
	A parent/visitor has a visual impairment:


	Timescale
	(

	Sending home written communic-ation (e.g. reports, newsletters, general information…)
	If requested, have you arranged for any written materials to be produced in:
	
	

	
	· Large print - school can produce this by photocopying or, where available electronically, by enlarging the font size. Aberdeenshire Sensory Support Service can advise, if necessary. Also, see Accessible Formats (Appendix 4)
	Plann-ing stage
	

	
	· Braille - contact Aberdeenshire Sensory Support Service for advice.
	Up to 1 week
	

	
	· Audio  - contact Aberdeenshire Sensory Support Service for advice.
	2

weeks
	

	Planning for a visit to school (e.g. meetings, parents’ evenings, concerts, prize-giving, sports day…) 
	Have you checked:
	
	

	
	· Written communication - If requested, have you produced any written materials (e.g. programme, song sheet, report…) in large print or braille (see above)?
	Up to 1

week
	

	
	· Car parking - Is there a parking space (preferably an accessible parking bay) close to the school entrance?
	Plann-ing stage
	

	
	· Signage - Are there clear signs to direct visitors to the main reception?
	Plann-ing stage
	

	
	· Reception - If appropriate, have reception staff been informed that a visitor to the school may require access adjustments?
	Pre-visit check
	

	
	· Corridors - Are corridors/passageways leading to the venue uncluttered to allow free movement?
	Pre-visit check
	

	
	· Emergency evacuation - Are staff familiar with generic evacuation plans, to facilitate the safe evacuation of visitors with a visual impairment?
	Plann-ing stage
	

	
	· Lighting - Is the venue well-lit, but minimising glare?
	Plann-ing stage
	

	
	· Priority seating – Is it appropriate that a place should be reserved for the visitor to ease access?
	Plann-ing stage
	

	
	· Assistance - If you have staff or prefects on duty, are they aware of disability etiquette?
	Plann-ing stage
	

	Feedback
	Is there a procedure in place for obtaining comments/ suggestions and reporting complaints in order to help identify user difficulties and plan future events?
	Plann-ing stage
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	A parent/carer/visitor is deaf 
	Time

scale
	(

	Communic-ation with the home
	Have you checked the parent’s preferred means of communication:

· Texting by mobile phone

· Video Call
· Email?

It is particularly important that there is a procedure in place in the event of emergency closure, where a deaf family may not be able to access information by radio or the Aberdeenshire information line.
	Annual update
	

	Planning for a visit to school (e.g. meetings, parents’ evenings, concerts, prize-giving, sports day…) 
	Have you checked:
	
	

	
	· Signage - Are there clear signs to direct visitors to the main reception?
	Plann-ing stage
	

	
	· Reception - If appropriate, have reception staff been informed that a visitor to the school may require access adjustments?

If an induction loop has been fitted, do staff know how to use it?
	Pre-visit check
	

	
	· Emergency evacuation - Are staff familiar with generic evacuation plans, to facilitate the safe evacuation of visitors who are deaf or visually impaired.
	Plann-ing stage
	

	
	· Priority seating –Is it appropriate that a place, should be reserved for the visitor to facilitate communication?
	Plann-ing stage
	

	
	· Lighting - Is the venue well-lit to facilitate lip-reading?   If an interpreter is being used, have you organised a spotlight on her/him, should the lights be dimmed for any reason?
	Plann-ing stage
	

	
	· Assistance - If you have staff or prefects on duty, are they aware of disability etiquette?
	Plann-ing stage
	

	
	· Verbal communication - If requested, have you booked a sign interpreter? (Contact English as an Additional Language Service).
	Up to 2

weeks

before
	

	Feedback
	Is there a procedure in place for obtaining comments/ suggestions and reporting complaints in order to help identify user difficulties and plan future events?
	Plann-ing stage
	


To request advice regarding accessibility for someone who is deaf or has a visual impairment, contact
Aberdeenshire Sensory Support Service

Westhill Academy

Hays Way

Westhill

AB32 6XZ

Tel: 01467 539515
Email: sensorysupportservice.education@aberdeenshire.gov.uk 
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