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Introduction

Workshops differ from conference presentations and seminars in that they involve delegate participation; those attending are not being lectured to, demonstrated to or invited to join in discussions but are actually being asked to undertake tasks for a specific purpose and will, by their contributions, ultimately influence the outcome of the session. The usual intention of lectures, conference presentations and seminars is that they will lead to a level of awareness, knowledge or understanding amongst delegates. Workshops are usually designed to change practice and lead to implementation of plans for action and, ultimately, a shift in the way people work.

Uses of workshops

Strand two projects are using workshops in a wide variety of ways at different phases in their activities, some examples are identified below.
Early on:

· to engage individuals and departments who might wish to contribute to project developments: to identify interests; to consult or survey about perceived needs and gaps in provision
· as ‘dissemination for awareness’
· to build a community of enthusiasts for the project and its outcomes from the beginning
· to prepare people for later products from the project
· to identify and establish relationships with potentially interested end users
· to identify and collate existing best practice

Throughout the project:

· to deliver project outputs, as a constant stream of workshops on different topics
· to ensure the project maintains a high profile
· to gather together all the project staff involved, especially where they are widely dispersed and do not otherwise see each other
· to engage potential development sites after production of pilot materials 
· to train end-users to use products, setting up the final project stage
· to support sub-projects or dissemination sites

Late on:

· to display products or collate best practice

· to help end-users to plan implementation of collated best practice
· to bring end-users together with all those pilot sites or collaborating institutions who are one step ahead in using end products to share practice which works and to support implementation
· to reach out to potential end users that have not previously engaged with the project
· to bring together all those who have been involved
· to instigate some change in the behaviour, attitudes or practices of participants 
Be aware however, that workshops are sometimes used for less than ideal purposes at less than ideal stages such as:
· training end users to use a product before they have: committed themselves to use the product; diagnosed the problems they have which the product might help resolve
· delivering sessions in ways which allow participants little scope for engagement, activity or planning

Types of workshop design

1
Conceptual workshop
The purpose of these events is to develop understanding of a concept such as the way accessible IT can be used to transform educational processes, or the way assessment can be adapted to enable all students to demonstrate their learning. In this instance communicating the ‘big idea’ is more important than the specific method used. Appropriate workshop methods for this purpose include analysis of case studies, possibly by use of individual or small group work followed by discussion and explanations or a short lecture. Participants can then apply new concepts, addressed during the workshop, to their own settings.
2
Skills workshop 

The purpose is to ensure participants have acquired the ability to apply the skills learnt during the workshop to their own area of work, for example to: run staff or educational development seminar groups relating to disability issues; develop accessible on-line learning or multi-media materials; design alternative assessments for disabled students which maintain academic standards. Appropriate methods would focus on using the skill(s) in simulated situations; ideally enabling several cycles of practice and feedback. Modelling and analysis of the skill may precede this. Lectures are largely inappropriate in such workshops.
3
Design workshop
The purpose is to enable participants to redesign their own course, learning materials, classroom sessions, assessment etc. Appropriate workshop methods include using examples of designs with comparative redesigns explained in lectures or handouts followed by case studies to facilitate practice and ultimately building up to the design task itself. Participant’s designs may be displayed, reviewed or critiqued in public. The designs should then be further developed after feedback, and action plans used to promote implementation.
4
Problem solving workshop
The purpose is to tackle, and ideally solve, problems identified by participants. The starting point is their context and problems, not the workshop leaders’ context or expertise. Appropriate methods include: collection of typical problems in advance and using the workshop to demonstrate methods of resolution; modelling of the problem solving process and illustration of possible solutions to the problem type; live consultancy with a participant’s problem, in real time; co-consultancy between participants working on each other’s problems. Solutions may be presented and critiqued, and even developed into designs and action plans.
5
Information/awareness non-workshop
The purpose of these sessions is primarily to provide information and raise awareness. Discussion methods and small tasks may be used to make the event more engaging, interactive and memorable, but there is little actual work to be carried out by participants. Such sessions might best be termed briefings or seminars rather than workshops.
Workshop design process

At the planning stage, be clear about who the intended participants are, what is their focus of concern, how they can/will contribute to the workshop and how they prefer to work. Determine a central purpose for the event and decide on the type of workshop you intend to design (see above). Identify a main activity in which participants will engage. Decide what minimum level of information, advice or modelling they will need in order to be able to tackle the learning productively. Think up other, smaller scale activities that will lead participants towards this main activity, and the information, advice or modelling they will need to tackle these. If the event is due to run for a whole day, map the time out into blocks of 50-90 minutes, separated by coffee, tea and a lunch break.
Arrange the blocks of activity in order to:
· ensure that content does not impinge on activity time
· provide adequate de-brief time for each activity
· create a balance of input and activity, briefing and debriefing, in and out of workshop focus
· ensure a logical sequence

· allow time for participants to network informally 

Avoid:
· filling the day with presentations
· using poorly focussed activity (‘Get in groups to discuss amongst yourselves.’).

· shedding responsibility for leadership (‘You are the real experts here.’ ‘You determine the programme.’)
· an unfocussed end to the event
List the materials, resources and technical support required:
· delegate application form – include request for information relating to additional individual arrangements (see the section on ‘Pre-event publicity’ below)
· booking an interpreter, lip speaker or notetaker

· AV facilities - OHP, PowerPoint facilities, video player and TV, flip chart and pens
· publications and resources
· internet connection

· duplication of handouts including production in alternative formats

Preparation

In preparing the workshop the follow questions need to be considered:
Participants – Who are the target audience?
Needs - What do participants need or want from the workshop? What do they need to be able to do as a result of the workshop?
Preferences - What kinds of workshop processes do participants generally prefer?
Assumptions - What assumptions is it reasonable to make about participants' knowledge, existing skills and attitudes? What assumptions can you anticipate they will make about the project and this workshop?
Context – In what contexts do the target audience work? What scope is there in these contexts for them to use ideas from the workshop? What scope is there to use ideas and materials from their work settings in the workshop?
Numbers – Is it important to set a minimum or maximum number of participants to ensure the workshop is effective?
Accommodation/facilities - What type of accommodation, and what facilities, are required? Is the venue accessible? Are side tables needed for displays? What AV or display facilities are required: overhead projector, video, IT / internet facilities, exhibition / poster space, sufficient room for participants to moving around, for sub-groups to form  (see also  Appendix 1,  section 1), coffee and lunch facilities? Suitable space for the notetaker or interpreter to work? (See Appendix 1, section 3.) 
Materials - What materials will be needed at the workshop: handouts, copies of OHTs,  case studies, activity sheets, sample publications, materials brought by participants? Are arrangements in place for these to be made available in electronic format or other alternatives such as Braille and large print? (Note that participants usually appreciate being able to take away useful materials. See also Appendix 1, section 2.)
Pre-event publicity - How much notice / advanced warning do participants need? What will attract participants and what information do they need? How can the publicity be best brought to the attention of the right people? Is it easy to enrol? Can the information be made available electronically and in alternative formats? Does the booking form ask about individual delegate requirements (interpreter, notetaker, loop system, accompanying personal assistant, accessible accommodation, alternative format materials, dietary needs).
Joining information - Have maps, transport details, programme, information on overnight accommodation, or contact information for last minute changes been provided? Ensure accessible formats can be provided.
Preparation tasks - What advance work would it be productive for participants to do, such as select, analyse and bring documents about their course? (Don’t expect everyone to do much, or even anything.) 

Introductions and getting started

Room layout - Arrange chairs, tables and display areas to encourage interaction and to allow room for movement and a variety of processes/activities during the event. (See Appendix 1, section 1)
Names - Provide a participants’ list and contact information to aid subsequent networking and communication. Make sure everyone knows at least a few people, even if you do not have time for everyone to introduce himself or herself. Use name badges or name signs on desks in front of participants so that people do not have to remember names. Introduce yourself and make sure everyone has a sense of the other delegates present (eg how many Heads of Department, learning technologies, educational developers, early medieval linguists etc). Establishing relationships between participants is a major goal of workshops. This should start at the beginning of the event.
Tone - Set the tone you want early – informal, interactive, informative, pragmatic, business-like or whatever. If the session begins in a formal or bureaucratic way, it may be difficult to change this which might discourage participants from contributing.
Context - Clarify why you are there, and what happened before and what will happen afterwards – that is, set the workshop in context.
Aims – Make clear, and display, the aims – identify two or three rather than a long list. Check that participants share these aims – invite comment, negotiate adjustments and suggestions about priorities if appropriate or if time is short.
Programme – Briefly explain the programme: the structure of the day, the balance of the processes between listening, discussion and work. If there is scope for negotiation make this clear. Do not offer such scope if it is not possible to deal with the kinds of suggestions which are likely to come up. In this case it is better to state that participants have signed up for the programme as printed, not for a negotiated alternative, event with the most vociferous participant.
Domestic matters – In a few words, inform participants where the toilets, the fire escape (see Appendix 1, section 1), coffee, lunch, telephones, other facilities are located. 
Ground rules – Participants should introduce themselves before speaking, turn taking should be used in discussions and jargon, acronyms or abbreviation should be avoided or explained (see Appendix 1, sections 2 and 3). If necessary highlight the fact that contributions are confidential and will not be shared outside the workshop.
Additional needs - Ensure participants with additional needs (hearing, sight or mobility needs) are part of the group and have access to the workshop (see Appendix 1). Other participants need to be aware that their peers may experience difficulties participating if they do not respect the ground rules. Are there participants for whom English is a second language?
Input and activity

Some input will usually be necessary. Indeed, some participants may feel cheated if there is little or no input, however, this should not dominate. The balance between input and activity should have been decided when the aims and objectives were set. It may be useful to allow some flexibility to ensure the interests and needs of participants are addressed. Input can come from both the experience of participants and from the workshop leader during discussion or from presentations. 
Types of input and activity
Presentations - Keep presentations short (maximum twenty minutes). Allow interaction, or include short activity ‘breaks’ if a longer presentation is essential. Use handouts, or more extensive materials such as published booklets where possible, to avoid having to cover well-prepared ground.
Documents - Participants can be asked to read cases or look at printed examples, rather than be lectured to. For example, where a series of methods is described in a document, the following strategy could be used to engage participants: ‘Please skim through the methods, select one that interests you or which you might like to try, and read it well enough to be able to explain it to your neighbour in five minutes’ time’. In this way passive listening is replaced by an active workshop task.
Experiential activities – The event should be used to address issues using methods which cannot be achieved without using a workshop format – such as providing first hand experiences. These can include demonstrations, role play, interaction resulting from case studies, practice using IT solutions or teaching methods.
Tasks - Typically workshops involve ‘tasks’ that engage participants actively in learning and applying knowledge and skills rather than only discussion. Varieties of tasks include:
· Designing some teaching eg ‘Design solutions based on at least two of the ideas from the case studies relating to your fieldwork practice’
· Responding to a checklist or filling in a questionnaire eg ‘Attempt to complete the Course Experience Questionnaire from the perspective of a disabled student on your own course, score it, and explain your course to a neighbour from a student’s point of view’

· Tackling a problem scenario eg ‘In teams, devise an economical and educationally sound way of solving the laboratory teaching problem described to improve accessibility’

· Analysing a case study eg ‘Read this case study, form groups of three and together list two advantages and one problem you see in it.’ Such activities can be followed by reporting to the whole group, or to others who have read different cases.

· Redesigning eg ‘Take the problematic account in the handout and redesign it so as to minimise the barriers students experienced’

· Costing and calculating eg ‘Cost your current assessment methods in terms of hours spent per student in designing assessment, marking, double marking, examining and re-sits. Identify the variations in costs to ensure this assessment method is accessible to disabled students’ or ‘Calculate the costs of introducing accessible computer-based assessment to your course using the three alternatives suggested, based on the costings on the handout’.

· Recalling teaching experiences eg ‘Think back to a time when you recall having a successful experience in providing support to a disabled student in one of your teaching sessions – what characterised that situation? Now do the same for a situation that you feel went badly or less well. Pool your experiences with three other participants and draw up a list of characteristics of good and weak strategies based exclusively on first hand experience.’

· Creating, for example by using a brainstorm or a negative brainstorm eg ‘In your groups, list as many ways as possible to guarantee that disabled students could learn little or nothing from labs and have a terrible learning experience … now turn each of those things round into a code of practice to support good lab teaching. Be prepared to explain your points to others’
Discussion formats - From personal experience, workshop leaders will know that unstructured discussions do not work well in large groups. Amongst academics, such discussions often lead to ‘grandstanding’ and ritual expressions of beliefs rather than detailed and productive work. Structures that avoid some of these problems include:
· Rounds, in which each person takes a turn to say something on a theme, such as: ‘One problem I’d like to work on is …’ or ‘One idea I have got from this workshop is …’

· Dividing up to work in pairs, threes or fours and then coming back together as a whole group. Twos are good for quick reactions, practicalities and energising but are not suited to more complex tasks; threes are good to keep on track and allow equal involvement; fours are good where the task is bigger, more analytical and where contribution of more ideas is helpful to the task in hand. Groups of six or over can result in passengers, disengagement and much slower progress on tasks.

· Snowball/pyramid. People first work on their own, then in pairs, then in a four or six before coming back to a plenary. Each stage should involve a more complex and abstract or analytic task, and not just the same task in a larger group.

· Syndicates involve parallel teams tackling the same task – perhaps in competition. The teams can also be trying to use different methods to solve the same problem, or trying to use the same methods to solve different problems, so as to understand the range of applicability of some methods. Teams can present to the whole group or a panel with the remit to judging the plans.

· Co-consulting. Individuals or pairs team up, each acts as a consultant to the other, in turn, helping them to tackle a teaching problem or reviewing a possible solution eg ‘In pairs, each participant should take five minutes each to explain your solution to the other. The role of the listener is to provide helpful criticism, asking questions that will sharpen the plans. 
Setting parameters for tasks and feedback

The following suggestions will contribute to the success of effective feedback:
· State a time limit for the activity once you have explained the task

· Explain at the outset if activity groups should designate a rapporteur

· Be explicit about time allocated to feedback  for each group

· Give clear instructions - I’ll let you know when five minutes are up and it is time to swap over’ 

· Make it clear how you would like groups to feedback – whether they should use a flip chart etc
De-briefing after activity

After an activity, what has been done and learnt needs to be pulled together. Groups have a desire to tell others and to find out what others have been up to. However hearing each sub-group in turn report back in a plenary is one of the dullest and least productive features of many workshops, especially when there are many groups or rapporteurs have had little time to prepare. 
Taking feedback effectively:

· Allocate equivalent time for feedback from each group or individual
· Have a mental schedule of topics to be covered

· Have a friendly approach and always be polite, even to difficult group members 

· Be prepared to invite alternative views from group members  

· Have an eye for relevant experience among group members and draw on this

· Invite participation but do not consistently single people out
· Look interested, speak clearly and face the audience; body language is important

· Ensure that speakers indicate when they wish to speak and only allow one person to speak at a time

· Draw out conclusions as you go

· Summaries, either at various points in the discussion or at the end, are helpful

· Make precise recommendations if appropriate, targeted at those who are to be asked to action them
At the minimum, reports should be visual, with an OHP or poster, and very short. More interesting alternatives include:
Selected reports - This involves listening in to sub-groups enough to pick out two or three interestingly different ones to report.
Cross-over groups - New groups are formed, made up of one person from each working group. In each of these ‘cross-over’ groups everyone reports on what happened in their group. This is more interactive than a presentation. It ensures that everyone pays attention, rather than leaving it to their rapporteur.
Posters - The workshop participants can tour posters unguided, they can be taken to several interesting ones with the facilitator as a guide, or the ones in which participants are really interested can be asked to ‘present’ their poster, briefly. Producing a poster can take 10-15 minutes after discussion and work in the group has finished, the facilitator usually has to chase hard to get posters up on time. Facilitators should, however, remember the needs of visually impaired delegates when using poster for feedback or debriefing.
Interviewing - The facilitator can publicly interview several groups, keeping control of what is reported, instead of allowing presentations.
Reviewing

Usually workshops consist of a sequence of inputs and activities: perhaps two to four such sub-sections in a one-day event. These need pulling together and reviewing to draw out learning points and conclusions that go beyond the details of the last exercise. Review methods include:

Presentation by the facilitator - going back through the programme and reminding everyone of the main points covered. One way to do this is with a quick run through the most important OHTs used.
Pooled poster - the facilitator can ask; ‘What have been the most important points that have come up today?’ and list them on a poster as people call them out.
Private review - Participants can be told: ‘Please take five minutes of quiet reflective time to look back through your notes and your documents, reminding yourself of what you were

thinking about and what the most important ideas of the day have been for you.’ A ‘round’

can usefully follow this.
Round - A round simply involves each person in turn having a chance to make a final point. The opportunity to ‘pass’ can be provided for those who do not want to join in. Prompts for such final rounds can include:
· One thing I experienced which will stay with me is …

· One thing I’ve realised is …

· One idea I’m thinking about is …

· One method I like is …

· Something I want to work on is …

· Something I’m going to try is …
Action planning

To turn workshop experiences and discussions into action, participants often need an

opportunity to plan the action there and then, while the ideas are fresh and the enthusiasm is still high. An effective way to do this is with an action planning sheet which participants work through on their own. This can be followed by co-consulting and a round (see above) in which everyone reports one action plan. Some ideas for action plan headings are:
1. Objectives - eventual long term goals
2. Short term actions

3. Longer term actions
4. Resources needed

5. Who can help - allies / champion
6. Barriers – attitudinal, organisational, physical 

7. Timescale and deadlines
8. Key performance indicators
9. Compromise actions if it does not work out
Tackling problems

Problems created by participants
In a few instances participants can attempt to dominate the session, raise irrelevant issues or behave in an obstructive manner. Three general coping strategies are offered here:
Forward planning - Problems can be caused by lack of planning, by the workshop leader not finding enough out about participants’ needs in advance, getting the level and focus wrong, getting the wrong people and conscripts to the workshop and so on. Most of these problems can be prevented from happening in the first place through appropriate advertising, clear workshop descriptions and identifying participant interests and issues in advance.

Structure it out - Dividing the group into teams and sub-groups minimises the likelihood of individuals monopolising the discussion and limits any potential disruptive effect. Avoid: situations which allow people to dominate and confrontations. 
Intervene – Use this as a last resort. Participants will usually welcome interventions from facilitators which prevent difficult people from spoiling a workshop, they will appreciate a firm hand being taken, provided that it is done with tact. Statements like ‘I don’t think the programme can be changed to deal with that now - I’d like to move us all on’ will nearly always gain a large majority of support. 
Problems for facilitators
Planning to use too much material – Inexperienced facilitators often try to cover too much ground and fit in too many activities (experienced people still do it sometimes).

Misjudging participants’ needs – Not finding enough out in advance about the varied interests and needs of participants can result in the workshop being either targeted inappropriately or with the wrong emphasis.
Not keeping to time – Experienced facilitators can still experience this, especially when it is difficult to gauge the knowledge, experience or engagement of participants. Seek participants’ help in keeping to time, and be open about time problems and constraints. However, if participants are unwilling to speed up, the only solution is to negotiate or decide which elements to leave out.
Planning in too much detail – This prevents the facilitator focussing on the big picture, identifying the general tone of the event or being able to respond to what is going on. Detail can also encourage the inclusion of too much content which will result in timing problems.
Unclear co-facilitation agreement – This can occur where two or three people share running the workshop but have different styles and no clear agreement about who is responsible for what. To avoid this divide the workshop up and have one person lead and the other be an assistant. For each task, agree who will set the activity and who will co-ordinate the feedback
Evaluating

1
Purposes of evaluation
It is routine to evaluate workshops, but it is not always clear why this is being done. For further details about event evaluation please refer to the NDT briefing Staff and educational development. Purposes of workshop evaluation include:
· improving the design, content and delivery of the specific workshop
· enhancing the effectiveness of the facilitator
· informing the client (eg the department or organisation it was run for)
· informing the supplier of services (eg the venue or suppliers used)
· assessing the impact on participants’ practice
· identifying the direction of future workshops
· informing project outputs
· improving the overall project evaluation
Different aspects of a workshop will be evaluated depending upon the information you wish to collate as a result. For example, if the workshop is not going to be run again or the same facilitator or facilities used there may be little point in evaluating the delivery methods used or facilitator effectiveness. Instead it may be useful to look forward to what participants might want in the future which might guide follow-up activities.
Also bear in mind that evaluation or feedback can be sought at several stages: immediately following the event, three months later and one year later. These phased follow up activities might more clearly indicate the impact of the event and any changes in working practices although it is more difficult to obtain information once participants have dispersed.

2
Feedback sheets
Most evaluation sheets include a few rating scales (about the content, the activities, the

facilities, the support materials, the facilitator(s).) Although these are easy for participants to complete, often more useful for facilitators and the project are open-ended comments which use prompts such as:
· What were the best features of the workshop?

· What specific improvements would you suggest?

· What consequences are there likely to be for you and your teaching after this workshop?
· Are you likely to change your working practise

· What further information would you like to attend?

· What type of follow up event would you consider attending?

Research by Chris Rust of the Oxford Centre for Staff and Learning Development has shown that, if workshop participants indicate that they intend to change aspects of their practice, then, three months later, they will probably have done so. Global ratings of workshops are also reasonable indicators of their effectiveness in bringing about change in practice. 
Follow-up

If you are trying to use workshops to produce change then your work is not finished with the workshop. You need to follow up participants and provide support. This can be done

through: 
· providing a help desk to respond to queries, requests for information and help
· using participants to pilot project outputs
· providing follow-up consultancy to those who request it, including a visit
· circulating participants’ contact information, possibly with an indication of what they said they might change, so that people can contact others with related interests
· establishing an email discussion group for a limited period (possibly six weeks) after the workshop
· offering additional events
One useful follow up activity employed by some projects is to put a summary of each workshop on their website – a complete set of handouts, OHTs, plans generated at the time, and other information, for reference and for others who were unable to attend.
___________________________________________________________________
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Appendix 1

Information for workshop leaders - promoting access for, and ensuring the inclusion of, disabled people; extracted from Skill Conference workshop leaders guidelines
1
Ensure everyone can get in and out safely and be part of the group

· People who have physical disabilities may require extra space in a group. Wheelchair users generally need a space for their wheelchair rather than transferring to a chair. Some people may have a note taker or equipment such as a computer for note taking and they may require more space for this reason.

· When using group discussion, everyone in the group should feel equally part of that group: preferably as part of a circle.

· Briefly address evacuation procedures if necessary, particularly for those participants who may experience difficulties with emergency egress
· Establish ground rules for activities, such as confidentiality, turn taking etc to ensure all participants feel comfortable contributing

2
Ensure everyone can see or have access to visual material

· If people are partially sighted they may need to move to see a presentation or flip chart
· If people are blind, or not able to read for any reason, it is essential to read out written material. It will also be necessary to describe or explain charts or other visual materials
· Asking all members of the group to introduce themselves at the beginning of the session is useful for voice identification for people with visual impairments
3
Check that everyone can hear you and other members of the group

· Check generally, at the beginning, that everyone is able to hear; it is not usually helpful to pick individuals out
· If a loop system is being used, it will be necessary for speakers to use a microphone which will be fixed to a desk and does not need to be moved. Technician staff should be asked to check that the loop is switched on/working before the workshop.  Remind people wearing hearing aids to turn on their T switch and ensure that they can hear you comfortably.

· Ensure that everybody has heard and understood questions or comments made by other members of the group who may not be as close to the microphone; if necessary repeat questions and comments from participants
· If delegates use sign language they may well use an interpreter either to say the words they wish to speak or to interpret others' words to them, or both. In either case, the interpreter will probably introduce themselves to you beforehand and check arrangements.

· Aim to speak at a moderate pace and be ready to repeat technical terms or jargon if asked to do so to help interpreters

· Try to recap and paraphrase, keep jargon to a minimum
· If a person uses lip reading, they will need to be close enough to the workshop leader to see their face clearly. This means ensuring adequate lighting and making sure presenters are not in front of a window or bright light that will put their face in shadow. Do not change your way of speaking, try not to mumble or cover your face with your hands.

4
Use of hand-outs, prepared flipcharts and OHPs

· Consider the size of handwriting used on flip charts, aim to use initial capitals only with lower case text.  Read out what is on sheets to inform delegates with visual impairments.
· Remember that hand-outs should be offered in Braille, large print or on disc if required. Offer to email copies to delegates with visual impairments before or after the session as appropriate.
· When drawing attention to an item during a presentation, use a pointer. Do not turn and point to the projected image as this places your face (and importantly your lips) out of sight and possibly obscures your voice.
· When you project a new slide, pause for a few moments so that the group can digest what is on the screen 

· Do not put too much information on each transparency. Congested transparencies are difficult for everyone to read and especially those with partial sight. It is recommended that a minimum font size of about 32pt is used.
5
Language
Terminology that is acceptable to certain groups changes over time.  In the main, it is important to remember that :

· terminology should not marginalise or patronise the people it is describing; it should provide positive images

· the word ‘disabled’ should not be used as a collective noun eg ‘the disabled’. This implies a homogenous group separate from the rest of society. This also applies to phrases such as ‘the deaf, ‘the blind’ etc

· a person is not a condition.  Terms such as ‘epileptic’ and ‘spastic’ only refer to the part of the person that has been diagnosed by doctors, rather than to the whole person

· the terms ‘non-disabled’ or ‘able-bodied’ should be used rather than ‘normal’ which implies that disabled people are abnormal

· the term special needs, although widely used, is not approved of by many disabled people. The term seems to imply that the needs of most people are ‘normal’ whereas the needs of people with disabilities and/or learning difficulties somehow fit outside this norm. Instead of singling out certain people's needs as ‘special’, the aim should be to concentrate on meeting everybody's needs

The following list of accepted terminology is an attempt to reflect the terms preferred by those groups whom they are used to describe.

	PRIVATE 

Use
	
Avoid

	People/students with/who have experienced ... (eg diabetes, cerebral palsy)


	Never use the adjective as a noun (eg ‘the disabled’; ‘a diabetic’)

Avoid medical labels (eg spastic, epileptic)

	
	Never people suffering from/afflicted with etc (this implies a victim role)

	
	Avoid ‘persons’

	People with a learning difficulty (in an education or training context)

or a learning disability (in health or social services context)
	Never ESN/educationally subnormal; mentally handicapped, person with a mental age of ...

	Wheelchair user; person who uses a wheelchair
	Never wheelchair bound; confined to a wheelchair

	Person with a visual impairment

or blind person

or partially sighted person
	Avoid visually handicapped person

	Deaf or hard of hearing person
	Avoid person with a hearing impairment

Never deaf and dumb or deaf mute



	Person with a mental health problem

or a mentally ill person

or a mental health service user
	Avoid psychiatrically disturbed person



	Person with special training needs (only use this in a training context)
	Avoid special needs student or person with special needs



	Person with special educational needs 
	Avoid SEN

(only use in a school context)


	Hearing aid

	Avoid deaf aid

	Toilets/facilities that are accessible to wheelchair 

users or people with impaired mobility
	Never disabled toilets

	Personal assistants/enablers
	Avoid carers
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