Accessibility Guide Template
A practical template for Glen Eira businesses






	How to use this template
Replace the prompts in each section with clear, factual information about your business. Keep your guide short, specific and easy to scan. If something is not available, say so clearly and include a contact option for questions.



Business name: [Add business name]
Address: [Add address]
Date last updated: [Add date]
1. Overview
Use this section to explain what your business offers and what customers can expect when they visit.
	Information to include
	Your business details

	Business overview
	[Describe your business, services and opening hours.]

	Accessibility summary
	[Briefly list key accessibility features, such as step-free entry, accessible toilets, seating, quiet areas or communication options.]

	Things to know before visiting
	[Include any important details, such as busy times, narrow spaces, lighting, noise levels or booking requirements.]



2. Getting there
Provide information that helps customers plan how they will arrive and enter your business.
	Information to include
	Your business details

	Public transport
	[List nearby tram, train or bus stops and the approximate distance to your business.]

	Parking
	[Describe nearby parking, including accessible parking if available.]

	Drop-off points
	[Describe any safe drop-off locations near the entrance.]

	Path to entrance
	[Describe the path from the street, parking or public transport to your entrance. Include surfaces, slopes or obstacles where relevant.]



3. Entrance and layout
Give clear information about how people enter and move around your space.
	Information to include
	Your business details

	Entrance
	[Describe the main entrance. Include steps, ramps, automatic doors, door width or door handles where relevant.]

	Internal layout
	[Describe aisles, seating areas, counters, tables and how easy it is to move around.]

	Lifts or ramps
	[Describe any lifts, ramps or level changes inside your premises.]

	Seating
	[Describe seating options, including movable chairs, armrests, booth seating or space for mobility aids.]



4. Facilities
List facilities that may support customers with different access needs.
	Information to include
	Your business details

	Accessible toilets
	[State whether accessible toilets are available and where they are located.]

	Baby change or changing facilities
	[Include details if available.]

	Assistance animals
	[State that assistance animals are welcome, if applicable.]

	Companion Card
	[State whether you accept Companion Card, if applicable.]

	Other supports
	[List any other features, such as hearing loops, quiet areas, water bowls, large print menus or flexible seating.]



5. Communication options
Explain how customers can contact you and access information in different ways.
	Information to include
	Your business details

	Contact options
	[List phone, email, website, online booking and social media options.]

	Alternative formats
	[State whether information is available in large print, plain language, Easy Read or other formats on request.]

	Customer support
	[Explain how staff can support customers with communication needs.]

	Digital access
	[Provide details about online booking, website information, captions, transcripts or accessible documents if relevant.]



6. Sensory environment
Describe the environment so customers can decide whether it meets their needs.
	Information to include
	Your business details

	Noise
	[Describe typical noise levels and quieter times, if known.]

	Lighting
	[Describe lighting, including bright lights, flashing lights or natural light.]

	Crowding
	[Describe busy times and quieter times.]

	Smells or other sensitivities
	[Describe strong smells, food preparation, fragrances or other environmental factors where relevant.]



7. Policies and support
Include practical policies that may help customers plan their visit.
	Information to include
	Your business details

	Bookings
	[Explain whether bookings are required and how customers can request access support.]

	Support workers and carers
	[Explain any relevant arrangements for support workers or carers.]

	Emergency procedures
	[Provide a short outline of emergency procedures and how staff support customers if needed.]

	Staff training
	[Briefly note any accessibility or inclusion training completed by staff, if relevant.]



8. Contact and feedback
Make it easy for customers to ask questions or suggest improvements.
	Information to include
	Your business details

	Accessibility contact
	[Add name, role or team contact for accessibility enquiries.]

	Phone
	[Add phone number.]

	Email
	[Add email address.]

	Feedback
	[Explain how customers can provide feedback about accessibility or suggest improvements.]



	Plain language checklist
Before publishing, check that your guide uses short sentences, clear headings, bullet points, factual information and consistent formatting. Avoid assumptions. Include measurements where they will help customers make decisions.



Disclaimer
This template provides general information only. Businesses are responsible for ensuring they meet applicable accessibility and legal requirements. Seek professional advice where necessary to confirm compliance with current legislation, standards and guidelines.
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