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            Checklist
Marketing 
	Introduction 

	Before using this checklist, please read the ‘Checklists to support inclusion: overview’ and ‘Guidance for usage’ documents which include details on the purpose and use of the checklists.


	Definition/remit of theme for this resource

	The marketing function covers any promotional activities or procedures including publicity and promotional resources, school liaison events, and promotional work with international students.


	Target audience:

	Of primary use to: staff in higher education institutions (HEI) marketing units and  international offices, staff with responsibility for organising open days and school liaison events.


ou are here: home : 
	Strategy, policy and procedures

	1. Are disability issues included as a regular feature in your annual strategic/operational plans, including financial plans? 


	The physical environment - facilities and equipment

	2. Are all venues for promotional activities generally: 

· Accessible for wheelchair users and people with mobility difficulties?

· Provided with adaptations for people with hearing difficulties?

      (eg hearing loop etc)

· Provided with adaptations for people with visual difficulties? 

 



      (eg appropriate signage, additional lighting etc)

3. If a venue is not accessible can an alternative venue be arranged for the activity?

4. Do officers for international students know about access and provision for disabled students at the institution?
5. Are websites accessible to those using assistive technology, for example screen reading software or keyboard shortcuts?
6. Do websites comply with accessibility World Wide Web Consortium (W3C) guidelines?
7. Are arrangements put in place to ensure the health and safety (H&S)/emergency evacuation of disabled people during marketing and promotional activities?


	Information 

	8. Are all marketing and publicity materials (including prospectuses, continuing education information and departmental information) readily available in:
· Plain English (ie avoiding unnecessarily complex vocabulary or jargon)
· Alternative formats (eg large print, audio, electronic, Braille)




9. Do all marketing and publicity materials make it clear that disabled learners are welcome to attend the activities the institution delivers (eg they include specific statements encouraging disabled people to participate in activities)?

10. Do marketing materials encourage disabled applicants to contact the institution to discuss their needs and how they might be met?

11. Do marketing materials provide an image of an institution where it is safe to disclose a disability?

12. Are disabled students represented in any promotional activities which advertise and publicise your activities (eg used as role models, appear in photographs, asked to give quotes about their experience etc)?

13. Does the HEI publish campus maps in a consistent and clear format detailing accessible routes and adapted toilet provision?


	Application

	14. Do audio visual recruitment materials (eg videos and DVDs) have subtitles and include images of disabled students?
15. Is there clear information about course requirements in accessible formats, which details any field trips, placements, years abroad, specific assessment methods etc that disabled applicants may need to know about?
16. Do you know what action to take if a student discloses their disability or additional needs to you prior to or during a promotional activity?

17. Is there an option to book places on open days and promotional events by email?

18. Are current disabled students represented amongst those invited to talk to applicants at open days or to mentor local school pupils?
19. Do taster courses, pre-entry open days and related activities recognise and accommodate the needs of disabled students?


	Confidentiality

	20. Are staff involved in marketing and promotional activities aware of and implement the HEIs systems for sharing information about disabled students?


	Learning support/additional needs

	21. Can staff involved in marketing activities arrange, in a timely manner, to:

· Provide enabling or additional equipment?

· Provide accessible transport if transfer between venues is required?

· Make adaptations to venues to improve accessibility?

· Train staff appropriately to meet the needs of disabled students?

22. Are there appropriate systems to pick up on the support needs of disabled applicants coming from other countries?

23. Are there written guidelines clearly indicating culturally specific disability information? 


	Monitoring and evaluation 

	24. How are the views of disabled students collected and included in marketing and promotional activities?
25. Is the provision of disability services and facilities at marketing and promotional events monitored and reviewed?


	Partnerships and collaboration

	26. Have any partnerships with local or regional organisations of disabled people been formed?

27. Is any outreach work with disabled people carried out?

28. Are partners aware of the needs of disabled students and their role in supporting and providing reasonable adjustments for disabled students?


	Funding

	29. Is funding set aside or available to:

· Employ support workers for students? (eg interpreters)
· Provide enabling or additional equipment? 
· Provide information in alternative formats?
· Provide accessible transport if transfer between venues is required?
· Make adaptations to venues to improve accessibility?
· Train staff appropriately to meet the needs of disabled learners?


30. If reasonable adjustments involve adaptations, how are the resource consequences identified and who will be responsible for meeting them?
31. Are appropriate staff trained and updated on relevant bursary, fees and grants information for disabled students?
32. Have sources of additional funding, such as funds from the British Council, been identified to contribute towards the costs associated with an individual’s impairment for international students and those not in receipt of the DSA?

	Staff development

	33. Is disability awareness/equality training available for all staff with responsibility for marketing and promotional events? 

34. Are all staff with responsibility for marketing fully informed about current legislation relating to Disability Discrimination?

35. Have “front-line” staff had training in communication tactics?


	Other specific issues

	36. If audits/self reviews, with a disability focus, have been used within the institution how have the outcomes been communicated to and actioned by staff with responsibility for marketing and promotional activities?






	Signposting

	Government guidance about including images of disabled people in advertising materials:

http://www.disability.gov.uk/images_of_disability/notes.html 

For information on making websites and other electronic material accessible see the TechDis website: http://www.techdis.ac.uk
Ensuring inclusion

A good practice checklist intended for people planning and putting on events or producing information.  Produced by the Disability Strand; The Aimhigher West Area Partnership.  Available from: m.t.bell@bath.ac.uk 

Finding Out About People’s Disabilities: a good practice guide for further and higher education institutions 
Available from DfES Publications

PO Box 5050

Annesley

Nottingham

NG15 0DJ

Email:
dfes@prolog.uk.com
UKCOSA: The Council for International Education & Skill

International students with disabilities in higher education: notes of vignettes to support practice.  Available from: http://www.skill.org.uk/news/policy/word/good_practice.doc 
The NDT briefing and checklist on international disabled students and checklist on admissions available on:
http://www.natdisteam.ac.uk
DRC Good Practice Guide on Admissions and Marketing:
http://www.drc-gb.org/publicationsandreports/publicationhtml.asp?id=197&docsect=0&section=0  
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