Why it’s important to ensure that documentation on equality is accessible to all
The Human Rights Commission releases information and guidelines on equality issues that must be read, understood and adhered to by the audience for which they are intended. Often, these specific audiences are Public Sector bodies; namely Local or Central Government, Charities, Fire Brigades, Police Forces and the NHS. It is imperative that the information contained within their guidelines is cascaded throughout an organisation, and that it is adhered to by all. However, the information that the Human Rights Commission provides is often tediously long, difficult to understand and even more difficult to interpret in light of a specific organisation, force, hospital or borough. 

Overcoming this problem is difficult, particularly as the range of individuals who need to be aware of this information is generally wide, and the ways in which each of these individuals prefer to be communicated with is also very varied. Yes, ensuring guidelines on equality are well and truly embedded within a Public Sector organisation is important, but working out how best to communicate and embed these guidelines across large organisations is hugely challenging.

Interestingly, ensuring that guidelines on equality are embedded and communicated across an organisation is largely dependent upon ensuring that information is shared in a way that is respectful of equality throughout the organisation in which you work. In a nutshell, if you want to successfully communicate important guidelines on the National Equality Agenda across an organisation, you have to use a variety of accessible communication methods to do so.

So why is ensuring that complex information is accessible throughout an organisation so important?

· If information isn’t accessible, individuals won’t read / understand / correctly interpret it

· This will lead to differences in the way that guidance is put into practice throughout an organisation

· In turn, this will mean that your organisation is not compliant with the required guidance or guidelines

· Which ultimately will mean that you are breaking the law

Below are 5 to tips to help you ensure that complex documentation, such as the Human Rights Commission’s guidelines on Equality, is distributed in an accessible format across the organisation:

· Consult with a range of individual representatives from across the organisation on how they prefer to be communicated with. This could include liaising with disabled employees, but it could also include liaising with individuals where English isn’t their first language, and with Executive and Senior Management who don’t have a lot of time to read long documents.

· Decide upon a range of ways and formats to represent the documentation. This could include power point presentations that are colourful and snappy, shorter ‘summary’ word documents that pull out the key messages of the document into almost a fuller Executive Summary, an Easy Read format of the document, and a version of the document that can be loaded onto the Internet for use with Speaker software programmes often used by blind people.

· Ensure your documents are audience focused. If you have specifically produced a summary Word document for senior management for example, ensure that the content relates to information they need to know…and cut out the rest.

· Have signposts to further information included within your documents. It may well be that a member of Senior Management actually does want to read the full set of guidelines after they’ve read your summary version. That’s great. Just include the web link to the full document for them, so they can access this information easily.

· Be clear about who is providing the information…and this doesn’t mean you! Ensure that the source of the main document is cited somewhere, so that the reader knows why this information is being circulated, and they can assess the magnitude of its importance.      

