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‘When you don’t quite inhabit the norms [of an institution], or you aim to transform them, 

you notice them as you come up against them. The wall is what we come up against: the 

sedimentation of history into a barrier that is solid and tangible in the present, a barrier to 

change as well as to the mobility of some, a barrier that remains invisible to those who can 

flow into the spaces created by institutions.’ 

Sara Ahmed, 2012, On Being Included, p. 175 
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1. General Principles 

1.1. Why should your events be inclusive? 

Philosophy is for everyone. Philosophical method and practice is not the exclusive realm of 

any person(s) or group. Particularly in the context of professional academic conferences and 

events in philosophy, no-one with an interest or expertise in the area of an event should be 

excluded. But there are invisible walls around our events; structural barriers that work to 

exclude some from speaking or attending. These walls are rarely built or maintained 

intentionally within the modern academy. Some behavioural norms and traditional methods 

of event organising lay the bricks. Even with the best intentions, an organiser may not know 

where to look to improve the inclusiveness of their events, because most members of our 

community simply do not see or experience these walls. You only experience a structural 

barrier when it impedes your progress; when it stops you, slows your movement, changes 

your direction. As Sara Ahmed (2012: 174) put it: 

To those that do not come up against it, the wall does not appear – the institution is 

lived and experienced as being open, committed, and diverse. 

This is why it’s important to consider the experiences of others in designing our events. It’s 

important to design events whilst paying careful attention to how your actions as organisers 

(intentional or not) may lessen accessibility, and to consider alternative ways of organising. 

Designing an event to be inclusive is to design an event to be equally accessible to all. 

It is not about providing favourable conditions for any member(s) of any group(s). It is not 

about recreating the walls so that they affect other people. Rather it is about providing 

equal footing for all members of our community by bypassing or mitigating the structural 

barriers (e.g., implicit bias, poorly accessible venues etc.) that routinely act against members 

of some groups. It is about carefully dismantling the walls that exist, brick by brick. With 

fairness in mind, the existence of these barriers is reason enough to change how we 

approach event organising, to try and tackle these problems. 

If the organisation of inclusive events becomes habitual, this is one step on the road 

to making our discipline more accessible to all, and in so doing improving the diversity of 

our profession.  

These are our events. This is our community. Let’s make a better future together. 

 

1.2. The role of these guidelines 

This guide is intended to show organisers of academic philosophy events some concrete 

steps they can take to make their events more inclusive to all potential speakers and 

attendees. The second section contains detailed examination of the potential strategies and 

structures that may be deployed for this purpose. This is followed by sections that offer 

further resources, and appendices including draft calls for abstracts, papers, and registration 

carefully worded for inclusivity. 

Unfortunately, it is never possible for a static resource to be fully exhaustive over 

time, nor is it possible to model a perfect conference in these pages. It may also not be easy 
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(nor possible in some circumstances) to meet every one of these recommendations. But 

our intention is to demonstrate that working with inclusivity in mind and incorporating 

these recommendations into ordinary practice will make events better for all members of 

our philosophical community. 

So, we encourage event organisers to be creative in looking for solutions to any 

issues which undermine inclusivity, and to aim to surpass, rather than just meet, these 

recommendations. If you find yourself consistently unable to meet any of these 

recommendations, you might consider looking at your departmental processes and/or 

provisions at a higher level, so that future organisers are able to do so. 

We would also like to add to, and improve this guide as time goes on. If you 

(whether you’re an event organiser, a person faced by accessibility difficulties, or both) have 

any ideas for how to improve this resource, then please share them with us by contacting: 

mapforthegap.uk@gmail.com.  

 

1.3 Recurring themes 

These guidelines give a lot of detail regarding the measures you might take to increase 

inclusivity in your event, and why you might take them. There are seven themes that clearly 

run through all of our recommendations. You can use these broad themes to guide you in 

moving beyond the recommendations in these guidelines, or as a quick reminder of the 

things you could do to improve your event(s). 

♦ Give more time 

e.g., allow for flexibility in scheduling; more time to consider questions; regular rest 

breaks; more time to review event materials before, during and after the event; 

 

♦ Give more space 

e.g., provide a quiet room; ensure proportionate speaking slots; create an online 

‘space’ to view and comment on sessions; 

 

♦ Maximise resource access 

e.g., provide more formats of literature as standard (for example, online and large-

print versions); ensure you have the capacity to incorporate additional formats (for 

example, braille); provide links to online content on physical literature (QR codes); 

 

♦ Communicate well 

e.g., give all information to potential participants as soon as possible (including 

accessibility information); provide information in multiple venues and formats; 

maximise the data you have on venues and capacities to provide resources;  

 

♦ Budget for accessibility 

e.g., consider incorporating costs for childcare, public transport, participant 

expenses, requested literature formats and personalised accommodations into your 

overall budget; 

 

mailto:mapforthegap.uk@gmail.com
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♦ Book early 

e.g., book early to ensure accessible venues and secure ready availability of 

accessibility information 

 

♦ Incorporate inclusivity into your standard processes 

e.g., reconsider any aspect of your organising you consider ‘automatic’ or ‘habitual’; 

consider revising your process for reviewing submissions and finalising the schedule; 

invite more people from marginalised groups to be speakers and highly value their 

commitment to your event; be proactive in incorporating inclusivity into your 

decision-making; 

We hope that these guidelines act as a good primer for how to increase the inclusivity of 

your event. And we hope our recommendations are helpful in organising your event. 

 

2. Strategies for being inclusive 

As stated in section one, the most important thing to do when organising your event is to 

approach every stage of preparation for an event (and any follow up communications) with 

inclusivity in mind. In this way, the strategies that we suggest considering and potentially 

taking are broken down by which stage of the conference planning process they typically 

appear. 

 

2.1. Initial planning of an event 

So, you’ve got yourself an arrangements committee. What should you consider first? 

 

Type of event 

The most obvious question, and one that’s often quickly decided, is what format the event 

will take. Most events will be standard conferences, workshops or masterclasses held in a 

single location, and the majority of our recommendations are geared towards such events. 

But an important option rarely considered is the online conference, or at least the 

incorporation of some form of online video conferencing techniques into standard event 

types. This can be helpful as those with e.g., poor mobility may be unable to make it to a 

location, and those with fluctuating conditions such as chronic fatigue or anxiety/depression 

may be otherwise forced to forego your event at the last minute. Please note, however, that 

online conferencing is not a replacement for other accessibility measures. For more detailed 

discussion on this topic, see §5.2. Online conferencing. 

 

Delegating responsibilities 

Another aspect of event organising that is often decided quickly is the spread of 

responsibilities amongst the arrangements committee. This means that there is a reliance on 

volunteers for specific tasks, often with some members taking on more of the workload 
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than others. Whilst some workload inequality is unavoidable, we recommend that 

responsibilities for the organising of the event should be spread as equally as possible 

amongst the committee. If you are weighting the spread of responsibilities based on current 

non-event workload, please bear in mind that members of minoritised groups have 

additional workload that might be invisible to your initial consideration, due to structural 

problems within the higher education (and wider social) system. For example, female 

academics are given a disproportionate amount of service work within the institution, and 

may be sole carers for their children. Alongside this, it is important to understand that two 

academics with nominally the same workload (in terms of task number/types) may 

experience a discrepancy between the amount of labour required to perform these tasks, 

due to structural issues faced those by members of minoritised groups. We recommend 

that workload should thus be allocated accordingly. 

Also, we recommend that sufficient flexibility is allowed within your structures such 

that work can be moved between committee members if needed. People with fluctuating 

health needs may need to adapt their workload at short notice. 

However, one specific recommendation that we will make here is to have a named 

individual that can act as first point of contact regarding accessibility requests from potential 

participants. Though the workload of fulfilling these requests should be shared, having a 

named first point of contact allows more transparent processes, a feeling of increased 

inclusion, and increased access to sources of help regarding potential issues. If you wish to 

implement this, please ensure that their name and contact details are attached to any event 

communications, alongside the general details for other queries. In circumstances where you 

have to change this contact during the organisation of the event (e.g., for reasons given 

above), please advertise this on all event communications (e.g., scheduled emails, event 

website(s)) as soon as possible to ensure there is no loss of communication. More 

information on this can be found in §6. Personalised accommodations. 

 

Structured scheduling 

At this early stage, the arrangements committee typically decides the length of the event and 

divides this time up into a rough schedule. This is then used to structure the event into 

different types of sessions and ascertain the number of speakers needed. It is tempting to 

attempt to have as many speakers as possible at your event, and in so doing have very little 

in the schedule in terms of breaks. This is a mistake. A good rule of thumb is to have at least 

a 5 minute break every hour, a 10-15 minute break every two talks, and an hour slot for 

lunch. Not only is this good practice in general, but it provides two additional benefits: it 

ensures potential social time during the day (thus mitigating the effect of missing evening 

socialising by those unable to make it, for reasons such as childcare) and it allows sufficient 

rest time for those who may be unable to maintain sustained energy levels. 

As well as substantive rest breaks, we recommend that organisers follow the 

BPA/SWIP guidelines for conferences and seminars. At this stage, this means allowing time 

in your speaker slots for a break of 3-5 minutes between the talk and the questions and 

answers sessions, perhaps by considering longer overall slots. This helps to level the playing 

field for attendees, allowing for questions to be properly thought through before being 
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asked. In turn, this allows for better incorporation of junior colleagues (including 

postgraduate students) into the discussion. 

When selecting the date(s) for your conference, we have two recommendations to 

make. Firstly, you should consider selecting a range of days over a certain period, rather 

than a single day, initially. When you invite speakers to participate (for e.g., keynotes, panels 

etc.), this will allow them to have some input in the final date. Crucially, this will allow you 

to more easily secure invited speakers from a diverse range of backgrounds. (More on this 

in §2.2.) Secondly, you should consider organising your events on dates that do not clash 

with major religious festivals and national secular holidays (if possible). The following non-

exhaustive list should be considered when selecting your dates (listed in the Gregorian 

calendar for ease of use). 

Christianity: Easter (varies, March/April);  

Christmas (December); 

Judaism: Rosh Hashanah (varies, Sept/Oct);  

Yom Kippur (varies, Sept/Oct);  

Hanukkah (varies, Nov/Dec); 

Islam: Eid al-Fitr (varies, June 2018 & 2019);  

Eid al-Adha (varies, August 2018 & 2019); 

Hinduism: Diwali (varies, Oct/Nov); 

Secular: National Holidays (various); 

(If there are any errors above or you would like to add to this list, please contact us. For festivals with varying 

dates, please refer to online resources for exact dates.) 
 

Main venue(s) 

The booking of a suitable venue is sometimes left fairly late in the process of organising an 

event, typically after speakers have been selected and confirmed. But this can be a mistake if 

you intend to make the event as accessible as it can be. It is important for those with 

additional needs to have accessibility information for the event’s venue at the time of a call 

for speakers. This information will allow potential speakers to make an informed decision 

about their participation in your event, avoiding structural pressures not to submit and 

lessening necessity for withdrawal closer to the event. Even where this information is 

incomplete or seemingly unfavourable for your event, it is useful for this purpose. Of 

course, in order to have this information available at the time of a call for speakers, a venue 

will need to have been booked or reserved at this early stage. This may be more easily done 

in some cases than others. For example, if your event is using a venue that is internal to 

your department, booking is normally fairly simple and free. But even where this is difficult, 

the benefits to minoritised communities can be great. 

When choosing a suitable venue for your event, there are a number of things to 

consider. You will be considering capacity and location, and it is crucial to include 

accessibility in your deliberations when doing so. First, please ensure that any venues used in 

your event are wheelchair accessible (including ramp access and lifts if needed and accessible 
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toilet facilities) – this is central to the access of people with mobility issues. This will include 

any venues used specifically for social events, dinners and accommodation. Though these 

may reasonably be booked closer to the event, it is useful to consider the accessibility of 

routes between potential locations, and between the main location and public transport 

routes/accessible car parking at this stage. This may help you to decide on a suitable main 

location.  

Second, please consider the access to other resources at your proposed main 

location. In particular, the access to inductions loops will greatly increase the level at which 

those with hearing impairments can be involved in your event. Also, the admittance of 

service animals within the venue will help to make your event more hospitable to attendees 

with visual impairments. Please check the policies of potential venues in advance. Another 

potential facility to consider is the availability of gender-neutral toilets. Though many non-

binary gender identities choose to use the toilets assigned to one gender, this is not 

universal, and accommodating the choice to use gender neutral facilities is good practice. 

Please note that the only gender neutral toilet facilities at a venue may be the accessible 

toilet(s). Sometimes these facilities are locked and require a key; ensure that the facilities 

are left unlocked if possible, to allow for freedom of use. For events that are a full day or 

longer, we’d also recommend researching the nearest prayer space for your attendees, so 

that those with religious belief have access to a suitable space.  

Third, the absence required for attending an event can be inconvenient for many 

with young children (particularly lone parents). We recommend researching local childcare 

facilities that might be used in conjunction with your event. In some cases, there are 

institutional crèches available for this purpose, which may be subsidised. As above, consider 

the accessibility of the location of childcare services to and from your main location, 

including distance and wheelchair access. It is also useful to consider the availability of 

childcare services during social events, or making those events more accessible to parents 

with young children. 

Finally, you might consider the booking of an additional room during your main event 

to act as a dedicated quiet room. Quiet rooms are simple accommodations that are useful 

for many different purposes. They can provide a space of respite and rest for those with 

fluctuating conditions such as fatigue syndromes and anxiety/depression. They can also be 

used a safe space for breastfeeding if needed. Because the purpose of a quiet room is as a 

space of respite, please note that communal spaces/common areas are not suitable for this 

purpose.  

For more detailed information on these recommendations and other methods of good 

practice for considering potential venues, see §4. Accessibility.  

 

Budgeting 

For an event to be successful, you’ll need to have rough estimates of costs, so that you can 

pursue external funding if needed. There are some general considerations, such as venue 

costs (if any), and providing refreshments for attendees. But there are other considerations 

that will help to make your event more accessible.  
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There are a number of cost-related structural barriers that prevent people from 

various minoritised groups from attending academic events. The first we’d like to highlight is 

registration fees. Registration fees (alongside ordinary travel and accommodation costs) can 

prevent those with little financial means from attending events, by making the financial 

burden on individuals prohibitively high. We’d recommend considering avoiding the 

imposition of registration fees if possible. In some circumstances, fees may be unavoidable. If 

so, please considering budgeting for alleviating the financial burden of those in our 

community more likely to be in precarious work and financial difficulties (e.g., postgraduates 

and early career researchers), and those with accessibility needs. This could be in the form 

of providing funding for travel and accommodation costs, subsidising conference 

accommodation, and waiving registration fees for these groups. 

Additionally, we’d like to highlight other services you might offer on the day of the 

event that would increase accessibility for minoritised groups. For those with visual or 

hearing impairments, you may need to consider supplying event materials in large-print and 

Braille formats, and providing the use of a sign language interpreter. For those with young 

children (particularly lone parents), you may need to consider childcare arrangements 

during the conference. Given that these services incur costs that otherwise may exclude 

certain groups from your event, we recommend budgeting to ensure that these costs are 

not incurred by the individuals if possible. For more information on potential costs and ways 

of implementing these measure, please see §4. Accessibility. For some suggested sources of 

funding for these measures, see §3. Funding. 

 

Resource preparation 

Speakers are mostly given full autonomy over the method of their presentations and 

preparation time up until the event itself. This has good reason, after all the ability of the 

speaker is paramount in giving a well-informed and structured talk based on their research. 

But we suggest that there are reasonable trade-offs to be made in order to ensure better 

accessibility of the speakers’ resources during the event. In the end, communication and 

engagement with a speaker’s research is the overall purpose of any talk and any changes that 

can increase such engagement should be welcomed. 

As a specific proposal, we would recommend two measures. First, the request of any 

materials due to be used by speakers in any session to be made available to the event 

organisers a reasonable period before the conference (to be determined by those 

organisers). We’d recommend somewhere in the region of 3-7 days prior to the event 

(barring scheduled pre-read papers). Given the common length of gap between speaker 

selection and event, this should not present too much of a problem. Second, the request of 

certain standardisation of document features (e.g., font size, font type, font/background 

colours) across presentations. At first glance, this may appear excessive; most speakers will 

already attempt to use accessible materials. However, it is easy to accidentally reduce 

accessibility when designing resources. We recommend suggesting minimum standards for 

handouts, such as clear sans serif font, 12-pt or higher, standard weight (no ‘light’ fonts) and 

1.5- or double spacing. We’d recommend similar standards for presentations, with a higher 

font size minimum, as well as the avoidance of red/green combinations. This allows for 
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attendees with visual impairments to engage more readily with talks. The same standards 

should also apply to all event literature. 

These two measures combined would allow organisers to drastically increase 

accessibility to an event. Alongside the benefits of clearer projected presentations and paper 

handouts, it allows organisers the ability to make conference materials available shortly 

before an event. This can be done in a number of ways, but the most accessible option 

would be to upload the materials to an online, cloud-based system (e.g., Dropbox, Google 

Drive or similar) and provide links to follow on the event website and in any event literature 

(though QR codes may be preferable in physical copies). This achieves three goals: it allows 

for readily available resources for attendees for proximate access via their smart device(s), it 

allows for easier incorporation of online conferencing, and it allows extra time for attendees 

to digest talks where needed. These links can then be deactivated after the event (with 

some delay if you’d prefer to extend engagement) to revoke access if needed. For more 

information on methods you might consider taking in this area and how this might connect 

to online conferencing techniques, see §5. Digital. 

 

Online presence 

We recommend that you have some online presence for your event, and that a dedicated 

event website is the most useful for this purpose. This is because it has low set up costs in 

terms of money and labour, but has massive benefits as it can act as a central repository of 

all relevant information for your event. If you choose to this, you have a ready way of 

sharing resources (e.g., accessibility information, speaker materials etc.) in a manner of 

different ways, providing supplementary information which you would be unable to 

communicate explicitly in e.g., CFPs/CFRs, and hosting live streaming (where appropriate). 

You will also have a discrete website structure with definite URLs (web addresses) which 

can easily be shared via hyperlinks or incorporated into your physical resources using QR 

codes. You might also have listings on PhilEvents, Eventbrite and/or your institutional 

website.  

 When considering your options in setting up an online presence, there are a number 

of things to consider. First, the number of venues you have a web presence is inversely 

proportional to the ease in which you can update all attendees with information regarding 

your event. Simply, more things to update increases the likelihood of missing something and 

reduces your capacity to update regularly. Therefore, we recommend that you keep your 

web presence to no more than 2-3 places, with a dedicated website that can act as a hub. 

Second, you’ll need to consider how you’re going to use different websites to achieve your 

aims. For example, you might want to use Eventbrite to centralise your registration process. 

Thirdly, it is important to provide as much information as possible to your potential 

attendees, including accessibility information. You might consider providing full information 

only on your central website, with links in other websites to point those interested towards 

this. If you choose this option, it is important to explicitly communicate as much as possible 

in advertising (e.g., CFPs/CFRs) as well.  

There is more to consider regarding your web presence at all stages of your event 

and in a variety of contexts. As such, there will be continuous mention of this throughout 
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the remainder of these guidelines. However, some things to consider specific to your 

event’s digital presence is available in §5. Digital. 

 

2.2. Speakers 

So, you’ve got yourself an initial plan. Great! It’s time for some speakers. 

 

Invited speakers 

There are typically three ways that invited speakers could be incorporated in your 

programme. Most academic conferences will have the majority of their speakers selected via 

a competitive anonymous review of papers/abstracts, with perhaps one or two keynote 

addresses from invited speakers. Some conferences and other events may include panel 

talks from three to five invited speakers on a certain cohesive topic. Or your event could 

involve only invited speakers. These formats have different strengths for different contexts, 

but in the first instance, we would caution against fully invited speaker lists for at least the 

context of a general academic conference. This is because without some measure of 

anonymous review it is harder to reduce the impact of implicit bias on finalised 

programmes. But some types of events (e.g., career advice days, project workshops etc.) 

may require arrangement by purely invited speakers.  

However they are incorporated into your programme, invited talks are important 

parts of your event when considering inclusivity. Often they are seen to confer status on the 

individuals giving the sessions, as they afford certain speakers an amount of increased focus 

and prestige within a schedule. For example, keynote addresses hold a central structuring 

and framing role, and are usually ran with no parallel sessions and a longer time slot than 

other sessions. Moreover, speaker selections also tend to track perceived seniority (or ‘big 

name’ status) in the profession, and as a result tend to be the least representative places at 

an event. This is unfortunate, as one factor in repelling under-represented groups from the 

philosophy profession is the inability of some to ‘see themselves’ in that role; the absence of 

marginalised persons from these higher status speaking slots contribute to the professorial 

stereotype remaining one of whiteness and maleness in particular. 

On this note, we recommend that wherever possible you consider speakers from 

under-represented groups first, give more importance to their commitment to your event, 

and have a significant portion from under-represented groups on your list of potential 

speakers. To reiterate information from §2.1, you may have considered allowing for some 

flexibility in the final date of your event, with invited speakers having some say in this 

decision. The most important voices to have in this conversation will be the speakers from 

marginalised groups that have been invited to give sessions. These measures together make 

it more likely that your keynote speakers will be more diverse. We make some specific 

recommendations below. 

These recommendations may be challenging, particularly the first time you attempt 

to reorient your organising priorities in this way. But this is important work to ensure fairer 

treatment of current researchers from marginalised groups and to encourage early career 
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researchers from these groups in their academic careers. And you are not alone: there are 

resources out there that can help you source speakers with relevant specialisms and 

experience to invite. 

 

Useful resources: 

 Colleagues 

Your first port of call will usually be both your own acquaintance with researchers in 

the relevant area, and that of your colleagues (whether local or international). This 

can be leveraged to help diversify your list of potential candidates. Ask a wide range 

of colleagues their opinion on potential keynote speakers. This will involve getting 

the opinions of people from PhD students upwards, and from all backgrounds, which 

will help to expand your pool of invitees. 

  

 The UP Directory - http://www.theupdirectory.com/ 

This internet-based resource provides a list of academics from departments across 

the world who self-identify as members of marginalised groups. Although fairly US-

centric, it’s highly useful in establishing contact with marginalised academics. 

 

 Diversity Reading List - https://diversityreadinglist.org/  

Although its primary focus is on providing resources for diversifying teaching 

curricula, the Diversity Reading List can also be used to get an idea of who works in 

various specialisms within philosophy. The core of the website is a searchable 

database of papers written by philosophers from under-represented groups, listed by 

specialism, keywords and author.  The website’s listings also often include a link to 

the staff or personal webpage of the person who wrote each paper, so the contact 

details for potential speakers should be fairly simple to find. 

 

 Speakers that have rejected your invitation 

It’s almost inevitable that some potential speakers will reject your offer of a keynote 

address. You can, however, use this to your advantage in some cases with a simple 

request of further recommendations. Former invitees are perfectly placed to know 

other potential speakers with relevant experience for your event, and may be able to 

recommend more junior colleagues that lack immediate name recognition. This 

request can either be made pre-emptively in the initial email (e.g., “if you are unable 

to accept this invite, would you be able to recommend any other researchers with 

the relevant expertise to give this keynote address?”) or once they have provided 

their response. Please ensure that you do so in a way that avoids making your 

correspondent feel tokenised, by emphasising that you are looking for other talented 

researchers whose work is as relevant and high quality as their own. Most 

http://www.theupdirectory.com/
https://diversityreadinglist.org/
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researchers will be willing to offer such recommendations, but please note that they 

are not obligated to, and that this should not replace your sourcing of potential 

speakers by other means. 

 

Multiple invited slots 

There are many scenarios in which you may have multiple invited speaker slots to fill. You 

may have more than one keynote address, or you may have one or more panel talks. 

Alternatively, you event could be invite-only! In these circumstances, there are some 

recommendations that we have regarding your overall inclusivity. 

 Adopt a hard policy of securing no less than 40% of invited speakers as those from 

marginalised groups, with an underlying aim of achieving equal representation 

 

 Adopt a policy whereby no less than 40% of invited speakers for any particular event 

element (e.g., keynotes, panels) are given by people from marginalised groups 

 

 Commit to a policy of never going ahead with events (or elements therein, e.g., panels) that 

involve all white male participants 

 There are very few circumstances where this is unavoidable, and where you believe 

that you are subject to these circumstances, we urge you to return to the resources 

detailed above 

If you commit to these recommendations, you are well on your way to a more inclusive 

event! However, please note that these recommendations do not deal with guidelines on 

choosing respondents (if this is an element of your event), which is considered below. 

 

Calls for papers/abstracts 

It’s important to give as much information as possible in your call for abstracts or papers, 

and advertise as soon as is practicable given our other recommendations. Alongside obvious 

information (such as relevant dates), we recommend that this should include (where 

possible):  

♦ Inclusion of demographic details (e.g., self-identifications of membership of any 

marginalised group) on the submitted cover page(s), voluntary, based on whether 

those submitting feel comfortable disclosing this information 

♦ Accessibility information for the main venue(s) 

♦ Details for the named contact for personalised accommodations/accessibility 

requests, and/or the process for making a request 

♦ Commitment to inclusivity related to the event and in the proposed method for 

review 

♦ Commitment to accommodating the additional needs of all speakers selected, with 

this information to be collected at the registration stage or communicated in 

advance via the named contact 

♦ Commitment to extending the deadline (up to a specific period) for those that need 

extra time for medical and/or accessibility reasons 
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♦ Any standardisation features for submissions (font sizes etc.) 

♦ Any proposed method(s) of digital conferencing to be used  

♦ If you are following these guidelines, we would also appreciate an acknowledgement 

that you are committed to these recommendations 

These features together will allow you to plan more readily (and earlier) for any additional 

accessibility measures, and for ensuring diversity in your speaker selection. On the latter 

point, more detail is given in our section on the review process on how demographic 

information could be used responsibly without undermining blind review. The inclusion of 

information regarding the main venue(s) is crucial for inclusivity at your event. For example, 

those with mobility issues, visual or hearing impairment, or fluctuating health conditions may 

decide that the risk of submitting to your event is too high, since the cost of having to 

withdraw after committing to a slot is large. Note that this is also good for you too – you’ll 

reduce the need of speakers to withdraw closer to the event.  

 On the standardisation of submission formatting, the purpose here is to help 

eliminate more areas of implicit bias in the review process. It is easy to have a negative first 

impression of a submission based on the font type, size and other aspects of general 

formatting, because each feature has some connotations attached (whether positive or 

negative) when used in a variety of contexts. To take an extreme example, you may think 

that the use of the font Comic Sans would be inappropriate for a paper submission to a 

major conference. This may be because of the general impression that it is light-hearted, 

implies a lack of serious content, and not suitable for professional communications. You may 

think that this case is obvious, but there are always going to be more subtle borderline 

cases, where some may feel a font type is professional but others feel it isn’t. You may think 

that this has little impact on your decision-making, but even a minimal impact will be 

cumulative over many events. And it is also the case that those from working class 

backgrounds may not be as fluent in the art of presenting information in the way you find 

most ‘professional’ or ‘appropriate’, as it is a part of cultural and institutional knowledge that 

is not often communicated outside of (relatively) privileged circles. Having some 

standardisation in place should thus allow a more inclusive process.   

To provide some additional guidance, we’ve drafted an example CFP and CFA for your use 

in Appendix A and Appendix B. 

 

CFP vs. CFA 

There are costs and benefits of both the choice to advertise for papers and the choice to 

advertise for abstracts. CFPs allow for the presentation of more detailed and finished 

material, and often an increased availability of the highly drafted material for consideration 

by attendees before and after your event. This comes at a cost of a heightened barrier of 

entry, which may mean that some will not be in a position to commit to your CFP when 

they otherwise might have with a CFA. This is especially the case where you have not 

provided enough detail regarding the accessibility of your venue and/or your funding 

situation regarding childcare/speaker expenses at this stage, thus discouraging those with 

mobility issues and junior colleagues (which are least likely to have access to independent 

funds for travel etc.). CFAs allow for a greater variety of applications and of potential 
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speakers, partially by lowering the cost of entry in terms of time investment. However, it is 

therefore likely that you will have much more material to consider in general.  

Because of the potentially emancipatory effects of adopting a CFA (over a CFP), we 

suggest that you give serious consideration to this option, even in cases where you are fairly 

set on advertising via CFP. 

 

Speaker selection (inc. review) 

Once you’ve received your prospective abstracts/papers, you should have a set of 

anonymised submissions, and a corresponding set of cover sheets containing information 

(including demographic information) regarding each potential speaker. So far, so good. But 

how should we decide between them? 

 

Review process 

There’s two features to consider in your review process: anonymization, and how to ensure 

adequate representation at your event. These considerations may appear in tension, and it is 

true that there may be some trade-offs when you design your review process. Some things 

you may be considering are: allocating a certain proportion of speaker slots to those self-

identifying as from a marginalised group (we’d recommend a 50% allocation for this option); 

allocating a certain proportion of speaker slots to early career and/or postgraduate 

researchers; or allowing self-identifications of marginalisation as a method of breaking ‘ties’ 

between submissions for inclusion in the schedule. This list is not exhaustive and each 

option is suitable for different contexts. If you have other options for balancing these 

considerations, please let us know for future editions of these guidelines. 

For now, we’re going to run through a full review process that you might consider, 

along with the reason for each step, to give an example of how this could be resolved. 

Step 1. One member of the committee takes the submissions, converts them to an 

accessible format (e.g., PDFs, RTF), and renames them in an anonymous format 

(e.g., Person A, Person B, etc.); this is repeated for the corresponding cover 

sheets 

 This step foregrounds the need to provide files that are accessible across different 

operating systems (Windows, MacOS, Linux etc.) and incorporates easily usable 

measures for anonymization 

 

Step 2. The anonymiser then sends the edited submissions (not cover sheets) to all of 

the committee to read and consider 

 By centralising full information to one person throughout, this minimises the risk of 

implicit bias affecting speaker selection  

 

Step 3. Each member of the committee reads these submissions and assigns a rough 

ranking to each (from first to n’st) 

 This allows basic data that can be used to produce average rankings; these can be 

used throughout the process, mitigating the effects of potentially unintended 
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deference to the opinions of more senior and/or outspoken colleagues in speaker 

selection 

 

Step 4. A meeting to decide on the final schedule is convened, with committee members 

bringing their individual rankings and the anonymiser bringing the data from 

corresponding cover sheets  

 Note that this can be achieved via online methods, e.g., email if needed, but that 

individual rankings should be made by all member before sharing 

 

Step 5. Rankings are collected and a mean average (to the nearest decimal) is taken of 

the rankings given to each submission, providing a new consensus ranking; the 

top number of submissions (i.e., those with rankings nearest to 1) corresponding 

to the number of speakers you need is your draft schedule 

 The creation of an average ranking gives you a clear way to consider submissions 

comparatively, whilst maintaining higher levels of objectivity in the subsequent 

speaker selection (again, mitigating the undue influence of any particular committee 

member) 

 

Step 6. Discussion of each submission can proceed at this stage, to see if this changes 

the overall order and/or opens up opportunities for reconsideration in 

conjunction with demographic data 

 At this stage, the shape of the conference (e.g., diversity of topics) should be 

considered, and debate about the relative merits of your submissions can happen, 

with a view to having a second draft schedule 

 

Step 7. The anonymiser then discloses demographic information for the submissions 

that have this attached 

 This allows the use of demographic data to ensure diversity of speakers without 

undermining the process of anonymous review 

 

Step 8. Discussion of the effect of demographic information on the overall selection of 

speakers is considered by the committee; if you’ve already got a good range of 

demographics, good job; if not, consider swapping out some of the lower ranked 

submissions with those in effective ties (e.g., those in the region of up to one 

integer lower than the lowest in your draft schedule) but from marginalised 

persons  

 You can use this opportunity however you see fit, but we urge you to seriously 

consider alterations to your draft schedule where your overall speaker allocation 

falls below recommendations set out below 

 

Step 9. You now have a final selection of speakers for your event!  

 Note that this can easily be adapted for quota models by moving the role of 

demographic data to initial demarcations of submissions under consideration for 

each respective speaker allocation 

 

Note: Please ensure to avoid researching your speakers based on their internet 

presence throughout this process, as this may bring in elements of implicit bias 
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This process may appear needlessly complex at first glance, but the cost here is worth it. 

First, it doesn’t add a significant amount of extra work to committee members, by sticking 

to the general processes of anonymous reviewing. Second, the effect it can have on the 

inclusivity of your event(s) can be transformative. Even if there are some events which still 

have disproportionately few researchers from marginalised groups as speakers, the effect on 

the macro-scale is much larger: more events will be more inclusive over time. And this is a 

huge benefit for the events themselves and our discipline as a whole. It is also important to 

note that this process is still fully anonymous and controlled as far as possible for the effect 

of bias throughout. 

Parallel to our section on invited speakers, we recommend the following 

commitments to guide your selection process. 

 Adopt a policy of securing no less than 40% of speakers as those from marginalised groups, 

with an underlying aim of achieving equal representation 

 

 Commit to a policy of never going ahead with events (or elements therein, e.g., panels) that 

involve all white male participants 

Due to the current demographic make-up of the discipline, these recommendations may be 

difficult to fully implement. The level of control you have over this will obviously depend on 

who submits to your event, and the quality of those submissions. But it is important to have 

a set of over-arching objectives to guide your actions, and subsequently increase the 

representation of marginalised peoples at events (even if this is a gradual process). 

 

Scheduling (inc. parallel sessions) 

Your next step will be developing your full schedule based on the speakers you have 

selected during review. This will often have the aim of maintaining a spread of specialisms 

and topics across the event. We’d also recommend that speakers from marginalised groups 

are spread throughout the event, to avoid risking the tokenisation of a certain session or 

sessions. There are some exceptions to this. For example, at larger cross-specialism (and 

other) events, you may seek to have a breakout session in which researchers from 

marginalised backgrounds can network and support each other, and this may be lead/chaired 

by exclusively marginalised speakers. It is important to remember that providing this space is 

not a replacement for increased representation in the main and invited speaker schedules. 

A quick note on parallel sessions. If you are pursuing this structure, you will need to 

consider the impact of this on respective attendance to sessions and how this might 

disadvantage marginalised peoples. This will need to be handled on an individual basis, but 

we have one recommendation in this area: attempt to ensure an adequate audience for each 

session, and importantly, plan the attendance of your committee around your estimates. Of 

course, you will, by necessity, have at least one committee member in each session, but any 

surplus members can be allocated towards talks that you feel may lose out in direct 

competition. This may also need to be changed on the day, based on actual audience 

distribution (and this is covered in more detail in §2.4). Granted, this may mean that some 

committee members do not see all the talks they would like to, but it ensures you maintain 
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your responsibility to maximally support the cohesion of your event, its value to all 

participants, and the well-being of all speakers. 

 

Choosing respondents 

You may be considering having respondents to some or all speakers, in order to have a 

detailed comment on each talk which engages with the work on a deeper level than typical 

in a Q&A. If you are doing so, we’d recommend three groups that would be suitable to 

contact for this purpose: the pool of people whose submissions were not selected for a 

substantive session, your local postgraduate community (or communities, where this is a 

cross-institutional event), and your local staff base(s). We would recommend that this 

opportunity is offered to early career researchers, postgraduates and researchers from 

marginalised groups in the first instance. As with your schedule of speakers, you should then 

spread your respondents across the event as far as possible, ensuring that you avoid the 

tokenisation of some session(s) by concentrating all and only your respondents (and 

speakers) from marginalised groups therein. 

 

2.3. Registration 

Now you’ve got your schedule, presumably you need people to come along and engage with 

your speakers!  

There are three main considerations when you’re looking for delegates: your 

methods of advertising, (updating) your online presence, and your process for registration 

itself. Given we’ve provided some details regarding the benefits of having a comprehensive 

online presence in §2.1, we will only discuss elements relevant to registration here. We 

address ways of making these more inclusive in turn. 

 

Advertising 

CFRs 

As with our recommendations with CFP/CFAs, it’s important here to give us much 

information as possible regarding the accessibility features of your event (even where this 

may appear negative) and the assistance that you can offer to potential delegate (e.g., wholly 

or partially funding their attendance). We go into further detail below, but one important 

thing to communicate is your willingness to make personalised accommodations for 

delegates, and the methods in which they can ask for this during registration.  

For additional guidance, we’ve drafted an example CFR in Appendix C. 

 

Posters and programmes 

A poster and programme should be prepared for this stage of event planning, to both 

advertise your event in an effective way and to ensure that potential delegates have 

sufficient information to choose to register. There are some easy ways to make these 

materials more accessible. Firstly, you could make the materials more accessible to those 
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with visual impairments by avoiding small text and red/green colour combinations. Secondly, 

you might consider incorporating QR codes into both the poster and programme, to allow 

more immediate access to further information. For a poster, a QR link to an online version 

of your programme, or a page with links to all conference materials, would help in three 

ways: by reducing the need for delegates to come to you for replacement materials during 

the event, by increasing access to digitally adaptable materials (which can be zoomed 

into/adapted to meet individual needs), and by making your advertising more effective 

(through quick access to more detail regarding your event). For a programme, QR links on 

relevant pages which have further detail/proximate access to e.g., presentations, papers etc. 

would help those with additional needs in a similar way. Photos of organisers are also useful 

to include in the programme, as this allows delegates to easily identify those that can be 

asked for guidance during the event. 

More detail on these measures can be found in §4. Accessibility and §5. Digital. 

 

 

What to communicate and what to capture 

Communicating accessibility 

It’s important to include as much information as possible in all of your registration 

communications, both via CFRs and the registration process itself, for both accessibility and 

content for the event. The following is an overview of some aspects for inclusion. 

♦ Accessibility of venues and routes between them 

♦ Availability of conference materials in alternative formats (e.g., large-print, Braille, online 

access) 

♦ Availability of childcare and others external sources of support 

♦ Method of requesting personalised accommodations 

This list, and its sub-sections, are explored in detail in §4 - §6. 

 

Information capture and how to use it 

You might consider capturing some information about your delegates during the registration 

process. This may allow you to more readily prepare the accessibility of your event, but it 

would also be a good source of information to track your progress across events regarding 

how your accessibility measures increase participation from marginalised groups.  

There are two measures that are most important to include: a method of requesting 

personalised accommodations regarding accessibility, and a method of recording dietary 

requirements for events including refreshments (e.g., vegetarian/vegan, allergies). These will 

help you plan your event more easily, and make it more accessible for delegates. 

You may also want to collect data on your delegates to track changes over multiple 

events. This may be to ensure the participation of marginalised groups at events across your 

department, across a conference series or annual events, or to contribute to wider 

participatory projects. You might consider requesting delegates to state their identification 
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based on a number of marginalised characteristics. For example, gender identity, racialized 

group, disability, sexuality, socio-economic background/status, and/or non-native speaker. If 

you choose to do so, it’s important to bear two things in mind: 

♦ Data used for wider purposes should be suitably anonymised 

♦ Make sure that this information is voluntarily collected, not a mandatory part of your 

registration process 

♦ You must request consent for the use of this data for the specific purpose you are intending 

(this is a legal requirement – when in doubt, ask for consent!) 

Your institution should have some resources to help you in your processes in this area, 

particularly in the legal requirements around data protection.  

If you are interested in contributing to a project to track participation of 

marginalised groups across philosophy events, please get in touch with MAP UK at 

mapforthegap.uk@gmail.com. 

  

Process for registration 

There are three primary ways in which organisers tend to process registrations. 

♦ Email registration 

♦ A form on the event website 

♦ Dedicated online registration website 

Each of these has their own advantages and disadvantages. Registration by email is typically 

used only in small-scale events. The main advantage of using this process is having a central 

email address that is used for general enquiries, speaker submissions, and registration. 

However, there are major disadvantages that makes this method relatively prohibitive. First, 

it is extremely labour intensive to collate the information for your delegates and speakers in 

a standardised way. The format of the information provided by delegates is likely to be 

highly diverse in its presentation, increasing the difficulty of extracting relevant information 

and the possibility of errors over the process. 

Registration via a custom form on your event website alleviates some of these issues. 

Most importantly, it provides a standardised way of collecting information which can include 

e.g., check box selections as well as longform written answers, depending on your website 

hosting service and/or the code generator for your form. It also allows you to specify exact 

questions you’d like to collect information with, and can allow the exporting of this 

information into readily available database formats/files for more general use. Moreover, it 

points the delegates directly to your website, which may be the central repository of all 

information for your event. The problem with this method is primarily one of acquaintance 

with the method of creating, embedding and maintaining the custom form, and exporting the 

relevant data. For the less tech-savvy, this may be a significant disadvantage. But there tend 

to be online tutorials for each method of form creation, and there are user-friendly form 

creators such as Google Forms which make this easier to achieve. 

Registration via a dedicated events website, such as Eventbrite, usually have a 

standardised and easy to use format, which may be suitable for your purposes. This makes 

mailto:mapforthegap.uk@gmail.com
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them relatively quick and simple to set up, and the independent nature of the hosting 

website allows a link that is not subject to unintended editing (which may break the 

process). Bear in mind, however, that these websites tend to allow less customisation of the 

registration form, meaning that you may be unable to collect some data that you’d like to. 

We recommend that you test the options for hosting this form before you settle on a final 

process.   

 

2.4. During the event 

Everyone’s here! Let’s make them comfortable, engaged and happy! 

The first two things you’ll typically do are register the delegates (handing out event 

literature) and make some introductory remarks. On the former, it’s useful to have at least 

one committee member that is free-floating during setup, such that they can guide delegates 

to the venue and assist them in general. This helps to mitigate stress borne of mobility 

issues, for example. We recommend that you also have a note of who needs more 

accessible event literature (such as large print, braille etc.) where those requests have been 

made in advance. For more guidance on event literature, please see §4 and §5.  

In your introductory remarks, we recommend clearly communicating the following 

information, alongside the usual content-specific remarks. First, it is important to clearly 

signpost the locations of the nearest toilets (including those that are gender-neutral), 

dedicated quiet room, and amenities. This helps to make this information clear to all, but 

particularly to those with visual impairments, that may have more difficulty fully accessing 

your literature. You should also clearly identify the committee members for the event in 

your remarks. This allows better access to yourselves in making queries, which can be 

particularly helpful for any accessibility measures to be enacted on the day if required. 

Thirdly, we recommend that you briefly mention your adoption of the BPA/SWIP chairing 

guidelines, with reference to the small break between talks and Q&As, the hand/finger 

distinction and ‘one question per question’. This helps to smooth the chairing of talks by 

ensuring that everyone understands the conventions that will be used. Finally, if you are 

recording the proceedings as part of an online conferencing technique, please be clear to 

delegates that this is the case. 

During the event in general, we recommend that you try to spread your committee 

throughout sessions, especially if you have any parallel sessions. This will ensure reasonable 

attendance to each session and demonstrate your collective support of all speakers. 

Likewise, it is important to encourage reasonable numbers of other delegates to spread 

across your event, rather than gathering specifically in particular sessions. This latter 

measure may not always be possible, of course, but it will have a positive effect on the well-

being of your speakers. You might also consider reserving a wheelchair-accessible space 

without a chair in each venue room for wheelchair users. Make sure that there is table 

space associated with this space (where your event makes us of tables).  Additionally, we 

recommend that you check on the quiet room throughout the day; especially in events using 

internal departmental rooms, there is a tendency to use apparently empty/unbooked rooms 

on an ad hoc basis. Make sure that the quiet room is clearly marked and are not 

inadvertently used by other parties throughout the day. 
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2.5. After the event 

Congratulations, you organised a great event! What’s next? 

One thing you might consider is distributing an anonymous survey to your former 

delegates, with questions on your performance, suggestions for increasing accessibility for 

future events, and how you can improve your events in general. It is important to ensure 

total anonymity for this process, as this will ensure more accurate feedback for your 

improvement. This means that a simple email will be less effective – submissions will be tied 

to email addresses (often institutional) that are tied to specific individuals. This can easily be 

achieved via websites such as SurveyMonkey or Google Forms. If all has gone well, you 

should get feedback that supports your running of the event. But perhaps there were things 

that could have been better and you didn’t notice; it’s easy to miss barriers if they’re 

invisible to you. In this case, you can use the feedback to improve your future events, and 

even improve your departmental events across the board.  

If you receive any suggestions that can build on any of our recommendations, please 

let us know at mapforthegap.uk@gmail.com. We’d love to share good practice with 

everyone! 

 

3. Funding 

In this section, we provide a (non-exhaustive) list of places that organisers of philosophy 

events (in the UK) can approach for funding relating to accessibility costs. For more 

information on these sources, please see their respective websites. 

This list was last updated in February 2018. If you know of any other funding bodies 

offering this kind of funding, or if you notice that anything on this list has become out of 

date, please let us know so that this information can be included in the next version. 

 

Host department(s)/institutions 

Sometimes the department that is hosting an event will have an inclusivity fund, or a general 

events/research fund that could be used for accessibility costs. Also, the host institution may 

have a faculty- or university-level Equality and Inclusion unit (sometimes called Equality and 

Diversity). These often have limited funds that may be used for accessibility costs of 

academic events. Make sure to ask your departmental administrator and/or head of 

department for a list of possible sources in this vein. 

Where there is no such funding available, it would be worthwhile to ask for such a 

fund for accessibility costs to be budgeted for in future years.  

 

Minorities and Philosophy (MAP) 

http://mapuk.weebly.com/uk-chapters.html  

mailto:mapforthegap.uk@gmail.com
http://mapuk.weebly.com/uk-chapters.html
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We offer funding for events organised by our chapters, and welcome applications which 

include accessibility costs. Unfortunately, we cannot offer funding for events organised by 

other organisations. Funding is allocated twice per academic year, in September and January. 

Interested in starting a new chapter? It’s easy – just check out our website via the link above. 

 

The Analysis Trust 

http://www.analysistrust.org/society/analysis/grants.html  

The Analysis Committee oversee a charitable trust that awards up to £500 specifically for 

the subsidising the attendance costs for postgraduates and under-employed recent 

postgraduates attending your conference. This funding covers only up to 50% of event fees 

and accommodation of attendees coming from other institutions, but note that this does 

not cover travel costs. The committee meets to allocate funds three times per year in 

January, April and October. 

 

The Aristotelian Society  

https://www.aristoteliansociety.org.uk/editorial-grants/conference-grants/  

The Aristotelian Society awards up to £500 for general conference funding, with applications 

for graduate and invite-only conferences welcomed (though the latter receiving lower 

priority). Although it is not explicit on their website, the conference grants manager has 

confirmed in personal correspondence that they are “committed to supporting events that 

aim to include underrepresented groups in philosophy, and […] very much welcome 

conference grant applications from events that aim at increasing participation from these 

groups.” The grants are awarded twice a year, with meetings to consider applications in 

September and April. 

 

The Mind Association 

https://mindassociation.org/conference-grants/ 

The Mind Association award two conference grants for major events (up to £2,000) and 

minor events (up to £600). They state that “funds required to cover costs relating 

specifically to access to the conference for delegates with disabilities” are not included in the 

total of the grants that they offer, and that “applicants should specify any such costs in their 

budget, and include in their application a clear special request for any monies needed for this 

purpose”. To be awarded a grant, early career researchers (i.e., “those below the level of 

senior lecturer”) will need to be prominently represented among speakers. Grants are 

awarded twice a year, in November and April. 

 

The Scots Philosophical Association 

http://www.scotsphil.org.uk/about/conference-support/  

http://www.analysistrust.org/society/analysis/grants.html
https://www.aristoteliansociety.org.uk/editorial-grants/conference-grants/
https://mindassociation.org/conference-grants/
http://www.scotsphil.org.uk/about/conference-support/
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The Scots Philosophical Association award a grant of up to £1,500 (or in exceptional cases 

£2,500) towards general costs for events held in Scotland. The applicant will have to 

demonstrate consideration of gender balance among all participants (speakers, 

commentators, chairs) for the main award. They also offer up to £500 in addition to the 

standard amount specifically for childcare costs, to provide this service free to attendees. 

There are no applications deadlines for this grant, but it is advised to apply early in the 

academic year due to limited funds. 

 

Society for Applied Philosophy 

http://www.appliedphil.org/view/funding.html  

The Society of Applied Philosophy awards a grant of up to £3,000 (or up to £6,000 in 

exceptional cases) towards general event costs. Applicants must be SAP members. If a main 

award is allocated to your event, you may apply for a separate grant “to aid the attendance 

of delegates with disabilities”, typically up to a maximum of £1,000. Grants are awarded 

three times a year, in January, May and September. 

 

Society for Women in Philosophy (SWIP) UK 

http://www.swipuk.org/funding/  

SWIP UK awards a grant of up to £150 per event towards general costs for events that 

cohere with their aims. In addition to this, SWIP UK offer grants of up to £100 to individual 

conference delegates attending conferences cohering with the aims of or associated with 

SWIP UK. This funding is limited, but you might consider advertising this to your delegates if 

your event fulfils any of this criteria. Applicants must be Members or Friends of SWIP UK. 

Grants are award three times a year, in January, May and September. Please note that these 

grants are only available in years where their funding is not fully allocated to SWIP UK 

events. 

 

4. Accessibility 

4.1. Accessible venues 

The first step to hosting an accessible event is to choose venues which are accessible to 

people with as many different access needs as possible. The conference venue itself should 

be accessible, but so should the venues for any dinners, social events, and accommodation. 

Also, it is important to consider the journey between these different locations, as well as 

availability of public transport and accessible car parks; do not make the assumption that 

everyone will be able to walk between venues. In considering the journey between 

locations, it is useful to collect data as to rough distances and gradients for routes. Note 

that this should not be in terms of ‘walking time’ (e.g., ‘…is a five minute walk from…’) or 

vague/relative terms (e.g. ‘…a brief walk…’). This is because these sets of phrases make a 

normative statement regarding the bodily capacities of participants, which can be both 

http://www.appliedphil.org/view/funding.html
http://www.swipuk.org/funding/
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alienating and hard to decipher for those with e.g., mobility issues. For example, what is a 

brief, or five minute, walk for one person can be prohibitive to another (at least without 

assistance or transport). Thus, we recommend that you provide this information such as 

‘the route between [venue x] and [venue y] is roughly 1.5km including a steady/sharp 

incline’. We suggest that you make it clear to delegates that those needing transport 

between locations should approach you, either before or during the event. You might 

consider budgeting to cover this expense, in order to equalise the personal cost of all 

delegates’ participation. 

Regarding the venues themselves, there are a range of accessibility measures that 

you should consider. Consider mobility needs (e.g., step-free/ramp access, lifts where 

necessary) alongside measure relating to visual and hearing impairments (e.g., induction 

loops, space near the presentation area(s) for a British Sign Language interpreter). 

Additionally, consider the needs of those with fatigue syndromes and fluctuating health 

conditions, as well those with young children (e.g., providing quiet room(s) for rest breaks 

and breastfeeding during the event). Finally, you should consider the inclusive of those with 

non-binary gender identities (e.g., access to gender neutral toilets at all venues). 

There are a number of resources which can help you to identify and to avoid, 

remove, or minimise the effect of, barriers to those with such needs: 

♦ Building managers for main venues should be able to tell you basic access 

information and the facilities/amenities nearby; this should include emergency 

evacuation procedures (which may vary out of hours or during holidays) 

♦ Restaurants and hotels should also be able to provide you with similar information, 

though this may be incomplete 

♦ DisabledGo is a website which offers detailed access guides for many venues; this 

can be used to find accessible venues, as well as to assess venues that you are 

already aware of 

♦ Your host institution should also have a student disability service (or similar) that can 

help you to identify and remove potential barriers to access 

♦ MAP UK has a large number of chapters in UK institutions across the country: if 

you’re stuck or would like additional input, consider contacting your nearest chapter 

(details available here) 

 

4.2. Communication 

The second step to hosting an accessible event is to communicate detailed access 

information to your (potential) delegates as early as possible. The primary aim of this is to 

enable potential delegates to assess whether or not they will be able to attend and 

participate in your event. This means that you should provide as much information as you 

can, even if you are aware that your event is not fully accessible. 

It helps to present this information in a variety of ways. You should include links to 

any building maps on your website, and write a short description of the route from the 

building entrance to the venue (based on our recommendations in §4.1). Where possible, 

information should be provided about step free access, lifts, door widths and opening, 

http://www.disabledgo.com/
https://mapuk.weebly.com/chapters.html
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accessible toilets, induction loops, and details of any rest spaces that can be set aside for 

delegates. Also, you should include the route from any accessible parking spaces, as well as 

from public transport (with maps if possible).  

Again, there are multiple resources available to help you communicate this information. 

♦ Universities in the UK are legally obliged to have accessibility information building by 

build, and should be available on their website – linking to this material in all event 

communications would be a way of distributing some of this information 

♦ For venues listed on DisabledGo, you can use the information available on the 

relevant venue guides, and link to them directly from your website 

♦ Your institution’s student disability service (or similar) should be able to suggest any 

improvements to your CFP/CFA/CFR 

 

To give you some idea of how some of this information can be effectively communicated in 

the context of a CFR, we provide the following two examples of recent philosophy events: 

 MAP KCL ‘Identity and Underrepresentation’ conference, 2015 

http://map-kcl.weebly.com/cfr-uk-map-conference.html 

 

 BSA ‘Race and Aesthetics’ conference 2015 

http://raceandaesthetics.weebly.com/accessibility.html 

 

This non-philosophy conference also has a very thorough accessibility guide: 

 CCCC 2016 Accessibility Guide (Houston, USA) 

http://www.ncte.org/library/NCTEFiles/Groups/CCCC/Convention/2016/Accessibilit

y_Guide.pdf 

 

5. Digital 

5.1. Digital conference packs 

The most important thing in this area is considering how to use the unique (and relatively 

versatile) benefits of digital resources at all stages of planning for an event, and in all diverse 

parts of your communicated materials, in order to maximise accessibility before, during and 

after your event. This is not, however, intended to present a wholesale alternative to 

physical materials. As noted above, some measures of accessibility are only possible with 

physical resources. 

 

Accessible file formats 

If you are using online materials, it is important that you provide these in file formats that 

are most accessible across devices. PDFs are the most accessible format that are relatively 

easy to create. For example, if you create a PDF version by converting a well-formatted 

http://www.disabledgo.com/
http://map-kcl.weebly.com/cfr-uk-map-conference.html
http://raceandaesthetics.weebly.com/accessibility.html
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Word document, users will typically be able to access text to speech and other accessibility 

functions on most devices. Other formats you might consider using are HTML and RTF. 

Again, this is because of the adaptability of the content for accessibility needs and the 

availability of access across different devices.  

There are many reasons to provide accessible file formats for your online materials. 

Users will often be using personal computers, rather than institutional ones, when accessing 

these materials before or after your event. This may be because they have more useful 

software to mitigate factors that might otherwise preclude their inclusion in events (such as 

text to speech software) and that these can be specific to an operating system (i.e., 

incompatible with the general use of Windows on institutional computers) or to a handheld 

device (which are typically non-Windows based). Alongside this, users may be well served 

with accessing your online materials via their handheld devices during your event, for similar 

reasons. Handheld devices tend to have minimal support for some file formats (such as 

Word’s .doc/.docx). 

For more information on accessible file formats, the following guide from an external 

discipline is a good primer: 

http://adasoutheast.org/ed/edpublications/itseries/11_accessible_file_formats.doc  

 

Incorporating digital accessibility into physical materials 

In order to integrate your digital and physical resources for your event, you may consider 

adding hyperlinks to the literature. Whilst this is sometimes useful, the majority of your file 

locations will have lengthy and cumbersome URLs (i.e., web addresses) that will often look 

ugly in paperwork. Also, hyperlinks in general (but particularly long versions) minimise the 

use of these resources during the event. This is because if you encounter the link on a 

physical copy of your literature, it entails the additional labour of typing the address into a 

browser.  

A more useful form of link for physical literature is the QR code. Like the hyperlink, 

this acts as a link to a relevant webpage. Unlike the hyperlink, it is accessed by using a 

smartphone camera to detect the shape of the code (whether built into the camera app, as 

in iOS, or a dedicated external app); once the code is detected, the link will automatically 

open. This is a clear advantage of this method with the much greater accessibility of online 

materials (in terms of their native adaptability, zooming functions etc.). It is also achievable 

freely and with little additional effort using online resources (such as http://goqr.me and 

https://www.qrstuff.com/). To demonstrate the usefulness of QR codes, we include one you 

can follow below, using your smartphone, and visit our website! 

 
MAP UK Homepage 

http://adasoutheast.org/ed/edpublications/itseries/11_accessible_file_formats.doc
http://goqr.me/
https://www.qrstuff.com/
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5.2. Online conferencing 

We recommend that you consider hosting some form of online conferencing for delegates 

who, despite any arrangements you make, are unable to access you event. This will not only 

allow access to your event to those who need to cancel close to the event or are unable to 

attend, but also to engage with a larger number of participants than your physical venues 

may be able to accommodate. This means that providing this facility may be beneficial for 

you, as well as increasing the access to your event in general. It bears repeating that online 

conferencing should be an additional accessibility measure and not replace any other 

measure(s) of accessibility which you may be able to achieve.  

 

Live streaming 

There are three main things to consider when you want to include a live streaming element 

to your event: platform, equipment, and ways to incorporate online feedback on talks.  

Your central decision will be the platform you use to provide live streaming capacity, 

as this will determine the minimum equipment you will need and what commenting features 

can be used. On this, there are a number of options you can pursue: 

♦ Institutional software (e.g., lecture capture) 

If your event is located within a university, you may have access to local software 

that can act with pre-installed equipment (e.g., microphones) to help you create a 

live stream. This may be able to be streamed directly to your event website, or 

might be restricted to certain online venues. Your institution should be able to help 

you set this up, and advise you on the local functionality. The experience enabled by 

this set-up will generally be one-way; you will be streaming audio (and perhaps 

video) live without a function to provide real time comments.  

 

♦ Social media streaming 

A more versatile and less labour-intensive method for live streaming is via some 

form of streaming direct to social media. This can typically be done with simply a 

laptop and/or smartphone with a decent camera, but you might consider using higher 

quality camcorder equipment for larger events. These methods provide a more 

interactive experience for virtual delegates, with the ability to make real-time 

comments, and they give you access to a potentially larger audience. Where you 

want to incorporate real-time comments (whether generally or in specific sections), 

we recommend that you use a laptop that is separate to your recording method to 

monitor this. It would be useful to have a specific member of the committee 

monitoring your live stream throughout each session. The following is a non-

exhaustive list of platforms you might consider using: 

 Facebook Live 

 Periscope (Twitter) 

 YouTube Live 

 Google Hangout 
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 Skype 

Each platform has their own tutorials for use. During their 2018 conference ‘Queer 

Identities and Philosophy’, MAP KCL used Facebook Live to good effect, for 

example. 

Whichever method you use, you should get an idea of how many delegates will want to 

participate, and then you can test the connection, quality, position of microphone relative to 

speaker, etc. before the event. 

 

Privacy issues 

You may have some concerns over the privacy of your speakers’ talks and/or their 

reproduction, especially considering copyrighting. The impact of this on any live streamed 

event will be dependent on the platform used. Some of these platforms do not routinely 

store the data used in a publicly accessible way. Where the platforms do have such routine 

public access (such as Facebook Live, Periscope and YouTube Live), there are ways in which 

the videos can be removed at the time of your choosing after your event. Note, however, 

that prolonged access can be useful to you, by increasing access. Consider your privacy 

concerns with the respective platforms before you commit to using any method. 

It is also important to give speakers the opportunity to opt out of the recording 

process. Make sure to communicate this information to your speakers in advance, and 

ensure that you have positive commitments to each recording from the respective 

speaker(s). 

 

Live tweeting (and other social media posting) 

In order to increase engagement with your event (both with attendees and the wider online 

community), you might consider live tweeting or live posting on other forms of social media. 

To do this, you might consider creating an event specific handle and/or using your 

personal/departmental account for this purpose. If this is done well, it can increase visibility 

to the wider philosophical community, and potentially drive subsequent online discussion 

regarding the talks at your event. When tied in with methods of live streaming, this can act 

as a forum for getting questions from the wider community for speakers. One thing you will 

need to keep the discussion cohesive is a unique hashtag (e.g., #MAPUK) which participants 

can use to channel posts into a single venue. If one of your committee monitors the hashtag 

and the social media posts during the event, you can use this to your advantage by engaging 

with your wider audience. Even if this is imperfect (which it typically will be during a busy 

event!), it will allow important added access for those unable to physically attend your 

event. Make sure to communicate your event hashtag in event literature and your 

introductory remarks. 

 

Post-event release of recordings 
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Instead of live-streaming your event, you might consider making the recordings available 

(perhaps for a limited time) after your event. You can do this by recording with the use of 

the equipment above and any sound/video recording software. This can then be uploaded to 

the platform(s) of your choice after the event. This would allow you to edit and refine the 

broadcasts, cutting any extraneous material (such as errors and/or the gap between talk and 

Q&A). There are various formats that this could take. You might want to release the audio 

of your as a regular podcast after the event (through platforms such as Apple Podcasts, 

Overcast etc.), to sustain interest and engagement with the various talks. Or you might 

want to release the full video recording to YouTube and other platforms. Each format will 

work well in some contexts but not others. 

 

Blog series 

Alternatively, you could collaborate with your speakers to produce a blog series 

surrounding your conference. This would allow speakers a platform to advertise their work 

to a wider audience, with extra time for revision in line with comments received at your 

event. We would recommend a format of short-form blogposts summarising the arguments 

made in the respective talks. If you department or project has a regular blog presence, then 

try to incorporate this series into its schedule. The main advantage of this format is the 

ability to sustain a conversations with the respective speaker after the event (for those 

interested in monitoring their blogpost); speakers may gain more insight into their research 

by the considered questioning involved. 

 

6. Personalised accommodations 

It is important that you provide delegates with the opportunity to specify further 

modifications that you will not make be making as standard, but are able to do on request. 

We recommend that this is done via your registration process, with a named first point of 

contact for any additional enquiries. Make sure that you clearly communicate with your 

delegates that any personalised accommodations made during registration will be followed 

up in a timely manner, and provide the named contact’s details for any additional queries 

and/or follow up. 

The options that you will offer on request should include options for multiple print 

formats (e.g. large print, braille), communication formats/aids (e.g. sign language 

interpreters) and dietary requirements. Because of its relatively cheap process, you may 

choose to offer limited large print versions of your literature as standard. If so, make sure to 

communicate this. 

It is important to explicitly offer only those options which you are able to provide. It 

is equally important, however, to put yourselves in a position to offer as many options as 

possible. We make various recommendations throughout these guidelines that you might 

consider. 

For information on how to implement any of these accommodations or how to 

incorporate this into your registration/organising process, here are some resources to help: 
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♦ Accessible Communications Formats (UK Government)  

https://www.gov.uk/government/publications/inclusive-communication/accessible-

communication-formats  

 

♦ ADA Guide on Registration  

http://www.adahospitality.org/accessible-meetings-events-conferences-

guide/book#book-view-first-level-book-3  

 

♦ Your institution’s student disabilities service (or similar) 

You should also include a section for delegates to request modifications that you have not 

explicitly listed, through an ‘other’ option for instance. Make sure that you are clear that 

you will try to make any accommodations that you can within your means, and that 

additional requests will be followed up by your named contact. 

 

7. Further Resources 

Websites 

DisabledGo (for venue accessibility information) - http://www.disabledgo.com/ 

The UP Directory (for speaker selections) - http://www.theupdirectory.com/  

Diversity Reading List (for speaker selections) - https://diversityreadinglist.org/  

BPA/SWIP Good Practice Scheme (Conference and Seminar Series) 

 General Guidelines - http://bpa.ac.uk/resources/women-in-philosophy/conferences-

seminars  

 Seminar Chairing Suggestions - 

http://bpa.ac.uk/uploads/Good%20Practice%20Scheme/Seminar%20chairing.pdf  

Minorities and Philosophy (MAP) UK - https://mapuk.weebly.com/  

Minorities and Philosophy (MAP) International - http://www.mapforthegap.com/  

PhDisabled - https://phdisabled.wordpress.com/  

Being A Philosopher of Color - https://beingaphilosopherofcolor.wordpress.com/ 

Feminist Philosophers - https://feministphilosophers.wordpress.com/ 

 

Informative articles 

 PhDisabled, “Event Organisers: Give Access Information Upfront. Please?” 

https://phdisabled.wordpress.com/2014/10/30/event-organizers-give-access-

information-up-front-please/  

 

 Feminist Philosophers, “How to Avoid a Gendered Conference” 

https://www.gov.uk/government/publications/inclusive-communication/accessible-communication-formats
https://www.gov.uk/government/publications/inclusive-communication/accessible-communication-formats
http://www.adahospitality.org/accessible-meetings-events-conferences-guide/book#book-view-first-level-book-3
http://www.adahospitality.org/accessible-meetings-events-conferences-guide/book#book-view-first-level-book-3
http://www.disabledgo.com/
http://www.theupdirectory.com/
https://diversityreadinglist.org/
http://bpa.ac.uk/resources/women-in-philosophy/conferences-seminars
http://bpa.ac.uk/resources/women-in-philosophy/conferences-seminars
http://bpa.ac.uk/uploads/Good%20Practice%20Scheme/Seminar%20chairing.pdf
https://mapuk.weebly.com/
http://www.mapforthegap.com/
https://phdisabled.wordpress.com/
https://beingaphilosopherofcolor.wordpress.com/
https://feministphilosophers.wordpress.com/
https://phdisabled.wordpress.com/2014/10/30/event-organizers-give-access-information-up-front-please/
https://phdisabled.wordpress.com/2014/10/30/event-organizers-give-access-information-up-front-please/
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https://feministphilosophers.wordpress.com/2011/03/26/how-to-avoid-a-gendered-

conference/  

 

 Feminist Philosophers, “Childcare at Conferences” (Multiple posts) 

https://feministphilosophers.wordpress.com/category/childcare-at-conferences/  

 

 Blind Spot, “Practicing Inclusive Access” 

http://hannah-thompson.blogspot.co.uk/2014/11/practising-inclusive-access.html  

https://feministphilosophers.wordpress.com/2011/03/26/how-to-avoid-a-gendered-conference/
https://feministphilosophers.wordpress.com/2011/03/26/how-to-avoid-a-gendered-conference/
https://feministphilosophers.wordpress.com/category/childcare-at-conferences/
http://hannah-thompson.blogspot.co.uk/2014/11/practising-inclusive-access.html
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Checklists have been removed - this is now detachable 2-side info 

sheets on each topic 

 

Appendix: Draft CFPs, CFAs & CFRs 

A. Call for papers 

[If you are a member of a group that is underrepresented in professional philosophy and 

wish to identify yourself as such, please include this information on your cover sheet] 

 

B. Call for abstracts 

[If you are a member of a group that is underrepresented in professional philosophy and 

wish to identify yourself as such, please include this information on your cover sheet] 

 

C. Call for registration 
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