
Accessible business
Self-assessment checklist

This checklist is part of a program by the Mornington Peninsula Shire to 
to help businesses become more accessible.
Checklists for Physical Access and Attitudes and Awareness can be 
found at www.mornpen.vic.gov.au/accessiblebusiness
View our Accessible Business video here.

http://www.mornpen.vic.gov.au/accessiblebusiness
https://www.youtube.com/watch?v=t7DTbbqLQoE


This document is best printed or used digitally on a 
tablet or desktop computer. Simply fill out the checklist 
and make comments on how you might improve access 
for your customers.

Providing information about your business attracts a 
wider audience and makes it easier for new customers 
to find you. 

The Mornington Peninsula Shire has developed a 
checklist of actions you can take to improve Access to 
Information for your business. We’ve broken them into 
three categories – no cost, low cost and investment.

No cost Low cost Investment

Introduction

Using this checklist

This checklist was undertaken by

Month YearDate

Name

Checklist details
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Online 
Designing a website or social media 
page that is easy to navigate and 
contains clear and simple language 
will reach a wider audience.
Wayfinding and print 
Providing information to people with 
disabilities of their new surroundings 
enables them to build a mental map 
and guide them through a physical 
environment.

Advertising 
Most people with disabilities will 
pre-plan their visit and check your 
website for information they need to 
decide whether your business is safe 
and easy for them to access.
Notes 
We’ve provided space to enter details 
about each area - so you can keep 
track of you progress toward better 
access for your customers.
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# ACTION

1 Use plain English – Grade 6 reading level or below. Check 
what readability level your document is at: Hemingway Editor 
(hemingwayapp.com) (Cut and paste your text into the website)

2 Ensure online booking/form submission/payment process is easy 
to find and navigate

3 Provide key information online, such as such as menu, opening 
hours and contact details 

4 Provide online/phone shopping options to reach a wider audience 

5 Use image descriptions in social media to describe the pictures 
you use so that people who are blind or have low vision know 
what the picture is (this can be helpful for ALL customers)

6 To assist those with low vision, ensure website and printed 
information has good colour contrast using this analyser from 
Vision Australia Colour Contrast Analyser | Vision Australia. 
Blindness and low vision services 

7 User-test your website with people with disabilities to ensure as 
many people as possible can access your website

No Cost

Online
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https://www.visionaustralia.org/services/digital-access/resources/colour-contrast-analyser
https://www.visionaustralia.org/services/digital-access/resources/colour-contrast-analyser
https://www.visionaustralia.org/services/digital-access/resources/colour-contrast-analyser


Advertising

No Cost

# ACTION

8 Use maps, pictures and symbols to assist with wayfinding

9 Use clear, big, bold and bright signage to assist with wayfinding 
(but not too many bright colours, as this can be overwhelming for 
people with sensory issues)

# ACTION

10 List accessible features on your website such as maps/floor 
plans, toilets, parking etc.

11 Provide photos with image descriptions and/or videos with 
closed captions on your website so people know what to expect 
before they visit your premises.

12 Ensure your business is on the map and information is up to date

13 Use Google Street view to provide a visual of your 
venue’s entrance

14 Provide information about public transport (if available) and how 
to get to your business

15 Include people with a disability in advertising to reflect the 
diversity of the population and make all customers feel welcome

16 To assist those with low vision, ensure website and printed 
information has good colour contrast using this analyser from 
Vision Australia Colour Contrast Analyser | Vision Australia. 
Blindness and low vision services 

Wayfinding and print
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We recommend saving your checklist now before continuing to 
the next section (go to save as...)

No Cost

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Notes

No Cost
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# ACTION

17 Use your own skills to design an accessible website according to 
Web Content Accessibility Guidelines (WCAG) 2.0 Web Content 
Accessibility Guidelines (WCAG) Overview | Web Accessibility 
Initiative (WAI) | W3C

Online

Low Cost

# ACTION

18 Have menus, signage and important information available in 
multiple formats, for example:

• Braille Brailliant Touch Australia | Accessible Signage or 
Restaurant_Cafe-Menus.pdf (braillehouse.org.au)

• Easy English Easy Read Documents | Easy English Information | 
Information Access Group

• Pictures

• Audio

• Verbally by staff

• Printed in regular and large print (recommended 14-18 point 
Arial, Trebuchet or Verdana)

• Electronic format

• Word/HTML, large print

Wayfinding and print
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https://www.w3.org/WAI/standards-guidelines/wcag/
https://www.w3.org/WAI/standards-guidelines/wcag/
https://www.w3.org/WAI/standards-guidelines/wcag/
https://braillianttouch.com.au/
https://braillianttouch.com.au/
https://www.informationaccessgroup.com/our_services/easy_read.html
https://www.informationaccessgroup.com/our_services/easy_read.html


# ACTION

19 Invest in some of the recommendations outlined here from 
Vision Australia - Online and print inclusive design and legibility 
considerations | Vision Australia. Blindness and low vision 
services

20 Create Communication Access Boards for customers who are 
non-verbal, have low literacy or speak English as a second 
language.  Communication Access – Access Ability Australia and  
Communication Access | Scope Australia are two services that 
can help with this

Wayfinding and print (Cont.)

Advertising
# ACTION

21 Actively seek feedback and provide accessible ways for 
customers with disabilities to give feedback e.g. electronic, verbal 
or printed

22 Purchase 360° digital camera and software to make your own 
virtual tour of your venue

23 Use your mobile phone camera and purchase software to create 
a virtual tour Create a virtual tour on mobile phone. | Virtual Tours 
Software for Real Estate 2 (virtualtourscreator.com.au)

24 Include models with disabilities in your promotional material 
(search for “disabled model agents” online)

Low Cost
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https://www.visionaustralia.org/services/digital-access/blog/12-03-2014/online-and-print-inclusive-design-and-legibility-considerations
https://www.visionaustralia.org/services/digital-access/blog/12-03-2014/online-and-print-inclusive-design-and-legibility-considerations
https://accessabilityaustralia.com/communication-access/
https://accessabilityaustralia.com/communication-access/
http://www.virtualtourscreator.com.au
http://www.virtualtourscreator.com.au


Low Cost

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Notes
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# ACTION

25 Hire web designer to setup a business website and online store 
and/or ensure your website complies with Website Content 
Accessibility Guidelines Web Content Accessibility Guidelines 
(WCAG) Overview | Web Accessibility Initiative (WAI) | W3C

# ACTION

26 Engage the help of an orientation and mobility specialist to 
advise on wayfinding and other important information that people 
with low vision or other disabilities might need to navigate around 
your business

27 Engage the help of an Autism specialist such as Amaze or 
AccessAbility Australia who can help develop information that 
will make it easier for people with Autism, sensory processing or 
intellectual disabilities to access your business

28 Join the Communication Access Network of businesses and 
services that are accredited to display the Communication 
Access Symbol Communication Access | Scope Australia

Wayfinding and print

Online

Investment
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https://www.w3.org/WAI/standards-guidelines/wcag/
https://www.w3.org/WAI/standards-guidelines/wcag/
https://www.amaze.org.au/
https://accessabilityaustralia.com/about-access-keys/
https://www.scopeaust.org.au/services-for-organisations/access-and-inclusion-for-businesses/communication-access/
https://www.scopeaust.org.au/services-for-organisations/access-and-inclusion-for-businesses/communication-access/
https://www.scopeaust.org.au/services-for-organisations/access-and-inclusion-for-businesses/communication-access/


Advertising
# ACTION

29 Pay for an audit of your existing website with Information 
Access Group Accessible Websites | WCAG 2.0 AA Compliant | 
Information Access Group

30 Hire photographer/videographer to take footage of business 
to use in advertising (ensure you use image descriptions when 
posting photos online)

31 Pay an advertising company to develop a campaign that includes 
images/video of people with different disabilities in 
promotional material.

Investment

We recommend saving your checklist now before continuing to 
the next section (go to save as...)
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https://www.informationaccessgroup.com/our_services/accessible_websites.html


Investment

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Feature: Follow-up:

Notes

Access to Information – Checklist for Businesses

Mornington Peninsula Shire © 2021 13



The Mornington Peninsula Shire 
would like to thank members of the 
Disability Advisory Committee (DAC) 
who helped to develop the concept 
for this checklist and submitted the 
original budget bid to Council for an 
Accessible Business Grant program. 
Thanks to Ryan Smith of The Access 
Agency for producing the Access 
for Business video, with input the 
Disability Advisory Committee.
Thanks to Raz Machado for assisting 
with the development of this 
checklist.

www.mornpen.vic.gov.au/accessiblebusiness

Inspiration for content came from a 
wide range of sources including, but 
not limited to:
Missed Business? - Marrickville 
Council and Human Rights and Equal 
Opportunity Commission
Good Access is Good Business – 
Joint Council Publication
Missed Business – How to Attract 
More Customers Through Better 
Access, NSW Business Chamber
Inclusive Towns Guide - Bendigo
Better Access is Better Business 
Guide - Stonnington
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http://www.mornpen.vic.gov.au/accessiblebusiness
https://humanrights.gov.au/sites/default/files/content/disability_rights/buildings/missed_business/missed_business.pdf
https://assets-global.website-files.com/6021ed7c89cc1c1c01fccf29/6021ed7c89cc1cd2e9fcd893_Good-Access-is-Good-Business.pdf
https://www.nswbusinesschamber.com.au/NSWBC/media/Policy/NSWBC-MissedBusiness-Guide.pdf
https://www.bendigo.vic.gov.au/sites/default/files/2017-08/FINAL Inclusive Towns booklet.pdf
https://www.google.com.au/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&ved=2ahUKEwiiq7z26ffwAhXs8HMBHcoUA1gQFjAAegQIBBAD&url=https%3A%2F%2Fwww.stonnington.vic.gov.au%2Ffiles%2Fassets%2Fpublic%2Fbusiness%2Frunning-a-business%2Fbetter-access-better-business-guide.pdf&usg=AOvVaw35fLnD9c-49-u-CnoyGwUY
https://www.google.com.au/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&ved=2ahUKEwiiq7z26ffwAhXs8HMBHcoUA1gQFjAAegQIBBAD&url=https%3A%2F%2Fwww.stonnington.vic.gov.au%2Ffiles%2Fassets%2Fpublic%2Fbusiness%2Frunning-a-business%2Fbetter-access-better-business-guide.pdf&usg=AOvVaw35fLnD9c-49-u-CnoyGwUY
http://www.theaccessagency.com.au
https://www.youtube.com/watch?v=t7DTbbqLQoE


Website: www.mornpen.vic.gov.au

Email: customerservice@mornpen.vic.gov.au

Phone: 03 5950 1000 or 1300 850 600

TTY/voice calls: 133 677

Speak and listen: 1300 555 727

SMS relay: 0423 677 767

Mornington Peninsula Shire acknowledges 
and pays respect to the Bunurong / Boon 
Wurrung people, the Traditional Custodians 
of these lands and waters

Disclaimer 
This list is provided for information purposes only. While reasonable efforts have been made 
to ensure its accuracy at the time of publication, the Mornington Peninsula Shire does not 
warrant its accuracy or completeness. Readers should verify all information before relying on 
it. We do not accept any liability to any person or organisation for the information, or use of 
the information, which is provided in this publication.

http://www.mornpen.vic.gov.au
mailto:customerservice%40mornpen.vic.gov.au?subject=
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