
1 

 

Including people with Learning Difficulties: 
A Guide for Disabled People’s Organisations (DPOs) 
 

 

 

 



2 

 

 

Contents 
 

 

 

               Page 

• Introduction……………………………………………… 3 

• Information………………………………………………. 5 

• Meetings and Events ………………………………… 7  

• Reaching out to the community………………… 11 

• Using the Internet …………………………………….. 13 

• Creating an Access Policy ………………………….. 15 

• Resources …………………………………………………. 16 

• Glossary ……………………………………………………. 19 

• Appendix 1 – Example Access Form …..……... 23 

• Appendix 2 – Example Picture Map …………… 25 

• Appendix 3 – Example Access Policy …………. 26 



3 

 

Introduction 

 
 

This guide has been produced through the Disability Listen, Include, Build 

(DisLIB) project funded by the Big Lottery Fund. As part of the Disability LIB 

project, People First have been visiting DPOs to help them include people 

with learning difficulties in their activities. This guide contains the 

recommendations made to these groups to make their DPOs more 

accessible to people with learning difficulties. 

 

It is important that DPOs include people with learning difficulties in their 

organisations for many reasons. The services that DPOs provide can be 

useful to people with learning difficulties, alternatively DPOs can direct 

people with a learning difficulties to the organisation that does provide the 

service they need.  

 

By making your organisation more accessible to people with learning 

difficulties you can increase the diversity of your members. A more diverse 

membership can provide your organisation with new ideas. 
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The sections of this guide will help you to get people with learning 

difficulties to hear about your organisation, to access the services your 

organisations provide and to participate fully in your organisation. 

 

 

Words in bold are explained in the glossary at the end of the guide. There is 

also a list of further resources and places you can go to find out more about 

the subjects discussed in the resources section at the end of the guide. 
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� Heading 

� Heading 

� Heading 

� HEADING 

Difficult to 

read 

Easy to read 

Information 

 

 
 

Always use a clear font, e.g. Arial, Helvetica or another sans serif font  

 

Using font size 16+ as standard makes documents accessible to more 

people, without them having to request large print. 

 

Use bold for headings. BLOCK CAPITALS, Italics and underlining can be 

difficult to read. 

 

Use a clear colour contrast. Avoid using a font colour that is similar to the 

background colour, for example, yellow on white. This might be hard for 

some people to read and may not work when printed in black and white. 

 

Abbreviations are confusing and best avoided. If you use abbreviations you 

should always write the word in full with the abbreviation in brackets in the 

first instance, for example, Disabled People’s Organisations (DPOs). 
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Try not to put too much text on one page, putting information in small 

chunks makes it easier for people to both read and understand. 

 

Where possible, use the easy read format for all information. Explain 

everything simply and use pictures. If this is not possible, make sure you 

use plain English and avoid jargon. 

 

Use a standard layout for all documents, including presentations, making 

use of the organisation’s colours and logo. To make this easier for staff and 

volunteers you could create templates of these documents for them to use. 

 

By keeping records of members or users access requirements you can 

easily send everyone information in the format they need.  

 

 

You can collect this information by using an access form in easy read. There 

is an example of an access form on pages 23 and 24 of this guide (appendix 

1). 
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Meetings and Events 

 

 

 

 

 

Make sure that everyone has enough time to go through information 

before a meeting or event, with support if necessary. Send out all 

information, including an agenda, at least two weeks before a meeting or 

event. 

 

 

 

Holding an informal session (pre-meeting) for attendees to discuss any 

queries with the chair prior to the meeting is another good way of making 

sure everyone will get the most out of a meeting. 
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It is important that venues where meetings or sessions are held are accessible to all. This 

doesn’t just mean wheelchair accessible, there are lots of ways venues can be made accessible 

to everyone.  

 

 

 

� Signs outside and inside the venue should be clear and use pictures as well as 

words;  

 

� If there is a presentation, make sure that the font size is big enough when it is 

projected onto the wall; 

 

� A quiet room is useful for people who need to take a break from the meeting 

especially during long meetings or workshops; 

 

� Lighting that can be dimmed can help those who get sensory overload; 

 

� It is also important that there is room for attendee’s supporters or Personal 

Assistants (PAs) to attend meetings and events.  
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Provide clear transport information to the venue. This includes a map of 

the area with the organisation clearly marked and advice on local public 

transport.  

 

  

No one should be prevented from attending a meeting or session because 

of where they live or their access requirements. This may mean you have to 

visit people in their own homes or pay for private transport to collect 

people. It is important to think about this in countryside areas. 

 

 

 

People who cannot attend meetings in person could attend by phone or on 

the internet, through Skype for example. 

 

 

 

You could also provide a photomap by illustrating directions from a local station with 

photographs of things someone would go past on the way. There is an example of a picture 

map on page 25 of this guide (appendix 2).
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Ground rules are a good way of making sure meetings run smoothly 

and everyone is able to participate. Some examples of ground rules 

are:  

 

1. Respect each other 

2. Only one person speaks at a time 

3. Say your name before you speak 

4. Use microphone when available 

5. Use ‘traffic light’ cards 

6. Have regular breaks 

7. Keep to time 

8. Use simple English – no jargon 

9. Make your point as short as you can 

10. Say if you don’t understand 

11. Give time for others to speak 

 

 

Make sure that all attendees know what the ground rules are. You might need to go through 

the ground rules at the start of the session and have a copy pinned up on the wall.
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Reaching out to the Community  

 
 

 

 

One way to reach out to a bigger audience is to send information about 

your organisation to local community groups who can put this information 

into their own newsletters. Sending information about the organisation to 

local church groups, healthcare professionals and schools can also help get 

the message out to more people.  

 

You could also give talks to these groups about the services you can 

provide. 

 

 

Joining the local learning difficulties partnership board is a good way of 

understanding the needs of local people with learning difficulties and 

representing the members you have who have learning difficulties.  
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Links with learning disability groups are a good way of sharing advice as 

well as getting more people involved with your organisation. 

 

 

 

You can reach out to the black and minority ethnicity (BME) community by 

making links with local BME community groups as well as attending BME 

events. 

 

 

 

Putting up information stands at community events is another good way to 

reach out to the community. Events like family fun days, fairs and fêtes are 

good opportunities to meet new people in the community, provide people 

with information and answer questions. You could do this independently or 

run a joint stand with another relevant organisation. 
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AAA 

Using the Internet 
 

 

 

Use your website to inform people about what your group is doing. You can 

make your website accessible by using a large print and strong colour 

contrasts as well as making it possible for people reading the website to 

change these settings.  

 

Try to keep the information on each page to a minimum so the pages aren’t 

too crowded and readers don’t have to scroll down to read all the 

information. Keep the menu on the left hand side.  

 

You could include a links page with links to local and national learning 

difficulty groups, physical disability groups and mental health groups as 

well as general disability sites, such as the BBC’s disability news website 

BBC Ouch and links to funding organisations. You can then ask the local 

groups who have linked to if they will put a link to your site on their own 

links page.  



14 

 

 

 

Keep your website up to date, if it is not updated regularly it wont provide 

current information about your organisation and it might give people 

misleading or incorrect information, such as addresses that have changed 

or links that no longer work. 

 

Social networking is a good way of sharing ideas and information quickly, 

it’s also a good way of getting the next generation of disabled people 

involved. You could also use social networking sites to get feedback from 

your members about how your organisation is doing. Facebook provides a 

range of privacy options which you can use to protect your members 

security and privacy. 

 

 Accessible Twitter is a more accessible version of Twitter that has all the 

same content as Twitter. You and your members can access a normal 

Twitter account through this site which has extra accessibility features.  

 

Remember that some people do not have access to a computer so all 

information provided on the web should be provided ‘offline’ as well.  
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Access Policy 
 

 

 

 

Having an access policy is a good way of highlighting all the ways you make 

sure that everybody can participate in your organisation. It can also help 

guide your staff on what they need to do to make sure the organisation is 

accessible to everyone.  

 

An access policy can include all the points covered in this guide for example 

how information is presented, what formats of information are available, 

support at meetings and events as well as employment and volunteer 

policies. 

 

There is an example of an access policy from Disability Equality North West 

on pages 26-29 of this guide (appendix 3).
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Resources 

  
 

Information 

Change have produced a guide on accessible information, ‘How to Make 

your Information Accessible’ which you can download for free on their 

website: 

 

The Basic Skills Agency have produced a ‘Readability’ guide which you can 

download for free on the NIACE website: 

http://shop.niace.org.uk/media/catalog/product/R/e/Readability.pdf  

 

 

Meetings and Events 

As part of the Disability LIB project the Alliance for Inclusive Education 

(ALFIE) have produced an ‘Inclusion Standards Guide’ which contains advice 

on making events accessible. The guide is available on their website: 

http://www.allfie.org.uk/docs/Inclusion%20Standards.pdf  
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Reaching out to the Community 

The Shaping Our Lives Networking website www.solnetwork.org.uk is a 

good way of networking with other user led organisation, you can post 

news items on their notice board. 

 

 

 

Internet 

The Government’s Central Office of Communication has produced 

thorough guidelines for making accessible websites including many 

recommendations that are useful for making websites accessible to people 

with learning difficulties: 

http://www.coi.gov.uk/guidance.php?page=137  

 

The Website Accessibility Initiative also provides detailed information on 

designing an accessible website: 

http://www.w3.org/WAI/  
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Access Policy 

Museums, Libraries and Archives have produced a guide on producing 

accessible information that also includes guidelines on producing a policy 

on accessible information, the guide is designed for museums but the 

information is still useful to DPOs. It is available here: 

http://www.mla.gov.uk/what/support/toolkits/libraries_disability/~/media

/Files/pdf/2003/dis_guide06.ashx  

 

 

 

General Resources 

The Communication Forum Scotland has produced an accessible 

communication guide called the Talk for Scotland Toolkit which is available 

on their website. It contains lots of practical advice on communicating 

verbally, in documents and online, you can find it here: 

http://www.communicationforumscotland.org.uk/2010/TK_Home.php  
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Glossary 

 
  

  

Abbreviation   An abbreviation is a word that has been shortened. 

 

Accessibility Accessibility is how easy it is for different people use things, like 

information and services. If something is accessible it means everyone 

can use it.  

 

Easy Read Easy read is a way of writing that uses pictures and short easy to 

understand sentences with simple words. 

 

Facebook Facebook is a website where people and organisations can create their 

own web pages and use them to communicate with others.  
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Jargon Jargon is words that people do not use in everyday language and that 

are often only understood by specialists. For example, medical words 

used by doctors are hard for other people to understand. 

 

Partnership Board Learning Disability Partnership Boards were set up by Local Authorities 

to make sure the needs of people with learning difficulties in the area 

are met by local services. Members of learning disability partnership 

boards are usually people with learning difficulties, providers of 

education, health and social care and independent organisations. 

 

Photomap A photomap is a set of directions with photographs illustrating each 

direction. 

 

Pre-meeting  A pre-meeting is a chance for people to talk to the person running the 

meeting before the meeting starts 
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Skype Skype is a free internet programme where users can call each other, 

with or without video free of charge. 

 

Social Networking Social networking websites, including Skype and Twitter are websites 

that people can use to communicate with each other and share 

information. 

 

Traffic Light Cards These are cards that can be held up in meetings to say different things. 

For example a red card could mean: stop, I don’t understand. A yellow 

card could mean: slow down. A green card could mean: I want to 

speak. 
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Twitter Twitter is another social networking website where users can post 

short comments for other users to read. 



23 

 

Appendix 1 

 
Access form 
 
 
Name............................................................................. 
 
Address.......................................................................... 
 
....................................................................................... 
 
 
Postcode........................................................................ 
 
 
Tel.................................................................................. 
 
 
 
Mobile............................................................................ 
 
 
 
Email.............................................................................. 
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Access needs 
 
Do you require information in? 
(Tick as many as you require) 
 
 
 
 Standard Print  .........  
 

 
 Large Print (Font size)  .......... 

 
 

 CD Audio  ......... 
 

 
  Easy read with Pictures  ........ 
 
 
   Braille  ……… 
 
 

Email  ……… 
 
 

 
 
Please return this form to: 
People First 
F173, Riverside Business Park 
Haldane Place 
London, SW18 4UQ 
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Appendix 2 

 

How to find us  
 

From Vauxhall Train Station:  
 
From stop C, bus numbers 36, 185 
and 436 all go to Oval tube station. 
Or you can walk by following the 
signs to The Oval Cricket Ground 
and then continuing down 
Harleyford Street to Oval Tube 
Station. 
 
 
From Oval Tube Station:   
 
 
Cross the road to the church and walk 
through the churchyard.  
 
 
 
Cross the next road and the entrance to 
Kennington Park is to your right. 
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Appendix 3 

 

Access statement 

Disability Equality North West is a Disabled People ’s Organisation 
and serves a community that is pan-impairment.  

Its overall aim is to ‘Further the Human Rights of disabled people 
across the North West. 

It therefore strives to ensure that its: Services, Events, Building, 
Information provision, Staff and Volunteer support are accessible 
to all. 

Access to Information and services 

Our information services are fully accessible through one to one visits, 
by telephone, by e mail and by Type Talk 

The information service offices are fully accessible with a loop system 
and private interview room if required. 

We will ensure that all our information is provided in point 14 arial 
minimum and/or supply information in larger print for those that require 
it. On request we will endeavour to supply information in Braille/CD Rom 
or tape. Information can be provided electronically if requested. 

We have a range of information available from other organisations. We 
endeavour to ensure it is accessibile but it cannot always  be 
guaranteed.. On request from the client however we will contact the 
organisation and request the information in an accessible format and 
remind them of their duties under the DDA (1995).   

We can supply information in an easy read format when necessary. 

All e-mail communication will be in Arial point size 14. 
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We offer a person centred service and offer one to one support to fill in 
disability benefits forms (appointment only). If someone has a visual 
impairment, dyslexia or learning difficulty we will read all the information 
back to you after completion. 

An Interpreter, for those whom English is not their first language, or for 
our hearing impaired clients, can be arranged with a weeks notice. 

Accessible, picture supported directions to the Centre are available on 
request.  

Support to volunteers 

We endeavour to offer individual person centred flexible support to our 
volunteers to enable them to be a part of Disability Equality (nw) Ltd and 
fulfil the duties of their allocated role. 

If a volunteer needs specific support to carry out their duties he/she will 
be allocated another volunteer mentor until they feel comfortable and 
appropriate access support is in place. 

Volunteers will be allocated their preferred role, if appropriate and if all 
access needs can be met. If this is not possible they will be allocated 
another role within DENW or, through our Volunteer Bureau, a 
placement with another organisation. Support is offered through the 
Volunteering Co-ordinator and the Buddy Scheme to ensure the 
placement is appropriate and accessible. 

We endeavour to support volunteers with their transport requirements; 
support to travel independently, enabling them to get a Now card, 
access to accessible transport and in certain circumstances taxis. 

The information centre is fully accessible on ground level with accessible 
toilet facilities, loop system and type talk. 

Meetings and Public Events 

All our meetings are held in accessible venues and we endeavour to 
meet everyone’s access needs.  
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All our meetings and events will be held in an accessible venue with 
level access or a ramp with clear signage, accessible toilet facilities and 
with a hearing loop. 

We will ask people to inform us of their access requirements before an 
event or meeting. If they do not respond we may not be able to put any 
specific access requirements in place. 

The dates for meetings are always given as far in advance as possible 
with formal invitations, asking about access needs, sent out 4 weeks in 
advance.  

Events will have appropriate signage in large print and easy read 
(picture supported). 

We will endeavour to make sure that the information, i.e. agenda, 
minutes or reports are available in alternate formats and so understood 
by all. (Large print, picture supported, easy read if appropriate, on tape) 

If Deaf people have told us they are attending we will provide a BSL 
interpreter.  

Volunteers can help to take notes for those that may be unable to take 
their own notes and need help or for those that do not understand BSL 

For consultation events a range of creative methods, such as graphic 
facilitation, will also be used. 

Directly outside of the Disability Equality North West’s main office there 
is parking for disabled service users. If needed we have a corporate 
Blue badge for customers with mobility impairments who do not as yet 
have their own badge or are in the process of applying. 

Recruitment and Selection of paid staff 

Equality, Diversity and Equal Opportunity is core to Disability Equality 
(nw) Ltd. It endeavours to promote its employment opportunities to all 
regardless of impairment/condition, age, ethnic origin, sexuality, gender, 
gender reassignment, ‘race’, colour, religious belief, class or 
membership of a trade union. 



29 

 

It is the responsibility of everyone that no job applicant receives less 
favourable treatment than another job applicant on these grounds. 

All new posts will be reserved for disabled people and this will be made 
clear on the job advert. 

All people on the selection panels will have had Equalities and 
Recruitment and selection training.  

We will make a reasonable adjustment to the various stages of the 
recruitment and selection process as well as within employment. 

On request we will offer recruitment information in alternative formats, 
i.e. large print, audio, Braille, CD Rom and electronically. We will also 
receive application forms via alternative methods. 

Shortlisted candidates will be offered a reasonable adjustment to the 
interviewing procedure to ensure that they have an equal chance during 
the interview procedure, i.e. BSL interpreter, large print, accessible 
interview room, support or personal assistance. 

New employees will be offered Access to Work to enable them to fulfil 
the duties of their role. 
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