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THE ACCESSIBLE COLLECTION – A brief checklist 
In this checklist we will be repeating information that has gone before, but we think that some things are so important that they are worth saying again.  You want to do something to make your collections more accessible to everyone, but don't know what to do. Here are some ideas and also some questions to ask yourself.
As a first step, think in terms of Universal, Inclusive and Multi-Sensory Design as this helps to make the collection more intellectually accessible to a wider range of people. This coupled with a basis of multi-sensory communication, using all senses, provides a reasonable foundation for accessibility; there are also issues of wayfinding, mobility and outreach that should be considered. The accessible items should not be provided in isolation but as part of a whole access strategy.
You need to ask yourself these questions so that you have some idea of your requirements. If you are clear about what are you wanting to convey, then we will have a clearer idea of what you want to achieve. Make sure you know what the message is before you decide on the media. 
Projects on accessibility work best if everyone, from the Director to the user groups, are involved in the planning and long term commitment to projects.

-------------------------------------------------------
Some points to consider before you start planning:
1. Whatever you do towards making your collection more accessible, you must also have an outreach and publicity policy alongside. 
We have put this first as it takes effort and time to reach people with disabilities; they generally do not have a history of visiting museums and galleries as they feel that there is nothing there for them. You have to change this view and therefore your outreach material must be accessible to everyone in their preferred medium - large print, audio, Braille, simple language or whatever. Accessible and affordable public transport is an important issue so information about this needs to be included.

You can have the most accessible collection in the world but it is useless unless the people it is aimed at know about it so start planning early.
2.    Following onto this, long term commitment to the project is important. 
We cannot stress again too much that it takes a long time to get information to people with disabilities and so the displays, other than temporary exhibitions, need to be there for a long period of time. This allows word to get around. It is important that people are not disappointed when they do visit and find that it has closed.
We often hear the complaint: ‘Few people came’ and about the disappointment of keen members of staff when visitor numbers are small. This is often used as an excuse for putting on no similar exhibitions. 
3.     You should consult with disabled people and ask them what they want. 
The perceptions of everyone differ and therefore the specialised requirements of someone with a disability should be taken into account, with their advice. Involve them in the designs and the production of any audio; it may take longer but it is well worth it.

4. Sound needs to run alongside touch. 
Because someone cannot see, does not mean that their fingers will do the reading for them. Touch needs to be taught; the fingers are not good readers of subject matter - they can tell texture, temperature and so on - but they find it hard to interpret the subject of what they are touching. So make sure that there is other information, such as audio, large print and Braille, alongside the tactile objects, plans and images.

5.Tactile plans

Are these:

· For use by everyone? Then they will require a stronger and more durable manufacturing technique. 
· For use by people with visual impairments to give them information and to help find their way around? Then make sure they are a handy size and format, such as A4 or a booklet.
· For sending out so that visitors will know about the place before they visit? If so they need to be in A4 format as the best size for posting

They can be for a combination of all three uses.
Make sure all the plans of the same place are the same design. If there is one for sending out, and a different one for use in the venue then it could be very confusing.

6. Audio for Information
· Do you want an audio guide for the whole museum and gallery or for the highlights of each area? 
· If highlights, how will the visually impaired visitor find their way to the objects?
· Is the audio for use in a specific gallery?
· Do you want to send out audio in an information pack as part of your outreach programme? If so, then should be accompanied with a tactile plan and tactile images to ensure that the recipients know there is something there for them to enjoy.
The information on the use of sound is covered elsewhere, but briefly, it can be given in different forms or a combination of different forms: 
· as interviews with staff from different departments

· as a straight narrative with sound effects and music 
· with disabled people taking part

· recorded in studio or on site at the venue
7. Sound for displays

Sound can enhance the displays by giving them character, atmosphere or to convey information.
· The sound can also be used as an 'icon' for identification of a particular place in the museum, for an artefact or for wayfinding information.
· The sound can be played on a variety machines, such as personal audio machines, or by 'talking signs' or infra-red tripped sound for example. The methods vary according to such factors as budget, construction and the layout of the building.

What playback system would be easiest for you to operate, taking into account charging the battery on the machines, updating information, duplicating copies to send out and other factors? Nominate someone to take charge of the machines. Make sure they are trained in visual awareness and use of the machines. 

8. Tactile models 
A scale models of your building is very useful as it gives a visually impaired person an overall idea of the shape of an object or building. The model can be made in a variety of materials and the cost varies according to size, complexity and material used. They should be part of an overall integrated scheme and relate to other items in the displays such as indicating where the ‘highlights’ exhibits are.

Tactile models require audio to accompany the exploration, and Braille and lettering to give information to those that need it. The design of stands for models should take into account the needs of people in wheelchairs.  
9. Tactile Replicas 
The points relating to models, apply as well to replicas of artefacts. Replicas or scale models of objects should also be provided as part of a whole accessible gallery or exhibition. 
The artefacts you produce can vary according to what you are using them for. For example, if they are being used on a one-to-one basis for educational purposes, the replicas will require less durability than those put out into the galleries for everyone to touch and explore.

· Do you want only to convey the overall shape of the object?

· Do you want the replica actual size or a scaled down version?

· Do you want the texture to resemble the original?

· Do you want the original colour included? 
These are just a few of the points to be taken into consideration for replicas.
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