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Choosing and preparing a meeting space
A checklist to help you choose the right space for your group.
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Tips for choosing the right space
Use this checklist when choosing a venue or a room before hosting a peer group meeting.
[bookmark: _Toc238717041]Location 
The location is easy to find. 
Public transport options are available. 
Parking options are available if needed. 
The area feels safe for people arriving and leaving. 
Clear directions can be shared with members. 
Accessibility 
Step-free access is available
Accessible toilets are available
The room has enough space for the group and mobility aids
Lighting and noise levels are suitable
Members have been asked about specific access needs
Room setup 
Chairs can be arranged so people can see each other
There is enough privacy for sensitive conversations
The room is clean, comfortable and not too crowded
Materials, equipment or refreshments are ready if needed
Break areas or quiet spaces are available if possible
Booking and practical details 
The booking time is confirmed 
Entry instructions are clear
A contact person is available if there are access problems
Technology or equipment has been tested
There is a backup plan if the space is unavailable or unsuitable 
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