
Accessible Information Action Plan
Our Promise
We want everyone to get information they can understand. We will help you if you have different communication needs.
	Action
	What We Will Do

	Ask you about your needs
	When you register, we will ask if you need help with communication (for example, large print, Easy Read, interpreter, quiet space).

	Record your needs
	We will write down your needs in your notes and use alerts to remind staff.

	Give information in the right format
	We can give you letters and leaflets in Easy Read, large print, pictures, or other languages. We can book an interpreter or help you access an advocate if you need one.

	Personal support
	Staff can help you read and understand letters. We can call you to explain important information.

	Quiet and sensory-friendly spaces
	We have quiet waiting areas and can offer longer or flexible appointments.

	Clear signs and website
	Our signs are easy to see and understand. Our website is accessible and Easy Read.

	Staff training
	All staff learn about helping people with different needs, including autism and learning disabilities.

	Listen to you
	We ask for your feedback and use it to make things better. You can make a complaint in different ways including in-person, online, by telephone or by post.

	Review and update
	We check your needs every year or when you tell us something has changed.

	Publish accessible documents
	Our policies and action plans are on our website in Easy Read.


How We Will Check
We will check our records and ask for your feedback. We will review our action plan every 3 months and update our website and signs to make sure they are accessible.
Who Is Responsible
Reception Team & Outreach Workers: Ask and record needs.
Patient Services Manager: Check records and feedback.
Digital Lead: Website and online documents.
Estates Lead: Signs and building access.
Training Lead: Staff training.
Patient Engagement Lead: Feedback and involvement.
When Will This Be Done
Ongoing: Asking, recording, supporting, and reviewing needs.
By December 2025: All signs and website updates.
Every year: Staff training and review.
What If You Need Help?
Tell any member of staff. Ask for information in a way that suits you. We will do our best to help.
