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Preparing Inclusive Workshops and Lectures - Checklist
Physical Environment
Have you:
· Ensured all attendees can physically access your venue?

· Checked to see if any of your audience has additional needs (e.g. by reading the LENs reports for regularly scheduled classes / or inviting attendees to raise any additional needs if scheduling a once off workshop / lecture)?

· Ensured the venue has all the audio- visual equipment you will need for your workshop / lecture?

Materials

Have you:
· Checked that your PowerPoint presentation follows the College Accessible Information policy?
· Checked that your handouts follow the College Accessible Information policy? 
· Circulated any handouts to attendees online in advance of training? 

During your workshop / lecture

Do you:
· Regularly check your pace to ensure you are not speaking too fast for your attendees?
· Immediately turn back to face your audience when you catch yourself turning your back to look at the board or PowerPoint presentation?
· Ensure you repeat any questions or comments made by attendees so all can hear?
· Allow time for attendees to look at or read visual aids before you talk about them? 
· Always use a microphone where available?
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