Access Audit

	Name of childminder:

Postcode:
	…………………………………………………….

…………………………………………………….

	Audit carried out by:
	…………………………………………………….



	Date of audit:
	…………………………………………………….




Keep, review and share with visitors/carers.
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Leeds Play Network is a Company Limited by Guarantee Registered in England & Wales No. 2928709

GUIDANCE AND INFORMATION 

What is an access audit?

An access audit is a process used to assess the accessibility of a building for people with disabilities, so that anyone wishing to use your childminding services is able to. The audit covers a range of factors such as car parking, surfaces, toilet facilities, furnishings, training and attitudes, and equipment. This document is designed to help you carry out an access audit, and to identify areas needing improvement within your childminding setting. 

Some of these changes will be simple and of little or no cost to you, such as allowing someone to use your driveway to drop off a child, or picking a child up from their home. Allowing parents to text or e-mail you if they are unable to use a regular phone. 

The document is easy to use. It has short explanations and information in the appendices about how to improve accessibility and the reasons for making changes.

Why is it important to audit your setting?
The Disability Discrimination Act 1995 (DDA) is an Act of Parliament that has been phased in over the last 9 years, with part III of the act being enforced from October 2004. This part of the act requires companies and organisations that provide services to the public to ensure those services are accessible to disabled people. 

Childminders will need to make their services accessible to both parents and children with disabilities. The inclusion of children with disabilities will mean that practitioners will need to make the setting physically accessible, in addition to creating a welcoming atmosphere, where all children are involved in your activities.

Auditing your setting will enable you to identify areas for improvement and form an action plan for the future. As a childminder you will need to make reasonable adjustments, however this is your home, so this does not mean building ramps and having expensive adaptations. It is about knowing and finding out about what you can do with the space you already have. 

Carrying out the audit

You may need to get help when measuring the widths of the entrances and exits. You will need a tape measure (all measurements are in millimetres (mm)) and this document. Information on the measurements and requirements accessibility are contained in the document. 

The majority of the questions are yes or no tick-boxes with space for adding information about the action you will be taking in the future to make improvements. Please if possible put a time-scale on this action, e.g. putting a house number on your front door in the next 6 months. If alternative routes or entrances need to be used, please write these details in the action section, so that anyone entering your premises has access to this information. Suggestions for making reasonable adjustments can be found at the end of each section. The audit is a working document and should be reviewed regularly (yearly), and shared with any other members of staff and parents.

All the information contained in this document was accurate at the time of printing, June 2005. Standards and building requirements are subject to change and it is recommended that you check the building regulations before making any changes.

Information on these regulations can be gained from the local planning department or the Centre for Accessible Environments.

Centre for Accessible Environments (CAE)

Nutmeg House

60 Gainsford Street

London

SE1 2NY

Tel: 0207 357 8182

Email: info@cae.org.uk  Website: www.cae.org.uk
Remember

Accessibility is not just about fitting someone in a wheelchair through your front door. There are only a small proportion of the population using wheelchairs. There are many different mobility disabilities, which require more space for manoeuvring and the use of support aides. Contrasting paint schemes at doorways, and removing obstructions enable people with a range of disabilities to move around a space more independently.

“Childminders are where ever possible responsible to make reasonable alterations to ensure full access”. (Taken from the NCMA’s membership publication Who Minds).

Do not forget to involve children in the process. Some children will be able to help with the measuring, or they may have ideas about moving furniture to make the space more accessible. It is important to listen to the children and encourage their participation. 

If you need further advice, support or training, please contact:

The Daycare Support Team

0113 2474563

(Leeds Sure Start Partnership)

Childminding Network Co-ordinator

Annette Stickler (NCMA)


0113 3950495

Your Development Officer (Leeds Sure Start Partnership)

West Wedge




0113 2243089

East Wedge




0113 2474938

North East
Wedge



0113 3951352

North West Wedge



0113 2243089

South Wedge




0113 2474938 

Special Needs Development Worker

Pat Baldwinson (PSLA)


0113 2243927

Leeds Play Network Inclusion Support Workers

Emma Rose/ Karen Green


0113 2435566

Getting There

It is important to be aware of the transport links to your setting, so you can pass information on to carers and visitors.

Public transport (For use by parents and on trips/ outings)





Yes
    No

Action

	Is there a regular bus service?


	
	
	

	Are the buses accessible?


	
	
	

	Is the stop nearby?


	
	
	

	Do you know how often they run?


	
	
	

	Is there a regular train service?


	
	
	

	Is the station nearby?


	
	
	

	Is the station accessible?


	
	
	

	Do you know how often they run?


	
	
	


	Reasonable adjustments: 

· Plan local trips in walking distance

· Contact your local bus company for times when “kneeling” buses are used along your route

· Check accessibility with the local station

· Use an accessible taxi when going on longer distance trips
· Ask parents/carers at first contact/phone call if they need transport information.


Transport of children at your setting





Yes
   No

Action

	Would you need to make any changes to the transport you provide when childminding?
	
	
	

	Would you have sufficient room in your car to transport extra equipment for a child?
	
	
	

	Are you presently using accessible buildings and services?

i.e. toddler groups, holiday outings or playgrounds.
	
	
	


	Reasonable adjustments:

· When making visits to risk assess outings, also remember to look at the accessibility of: toilets, entrances and exits, seating, accessibility of fixed play equipment, and if you can get any discounts or assistance when using a facility with a child with a disability.

· Show groups and services you are accessing with children your audit and encourage them to look at accessibility.



Private car 

(Parents dropping off and picking up children)





Yes
   No

Action

	Can cars stop near the entrance?


	
	
	

	Is there car parking on site?


	
	
	

	Are there dropped kerbs from the roadside to the entrance?


	
	
	

	Is the parking area on level ground?


	
	
	

	Kerbs need to be dropped or lowered across driveways, but this will also help everyone access the pavement. Kerbs should also be colour-contrasted with the pavement and the road to help people with visual impairments to access the pavement.


	Reasonable adjustments:

· Picking up a child from their own home

· Meeting a child at the roadside if your driveway is inaccessible with a car parked on it

· Using your driveway if a child needs dropping off close to the house
· If you live on a busy street and have a driveway that has regularly been obstructed then you could apply for an access protection marking (it looks like a white elongated ‘H’) across the end of your driveway. At present City Services cover the costs of such a marking, but that may change in the future.



Local Environment

Childminders cannot change everything in the physical environment, but they can make carers/ visitors aware of any difficulties.




Yes
   No

Action

	Is there a steep hill or set of steps near the entrance?
	
	
	

	Is the service based on a busy street?


	
	
	

	Is the road narrow?
	
	
	

	Is the pavement narrow?
	
	
	

	Does the street have even paving stones/ surfaces?
	
	
	

	Does the paving have dropped kerbs for easier access to pavement/ road?
	
	
	

	Does the paving have textured surfaces to indicate crossings/ entrances?
	
	
	

	Is your house clearly marked by a number or house name?
	
	
	


	Reasonable adjustments:

· Remove any obstructions from the entrance

· Add a section into the parent information about the accessibility of the local environment

· Contact the highways department if the paving/ road surface in the street environment are in a poor state of repair

· Meet parents outside the house to provide assistance


Entrances and exits





Yes
   No

Action
	Are there steps leading up to the entrance?

If yes, how many and how steep?


	
	
	

	Is the intercom/ doorbell at a height that wheelchair users could use?

i.e. at the most 1200mm above floor level.


	
	
	

	Do you have ramped access? 

(See information box below if you have a ramp fitted already)


	
	
	

	Is the door easy to pick out from its surroundings?


	
	
	

	Can the door be opened easily?

i.e. it’s not heavy or needs forcing.


	
	
	


(Continued on next page)

	Is the entrance wide enough for modern wheelchairs and equipment?

The recommended width for a door is 800mm as it allows easy access, but an entrance door should be at least 750mm wide.
	
	
	

	Are any glass panels around the entrance clearly marked?

i.e. frosted, stain glass, or framed.
	
	
	


	Reasonable adjustments:

· If a parent/carer cannot access your building make it explicit in your information that you would be willing to collect a child from the parents/carers car.

· If you do not have a doorbell ensure all parents/carers can ring (by phone) for assistance at “drop off” and “pick up” times.

· Look for an alternative route, e.g. using a side or back entrance.

· If a parent cannot access your house arrange a pre-visit to the child’s home.
· If you have a child with a disability requesting a childminding place, go for a pre-visit at the child’s home to find out how the parents have overcome access difficulties.


	Ramps (only if you have one already):

Ramps need to be gently sloping, fitted with colour-contrasted handrails with a durable non-slip surface. The maximum gradient for a ramp is 12 i.e. 1:12, anything higher is very steep and may require assistance when being used. The gentler the gradient the easier it is to use. If you would like to measure the gradient of your ramp please contact Pat Baldwinson on (0113) 2243927 to loan an easy to use gradient measuring tool from the Pre School Learning Alliance. 


Inside the building

Steps and ramps




Yes
   No

Action

	Are there any steps immediately inside the building?
	
	
	

	Are there any sets of steps that lead to indoor/ outdoor areas?
	
	
	

	Do any ramps/ steps used have handrails?
	
	
	

	Are any ramps at reasonable inclines?
	
	
	


	Reasonable adjustments:

· Use an alternative route that does not use stairs

· Consider if you would be happy or able to lift a child up steps


Doors





Yes
   No

Action

	Are doors easy to open?

i.e. not heavy or need to be forced.
	
	
	

	Are doorways wide enough?

i.e. 800mm to fit an adult wheelchair.
	
	
	

	Are doors easy to identify from the surroundings?

i.e. through colour-contrasting.
	
	
	

	Painting the door frame a different / contrasting colour to the door helps people to find entrances and exits to rooms, because it is easily identified from the surroundings.


	Reasonable adjustments:

· Place a statement of accessibility within your parent information, letting people know you have narrow doorways and stepped access, but a willingness to find alternative ways to get around access difficulties.


Corridors




Yes
   No

Action

	Are handrails fitted along corridors? 

If not is there furniture along the corridor that could be used when manoeuvring?


	
	
	

	Are corridors wide enough?

i.e. 800mm to fit an adult wheelchair


	
	
	

	Are corridors kept clear of obstruction?


	
	
	


Floors





Yes
   No

Action

	Are floor surfaces even?

i.e. not bunched up or heavy pile carpet or uneven surface.


	
	
	

	Are floors non-slip?


	
	
	


	Reasonable adjustments:

· Ensuring floor surfaces are well maintained and in a good state of repair.

· Use specialist tape to stick loose fitting rugs to non-slip floor surfacing, or remove rugs during play sessions. 


Fire exits





Yes
   No

Action

	Are flashing fire alarms fitted?


	
	
	

	Does the fire procedure include a safe area or specific route for people using wheelchairs?


	
	
	


	Reasonable adjustments:

· Contact your local fire service and get them to come and visit you and the children in your setting to help put together a fire plan. Ask them if you would need to make any changes to it for a child with a physical disability

· If you have a fire alarm or smoke detection devices, think about how you would let people with hearing impairments know that they had been activated.


Toilets 





Yes
  No

Action

	Are toilets accessible?
	
	
	

	Is your toilet large enough for wheelchairs?

i.e. 800mm entrance width with enough room for another adult.
	
	
	

	Are there changing facilities for older children?
	
	
	


	Reasonable adjustments:

· Use a different room for changing a child if your bathroom is too small

· Find out who could loan you equipment such as changing mats/ portable toilet seats if required. Many parents can provide equipment used at home.


Communication and signage (see appendix for print and signage information)

To support physical access to services it is important to develop accessible information resources.





Yes 
   No

Action

	Is your parent information available in different formats?

Large print, audio- tape, computer disk.


	
	
	

	Is it in contrasting colours?

i.e. black print and white paper, or white print on dark blue paper.


	
	
	

	Is it in clear language?

i.e. in plain English, free of complicated sentence structures and confusing vocabulary.
	
	
	

	Are there welcoming statements?

i.e. you welcome all children, and parents/ carers can approach you for support


	
	
	


	Reasonable adjustments:

· Re-format existing parent information to the correct size, fronts, colours and spacing.

· Have a copy of your parent information on disk, and create a tape recording of the information


Communication devices

	Induction Loop: 

An induction loop system enables a hearing aid wearer to communicate more effectively. The system tunes into a specific frequency, which cuts out background noise and helps the hearing aid wearer to hear the person they are talking to more clearly.

Reasonable adjustments:

· Portable induction loop systems can be hired

· Find out where you can go for advice and support when working with a child or adult with a hearing impairment

· Use a quiet, well lit area for communicating with children and adults with hearing impairments

	Minicom Systems:

A Textphone/minicom is a system that enables people who cannot use a conventional phone to do so, such as people who are deaf, hard of hearing, or people who have speech impairments. A minicom system has to be used by both people communicating. For more information on minicom systems contact: Leeds Centre for Deaf and Blind People, Centenary House, 0113 243 8328.

Reasonable adjustments:

· If you do not have a minicom and a deaf person wishes to contact you, then there is a service available to help you. TypeTalk is a relay system, which enables people using minicoms to communicate with people using conventional phones. TypeTalk enquiries free phone 0800 7311888 or free text 18001 0800 500 88.
· Make it explicit on your parent/ carer information that they may contact you by text or e-mail if they are unable to use a conventional phone

	Signs:

Signs should be in both words and symbols to enable everyone who uses your services to follow them. Signs should be of a reasonable size for all to see, in bold, easy to read print. If you have laminated signs and information, try to use matt laminate slips, rather than gloss laminates, because people with visual impairments find the gloss reflects too much light, which makes the information difficult to see.

Reasonable adjustments:

· If you use activity or area signs involve the children in creating the signs, by taking matt photographs of them using the area. You do not necessarily have to have a symbol, but a picture/ photograph would help.


Play equipment and furniture

Furniture




Yes
  No

Action

	Is there a quiet area or chill-out zone?


	
	
	

	Are some tables of an appropriate height to be used by wheelchair users?


	
	
	

	Is there a mixture of chairs provided?


	
	
	

	Do they give adequate support?


	
	
	

	Is the furniture in the room easy to manoeuvre around?


	
	
	

	Having equipment of different heights and sizes enables all children to sit and play together, as they can use the tables and chairs that best suit their needs. A mixture of chairs both with and without armrests should be provided where possible, as chairs with armrests can provide support for people sitting down or standing up, yet they are not suitable for everyone.


	Reasonable adjustments:

· Ask parents/ carers if their child has any equipment and how to set it up safely, such as standing frames and walkers

· Find out where you can loan equipment 

· Booster seats may be an alternative, or collapsible tables


Outdoor play area





Yes
   No

Action

	Is the surface of the outdoor play area in good repair?
	
	
	

	Could a child with a disability access this space using the same route as other children?
	
	
	

	Is seating provided?


	
	
	

	Are there any steps or ramps in this outdoor space? 
	
	
	


	Reasonable adjustments:

· Find an alternative route to access the outdoor play space

· Take indoor seats outside during outdoor play sessions

· Consider if you would be prepared to lift a child over access obstacles such as steps 


Equipment





Yes
   No

Action

	Do you have any specialist or sensory equipment?
	
	
	

	Have you adapted games and activities to the needs of children with disabilities?
	
	
	

	Are toys, books and pictures used and displayed inclusive?
	
	
	


	Reasonable adjustments:

· Find out where you can hire specialist and sensory toys

· Ask the children about changing rules and adapting games, such as doing bean bags throw games while sitting on chairs

· When buying new toys, books and pictures think about  whether they show people with disabilities in a positive way  


Practitioners training





Yes
   No

Action

	Have you or any of your assistants trained in sign language/ Makaton?


	
	
	

	Have you or any of your assistants had any experience of working with children with complex needs?


	
	
	

	Have you or any of your assistants accessed any training to make your childminding service more inclusive?

i.e. Keys to Inclusion, speech and language workshops


	
	
	


	Reasonable adjustments:

· Find out where you could go to get support if you were approached for a place for a child with a disability

· Put together a training action plan and find out more about inclusion training
· Many courses now have inclusion and equality built in so remember to always look at the course content or ask the trainer about inclusion.


Appendix

Print and signage

Large Print does NOT mean enlarging an A4 document onto A3. This is unwieldy; the reproduction is often poor and fails to address many other important readability factors explained below. 

Large print can be produced easily on any word processing package, following these guidelines:

Typeface

· Use a sans-serif typeface/font – i.e. one without the addition of small lines to the ends of the letters. “Arial” is a sans serif, but “Times New Roman” is serif.

· The minimum point size (the height measurement of the letters) should be 16 and should be bold print.
Spacing
· The character spacing should be expanded by at least 0.5 point.

· The line spacing should be at least 2 points larger than the character height. This paragraph has text size of 16 with line spacing of “at least 18”.
Contrast

· Maintain a good contrast between the print and the paper e.g. black print on white or yellow paper, or white on black paper (if bold print).
· Very white paper or glossy paper can cause glare so use off-white paper or matt paper.
· If printing on both sides of the paper, use a “heavy” weight paper (thick), which prevents a lot of shadowing from the other side.
Layout

· Avoid using underlining, italics and CAPITALISATION to differentiate or emphasise text. Instead bold text or increase the size of text.

· Align text to the left. Do not centre or fully justify the main body of text.

· Leave wide margins between columns of text.
· Do not shade behind black text.

· You can however use heavy shade behind bold white text.
Never put print over picture, diagrams or watermark text.

Diagrams

· Increase the size of diagrams or tables. If necessary, place them on a separate page.

· Consider re-designing any diagrams and tables to make them clearer.
	Remember:

When producing a standard print leaflet or document the more elements of this large print guidance you incorporate the more readable it will be to more people.




Signs

Signs at entrances/reception desks should meet the following criteria:
· All signs should be in clear contrasting colours to their background.

· The characters should clearly contrast with the sign background.

· The type style should be a Helvetica type Sans Serif font or similar uncomplicated style (e.g. Arial).

· A mixture of upper and lower case text should be used in preference to all uppercase, for example, Civic Hall, not CIVIC HALL.

· The height of characters (capitals) is at least 600mm for external signs and 1500mm for internal signs.
Information and ideas drawn from:

BS 8300:2001 Design Guidance Issues of Access

Access Audit Packs and Access Surveys, One Voice-Action for Disability, www.1voice.org.uk.

Access Project (PHSP), www.accessproject-phsp.org
DissBase, Design and Dimensions.

Centre for Accessible Environments, www.cae.org.uk.

Come On In, a practical guide for children’s services, Council for Disabled Children.

Making Access to Goods and Services Easier for Disabled Customers, Disabilities Rights Commission (DRC).

Opening Up the Doors, Kids Club Network (KCN).

Images taken from:

www.eskimo.com/~jlubin/disabled/graphics/32
www.accessproject-phsp.org
Thanks to the Leeds Learning and Leisure Planning Officers and the Leeds City Council Equality Team; who have helped to ensure all the information in the audit is correct.

Written by Karen Green, Inclusion Support Worker at Leeds Play Network.
To apply for an access protection marking you need to apply in writing to Traffic Engineering, City Services, Selectapost 6, Ring Road, Middleton, LS10 4AX. The highways department will come out and check whether the parking situation is bad enough to warrant the access protection marking. So if no-one was parking nearby or the street is not deemed busy enough then they may not give permission for the marking.
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