Suffolk InfoLink Add Entry Form

Suffolk InfoLink is a web based community information directory giving providers of activities and services an easy way to promote information on what they provide, for whom their activities and services are provided and how they can be accessed.

By completing this form and keeping the information updated, your organisation can reach an audience of people actively searching for things to do and places to go for help or advice. If your organisation has its own web site then InfoLink can link to it.

The form is in three parts:

Part 1: Details of your organisation

Part 2: Details of your activities and services

Part 3: Permission to publish this information on the internet.  Please make sure you complete this section.

* indicates boxes that must be completed before you can submit your form.

Part 1: Details of your organisation

	Name of organisation*
	

	Contact name

and position*
	

	
	

	
	A  □ I do not want this to appear on the web site

	Contact address
	

	
	□ I do not want this to appear on the web site

	Telephone number *
	Tel:

Fax:



	
	□ I do not want this to appear on the web site

	Email address


	

	
	□ I do not want this to appear on the web site

	Please indicate if you would prefer to be contacted by

post or email.
	□ Post

□ Email




	Additional email address
	

	Describe your organisation:

For example, your aims or what you do.
	
	

	Words that people use to

describe your

organisation, activity or

service. These are words

that people might use to

search to find you such as

‘martial arts’, ‘complementary therapy’, or ‘disability’


	

	Does your organisation

and/or activities/

services have any

quality standards assurance,

accreditation or affiliation?
	□ No

□ Yes – please provide name of quality assurance/accrediting/affiliated body and contact details/web address

http:// 



	Geographical area covered

by your service (e.g.

Ipswich, Sudbury or Suffolk

Coastal)
	

	Your web site address(es)
	http://

http://


Part 2: Details of the activities or services provided

	Is this entry for:
	□ Activity (educational, leisure or social activity)

□ Service (help, advice or guidance)

□ Both

	Details of the provision:

Name of activity/service

Who is it for?

Are any goods provided?

Is pre-booking required?

Any other information relevant to users (such as concessions)


	

	Age groups


	□ Pre-school

□ Children (between 5-12)

□ Young people (between 13-19 and for people with    disabilities up to 25)

□ Adults

	Is your activity/service open to the public or restricted to certain individuals or groups?

(e.g. parents, pensioners, pupils at a specific school, people with specific disabilities)


	□ Public

□ Restricted – please tell us to whom:

□ Membership is required

	Does taking part in the

activity lead to a certificate or award?
	□ No

□ Yes – please tell us which award or certificate:



	Is there a cost?
	□ No

□ Yes

	If yes, please give details of cost / fees
	

	Venue address including postcode.
	Postcode:

	Venue email address (if applicable) 
	

	Venue website (if applicable)
	

	What facilities does your venue have?

Please refer to the guidance notes at the end for more information on facilities for disabled people.
	Accessibility: 

□ Adapted Toilet

□ Audio Description

□ Audio Loop

□ Braille Resources

□ Disabled Parking

□ Lift

□ Low vision resources

□ Sign Language

□ Stair Lift 

□ Telephone Typewriter

□ Wheelchair Access



	
	Accessibility details:



	Further information about facilities
	

	Days and times/opening hours for the activity/service
	

	Is public or arranged transport available for people going to your activity or service?


	□ No

□ Yes – please tell us the transport that is available:



	Is parking available?  Please give details.
	

	Contact details for further information about your activity/service/goods

Please note anything entered here will be published on Suffolk InfoLink
	


Part 3: Permission to publish

The information you give us will be added to Suffolk InfoLink and made available to the public on the internet. We may need to amend the information you have provided to make it easier to find.
If you are completing this form on behalf of anyone else, check with them before including any personal details.  We need an address or email so that we can contact you. If you do not want these details published please tick the box ‘I do not want this to appear on the website’.  The personal information you supply will be held and processed according to current data protection legislation.

By adding your name and returning this form you confirm that you have read Part 3 and agree to the disclosure of the information you have provided.

Name:  

Date:  

Return to:

Suffolk InfoLink

Suffolk Libraries

Endeavour House

Russell Road

Ipswich, Suffolk

IP1 2BX.

or take the completed form into any Suffolk County Council service point (e.g. a library or children’s centre).

If you have any problems completing this form please contact the InfoLink team by phoning  01473 265265 or email: infolink@suffolk.gov.uk. 

You can update your record yourself on the web at www.suffolk.gov.uk/infolink. Just contact us for a username and password.
Thank you for your help.

Guidance on Accessibility Categories

Anyone who provides a service to the public has duties and responsibilities under the Disability Discrimination Act to treat a person equally; this means that a person with a disability should not be treated unfavourably.

Organisations are required to make people aware that disabled facilities are available and these are most often shown as the symbols below.  Please use this as a guide in filling in your Suffolk InfoLink form.
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 Adapted Toilet

There are adapted toilets on the premises.  Doors to adapted toilets must have a clear door width of at least 75 cm.  The horizontal support rail opposite the transfer space must be no more than 50 cm from the centre of the seat.
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 Wheelchair Access

There is a level access leading to the entrance door of the premises and most internal level changes are accessible by easy ramps and/or standard/platform lifts.

If there is a car park, there must be a level reservable space with a minimum width of 360 cm.  Entrance doors must have a clear door width of at least 75 cm.  The threshold at the entrance must be no higher than 2 cm.
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 Audio Description

A sound description system is available within the premises for people with a visual impairment.
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  Audio Loop

An audio loop is also available on the premises, or available upon request.
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 Braille Resources

Braille information is available, or available on request.
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 Disabled Parking

If there is no general public car park, there must be at least 2 dedicated parking spaces, each with a minimum width of 360 cm, capable of being reserved in advance.

The route to the entrance must include no steps and must not be steeper than 1:15.  Long slopes must have level resting places 150 cm long at no more than 10 m intervals.
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 Lift

There are lifts at the premises and they are of adequate size with low level controls.  The internal lift space must be at least 1100 mm wide x 1400 mm clear depth internally and preferably 2000 mm wide and 1400 mm deep.
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 Low Vision Resources

Meets the minimum entry requirements to meet the National Accessible Standards for visually impaired people.
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 Sign Language

The symbol indicates that Sign Language Interpretation is provided for a lecture, tour, film, performance, conference or other program.
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  Stair Lift

Stair lifts are available on the premises.  Please note that Wheelchair Stair lifts are not acceptable means of access for any type of sports facility and could be hazardous if fitted on escape stairs.
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  Telephone Typewriter

There is a Telephone Typewriter available.

This device is also known as a text telephone (TT), or telecommunications device for the deaf (TDD).  TTY indicates a device used with the telephone for communication with and between deaf, hard of hearing, speech impaired and/or hearing persons.

Two-way textual message can be communicated over the telephone line.  All large sports facilities must be equipped with a text telephone to facilitate telephone bookings and general communication by staff or users with a hearing impairment.

