of common dietary requirements – for 

example vegan and gluten-free.  Make sure that anyone serving food knows what’s in it and 

can advise on this and avoid cross-contamination when preparing or serving. 

And don’t forget… 

…if you’ve taken steps to meet someone’s access requirements, find out if it’s been 

successful – if not, find out what you could have done differently and do it next time! 


