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Access Statement
Nottingham Community and Voluntary Service 
(including the Nottingham Voluntary Action Centre)
Introduction

This Access Statement is intended to provide a written, clear, accurate, and above all honest description of our current facilities and the services we offer, to enable a potential visitor to make an informed decision as to whether we meet their particular access needs.

If you have any specific questions which this statement does not cover, please contact us (details below) and we will try to help.

Pre-arrival

Our address is: 7 Mansfield Road, Nottingham, NG1 3FB

We have a city centre location. Visit our website to see location map and how to find us: http://www.nottinghamcvs.co.uk/about-ncvs/how-find-us
We have excellent links to city bus routes with many passing our front door. Visit these websites for more information: 
www.nctx.co.uk
www.trentbarton.co.uk
We are also close to the tram with the closest stop at the Royal Centre approximately 500m away. See www.thetram.net for more information.
Opening hours

Unless special arrangements are made, our opening hours for visitors are 9am to 6pm (5pm on Fridays).  
Arrival and parking including cycle parking facilities

Because of our city centre location there is no on-street parking. 
There is, however, ample car parking available only 100m away at the Victoria Shopping Centre which includes designated parking spaces for Blue Badge holders. For more information on parking at the Victoria Centre go to their website: www.victoriacentre.uk.com/parking_at_the_centre.htm
Information on other city centre car parks - www.nottinghamcity.gov.uk/index.aspx?articleid=852
We also have cycle lockers available for use – contact reception staff for access.
Main entrance and lobby
· Ramp (with handrail) access to building

· Seating is available in the lobby area
· There are no level changes throughout the ground floor and no steps to negotiate
Ground floor public areas
· Well lit including corridors
· Floor covering is non slip carpet throughout the building - of low pile and consistent texture
· Free Wi-Fi internet access

Other floors

The building has meeting rooms on the ground floor and in the basement. NCVS offices and meeting rooms are located on the first floor. Offices of other organisations are located on the second, third and fourth floors. 

Lift

All floors are accessible by lift as well as stairs. The lift is a talking lift with Braille buttons
Toilets
There are three toilets close to Reception on the ground floor. One of these is Disability Discrimination Act (DDA) compliant for wheelchair users, and also has baby changing facilities.
A DDA compliant toilet is available on each floor of the building

Meeting rooms

· Tables and chairs are movable

· Chairs are available both with and without armrests
· We have two portable hearing loops available for use. One is suitable for small meetings, the other for larger meetings. We also have a portable PA (microphone and loudspeakers). Please contact reception to book any of these.
Light well

On the first floor there is a light well. This is not accessible to wheelchairs or people who cannot manage steps.
Means of escape

Signposted designated refuge points are on each floor in the stairwells. All building users should be aware of them
Anyone requiring assistance to vacate the building will be taken to a refuge point. The fire service will check these points first and rescue anyone waiting there. All fire wardens have a laminated card for each floor displaying the refuge areas in blue so the fire service can find these quickly. When the fire service arrives they will be made aware of the person or persons in these areas. 
Our services
We support local voluntary and community organisations. Our website provides full information on our services which include support for groups, support for volunteers and training courses. Visit our website here - www.nottinghamcvs.co.uk (large text and high contrast settings are available).
You can also find out about our services by phoning us.
We try to make our written information easy to read and understand.  We have a ‘style guide’ to help our staff and volunteers write in a clear, helpful and human way.  Please tell us if anything we say is confusing or unclear

All NCVS staff undergo equality and diversity training and attend regular awareness raising sessions. These sessions are also available to all NCVS volunteers.
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This symbol is awarded to employers who have made commitments to employ, keep and develop the abilities of disabled staff. Employers who use the disability symbol make five commitments regarding recruitment, training, retention, consultation and disability awareness.

We can provide information in alternative formats as follows. We can provide large text documents and unformatted Microsoft Word documents as alternatives to PDF documents. We can provide Braille transcription and/or audio versions of most documents subject to cost - please ask us.
Subject to funding, British Sign Language interpretation and/or speech-to-text service is available on request for meetings we run. Please give us plenty of notice so we can book this for you.
We are not able to translate information from English into community languages.
Support for groups
We support around 400 local community groups each year. 

We have a Helpdesk facility available via telephone, via drop in, by texting to our mobile phone and by email (contact details below).  Contact us to ask for support. If we don’t answer just leave us a message and we’ll respond within one working day. 
When we are working with you we will agree the best way to communicate with you. We are happy to arrange to meet you outside our offices, and outside usual working hours, if that’s what suits you best.
Support for volunteers
We support around 2,000 volunteers each year. 

Our Volunteer Centre is fully accessible and disabled people are welcomed. 
We are keen to promote volunteering opportunities that are accessible for disabled people and we ask organisations to state the accessibility of their volunteering opportunities.

Whilst the volunteer advisers do not have specific training, they are able to provide some extra support to enable people with disabilities or health issues to search for a suitable volunteering position e.g. by making phone calls on behalf of clients and talking through volunteering opportunities. 
Additional accessibility information

· Service dogs are welcome (No other dogs or pets)
· No smoking
· A member of staff is always available on site during reception opening hours
· Emergency lighting and fire alarms fitted. We ensure that all guests are evacuated in the event of fire or any emergency requiring evacuation
· Evacuation procedures shown (in large font) in all meeting rooms and in reception
· Alarm pull cords in all DDA compliant toilets

· Several staff are trained First Aiders – contact reception
· No crèche facilities but children under supervision are accepted. Parents/carers of children are responsible
· Pushchair storage space available
Our contact information
Address:  Nottingham Community and Voluntary Service, 7 Mansfield Road, Nottingham, NG1 3FB

Telephone: 0115 934 8400 (reception)
Mobile (for text messages): 07538 634 069
Fax: 0115 934 8440
E-mail: ncvs@nottinghamcvs.co.uk
Helpdesk telephone: 0115 934 9548
Helpdesk email: helpdesk@nottinghamcvs.co.uk
Website: www.nottinghamcvs.co.uk
Hours of operation: Reception open from 9am to 6pm (5pm on Fridays).

Future plans
We are sourcing an induction loop for the lobby. 

We welcome your feedback to help us to continue making improvements.   Please contact us directly if you have any queries or if you would like to make any comments.
NCVS is proud to hold the ‘Two Ticks’ quality standard and display the disability symbol on job adverts and application forms.











P:\Partnerships\Communities\Disability\NCVS Access Statement\2012 01 05 Access Statement.doc

