
I N C L U S I V E E V E N T P L A N N I N G
enables us to meet the diverse and holistic needs of 
our dynamic NUS community!

As we strive towards co-creating an enriching 
student life experience for all, the Student 
Accessibility Unit (SAU) and Community Engagement 
(CE) sections at the Office of Student Affairs (OSA) 
have put together a range of considerations that 
student leaders can adopt in their event planning.
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B E F O R E  T H E  E V E N T

Look Inwards! 
Is your organising

committee diverse (e.g.
racial, gender, economic

background, etc.)?

Bounce Ideas with 
Agnes (SAU) at

osayyya@nus.edu.sg or
Saza (CE) at

saza.f@nus.edu.sg on 
how your event can be

more inclusive

Panel/Event Diversity
Does your panel/event have a

diverse representation of
speakers (e.g. racial, gender,

economic, age, industry, etc.)?
Ensure your events do not

have any proselytizing
elements, in accordance with 

Cuisine Diversity
Ensure as many food

options as possible e.g.
halal, vegetarian, kosher.

Take note of religious
dietary restrictions that
might fall on your event
day e.g. Jews don't eat
bread on Passover and
Muslims eat only after

sunset during Ramadan.

Economic Diversity
Search for sponsors and/or

funding to support the
costs of your event.
Within NUS: CEF and

USPARKS
Outside NUS: OurSG

Grants
Offer means-tested

subsidies or "Free Access"
options for participants

who are unable to foot the
event fee.

Registration
Ensure that the event is

generally open to only NUS
students, NUS alumni and

invited guests, in
accordance with

NUS Regulation 9 
(Clause 21)

If you are unsure, please
reach out to your staff
advisor for guidance.
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Student Code of Conduct
Clause 10

If you are unsure, please
reach out to your staff
advisor for guidance.

mailto:osayyya@nus.edu.sg
mailto:saza@nus.edu.sg
https://nus.edu.sg/osa/resources/funding/community-engagement-fund
https://nus.edu.sg/osa/resources/funding/u-sparks
https://oursggrants.gov.sg/grants/new
https://www.nus.edu.sg/registrar/docs/info/administrative-policies-procedures/Regn09.pdf
https://www.nus.edu.sg/registrar/docs/info/administrative-policies-procedures/Regn09.pdf
https://www.nus.edu.sg/registrar/docs/info/administrative-policies-procedures/Regn09.pdf
https://studentconduct.nus.edu.sg/wp-content/uploads/2022/01/NUS-Code-of-Student-Conduct.pdf
https://nus.edu.sg/osa/student-services/student-accessibility-unit
https://nus.edu.sg/osa/student-services/student-accessibility-unit
https://nus.edu.sg/osa/student-life/community-engagement
https://nus.edu.sg/osa/student-life/community-engagement


“We strive to include
everyone who is part of the
community. Let us know if

you have any specific
needs and we will work

with you to address them.”
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B E F O R E  T H E  E V E N T

Trigger warning is a
statement made prior to

sharing potentially
disturbing content. That

content might include
graphic references to
topics such as sexual

abuse, self-harm, violence,
eating disorders, and so

on, and can take any form
(eg: image, video clip,

prose etc). 

Registration Form
Include an Access

Requirement field in your
registration form and list

some examples. 
 

Eg: "Please let us know
your accessibility

requirements (e.g. sign
language interpreter,
captions, larger fonts,

wheelchair accessibility,
access to quiet room

during break)." 
 

Update these participants
of the arrangements made
and check if it meets their

needs.

Ensure the registration
form is screen-reader
friendly e.g. NUSync &

Microsoft Forms. You can
test the platform by

accessing the form on your
phone and see if the text
gets read out coherently
using your phone's text-

to-speech feature.
 

Adobe Acrobat has an
Accessibility Check tool
that you can run on your
PDFs to check for areas
that can be improved.
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Event Publicity
Images & videos featured
should carry descriptions

& captions, especially if
they convey essential

information.
 

Include an Open
Statement to pledge

support to meet different
needs in your materials.

Gender Sensitivity
Consider this:

Is gender
relevant for the

event?

Leave an open field e.g.
"Gender" so that

students can fill it up
however they wish

Yes

Remove the
question from your

registration form

No

Include trigger warnings
so that students who may
be triggered can excuse
themselves or mentally

prepare for that portion of
the event.



Hearing Accessibility
Provide captions for your
event. Platforms like Zoom

already have an
automated live caption
feature powered by AI. 

 
For optimal level of

accuracy, you may assign
someone to type the

captions live, or engage
professional captioning

services.
 

Use videos with subtitles
or include your own,

especially if the audio
quality is poor. 

Visual Accessibility
Everyone may benefit from
practices that are meant to
aid students who require

audio cues to access visual
elements of the event.

 
For online events, it might

be challenging to know
who’s who. A self-

description added as part
of an introduction may

help. 
 

"Hi, my name is ____. I have
short spiky hair, and I’m

wearing a white T-shirt and
black shorts."
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D U R I N G  T H E  E V E N T

Are there sufficient
signages to guide
wheelchair users? 

How about amenities
and accessible
washrooms?

Are there ramps and
sheltered access?

Physical Accessibility
Recce the event location to
assess considerations for

wheelchair access and ease
of mobility e.g.

 
1.

2.

3.

Provide a detailed
schedule sent before

the event so that
participants know what

to anticipate.

Cognitive Accessibility
We all have different

cognitive preferences and
thresholds that often

times, only we are aware
of. Pre-empting some of
the more common ones

may help those around you
feel more at ease and
better engage with the

event.
 

1.

2. Schedule intermittent
breaks throughout the day.

 
3. Inform participants that

they can take a break
during the event/games

when they are overloaded.
For in-person events, a

quiet room may be used
for those who need some
personal space. For online

events, participants may be
given the option to turn off

their video.

4. Have presentation
materials distributed to
participants before the

event. 
 

5. Speak at a comfortable
pace and have one speaker

at a time – this will also
help the caption provider

keep pace with the speech.
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Wellness Support
Include the contact
information of the

organising team for further
discussions, as well as

other signposts for
participants to seek

mental/emotional support
after the session e.g. 

Announce loud sounds, photosensitive images and
trigger warnings before presenting them.
Be mindful of language use (e.g. person-first language)
throughout the event.
Allow multiple ways to participate or ask questions,
other than speech e.g. enable asking questions
through the chat function, or online posting platforms
such as pollev.com.
See that individuals are aware of their role in
facilitating arrangements, and provide avenues for
participant to reach organiser for event-day support.

Other Considerations
1.

2.

3.

4.

4

D U R I N G  T H E  E V E N T

Feedback Channel
It may not be feasible to

anticipate all possible
scenarios. Provide

participants with an
avenue to share their

feedback on the
accessibility arrangements,
after the event. We can all

learn from the hits and
misses!

Student Support Resources
offered on campus

NUS Care Unit

A F T E R  T H E  E V E N T

Follow up
Have relevant files made

available online after, if not
before the event, so that
participants may review

the materials and catch up
on what was missed.

Thank you for creating a more understanding and inclusive student life
experience for your peer community! 
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https://nus.edu.sg/osa/student-services/sw/student-support-resources
https://care.nus.edu.sg/get-help/



