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Access Audit
1. Venue Name:




2. Venue contact:

 

3. Name of auditor:



4. Contact details of auditor:



· Email address:




· Telephone number:



5. Date of audit:


Welcome to the MS Society access audit. It is important that this form is completed for every venue that the MS Society uses whether it is a small meeting of volunteers or a large scale conference/exhibition. This is to ensure that all meetings and conferences are inclusive and will meet the needs of all attendees.

It is important to log the correct information on the access audit, to ensure delegates have sufficient information in order to make a decision on whether to attend the conference or not, based on the honest and transparent information provided in the audit. A summary of the audit will be made available to all staff and delegates who plan to attend the event, the full audit will be available to anyone who requests it.

If there are any comments to make on issues or specifics, write them in the comment spaces provided. Some of the access audit questions require you to determine exactly what is provided. This is so that when we promote the event, we can be as clear and precise as possible.

Questions marked with an asterix (*) are mandatory and you should not proceed throughout the audit unless you have answered them. All questions should be answered with as much detail as possible.
It would also be helpful if you have any photos that you took on your visit to accompany the audit. These can be emailed to conferenceadmin@mssociety.org.uk 
* 1. Does the main entrance have level access? If not is there an alternative entrance that is level/ramped access?
 FORMCHECKBOX 

Yes main entrance is level access

 FORMCHECKBOX 

No - but there is an alternative level entrance

 FORMCHECKBOX 

No - but there is an alternative ramped entrance

 FORMCHECKBOX 

No there is no level or ramped entrance at this venue

Comments:
*2. Are there dropped kerbs or level access from the car park to the entrance?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

Comments:
*3. Are the fire exits level access or ramped?
 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

Comments:
* 4. On floors where there are not level/ramped fire exits is there a place of refuge or safety?
 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No
Comments:
Car Parking

1. How many accessible spaces are there? 

Please state number: 
2. Approximately how many car parking spaces does the venue have?
Please state number: 
3. Is there a charge for parking?

 FORMCHECKBOX 
 
No free for all users

 FORMCHECKBOX 
 
Free for blue badge holders

 FORMCHECKBOX 
 
There is a charge it is: (please state)

4. Are the bays adequately sized? E.g. there is enough room for the car doors to be fully opened to allow drivers/passengers to transfer to a wheelchair or scooter.

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

Comments:

5. What type of surface does the road have?
 FORMCHECKBOX 

Tarmac 

 FORMCHECKBOX 

Gravel/loose stones

 FORMCHECKBOX 
 
Concrete 

 FORMCHECKBOX 

Block paving

 FORMCHECKBOX 
 
Other, please state:
6. How far is the parking from the entrance to the venue?

Nearest accessible space:

Furthest accessible space:


Nearest other car park space:


Furthest other car park space:
7. If ticket machines or entry barriers are present, are the controls easy to reach from the car?

 FORMCHECKBOX 

None are present
 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No

Comments:
8. Do you have any other comments regarding the parking at this venue? Please state any concerns you have:
Entrance

1. If the entrance is ramped - is there a handrail?
 FORMCHECKBOX 

Yes - both sides
 FORMCHECKBOX 

Yes - left hand side
 FORMCHECKBOX 

Yes - right hand side
 FORMCHECKBOX 

No handrail is provided
 FORMCHECKBOX 

Not applicable - access is level
Comments:

2. If the entrance also has steps- is there a handrail?

 FORMCHECKBOX 

Not applicable – there are no steps

 FORMCHECKBOX 

Yes - both sides
 FORMCHECKBOX 

Yes - left hand side
 FORMCHECKBOX 

Yes - right hand side
 FORMCHECKBOX 

No handrail is provided
Comments:

3. How do the entrance doors open? If more than one entrance door is present please select all that apply?
 FORMCHECKBOX 

Automatic

 FORMCHECKBOX 

Manual

 FORMCHECKBOX 

Push button

 FORMCHECKBOX 

Revolving
Comments:

4. Is there adequate room inside the entrance to the venue for a wheelchair/scooter and companion to manoeuvre?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

5. Is there a lower level of the reception desk for wheelchair/scooter users?

 FORMCHECKBOX 

Yes but it used for other things i.e displaying literature

 FORMCHECKBOX 

Yes it is used as a reception desk

 FORMCHECKBOX 

No

6. What type of surface is in the entrance/reception area?
 FORMCHECKBOX 

Carpet
 FORMCHECKBOX 

Tiled
 FORMCHECKBOX 

Wood
 FORMCHECKBOX 

Marble
 FORMCHECKBOX 

Other (please specify)
Venue - Internal

1. Are all corridors widths adequate for wheelchair/scooters?

 FORMCHECKBOX 
 
Yes

 FORMCHECKBOX 

No

2. Are all corridor floors level or ramped?

 FORMCHECKBOX 

Level/Ramped

 FORMCHECKBOX 

No not all corridor floors are level or ramped

 FORMCHECKBOX 

No - but an alternative route is available, please comment 
below
Comment:

3. What floor are the conference rooms situated on? 

 FORMCHECKBOX 
 
Ground

 FORMCHECKBOX 

First

 FORMCHECKBOX 

Second

 FORMCHECKBOX 
 
Other, please state: 
4. Is a lift available if the building is more than one storey?
 FORMCHECKBOX 

Yes a passenger lift is available

 FORMCHECKBOX 

Yes - only a platform lift is available

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Not applicable
5. Is the lift large enough to accommodate a wheelchair/scooter?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Not applicable

Comments:

6. Is the lift large enough to accommodate more than one wheelchair / scooter at a time?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Not applicable

 FORMCHECKBOX 

Yes, please state how many:

7. Are controls of the lift at an accessible height for wheelchair / scooter users?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Not applicable

8. What type of surface is in the corridors?

 FORMCHECKBOX 

Carpet

 FORMCHECKBOX 

Tiled

 FORMCHECKBOX 

Wood

 FORMCHECKBOX 

Marble

 FORMCHECKBOX 

Other (please specify)
9. What type of surface is in the conference room/breakout rooms and adjacent registration / refreshment break areas?

 FORMCHECKBOX 

Carpet

 FORMCHECKBOX 

Tiled

 FORMCHECKBOX 

Wood

 FORMCHECKBOX 

Marble

 FORMCHECKBOX 

Other (please specify):
Toilets
1. Are the toilets clearly found from the conference area (by signage)?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No, please comment below 
Comment:

2. How many toilets are available to use for the event?


Accessible:


Other:

3. If only one accessible toilet is available, are there accessible bedrooms that could be utilized?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

Yes but at an extra cost

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Not applicable – sufficient accessible toilets in place

4. How far away from the conference area are the toilets positioned? 

 FORMCHECKBOX 

Accessible

 FORMCHECKBOX 

Other

 FORMCHECKBOX 

Accessible bedrooms (if using)
5. Are the toilet doors easy to open?

Accessible:

 FORMCHECKBOX 

Yes


 FORMCHECKBOX 

No

Other:

 FORMCHECKBOX 

Yes


 FORMCHECKBOX 

No
Comment:

6. Are handrails provided?

Accessible:


 FORMCHECKBOX 
 Left hand side

 FORMCHECKBOX 
 Right hand side 




 FORMCHECKBOX 
 Both sides

 FORMCHECKBOX 
 No handrails
Other:


 FORMCHECKBOX 
 Left hand side

 FORMCHECKBOX 
 Right hand side 




 FORMCHECKBOX 
 Both sides

 FORMCHECKBOX 
 No handrails
Accessible bedroom: 
 FORMCHECKBOX 
 Left hand side

 FORMCHECKBOX 
 Right hand side 




 FORMCHECKBOX 
 Both sides

 FORMCHECKBOX 
 No handrails
Comments:

7. Are the accessible toilet(s)....?

 FORMCHECKBOX 

Unisex

 FORMCHECKBOX 

Separate

8. Is there sufficient space available outside and inside the toilet compartment for manoeuvre and door opening?

Accessible:


 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not applicable

Other:


 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not applicable

Accessible bedroom:
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not applicable

Comments:

9. Is there an emergency alarm in the accessible toilet?

 FORMCHECKBOX 
 
Yes


 FORMCHECKBOX 
 
No

Comments:

10. If there is an alarm, is it positioned close to the toilet?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 

No alarm fitted

11. Where does the alarm ring to?

Please state:

12. What type of surface is in the toilets?

 FORMCHECKBOX 

Tiled

 FORMCHECKBOX 

Laminate

 FORMCHECKBOX 

Vinyl

 FORMCHECKBOX 

Other (please specify)
13. Are full length mirrors available in....?
Accessible toilet:

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not applicable
Other toilets:

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not applicable
Accessible bedroom:
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not applicable

14. Do you have any other comments or concerns regarding the toilets at the venue?

Comments:

Restaurant and Refreshments
1. On what floor is the restaurant located?
 FORMCHECKBOX 
 
Ground

 FORMCHECKBOX 

First

 FORMCHECKBOX 

Second

 FORMCHECKBOX 
 
Other, please state: 

2. What best describes access to the restaurant? (if travelling from conference rooms)

 FORMCHECKBOX 

Level/Ramped

 FORMCHECKBOX 

Steps

 FORMCHECKBOX 

Lift

 FORMCHECKBOX 

Platform lift
3. Please state the approximate distance from the restaurant to:

Toilets:


Accessible toilets:
Conference facilities:
Reception:
4. Are the doors to the restaurant?

 FORMCHECKBOX 

Automatic

 FORMCHECKBOX 

Revolving

 FORMCHECKBOX 

Manual

 FORMCHECKBOX 

Push button

 FORMCHECKBOX 

There are no doors
Comments:

5. Is there sufficient space between tables for wheelchair/scooter users to easily circulate around the restaurant?

 FORMCHECKBOX 
 
Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 

No but the venue are able to move tables/furniture

Comments:

6. Are extra waiting staff available to help delegates with carrying their food plates? (If buffet style service)

 FORMCHECKBOX 
 
Yes
 FORMCHECKBOX 

Yes at extra cost
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Not applicable

7. Please select all requirements that the venue are able to cater for:
 FORMCHECKBOX 

Dairy free

 FORMCHECKBOX 

Kosher


 FORMCHECKBOX 

Vegan

 FORMCHECKBOX 

Diabetic

 FORMCHECKBOX 

Low fat


 FORMCHECKBOX 

Vegetarian

 FORMCHECKBOX 

Gluten free

 FORMCHECKBOX 

Low sodium/sat

 FORMCHECKBOX 

Pureed diet

 FORMCHECKBOX 

Halal


 FORMCHECKBOX 
 
Other, please state:

8. Do you have any other comments or concerns regarding using the restaurant at this venue?

Hearing loop 

1. Is there an induction/hearing loop available throughout the conference facilities?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

2. Is an induction/hearing loop available anywhere else in the venue?

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Yes, please specify where:

3. Do you have any other comments/concerns regarding the loop at the venue?

Accommodation

1. Did you assess accommodation when carrying out the audit?

 FORMCHECKBOX 
 
Yes, please continue to question 2

 FORMCHECKBOX 

No, the audit is now over.  Thank you, please turn to the last 
page for details of what to do next.
2. How many bedrooms and what type does the venue have?

Accessible (wet room):
Accessible (does not have a level wet room):
Other:

3. Does the bathroom have handrails?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

4. Where are the handrails?

 FORMCHECKBOX 

Shower 

 FORMCHECKBOX 

By the sink

 FORMCHECKBOX 

Toilet


 FORMCHECKBOX 

There are no handrails
 FORMCHECKBOX 

Bath

Comments:

5. Does the shower or bathroom have a lip where a wheelchair would struggle to get into?
 FORMCHECKBOX 
 
No

 FORMCHECKBOX 

Yes, please detail:

6. Does the bedroom have sufficient room to manoeuvre around in a wheelchair?
 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

Comments:

7. What is the height of the bed? (from the floor to the top of the bed linen/covers)

Height (cm):

8. Is there sufficient space under the bed for a hoist?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

9. Does the venue have specialist equipment available?

 FORMCHECKBOX 

Hoist



 FORMCHECKBOX 

Shower chairs



 FORMCHECKBOX 

Vibrating pillows

 FORMCHECKBOX 

Wheelchair


 FORMCHECKBOX 

Other (please specify:

10. Is there an extra cost to hire any of the specialist equipment at the venue?

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 

No specialist equipment is available

11. How many accessible rooms have adjoining rooms for a PA/carer or family member?

Please state:

This audit is now complete.
Please return this audit to:

Fax: 020 8438 0878 (for the attention of the conference team)

Email: Conferenceadmin@mssociety.org.uk
Online form: http://www.surveymonkey.com/s/2GLSWYS 
Post: The Conference Team, MSNC, 372 Edgware Road, London


NW2 6ND 

If you have any queries please contact the conference team on 
020 8438 0941 or conferenceadmin@mssociety.org.uk 

If you have taken any pictures to accompany the audit please send them to conferenceadmin@mssociety.org.uk 
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