
 

Project is greenlit (YAY!) 

 

Producer completes first draft of access audit 
and submits a copy to the Access & Inclusion 

Officer via email. 

 

Access & Inclusion Officer reviews first draft of 
access audit and creates plan of action to 

address any concerns/queries. A meeting is 
scheduled with the Producer. 

V 

Producer and Access & Inclusion Officer meet 
to discuss outcomes of first draft and work 
together to assign tasks identified by the 

Access & Inclusion Officer to the wider team. 

 

Producer completes second (possibly final) 
draft of access audit, working closely with 

Production Manager and VE Team to ensure 
consistency. Sends to Access & Inclusion 

Officer via Email. 

 

Access & Inclusion Officer reviews final draft 
and signs off access audit. Any outstanding 
tasks should have a person of responsibility 

assigned and a deadline confirmed. 

ACTIONS DELIVERY PHASE DEADLINES 
 

03 – Kick Off 

 

04 – Production Planning 

 

Access & Inclusion Officer works with 
Marketing & Comms and ED to ensure public 
facing access info is made available in good 

time and is clearly communicated. 

v 

v 

v 

Event goes on sale and/or pre-show information is made available to bookers (Double YAY!) 

 

v 

First draft of access audit should be submitted 
within 2 weeks of the all staff kick off meeting. 

 

‘Plan of action’ should be drafted and a 
meeting between Access & Inclusion Officer 

and Producer held within 2 weeks of first draft 
submission. 

 
(i.e., within a month of the kick off meeting, 

everyone should be clear on who holds 
responsibility for ensuring different aspects of 
the event are accessible. Deadlines should 

be assigned to all tasks.) 

 

Second/final draft should be submitted to 
Access & Inclusion Officer at the same time as 

venue/site plans are finalised (?) 

 

TBC. 

 

* 

* If Access & Inclusion Officer decides further redrafts are necessary. 

v v 

v 


