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Making a summary (abstract) accessible
INVOLVE conferences usually attract a very varied audience including delegates who may not have a professional or research background and people with different access requirements.  

With this in mind, we aim to make the conference accessible to the widest possible audience.  For example, we are encouraging you to write an accessible summary (abstract). We will also be asking presenters to follow our suggestions for  ‘Making your presentation more accessible’.  
Here are some guidelines for your abstract:

· Avoid any research jargon and acronyms (initials of words or titles)
· Use simple, straightforward language, summarise the key points you are hoping to make

· Bullet points can be helpful

· Keep sentences short.  Important words can be highlighted in bold

· Please use Arial 12pt. font

· You may want to add one or two images or graphics.  Bear in mind the abstracts will not be copied in colour.

· Keep your summary to 200 words or less.

Click here for some examples.

Making your presentation more accessible:
We want your conference presentation to be accessible to as many delegates as possible including people who may not have a professional or research background and people with different access requirements. We will let you know if we are aware of audience members with particular communication needs in your session.  
Please use these guidelines when preparing your presentation:

· Use large sans serif font e.g. Arial or Verdana

· Use bullet points when you can
· Highlight key words – in colour or bold not underlined
· Use clear, easy to understand language

· Avoid acronyms (B.A.D.) or technical terms

· Use short sentences
· Summarise and recap during your presentation

· Keep diagrams and images simple
· Prepare overheads that are easy to describe 
If possible please send us your presentation in advance because we might need to:
· Produce handouts or large print versions
· Provide advance copies of slides
· Talk through the presentation in advance.
Additional guidance for poster presentations:
· Make sure your poster has clear headings and is organised logically
· Include a clear summary in the form of a bullet point list of key issues

· Using illustrations or graphics, for example pictures or diagrams, can really help get your message across
· Illustrations or graphics need to be able to be understood from distances of approximately 4 feet.  

· Your poster needs to be large enough to be read from a reasonable distance. Please don’t use a series of A4 pages of text in a 12 point font. 

· A minimum type size of 20 point is recommended. Examples of type size for viewing at various distances are as follows:


To be legible at:
Use:


4 feet
20pt  M

8 feet
30pt  M

10 feet
48 pt  M

12 feet
60 pt  M

14 feet
72 pt  M
· Each poster will be allocated one 1m wide x 2m high board and we will provide Velcro fixing strips.  

· Posters need to be displayed at a suitable height for viewing by wheelchair users.
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