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INTRODUCTION
Accessibility is all about removing barriers and exclusions to enable every member of
society to be able to enjoy and engage with products, services, and places throughout
New Zealand.
Together with Be. Lab, Auckland Tourism, Events and Economic Development and all
partners responsible for the 36th America’s Cup presented by PRADA are committed to
ensuring the events and related programmes committed to working together to ensure
the 36th America’s Cup programme is inclusive and inviting to all Aucklanders and visitors
– regardless of age or ability.
Which is why we’ve worked together to develop this guide to help Summernova event
partners and other organisers access the information and tools they need to provide a
positive, welcoming experience for all prospective eventgoers. Over the following pages,
we’ve outlined a series of checklists and key considerations to help you understand how
to improve your event experience for the one in four New Zealanders with an access need.

WHO IS THE ACCESS CITIZEN?
Believe it or not, many access needs are invisible. The Access Citizen
might include a person who:


Is Deaf or has trouble hearing in noisy places



Is blind or has difficulty reading small print



Uses a wheelchair or is unable to walk easily



Finds it difficult to read and understand things



Is carrying a child or must manoeuvre a stroller



Is from a different country with a different language

THE FIVE KEY TOUCHPOINTS FOR ACCESSIBLE EVENTS
Often, people with access needs can be excluded from major events inadvertently, which
is why we’ve outlined five key touch points to focus on when creating an accessible event.
Covering each of these touchpoints will ensure access citizens can enjoy all aspects of
your event, engage meaningfully and have a positive experience.

1. Finding out about event: the website, invitations, printed materials and registration
process are accessible so people can find information easily about the event.

2. Arriving and getting into the event: getting to the event is accessible, including car
parking, drop off zones, the accessible route to the site, public transport options and
the main entrance.

3. Getting around within the event: all people regardless of ability can move around
the event independently and engage with the events activities.

4. Getting out of the event safely: ensure the emergency procedures and exits are
accessible for safe egress, particularly for people who cannot use stairs or who cannot
hear or understand English.
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FINDING OUT
ABOUT THE EVENT
Optimising your website
ACTION

YES

NO

NA

YES

NO

NA

The aspiration to be an accessible event is
documented on the website.
The event information on the website is useful and up to date.
Key contacts on the website are accessible and easy to find.
The website has strong colour contrast and is laid
out simply making information easy to read.
Information on accessible facilities at the event are outlined on
the website, e.g. toilets, parking, drop off zones, sign language
interpreters, audio description, mobility equipment, hearing loop.
There is an event sitemap on the website showing accessible routes
and key facilities e.g. accessible route from public transport, toilets,
lifts, stairs, meeting rooms, main entrance, food area
There are photographs on the website indicating the main
entrance and key facilities.
Information on the bus route and nearest bus stops is provided
on the website, e.g. The City Link bus uses bus stop 7059 at 350
Queen Street, 50 metres from the Town Hall entrance.
The distance (in metres) between the accessible car parks
and the main entrance of the event is listed on the website.
Any hazards or possible impediments to independent
access are identified and outlined for public attention.
Downloadable information such as maps or brochures is available
in multiple formats e.g. Word document, HTML, PDF.

Checking over printed hand material
ACTION

The aspiration to be an accessible event is documented in
relevant printed hand material.
All printed material has strong colour contrast and is
laid out simply making information easy to read.
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All printed material uses a minimum of 12-point font.
The images and photographs on printed hand material are not
overwritten with text.
Key event contacts are provided on all printed hand material
and are easy to read.
There is an event sitemap on relevant printed hand material
showing the accessible route and the location of all
accessible facilities.
Accessible versions of the printed hand material are provided
online and if necessary, in alternative language translations
including NZSL.

Reviewing all marketing materials
ACTION

YES

NO

NA

YES

NO

NA

The aspiration to be an accessible event is promoted on all
marketing material, including press releases, radio and TV
advertisements, newspaper advertisements and articles.
All marketing material has strong colour contrast and is laid
out simply making information easy to read.
All marketing material uses a minimum of 12-point font.
The images and photographs on marketing material are not
overwritten with text.
Key event contacts are provided on all marketing material
and are easy to read.
There is an event sitemap on key marketing material showing the
accessible route and the location of all accessible facilities.
Accessible versions of marketing material are provided online and
if necessary, in alternative language translations including NZSL.

Developing your event site map
ACTION

Where possible text is no smaller than 12-point and does not
overwrite images or lines so it can be read easily.
The site map indicates accessible facilities available e.g. accessible
route from public transport, car parks, drop off zone, toilets, parent’s
area, accessible route
The site map indicates stair, ramp and lift access and any
hazards or steep gradients needing to be negotiated.
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Accessible versions of the event site map are provided
online which can be accessed via a QR code from a
smartphone, with translations into multiple languages
including NZSL and audio description.

Evaluating all other documents
ACTION

YES

NO

NA

All online documents/processes are accessible.
Key event contacts are provided and easy to find.
Text has strong colour contrast and is laid out simply making
information easy to read.
Text is no smaller than 12-point and does not overwrite images.
The event sitemap is provided on the reminder email.
Any printed documentation has an alternative accessible online
version that can be used with a screen reader e.g. Word or HTML.
The aspiration to be an accessible event is documented in the
invitation, online registration and reminder email.
The online registration process asks guests if they have
any access needs and what assistance they may require
e.g. NZ Sign Language Interpretation, dietary requirements,
Wheelchair space in audience, guidance to key areas
Information on accessible facilities are outlined on the online
registration and reminder email e.g. accessible toilets, accessible
car parking, drop off zones, sign language interpreters if required,
dietary information, sound amplification.
Post-event surveys are in accessible formats (e.g. survey monkey)
and ask guests for feedback on the accessibility of the event.

A T E E D + B E. L A B A C C E S S I B L E E V E N T S G U I D E

6

GETTING TO
THE EVENT
Ensuring there is access to public transport
ACTION

YES

NO

NA

YES

NO

NA

Public transport (bus, taxi stand, train) is available within
200 metres of the event.

Providing accessible car parking and drop-off zones
ACTION

Car parking is well sign posted with dedicated accessible parks
provided for individuals with a mobility permit (see Appendix) and
are located along the accessible route.
All car parking is in areas that ensure safe exit from the vehicle for
travelers on both sides of the vehicle.
There is a dedicated pedestrian path from the accessible car parks
which allows guests with access needs to avoid vehicles.
The surface of the car park is stable and firm underfoot.
Some car parks and the drop off zone offer shelter
from the weather.
There is a drop off zone which is level or has a kerb ramp for any
change in surface heights.
Drop off zones have clear signage indicating where it is located.
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Defining an accessible route to the event
ACTION

YES

NO

NA

The closest bus stops, taxi stops, accessible car parks and drop off
zone have an accessible route to the main entrance of the event,
such as:
• Level access (no stairs, steps or kerbs without an alternative
route or ramp);
• Low gradients (no steep slopes);
• Controlled traffic crossings where necessary;
• Slip-resistant and clutter-free surfaces;
• Ground tactile indicators to warn of changes in the environment
e.g. stairs, ramps, road crossings;
• Way-finding signage to the event;
NB: This information is clearly stated on the website, event sitemap,
registration and reminder email.
Way-finding signage is provided at all main entrances and is
consistent, uses words and symbols, to assist wayfinding to and
around the event.
Entrances/doorways are easy to find and to open.
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GETTING AROUND
WITHIN THE EVENT
Ensuring there are accessible routes within the event
ACTION

YES

NO

NA

Signage is clear and consistent throughout the event, and guides
guests to all facilities available e.g. toilets, information desk, food
and beverage area etc.
Wayfinding signage includes the ISA symbol to identify the
accessible route.
All doors are easily operable.
There is ramp or lift alternatives to stairs or isolated steps.
There are tactile cues used for the visually impaired
e.g. braille, change in surfacing, tactile signage.
Stairs are sturdy with handrails.
There is enough room for all guests to maneuver with mobility
equipment and strollers.
Furniture, fittings and finishing’s contrast to the background and
surfaces are not highly patterned.
There is an adequate storage area for scooters, wheelchairs,
strollers, coats, umbrellas and bags.
The audience area is an open and clear space with wellappointed areas for people who use mobility equipment
e.g. wheelchair, walker, stroller (see Appendix)
There is enough lighting allowing facilities to be easily found and
information easily read.
Row, seat and/or table numbers are in a large font with strong
colour contrast and easily visible when the lights are low.
Where there is table seating, there is adequate space for mobility
equipment to pass between chairs.
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Accessible facilities
ACTION

YES

NO

NA

Performance areas and stages have alternative access for people
unable to use stairs, e.g. hydraulic lift, portable or fixed ramp.
An adjustable lectern and microphone are provided, and furniture is
moveable within the presentation area for speakers who are using
mobility equipment.
New Zealand Sign Language interpreters are provided.
There is enough lighting so speakers on stage can be seen clearly
by lip readers.
Live captioning is provided on a large screen for speaking
engagements and announcements.
Videos that are visual only have audio description.
All videos throughout the event include subtitles.
Performances have audio description and any audible
announcements have a visual description.
Touch tours and/or accessible Guided Tours are available.
Accessible seating is available with armrests, backrests and a seat
height between 400mm and 450mm.
There are accessible toilets available in well-appointed areas with
easy access (includes accessible portable toilets).
There is a separate parent/child facility or accessible toilets
providing a change table.
All accessible toilet facilities are within reach (no higher than
1200mm), including light switches, soap dispensers, hand towel
facilities, and hooks.
Any registration/ticket booths/information desks provide a lower
accessible counter no higher than 775mm, clear signage that can
be seen from a distance.
There is grass nearby for service dogs to use and access for water.
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Technical facilities
ACTION

YES

NO

NA

YES

NO

NA

All technical equipment is well identified or positioned to prevent
tripping or a potential obstacle.
There is a technical expert available for each presentation/
meeting to assist with any technical issues.
There is an amplification system provided
e.g. PA, hearing loop system to assist people to participate.
AV/Production staff have been given the
“Accessible Events Guide for AV/Production Teams”.

Food and beverage facilities
ACTION

Access to the food and beverage area/s are accessible
and cuing systems are in place for crowded areas.
Seating and tables of varying heights are provided for
guests near the food and beverage area.
Tables and chairs can be moved to create more space if
required for seated events.
Accessible seating is available with armrests, backrests and
a seat height between 400mm and 450mm.
Where there is bar service, an accessible counter is provided
e.g. bench height no higher than 775mm.
If menus are provided, alternative versions are available e.g.
Braille & large print.
If food labels are provided, the text is large print with strong
colour contrast to the background.
Environmentally friendly straws are available upon request
for guests who cannot hold a cup or glass.
Food and beverage staff are prepared to read the menu or food
labels to guests if required (includes dietary requirements).
Food and beverage staff are aware of guests with access
needs and help.
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Working with customer service staff and volunteers
ACTION

YES

NO

NA

YES

NO

NA

Volunteers have attended a Be. Confident workshop.
Staff/volunteers are identifiable by a uniform and name
badge/logo.
All staff/volunteers are aware of potential hazards.
All staff/volunteers have been briefed on “Accessible Events
Guide for Staff/Volunteers”.
There is a register of guests with access needs who are
attending the event.
There is a register of key contacts that may be helpful for
access customers e.g. mobility taxis, assistive equipment
rentals, disability information, sign language interpreters.
Mobility equipment such as wheelchairs, scooters, or strollers
are provided to assist access customers.
Service dogs are welcomed, and staff/volunteers ask guests if
their animals require water or a toilet break.

Special considerations for multi-day and large events
ACTION

There is accessible accommodation available within
or near the event.
There is accessible transport available from the accommodation to
the event venue.
Portable facilities are accessible and located on flat land e.g.
toilets, showers, changing rooms.
There is an accessible viewing zone for large performances,
allowing guests with access needs to view easily and safely.
There is provision of accessible seating for those who need it in the
accessible viewing zone.
The main route of travel has flat and sturdy surfacing e.g. avoids
gravel, mud or grass or there are transport options available to
assist i.e. golf carts, shuttles.
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There are queuing systems in place with clear signage
for crowded areas e.g. food and beverage areas, ticket
booths, toilets, merchandise areas.
Security and Traffic Management Teams have been
briefed on “Accessible Events Guide for Staff/Volunteers”.
The above accessible facilities are promoted in advance
of the event.

A T E E D + B E. L A B A C C E S S I B L E E V E N T S G U I D E

13

GETTING OUT
OF THE EVENT
SAFELY
ACTION

YES

NO

NA

Ensure all fire exits are accessible and hazard free.
Where there are steps leading outside, provide an alternative
ramp option e.g. a fixed or portable ramp.
There are health and safety procedures and information in
place for those with a hearing impairment, or English as a
second language.
Ensure there is a plan in place for evacuation of guests who
cannot use stairs in an emergency.
Assistance is available for guests with access needs in an
emergency evacuation.
There are both audible and visual emergency warnings for
guests with access needs.
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APPENDIX 1.

Accessible toilets, car parks and
wheelchair spaces guidelines
Depending on the size of the event, consider the following guidelines for best
practice when providing accessible toilets, accessible car parks and audience
wheelchair spaces.

ACCESSIBLE TOILETS
Provide at least one accessible toilet if the total number of people attending the
event is less than 300.
Add an extra accessible toilet for every 300 additional attendees (or part thereof).

ACCESSIBLE CAR PARKS
Provide at least one accessible car parking area for up to 10 standard car parks.
Provide at least of two accessible car parking areas for up to 50
standard car parks.
For more than 50 parks, add one accessible car park area for every 50 additional
car parks (or part thereof).

AUDIENCE WHEELCHAIR SPACES
A minimum of two wheelchair spaces is recommended if the total number of
people attending the event is less than 250.
Add one wheelchair space for every 250 additional attendees (or part thereof).
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APPENDIX 2.

Example pre-event information
Dear [name of Guest]
We look forward to hosting you at the [name of event].
To ensure your experience is as enjoyable and accessible as possible,
we’ve put together the following event briefing.

Event Details
Date: [enter date of the event]
Time: [enter time of event]
Address: [enter address of event]
Dinner and drinks will be served

Accessible Parking
Explain where the accessible car parks e.g. There are accessible car parks on
streets near the Sir Paul Reeves building (Rutland St). The Civic car park building
is nearby (access from Mayoral Drive) with several accessible car parks marked
with blue overhead lights. Click here to download a map locating the venue
including nearby accessible parking locations.

[Provide a link to the venue and car parking map]
We have a small number of designated accessible car parks onsite at AUT. If you
require one of these, please advise us by email at [email] before [enter date]

Entering the Venue
Explain where the entrances are and a brief description of accessibility
e.g. There are two main entrances to the Sir Paul Reeves Building - from Wellesley
Street or from Governor Fitzroy Place. The Wellesley Street entrance allows you to
enter without using stairs or a lift.

Finding your Table
Provide the information on finding their table
e.g. Before the event, we will email your table information to you. When it is time
to sit down for dinner, there will be a big seating plan printed at the entrance to
the room and people to guide you to your table.
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Sign Language Interpreting
We’re glad to have two NZSL interpreters with us for the evening.
Their names are [provide names of Sign Language Interpreters]

Access Dogs
Access dogs are warmly welcomed. Provide information on where access to water is
and the dedicated grass area.

Accessible Toilets
Provide information on where the accessible toilets are located
e.g. There are accessible toilets directly opposite the entrance to the Conference
Room where our event will be held. Men’s and Women’s are both wheelchair
accessible.
If you do have any other queries regarding accessibility for the evening,
please contact [name of organiser and email and phone number]
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FIND OUT MORE
Want to learn more about how you can make your event more accessible?
Be. Lab is here to help. Find out more at belab.co.nz.
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