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Contacts 

Telephone 0345 143 0234 or email speakervols@guidedogs.org.uk 

These are the main contact details for letting the team know if you have a talk scheduled, if you have to cancel a talk or if you need any resources. 
Speaker Managers
Julie Wood -  email: julie.wood@guidedogs.org.uk or call 07825 906918
Jane Shelley – email jane.shelley@guidedogs.org.uk or call 07785 433230
If you are on Facebook, we have a private group for our speakers. The group was set up for you to share best practice, get support, ask for advice, learn from each other and for updates from Guide Dogs. You can find the group at the following hyperlink Guide Dogs Speaker Group.
We send relevant updates out to all speakers in the Speaker Newsletter, which you should receive every other month. 
Pre-Talk Preparation
Using Zoom
Guide Dogs have developed the following Zoom guides, which include how to install it, useful shortcuts and how to use the different functions. 
Below is a table with 2 columns and 2 rows. The first row includes the title of the document. The second row includes the document relevant to the title above it. The relevant document should open when you click on it.
	Zoom Guidance for Volunteers
	Zoom Etiquette

	
[image: image1.emf]Zoom Guidance for  Volunteers v2.doc
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Liaising with the Host
It is important that we meet the expectations of the host/organiser of the talk and establish the reason for inviting us. What do they hope to get from the talk? 

· It is preferable that we are invited to the organiser’s Zoom meeting rather than us hosting the meeting. This ensures that safeguarding requirements are the responsibility of the organiser (especially when talking to minors). 
· Recommend that the host use a password for extra security and that the host locks the room at a set time, to prevent unauthorised guests joining.
· Gather information on why they have chosen a speaker from Guide Dogs.  Are they fundraising for us or wanting to find out more about the charity and living with sight loss?
· Who is the audience? Adult or youth group, professional or casual? If a youth group, what are the ages? 
· Check how long you have to speak, and if there is anything specific they would like to know. (Questions in advance are welcome). If they are using the free Zoom package, the event will only last 40 minutes, so timing will be imperative. 
· Make sure the host allows the share screen function if you are sharing any media.  
· Establish a backup plan in case either of you have technical difficulties on the night. 
· Agree on any good housekeeping rules such as the host muting the audience or asking for the audience to mute themselves. 
· If questions are to be asked, it would be best if the host is chairperson and manages the audience. They will know their audience and it will be easier for them to ask who to speak. It is good practice to make the host aware that if you are visually impaired you may not pick up on visual gestures for example, if someone has their hand up to ask a question.  
· Ask if anyone in the audience will require any special consideration, for example, will there be anyone hard of hearing joining the event?
· If you are visually impaired it may be best to switch off the audio on messages. This ensures you won’t be getting distracting notifications whilst you are doing your talk. It might be useful for the host to be aware of this beforehand, so that if they are typing messages to you during the event, they won’t be surprised if you’re not answering. 
· If you are planning on doing any activities during your talk is there anything that participants need to bring with them to the call, for example a blindfold or pairs of socks for them to match up? 
Donations

If the host is interested in making a donation to Guide Dogs there are a couple of options for them to make a virtual payment. If they would like to make the payment via bank transfer then they will need the following information: 

Account Name: Guide Dogs
Sort Code: 20-65-82
Account Number: 43870731
Reference: This will be the reference number we use for the host organisation on our system, known as Fetch.  If they include the reference number, their donation will be logged on their record. The Speaker Co-ordinator can share this with you or please email speakervols@guidedogs.org.uk for the host’s Fetch reference. 
If you are part of a fundraising group who have a virtual collection page set up on Just Giving, feel free to share the link or QR code with them. 
If they would like to send a cheque, please ask them to make it payable to Guide Dogs and post it to Guide Dogs, Hillfields, Reading Road, Burghfield Common, Reading, Berkshire, RG7 3YG.
Should you want to, our intention is to set up an easy to donate fundraising account for each speaker via Mobilise. We will send you more information on this when the campaign is up and running. 
Working with a Partner 
If you are doing a talk with another speaker, or would like another volunteer to support you during the event, then please establish beforehand who is doing what, even if it is just to be there for someone for moral support. 
If you are supporting someone, please be respectful of their talk. 
In the rare circumstance when we are hosting the talk, work out the following: 

· Who is admitting people to the meeting? 

· Who is locking the room and at what time? 
· Will you be using the chat function and if so, who is answering messages? 

· Who is muting or unmuting the audience? 
· Are you going to hand over the host function to each other during the presentation? 

· Who is timekeeping? 

Where possible practice with the functionality, perhaps with a third party to play the audience role. 

Media
Presenting on Zoom is very different from being in the room with the people you are talking to. You may have photos and videos of your dogs and puppies that you would like to share. If any people are included in your photos, please ensure that they have given permission for them to be shared. 
Zoom calls are sometimes recorded. Please double check this beforehand. If they are being recorded the organiser should get permission to do so and notify us if it going to be shared on a website or social media post. 
We have plenty of photos, videos and marketing materials in our digital media library should you want any. Please do not hesitate to ask if you would like access to any of these. Feel free to share videos from the Guide Dogs YouTube channel at the following link https://www.youtube.com/user/GuideDogsUK. Please be mindful of time and only use media briefly, our hosts contacted us because they wanted to hear from a speaker and a first-hand account. 
Backgrounds 
We would advise against using video as a background, as this can be distracting for the audience and usually hinders the quality of the presentation. 

However, the Virtual Background feature in Zoom does allow you to display an image or video as your background during a meeting. This feature works best with a green screen and uniform lighting, to allow Zoom to detect the difference between you and your background.
Guide Dogs do have set backgrounds that you are more than welcome to use, however, it would be best to test that these don’t affect the quality of call or presentation. It very much depends on the equipment that you are using as to whether the function will work effectively. If interested, you can find out if your computer meets the system requirements for Virtual Background by using the following hyperlink system requirements for backgrounds. 
Recommended setup:

· To achieve the best virtual background effect, Zoom recommends using a solid colour background, preferably green. 

· Higher quality cameras result in a better virtual background. 

· Use uniform lighting and colour.

· Do not wear clothing that is the same colour as the virtual background.

There are 6 branded backdrops, should you want to use them during your presentation. Below is a table with 6 columns and 2 rows. The first row includes the title of the image. The second row includes the image relevant to the title above it and a description of the image. The relevant image (located at the top of the second row) should open when you click on it.
	Background 1
	Background 2
	Background 3
	Background 4
	Background 5 
	Background 6
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Landscape image with the Guide Dogs logo in the top left corner. To the right of the image is a cartoon drawing of a guide dog walking. The background is a curved block of peach colour with a small bit of white behind the logo. 
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Landscape image with the Guide Dogs logo in the top left corner. To the right of the image is a cartoon drawing of a guide dog jumping into the image. The background is a curved block of blue colour with a small bit of white behind the logo. 
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Landscape image with the Guide Dogs logo in the top left corner. To the right of the image is a photo of a Golden Retriever young puppy sitting facing forward. The background is mainly white with a small bit of blue behind the logo. 
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Landscape image with the Guide Dogs logo in the top left corner. To the right of the image is a photo of a Golden Retriever lying down with a Guide Dog trainer crouching to the right of him.  The background is pink and white.
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Landscape image with the Guide Dogs logo in the top left corner. To the right of the image is a photo of a male Guide Dog owner kneeling next to his black Labrador guide dog in harness.  The background is peach and white.
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Landscape image with the Guide Dogs logo in the top left corner. To the right of the image is a photo of a female Guide Dog owner kneeling next to her black Labrador guide dog in harness. The background is ochre and white.


Presenting Yourself

· It may be wise to run an audio test beforehand to check there is no feedback or secondary interference on your connection.
· Check your background to ensure there is nothing inappropriate behind you.
· Check the lighting, is your face visible and clear? Don’t sit with a window or bright light behind you leaving your face in the shadows. 
· Wear your Guide Dogs t-shirt if you have one, if not please ensure appropriate dress for the audience.
· Check that everyone in your home is aware that you are on video call to save any unscheduled interruptions. 
· If you would like another volunteer to check your set up prior to your call then let the team know and we can arrange that. 
Practice

We appreciate this may be a new and different way to present your story, so...
· Ask a friend or relative to listen and watch your talk. 
· Record your practice to see if there are any areas that could be improved upon.
· If you plan to show your dog at your talk, check the camera angle beforehand.
· Feedback is always good and helps to gain confidence before the “real” talk. 
· If you need an audience just ask! Julie and Jane along with other speakers and speaker trainers are more than happy to help. 
The Talk

· Please be yourself, relax and smile, you will enjoy it much more.
· Be mindful that some of the audience may be visually impaired or have other challenges, so ensure you can make your talk as inclusive as possible.
· Remember - No one watching will know if you make a mistake or miss something out. This way of presenting is new to everyone! 
· Time keeping - Do you want the host to give you a 1 or 2 minute to end warning? 
· Questions - Decide if you want questions throughout the talk or all at the end?  This is entirely up to you and announce this at the start of your talk.
Housekeeping

Some of this will have been covered during your pre-talk call, but it is always good to double check before you start.
· Time check – are you monitoring time or have you asked your host to give you a time check? 
· How do people ask a question - will it be throughout the talk, at the end or by using the comment/chat facility? Who is selecting the questions? 
· Remind the audience to go on mute, or ask the organiser to mute everyone.
· If you are working with a partner or co-host, explain how that will work.
· If wanting to share your screen, check that the host has enabled that function. 
Activities 
With some audiences, you may want to break up the talk with an activity. 

Imagine: An easy one to do is to ask everyone to close their eyes and imagine getting ready in the morning.  Choosing their outfit, doing their hair and makeup, brushing their teeth, making breakfast etc. Ask them to think of a regular journey to work, school or a meeting. How did they get there? Did they walk, get the bus, hop in their car? Then ask them to think how they might achieve everything that they do if they were living with sight loss. 

Match the Socks: If any of them fancy trying a sight loss challenge then they could try and match up 5 pairs of socks with their eyes closed. Ask them how they did, who managed to get 5 out of 5? How did they work out which went with which? 
Street Hazards: We usually use the following document with sim specs which mimic certain eye conditions. The Street Hazards images however can be used without the sim specs.  Share one or all of the images and ask the audience to talk through hazards that a guide dog or My Guide would need to avoid. The street scenes are on pages 1 to 5 of the following document. 
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Guide Dogs – Key Facts 
· Every day 250 people in the UK start to lose their sight. 
· There are currently 2 million people living with sight loss in the UK. That figure is set to double by 2050. 

· There are around 35,000 children and young people living with a vision impairment in the UK. Around 80% of a child’s learning takes place using vision, and every day they go without support can affect their development.
· Guide Dogs works with people and their families from birth through to old age. 

· There are around 5000 working guide dog partnerships in the UK.  In total, we are working with around 8000 dogs including those in training and buddy dogs.
· Guide Dogs are currently supporting over 200,000 people through a variety of services.

· It costs over £55,000 for a guide dog from birth through to retirement. This includes training, equipment, food and vets’ bills. 

· On qualification, a guide dog owner pays 50p for their guide dog. 

· The National Breeding Centre has room to breed up to 1500 puppies a year. Since opening our doors in 2011, we have bred almost 11,000 puppies.
· Each litter is named using the same initial unless a puppy has been named by a sponsor. For example, one litter may have names all beginning with the letter A and the next letter will have names beginning with the letter B and so forth.  The only letter that we don’t use for a litter of puppies is X. 
· From Dr Seuss to Shakespeare, from inspirational fiction to educational textbooks, through our CustomEyes programme we have over 4,200 large print books available – and counting.
Fundraising & Further Resources 
The speaker service is a free service but we’d obviously always welcome donations. An easy way to ask about fundraising is in your initial conversation with the host prior to the talk. Ask them why they chose to hear from Guide Dogs, is it to support some fundraising that they are doing, or were they just keen to find out more? Why Guide Dogs? 

If it is a youth group share the Learning leaflet with them and direct them to the learning area of our website www.guidedogs.org.uk/learning. There are lots of activities for different age groups as well as fundraising ideas, projects and an outline of things they may want to fundraise for, including the puppy graduation pack and naming a guide dog puppy. Browse the site yourselves, so you are familiar with the resources that are there. The puppy shopping list is good to highlight. 
The icon below links to a pdf copy of the learning leaflet. 
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For adult groups, point them in the direction of the fundraising area of our website at the following link https://www.guidedogs.org.uk/how-you-can-help/fundraise.  It can easily be dropped into an email or mentioned at the end of a talk. There are lot of ideas there and we have heaps of resources should they need them, including pub quiz packs, tea party packs, sponsorship forms, customisable invitations and posters.
One of the easiest ways to mention fundraising is to talk about how our dogs are named.  As an icebreaker you could ask them what the most popular guide dog name is? (Poppy), or if you were able to name your own guide dog puppy what would you call it? 

You may have a sponsored dog yourself, which makes life easy.  If you’re not a dog owner then ask the group how they think our puppies are named? Talk through naming a litter or how some organisations raise money to name a guide dog puppy or name a puppy in memory of someone special. If you have an example talk about it, for example Jasper was the first puppy I met and he was named by a local school who did a sponsored run and hero fancy dress day; or Pearl who was named by a company to commemorate their 30th anniversary. You don’t need to go into detail. 
If they want to find out more, direct them to our website at the following link https://www.guidedogs.org.uk/how-you-can-help/fundraise/name-a-puppy or send them the Name a Puppy leaflet. Link to leaflet below:
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We’re telling not selling. If we give people the information, then they can decide if they want to pursue it further. 

FAQs & Curveballs
As part of your speaker pack when you first did your training, you should have received a list of frequently asked questions.  We have updated that document and you can access it by clicking on the following link below: 
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We asked you to let us know some of the unexpected questions you have received on a talk.  Here are some of your experiences with how you responded at the time.
· On an early speaking event a very insistent senior member of the audience challenged me on her belief that using a dog as a guide was cruelty to the dog. Fortunately, the rest of the audience disagreed with her and she left after about 5 minutes of “stating her beliefs”. The rest of the group were very apologetic and supportive and we went on to have a really good evening with them. 
I had something similar a while back. I turned it round by asking how often their dog was alone to discover it was 10 hours per day!
Here is what we at Guide Dogs would have to say. Our dogs mean the world to us and to the people whose lives they go on to change. We ask them to do a very important job, so it’s vital that they are confident, happy and equipped with the skills they need. To do this, we follow these principles:

We use reward based training methods to teach our dogs. We praise and reward when they get it right, and help them to make the right decisions. By doing this, the training is fun, and they learn quickly to repeat behaviour which results in praise or treats.

The bond between a guide dog and their owner is unique, and is only possible

because the dog has learned to trust all the people in its life. From puppyhood

onwards, a guide dog’s training builds two-way trust between dog and its owner.

Reward-based training means our dogs always have a choice about taking part, so we have happy dogs who want to work, and owners who can trust their dogs completely. On occasion there are dogs who don’t suit the guiding role, so our training process allows us to identify these dogs and find an appropriate path for them.

We respect our dogs as partners in the training process and encourage them to

problem-solve. They enjoy the training and the work, which in turn strengthens the bond between dog and owner.

We don’t use physical punishment when training, as this negatively impacts on the dogs’ welfare and bond between owner and dog. Trust is central to the Guide Dog ethos, and so we use positive reinforcement training to teach our dogs to become life changers.
And in line with what the speaker responded with before, guide dogs work for a limited time a day. The welfare of our dogs is very important to us and we make sure that they are in the best condition they can be. Our dogs are taken out on free runs where they are able to exercise and play. It's also useful to note that once a dog has been matched with a guide dog owner, our teams carry out regular aftercare visits to make sure the partnership is working well and to look after the wellbeing of both our guide dog owner and the guide dog.
If someone is persistent, direct them to our website for more information, ask them to call their local community team or offer to take their details so we can get a representative from Canine Assisted Services to follow up with them. 

· A few years ago, I was giving a talk to a Beavers group. They were great kids, and very invested in my talk. At the end of the talk, I asked if anyone had anything they wanted to ask. One little boy asked, ‘What would your Guide Dog do if there was a Fire?’ I explained that dog might be a bit scared, but that I would put his/her lead on, and depending on where I was, their harness, and we would make our way out of the building as quickly as possible. I told the Beavers that at work, when the Fire Alarm went off, I was usually one of the first people out of the building, because my dog used to take me to the nearest stairs and straight out. So, I was a bit dumfounded when the next thing the lad asked was, ‘But what if it’s a circle of fire and it’s just you and your dog stood in the middle?’
· I was once asked by a lovely little boy if my guide dog could guide me up a ladder. I explained no, but she helps me with steps/stairs. He proceeded to ask if she could guide me up a place with lots of steps, like the leaning tower of Pisa! I love questions like that!

· I did get asked once if my guide dog carries my dinner tray.  I said, “No and she doesn’t do the ironing either!’
· The cutest question I ever got asked about my previous guide dog was, “Does his tail ever get tired?” 

· Be ready for questions like “How do you find your socks?” and the best one I’ve ever heard “How do you know when your bum is clean!”
· Are puppies as big as a crane?

· Do you teach them to empty the washing machine?

· Can I train my dog to become a Guide Dog?

· How did you manage to have children?
· What colours can a guide dogs see? 
Human eyes have three types of cones that can identify combinations of red, blue, and green. Dogs possess only two types of cones and can only discern blue and yellow - this limited colour perception is called dichromatic vision.
· What did Guide Dogs do during the Covid 19 pandemic? 
During the Covid 19 lockdown Guide Dogs kept in regular contact with guide dog owners and service users with keep in touch calls. If people were self-isolating or struggling we facilitated getting help and appropriate support.  Our dog care team sent out exercises to keep our dogs entertained and keep their brains active. The dog care team were also on hand for any medical emergencies. Meetings and training went online where possible, and even our puppy classes were done via Zoom. We campaigned for people with sight loss to get better access to supermarkets during lockdown. Guide Dogs set up a dedicated area on our website for information and updates on Covid-19 and a sight loss information line to provide advice for people with sight loss or their family and friends. The Covid Sight Loss information line number is 0800 781 1444. The following link https://www.guidedogs.org.uk/Covid19 will take you to the Covid 19 area of the Guide Dogs website where you can also find our ‘Way Forward’ plan which outlines how we will restart activities in the safest way. 
If you don’t know the answer, be honest.  Let them know you’ll find out for them or suggest they visit the website. www.guidedogs.org.uk. If the question is highly personal, like some of those included above, feel free to say, ‘no comment’ or ‘next question!’

Post Talk  
Feedback and Thank You 
After the talk let the hosts know that one of our colleagues will contact them the following week to see how they enjoyed the talk and to ask if anyone needs any more information on Guide Dogs.
We will also be calling you after a talk to give you the feedback from the host and find out how you found delivering the talk. As this is a new way of delivering our speaker programme, we are also really interested in ways we can improve and develop this experience for you too. Your feedback, good or bad is invaluable so please do share with us any ideas to improve the service or tips that you have found useful.

Promoting Talks 

The speaker service is so valuable for Guide Dogs in sharing our stories and educating the wider community about what we do and why we do it. The service often inspires listeners to engage with Guide Dogs, either through volunteering or fundraising. The more that we can promote the service the more we can educate people about what life is like for someone living with sight loss and know what we can do to help should they, a friend or relative need our services.  The more we can promote the service, the wider the audience we can reach and the more support we can give and receive. 
One of the easiest ways that you can share the speaker service, at the moment, is by sharing the web page using the following link. https://www.guidedogs.org.uk/services-we-provide/speaker-service 

You can include this in an email to your current relevant contacts or share it with your connections to help spread the word. Friends and family may work somewhere that is looking to support a charity.
Where have you spoken at before? Check out your local adult groups for example Business Networking Groups, Rotary, Lions, Probus, Buffalo, Masons, Inner Wheel and W.I. They may be meeting virtually as well right now and would welcome a talk.  Most now have websites with contact information or contact them via their social media pages.
You could use the Zoom images included in the Backgrounds section of this document to add a visual to your social media post. Let us know if you want a specific photo, we have heaps for you to use. 
Keep an eye on local social media.  Do you have local groups that you can share information on? 

Below is the current pdf copy of our speaker poster.  You can share this on social media or if there are places for you to physically and safely put it up, e.g. the supermarket noticeboard, then feel free to use it. 
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And Finally

Regardless of everything in this document, the most important point is that you be yourself! Authenticity over perfection wins every time. Thank you so much for sharing your story. You make a huge difference to Guide Dogs and your stories will stay with people forever.
End of document
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Puppy Graduation Scheme £300 donation 


You’ll receive a Puppy Graduation Pack including:


•	 �Class Year Book – a photo story book following the journey 
of a class of 3 of our pups from birth through to qualification.


•	 �Class Scrap Book –  
a lovely book of photos  
of the dogs throughout  
their training


•	 �Large Celebration  
Poster showing how  
much your Class of  
Pups has grown!


•	 �Posters of each dog  
celebrating their  
qualification


•	 Certificate


A fundraising challenge with a difference.


Raise £300 and be part of our Puppy Graduation Scheme - A 
fantastic opportunity to celebrate the amazing achievement 
of 3 of our recently qualified guide dogs. Follow their journey 
from tiny pup to graduate partnership and find out how 
guide dogs are trained and matched with their owners.


If you are interested in registering for the Puppy Graduation 
Scheme please email learning@guidedogs.org.uk  
or call 0345 143 0192.
Pups graduate each January so there’s  
a new class of pups to collect each year!


Learn about 
Guide Dogs


Everyone loves a good story – want to hear ours?
If you’d like to learn more about what its like to live with sight 
loss, how guide dogs change lives or what its like to be a 
volunteer for Guide Dogs, our speakers can come along to 
your school or group to share their Guide Dogs Story. 


Speakers are often guide dog owners or puppy walkers who 
can bring their dog along to meet you.


There is no charge for the speaker service, but donations are 
always welcome and we’d love it even more if you’d like to 
fundraise for us. 


To book a speaker visit www.guidedogs.org.uk/services-we-
provide/speaker-service/ or email speakers@guidedogs.org.uk


A charity registered in England and Wales (209617) and Scotland (SC038979) 9790 04/18


Resources and fundraising 


challenges for under 18s







Every October we celebrate Guide Dogs Week by asking for 
schools and groups to take part in a Move it Challenge. It's 
simple – your school or group can set their own challenge – 
maybe a sponsored walk, a fun run, circuit training or even a 
hula hoop competition!
However you Move it, the funds you raise will help keep a 
guide dog partnership moving, and make a real  
difference to the lives of people with sight loss.


Name a Puppy – Change a Life
Your school or group has the opportunity to gift a name to 
a very special pup who can grow up to change someone’s 
life. Sign up to Name a Puppy and you will receive fundraising 
resources and support from your own account manager. Your 
donation will help Guide Dogs transform the lives of people who 
are blind or partially sighted. There are 2 levels to choose from:


Donate a Name
Raise £1500 and you can name a guide dog puppy. 
What do we get?
You’ll receive a birth certificate with your chosen name and a 
beautiful photograph of your pup


Learning Resources


Our free, curriculum linked learning resources include lessons 
about sight loss, guide dog training, fundraising and fantastic 
stories from guide dog owners and puppy walkers, including 
unique insights into how our dogs use their senses to support 
their owners.


There’s exciting STEM projects and challenges as well as new 
videos and lesson plans to get your pupils problem solving, 
working in groups, thinking scientifically and having fun  
learning about their senses. They'll also learn how to support 
visually impaired people in your community


With resources for all ages and stages there’s something for 
everyone either in schools or youth groups.


Find out what life is like with sight loss and how our amazing 
dogs are trained at www.guidedogs.org.uk/learning


Move it for Money this Guide Dogs Week!


If you would like to take on this 
amazing fundraising challenge 
either as a one off project or 
as charity of the year please 
contact nameapuppy@
guidedogs.org.uk or call  
0345 143 0222 


•	 �Two ‘report cards’ letting you know how the pup  
is progressing


•	 The chance to meet the puppy once
•	 �A framed photograph of the pup taken after they’ve 


entered training school (between 12-16 months of age) 


Walk
For a minimum donation of £2500, you can name a guide 
dog puppy and receive personalised updates and photos 
throughout their first year, until they enter training school. You 
even get to meet the puppy you’ve named.
What do I get?
•	 �To name a guide dog puppy (name subject to approval)
•	 �A birth certificate and beautiful photograph of the pup 


you have named aged 6–8 weeks
•	 Three ‘pupdates’ detailing the puppy’s progress


Register for your free Move It pack at  
www.guidedogs.org.uk/guidedogsweek
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Common questions asked by audiences

This section runs through questions that are often asked by audiences to our speakers. The answers use information and facts currently available by Guide Dogs. 


Q: How long does guide dog training last? 


A: Trainee guide dogs leave their puppy walkers at about 14 months of age to start their education at one of our 24 sites. They will spend around 19 weeks with a guide dog trainer learning the foundation tasks required of a guide dog. They then transfer to a Guide Dog Mobility Instructor (GDMI) for about 12 weeks during which time they are matched with a person with sight loss. The GDMI will then train the guide dog and its new partner together. 


Q: How many guide dog owners are there in the UK? 


A: There are around 5000 active guide dog partnerships. All together, we work with around 8000 dogs, including puppies, brood bitches and stud dogs. 

Q: How do you train guide dogs? And, how does the dog know where the supermarket is? 


A: This is a specialized area and not a question one can answer in most talks. Suffice to say that contrary to most people’s belief, the dogs do not know where to go or when to cross the road, it is the guide dog owner who has to know the route and navigate and direct the dog and determine when it is safe to cross a road. This could be a combination of using their hearing and any remaining functional vision as to when it is safe to cross the road. 


The role of the guide dog is to ensure that the person with a visual impairment gets to their destination safely. 


We teach the guide dog to recognise and stop when reaching a down curb as it is that way the guide dog owner knows whether to go left or right or cross the road. The dog is also trained to avoid various obstacles 


in the environment, e.g. lamp posts, benches, bins, A-frames placed on the pavement outside shops and pedestrians. 


It is also important that everyone involved in training the guide dog, including the guide dog owner, always gives the same command for each task required by the guide dog. 


We regularly visit newly qualified guide dog owners to check on their progress as well as provide support and advice throughout their life. 


Q: How many pups do you breed each year? 


A: Guide Dogs is the largest breeder of working dogs in the world. Our state-of-the-art National Breeding Centre is essential to Guide Dogs’ future – it’s where we work to improve all aspects of our breeding programme so that we can produce the best guide dogs. At the centre we have the room to breed up to 1500 puppies a year and since we opened our doors in 2011, have now bred almost 11,000 puppies.


Q: Do you charge a person who is blind or visually impaired for a guide dog? 

A: We charge only 50p and Guide Dogs pays for all the costs of the guide dog from birth to retirement. That means toys, food, vet bills, training, bedding, equipment. Clients’ financial contributions are also welcomed (regards to food and vet costs) – this is discussed at the assessment stage with each client. 


Q: On average how long does a guide dog work for? 


A: The average working life of a guide dog is 6 to 7 years. Guide Dogs consider a number of elements to determine when to retire a guide dog, e.g. the dogs’ health, mental resilience, willingness to work and work load (length of routes). 

Q: What breeds do we use? 


A: Golden Retrievers, Labradors, German Shepherds, Labradoodles and crosses of those breeds.  


Q: What happens to those dogs who are not able to become guide dogs? 


A: Depending on the reason as to why the dog was not successful with the guide dog training will decide what the dog’s future will be. In the first instance, the dogs will be considered to be either a buddy dog or a companion dog for a child or adult with sight loss. Buddy Dogs provide a key friend for a child, increasing trust, boosting confidence and decreasing social isolation.  Companion Dogs provide an adult with a well-behaved dog for exercise, social connection and confidence. The dog could be offered for service to organisations that also use dogs for their work, e.g. police, army or HM Customs (sniffer) or the dog could be rehomed. If the dog is rehomed, a Guide Dogs member of staff will do a home visit and interview owners prior to placing the dog with them. There is a waiting list of people wishing to adopt a dog from Guide Dogs. 


Q: How do I become a Puppy Walker 


A: To be a Puppy Walker you must enjoy dogs, be over 18 years, preferable not work, have a home with a garden (not a flat), be prepared to attend puppy walking classes where training, help and advice is offered as well as having the opportunity to meet fellow puppies and puppy walkers. Becoming a Puppy Walker also depends on whether Guide Dogs need puppy walkers in your area. 


Q: Is it true that you stop the dogs going to the toilet? 


A: No, but the dogs are trained and given the opportunity to go to the toilet (spend) before and after a walk on command. This reduces the opportunities of accidents while the dog is working. During training the dogs are encouraged not to toilet on walks (so this becomes an ingrained habit) and given verbal praise when they “spend” on command. 


Q: How do you pick poo up if you cannot see? 


A: There are techniques which the staff can teach to the guide dog owner during their training. It is of course easier when the dog is on a lead. The squatting movement of the dog identifies where the client needs to search for the faeces. It is a case of ensuring your hand is securely placed in a plastic bag, that you know which way your dog has been facing. It is not easy but possible and we encourage all our clients to pick up if their dog has to spend on a walk. However, blind and partially sighted people are exempt from picking up if their dogs foul on a pavement. 


Q: How do you groom the dog if you are visually impaired? 


A: Guide Dogs staff provide training and equipment to all their clients on how to groom and care for their guide dog. The clients will use touch and systematic techniques to ensure the dog is well groomed from head to tail. 


Q: Why does the dog wear a harness? 


A: The harness is a comfortable piece of equipment which the dog wears. A handle is attached to it via D-rings and the owner holds the top end gently in their hand (just resting). The guide dog owner can then pick up and identify the subtle movement of the dog through the handle, e.g. movements to the left and right. The harness also has a safety element to it e.g. it is a visible identification that the dog is a working assistance dog.


Q: Do guide dogs bite? 


A. Aggression is a natural behavior but guide dogs are bred to have a specific temperament that, amongst other things, aims to reduce the likelihood of them showing this trait. Breeding from parents with good temperament, early handling and socialisation (along with expert training and behavior management) all help to ensure that guide dogs are very unlikely to resort to showing aggression towards people or other animals. 


Q: What does the dog eat? 


A: We use a number of good quality food types which contain the correct nutrients and vitamins that a dog needs. Guide dogs must not be fed by the public unless the guide dog owner has given permission. 


Q: How often is the dog fed? 


A: This is individual to the dog and client’s individual situation e.g. sometimes a split feed twice a day or just once. A guide dogs’ diet is normally controlled through its main meals to ensure the calories consumed are correct for its breed, size and work load to maintain optimum health. Uncontrolled titbits are not encouraged. However, with advice from the Guide Dog Trainer and/or the Guide Dog Care & Welfare Advisor, some types of treats are used to maintain dental hygiene and used as a positive reward for the guide dog. 


Q: How can you make a difference to a person on the street who is visually impaired? 


A: If you see a guide dog owner in the street, step aside so you do not obstruct their path. Also tempting as it is, please do not distract the guide dog by command or touch. If you see the guide dog owner drop the dog’s harness it indicates that they need help with directions or perhaps crossing a particularly busy junction. Guide dogs do not know when to cross, it is the hearing of the guide dog owner who decides when to cross the road, but in a noisy or multi junction road, it is difficult to decide when to cross and that is when assistance is often sought. 


Q: Can you explain how the guide dog service works from birth to retirement? 


A: We breed the puppy at our breeding centre in Leamington Spa. At 7 weeks the puppy is placed with a volunteer puppy walker. Trainee guide dogs leave their puppy walkers at about 14 months of age to start their education at one of our 24 sites. They will spend around 19 weeks with a guide dog trainer learning the foundation tasks required of a guide dog. They then transfer to a Guide Dog Mobility Instructor for about 12 weeks during which time they are matched with a person with sight loss.

The induction period of meeting and learning about your new guide dog takes approx. 3 to 4 weeks and is either undertaken at the guide dog owner’s home or at a hotel, where the visually impaired person will stay for the duration of the induction period with their new guide dog and their assigned Guide Dogs Mobility Instructor. It is the Instructor who will teach the person how to handle and look after the guide dog as well as teaching the dog the necessary routes that the guide dog owner needs to undertake regularly. The guide dog will serve the visually impaired person for about 6-7 years and then retire. Guide Dogs will offer the visually impaired person the opportunity to retain their newly retired guide dog, but if they don’t, the dog will be rehomed via our rehoming department. There is a waiting list for people wishing to adopt a retired guide dog. 


Q: Is it safe to approach a Guide Dog? 


A: 


The most important thing is to recognise that when a guide dog is wearing its harness, not to distract or touch the dog because it is working. Do not feed the guide dog or give it commands, the only person who should feed and instruct the guide dog is the guide dog owner or their Guide Dog Mobility Instructor. 


Q: How can I help on a personal level?


A: 


• Fundraise: The charity relies on donations to provide all of our services. The lifetime cost of a guide dog is currently £56,800.  


• Volunteer: We have over 50 different volunteer roles on offer and our local community team or our Volunteering Office can help you find a role that best suits you.


• Sighted Guiding: learn how to provide sighted guiding and therefore be able to properly assist a visual impaired person. Did you know that when a guide dog owner drops the harness, it indicates to sighted people, that he/she needs mobility assistance perhaps in directions, or crossing the road? 


Q: Other than training dogs to guide visually impaired people, what else does the charity do? 


A:


· Orientation & Mobility Training: The Orientation and Mobility Service is the teaching of, and advising on, specific techniques to increase confidence and the ability to move safely and efficiently through the environment both indoors and outdoors. The team provide tailored mobility training to support the person to achieve their goals, for example this may include long cane training. 


· Children and young People (CYP): We offer a range of services and activities for children and young people (under the age of 25) and provide valuable advice for parents and teachers. We have world leading experts in working with young people with sight loss.  Our CYP services include orientation and mobility training, family support, education support, family events, CustomEyes books, assistive technology and grants, sensory equipment and grants, guide dogs and buddy dogs. 


· My Guide: My Guide, our sighted guiding service, aims to help people with sight loss get out of their homes and engage with their community, rebuilding their confidence and independence. 


· Buddy & Companion Dogs:  Buddy Dogs – for children, providing a key friend, increasing trust, boosting confidence and decreasing social isolation.  Companion Dogs – for adults, providing a well-behaved dog for exercise, social connection and confidence.


· Technology: People with sight loss are using technology every day, it's opening up the world for them and enabling them to make many more choices about where they go and what they do. At Guide Dogs, we work in collaboration with others to influence the design of technologies, ensuring they meet your needs.


· Influencing & Campaigns – Visual impairment is a fact of life for many thousands of people in the UK. We’re campaigning alongside them for the rights that most sighted people take for granted.


· Research: Guide Dogs’ research programme is instrumental in helping to shape our policies, campaigns and services. We commission and carry out research in three key areas:


◾Canine Research


◾Orientation, Mobility, Wellbeing and Technology (OMWT) Research


◾Market and Customer Insights


These research outcomes helped inform the Guide Dogs strategy, and they’re continually being used to modify everyday working practices to ensure we’re all operating as efficiently as possible.  


Q: How can I get involved in fundraising? 


A: There are many ways that individuals, groups and organisations can support Guide Dogs by fundraising for us. For further information, contact our fundraising team who will be able to give you up to date information about local events and ideas that may be of interest to you – 0345 143 0192. We also have a comprehensive range of nationally organised activities that take place all over the country that you may find valuable to share. Or to organize your own, call 0345 143 0192 or visit www.guidedogs.org.uk/fundraiseforus to download our new fundraising pack


Q: How do I find out more information about leaving a gift in my Will? 


A: You can find further information on the Guide Dogs website in the ‘Leave a gift in your will’ section https://www.guidedogs.org.uk/how-you-can-help/donating/leave-a-gift-in-your-will or call our Legacy department on 0800 953 0113. 


Q: Why does Guide Dogs have reserves? 


A: Our reserves policy reflects the long-term commitment inherent in our work, in line with Charity Commission guidelines. 


When someone becomes a guide dog owner, we make a commitment to provide them with a guide dog for as long as they need one. The average working life of a guide dog is six and a half years, so a client may require eight or more dogs during their lifetime. Each guide dog partnership involves around 20 months of training. The highly specialised nature of our work also means that we have to train our own staff. This is a long process which has to be planned well in advance. Furthermore, the charity’s income is derived primarily from voluntary giving, particularly legacies, which may fluctuate significantly. In order to mitigate the risk to the provision of this long-term commitment to each guide dog owner, Council has concluded that, in the medium to long term, free reserves should be maintained at a level equivalent to least two years’ running costs of the core guide dog service. 


Q: Why is Guide Dogs venturing into providing other services for blind and partially sighted people? Why are funds which had been raised for guide dogs now being spent on other services? 


A: If you want to live a full life and contribute to your community, you need to be able to get around on your own. At Guide Dogs we’re in the business of making sure that losing your sight doesn’t mean losing this vital ability. 


It’s a huge challenge – our research shows that there are some 180,000 blind and partially sighted people in the UK who never leave home alone. Guide Dogs work is based on what blind and partially sighted people have told us about the services they need to help them on their journey to independence, whether this is with or without a guide dog. 


End of Document. 
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Everyone loves


To find out more, or book a talk visit  
our website www.guidedogs.org.uk/
supportus/events
call 0345 143 0192 or  
email speakers@guidedogs.org.uk


Want to hear ours?


Invite a Guide Dogs speaker to your 
school, group or company and hear 
amazing stories of how Guide Dogs 
transform the lives of people living with 
sight loss.


Prepare to be entertained


a good story.


and inspired!


Your local speaker is:


A charity registered in England and Wales (209617) and Scotland (SC038979). 
9166 02/17
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Name a Puppy 


change a life







Name a Puppy


Name a Puppy and become a part of their life changing story.


 What name will you choose?


A name is the first gift that a 
guide dog puppy receives.  
Whether in memory of a 
loved one or a name that has 
inspired you, your gift will give 
a very special puppy a very 
special story that we will share 
with you.







Why we need your help


With your help we can transform the lives of over 5,000  people 
who are blind or partially sighted.


It costs over £5,000 to breed 
and puppy walk each guide 
dog puppy and the lifetime 
cost of a guide dog is over 
£55,000. Your gift will help 
Guide Dogs transform the 
lives of people who are 
blind or partially sighted.







Name a Puppy
Our Name a Puppy scheme has four levels: Donate a Name, 
Walk, Learn and Guide. We’ll explain the different levels over  
the next couple of pages so you can choose the one that’s right 
for you.


Donate a Name
If you wish to donate a name 
for a puppy, you can do this 
for a donation of £2,500.


What do I get? 


•	�To name a guide 
dog puppy (name 
subject to approval)


•	�A birth certificate and 
beautiful photograph 
of the pup you have 
named aged 6–8 weeks


 Walk
For a minimum donation of £5,000, 
you can name a guide dog 
puppy and receive personalised 
updates and photos throughout 
their first year, until they enter one 
of our National Training Schools. 
You even get to meet the puppy 
you’ve named.


What do I get?


•	�To name a guide dog puppy 
(name subject to approval)


•	�A birth certificate and beautiful 
photograph of the pup you 
have named aged 6–8 weeks


•	�Three ‘pupdates’ detailing 
the puppy’s progress


•	�Two ‘report cards’ letting you 
know how the pup is progressing


•	�The chance to meet 
the puppy once


•	�A framed photograph of the 
pup taken after they’ve entered 
training school (between 
12-16 months of age)


Please contact nameapuppy@guidedogs.org.uk        or call 0345 143 0222 for more information
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 Learn
For a minimum donation of 
£10,000, you will get to name 
a guide dog puppy, receive 
individual updates and 
beautiful photographs from 
birth to qualification as a guide 
dog, and enjoy the amazing 
experience of meeting them – 
twice! It takes around 20 months 
to transform a tiny puppy into a 
confident guide dog, and you 
can proudly follow them every 
step of the way.


What do I get?


•	�To name a guide dog puppy 
(name subject to approval)


•	�A birth certificate and 
beautiful photo of the pup you 
have named aged 6–8 weeks


•	�Three ‘pupdates’ detailing 
the puppy’s progress 
through their first year


•	�Two ‘report cards’ 
letting you know how 
the pup is progressing 
during their first year


•	�The chance to meet the 
puppy once during their 
puppy walking year


•	��A framed photograph of 
the puppy in their training 
harness, taken after


�they’ve entered training 
school (between 12-
16 months of age)


•	�Two training updates 
during the dog’s time 
at training school


•	�Two training reports – 
one detailing the dog’s 
early progress, and one 
qualification report


•	�The chance to meet 
the pup once more at 
their training school


•	�A framed photograph 
of the dog in their white 
working harness


If you want to support Guide 
Dogs with a larger gift, the 
Name a Puppy ‘Guide’ scheme 
combines the benefits of our 
Learn scheme with extra, more 
personalised benefits. The 
benefits are discussed between 
you and your dedicated 
account manager and are 
subject to approval. This is the 
gift of a lifetime and is offered to 
sponsors giving gifts of £50,000 
or over. 


Please contact  
nameapuppy@guidedogs.org.
uk or call 0345 143 0222 for 
more information


Please contact nameapuppy@guidedogs.org.uk        or call 0345 143 0222 for more information
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How can you Name a Puppy? 


 An individual


 A group


 In memory


 A gift in your Will 


 At work


Name a Puppy and get a 
close-up of a guide dog 
pup’s life. You can make a 
one-off donation or fundraise 
towards your target; we will 
be happy to support you on 
your fundraising journey. You 
can Name a Puppy as a one-
off major gift, or involve your 
colleagues, community group 
or organisation in fundraising 
towards your target. If you 
are part of a school, or youth 
group working with children 
or young people under 
the age of 18, we have a 
separate Name a Puppy 







at School scheme specially 
tailored for you. Please contact 
us for further information.


Naming a puppy isn’t just about 
giving a gift to Guide Dogs; it 
can also be a tribute to a loved 
one and a way for their memory 
to live on. You can raise funds 
over time by establishing a 
Tribute Fund in your loved one’s 
name - friends and family of 
your loved one can then make 
donations, or you can organise 
your own events to help you 
reach your fundraising target. 
You can Name a Puppy through 
a gift in your Will and nominate 
a friend or family member to 
receive photographs, updates, 
and meet the pup. It’s a lovely 
way to leave your mark and we 
will ensure that this most special 
of gifts is treasured and used to 
transform lives. Naming a puppy 
doesn’t just help Guide Dogs – it 
can help your business too! To 
discuss how puppy sponsorship 
can benefit your charitable 
giving or marketing strategy, 
please do get in touch with us at 
 
nameapuppy@guidedogs.org.uk 
or call us on 0345 143 0222


	 Kashmir was the 
answer to a prayer. Now 
when people ask me 
to go anywhere, I don’t 
even think about it. I 
know I can do it because 
Kashmir’s with me, she’s 
much more than just my 
guide dog.


Jenny Pape,  
Guide Dog Owner


	 Everyone at 
Foresters Friendly 
Society supported the 
national campaign to 
raise money for Guide 
Dogs as we found it  
such an easy charity 
to relate to. What also 
made it so special is 
that it turned out to 
be a record breaking 
fundraising year for us, 
and we even had the 
thrill of following the 
progress of 25 guide 
dog puppies that were 
individually named by 
our members!


Richard Darlington,  
past president,  
Foresters Friendly Society







What to do next 


It’s really easy. If you want to fundraise towards your target 
amount, get in touch with us and we’ll allocate an account 
manager to you who will work with you on hints, tips and ideas  
to kick start and maintain your fundraising. 


Alternatively, if you want to 
donate straight away, fill out 
the form at the back of this 
leaflet and send it to the Name 
a Puppy team with a cheque 
made payable to Guide Dogs.
We’ll take it from there (please 
don’t send us cash in the post).


To get in touch, please call us on 0345 143 0222, or alternatively,  you can send an email to nameapuppy@guidedogs.org.uk
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To get in touch, please call us on 0345 143 0222, or alternatively,  you can send an email to nameapuppy@guidedogs.org.uk
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Any questions? 


Will my puppy definitely 
become a guide dog?


No. We have a world-class 
breeding and training 
programme and every year 
a high percentage of our 
puppies go on to become 
working guide dogs. In 
a few cases, dogs aren’t 
able to achieve the high 
standards we need and 
don’t make it through. If this 
happens to your named 
dog during your sponsorship 
period, we’ll ask you if 
you’d like to name another 
puppy as a replacement.


Once the sponsorship 
period you have selected 
is completed, we are 
unable to provide 
further information on 
the progress of the dog 
you have named. 


I’ve heard some dogs 
become ‘breeding stock’ 
rather than guide dogs.What 
does that mean?


‘Breeding stock’ basically 
means mums and dads. 
These dogs have such 


great potential that they’re 
chosen to bring the next 
generation of guide dog 
puppies into the world. 
We choose these parents 
around the time they would 
be going to training school, 
so if you’re the lucky sponsor 
of one of these very special 
dogs, you’ll still get the same 
updates and photos


Does my money go directly 
to the pup I have named?


Your donations will be 
spent wherever the need is 
greatest and could be used 
for a host of things such 
as food, training and vets 
bills. All donations will help 
provide independence and 
freedom for people who are 
blind or partially sighted.


Q


Q


Q







great potential that they’re 
chosen to bring the next 
generation of guide dog 
puppies into the world. 
We choose these parents 
around the time they would 
be going to training school, 
so if you’re the lucky sponsor 
of one of these very special 
dogs, you’ll still get the same 
updates and photos


Does my money go directly 
to the pup I have named?


Your donations will be 
spent wherever the need is 
greatest and could be used 
for a host of things such 
as food, training and vets 
bills. All donations will help 
provide independence and 
freedom for people who are 
blind or partially sighted.







How should I choose 
a name?


Make sure that names you 
settle on are two syllables 
long and don’t sound like 
dog training commands 
such as ‘sit’, ‘wait’ and 
‘stand’. Avoid anything that 
might be embarrassing for a 
Guide Dog Owner to have 
to call in public. Don’t worry 
if you’re not sure whether 
your names fit these criteria 
– we’ll check them for you. 
We ask for a male name 
and a female name. If 
neither of the names you’ve 
chosen can be used we’ll 
ask you to suggest a couple 
more.


Will the puppy be placed 
near me?


The pup’s training needs are 
the most important thing 
for us to consider, so it’s vital 
that they are placed with 
the most appropriate puppy 
walker. The puppy will be 
placed within a reasonable 
travelling distance from 
where you live or work, but 
due to the limited number 
and availability of puppy 
walkers, unfortunately you 
will not be able to make a 


specific location request in 
this respect.


Learn and Guide scheme 
sponsors need to be aware 
that the dog you have 
named may not necessarily 
attend a training school 
near you, so you might need 
to travel a bit further if you 
wish to visit them. This is 
because it’s important that 
we match the right dog to 
the right person, wherever 
they are in the UK.


When can I meet 
the puppy?


We need to make sure 
that the pup is healthy and 
settled with their puppy 
walker before they meet 
you, so we don’t arrange 
visits before puppies are 17 
weeks old. Some puppies 
take longer than others to 
get settled, so you might 
have to wait longer to meet 
the puppy.


Learn and Guide scheme 
sponsors will meet their 
named puppy twice – the 
first visit will be after 17 
weeks, and the second will 
be once they have settled 
into their training school. 


Q
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Don’t worry though - we’ll be in 
touch as soon as your puppy is 
ready to meet you.


Can I meet the puppy again?


It’s really important that our 
puppies focus on their training 
so we offer one visit on the 
Walk scheme, and two on the 
Learn and Guide schemes. 
Your updates will keep you up 
to date with how the puppy 
you have named is getting on 
before and after these.


Can I choose a specific breed 
or colour of dog?


We are unable to specify the 
breed or colour of the guide 
dog puppy you will be naming; 
however, we can guarantee 
that they will be adorable!


Can I put my gift aid 
contribution towards 
naming a puppy?


No. Although Guide Dogs 
may be able to claim Gift Aid 
on your generous donation, 
we are sorry but your Gift 
Aid contribution cannot 
count towards your Name 
a Puppy fundraising total.


Q
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This publication is available in Braille, 
large print, audio, electronic and text    
formats. Please call 0345 1430222,  
or email nameapuppy@guidedogs.org.uk 


Guide Dogs is a working name of The Guide Dogs for the Blind Association. 
Registered Office: Hillfields, Burghfield Common, Reading, Berkshire RG7 3YG. 
A company limited by guarantee registered in England and Wales (291646)   
and a charity registered in England and Wales (209617) and Scotland (SC038979). 


Tel: 0345 143 0222  Email: nameapuppy@guidedogs.org.uk 
Website: www.guidedogs.org.uk


9204 06/17
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I/We want to Name a Puppy!


About your Sponsorship


I/we choose the following sponsorship level (please tick one box):


 Donate a Name (£2,500 donation)	  Walk (£5,000 donation)


 Learn (£10,000 donation)	  Guide (£50,000 donation)


Please note that all names 
are subject to approval from 
Guide Dogs and if none of the 
names requested are suitable, 
we’ll be in touch to ask you to 
suggest some others.


My/our name choices for a puppy are:


Male	


Female	


Unisex	


We will send you a 6-week photo of the pup and need to 
know the name you would like at the bottom of the frame 
e.g. Sponsored by the Jones Family or Sponsored by the Sales 
Team at ABC Ltd, please add below:


We would like to know if this sponsorship is in memory of someone or as a 
celebration of an event. Please tick as appropriate, or leave blank.


    In Memory of 	   In Celebration of  


We’d love it if there’s anything you’d like to tell us about your fundraising 
story, so that we can learn more about you and why you chose to name 
a puppy. We will share your words with our colleagues, volunteers and 
guide dog owners so everyone involved hears your pup story. We will 
seek your permission before publishing wider than the group mentioned.


Sales Team at ABC Ltd







Your name/Company name:


Address Details:


Telephone Number:


Mobile Number:


Email:


If you would like the updates to 
be sent to a different address, 
please add the details below 
– otherwise, leave this section 
blank.


Their name/Company name:


Address Details:


Telephone Number:


Mobile Number:


Email:


We’d like to keep in touch


We respect your personal 
information and your privacy and 
will not share or sell your information 
to other organisations. 
We will use your contact details 
and information on how you have 
supported us to provide you and 
others with information we think you 
will find interesting. To help us do this 
we may use publicly sourced data 
and information from data analytics 
companies.
Find out more about how we 
manage and respect your data at  
www.guidedogs.org.uk/privacy 
or call freephone 0800 953 0113 to 
request a printed copy. Please use 
this number to tell us if you have 
changed your mind about how 
we contact you; including telling 
us that you do not wish to receive 
occasional direct mail about  
Guide Dogs.
Keeping in touch
To hear about ways you can 
donate or raise funds for our life-
changing services, please let us 
know how you would like us to 
contact you (using the details 
above):


  Please email me  
  Please call me  
  Please text me 


Please return this form to the Name a Puppy Team,  
Guide Dogs, Hillfields, Reading RG73YG or  
email it to nameapuppy@guidedogs.org.uk  
Telephone 0345 143 0222
Registered charity in England and Wales (209617) and Scotland (SC038979). 9204 05/17


We will use your personal information, 
provided below, to process your donation.


About You



mailto:nameapuppy%40guidedogs.org.uk?subject=



		Name a Puppy

		Why we need your help

		 What name will you choose?

		Name a Puppy

		How can you Name a Puppy? 

		What to do next 

		Any questions? 

		This publication is available in Braille, large print, audio, electronic and text    formats. Pleas



		Donate a name : Off

		Walk: Off

		Learn: Off

		Guide: Off

		Male name: 

		Female name: 

		Unisex name: 

		Name for frame: 

		In celebration of: Off

		In memory of: Off

		In memory of name: 

		Event name: 

		Additional information: 

		Your name/company name: 

		Address details: 

		Telephone number: 

		Their name/company name: 

		Their address details: 

		Their telephone number: 

		Do not mail me 2: Off

		Do not mail me 3: Off

		Do not mail me 4: Off

		Telephone number 2: 

		Telephone number 3: 

		Telephone number 4: 

		Telephone number 5: 
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Registered charity in England and Wales (209617) and Scotland (SCO38979) 01/17 9134


Almost two million people in the UK 
are living with sight loss. By 2050, 
there could be nearly four million.







Every hour, another person in the UK 
goes blind. When someone loses their 
sight, Guide Dogs is here to make sure 
they don’t lose their freedom as well.


Registered charity in England and Wales (209617) and Scotland (SCO38979) 01/17 9134







Registered charity in England and Wales (209617) and Scotland (SCO38979) 01/17 9134


We rely on donations to continue 
our life-changing work. Every pound 
raised makes a difference to people 
in the UK living with sight loss.
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Video Call Etiquette

We are using video calls more and more to stay connected. Please adhere to our call etiquette to make the video call experience a great one for everyone involved. 

Before the call:


Give yourself time to set up


If you’re not familiar with video calling, give yourself a bit of time to practice or set up. That way, when you join the call, you can get started promptly, without worrying about the technology, such as whether your video or audio is connected. Practice finding the mute button, and familiarise yourself with the chat feature.


Location, location, location


· Choose an area with good lighting, where you can position your device so that your face is the focus point of the video camera. For call participants who have some sight, having a clear background helps you stand out, and wearing clothing that contrasts with your background will help further.


· Finding a quiet space with good acoustics will help keep background noise to a minimum.


· Having video on can help with interaction, however we appreciate not everyone wants to be on video, that’s why we’ll leave it up to you to choose whether you put your video on or off.


· Let other members of your household know you’re on a call


The call has started, now what?


Say hello, then hit mute!


Say hello, then place yourself on mute when you are not speaking, particularly at the start when the host will be introducing the meeting. If people are not on mute, this can create a lot of background noise, making it difficult for people to hear the speaker. If you have headphones, this can help reduce any noise ‘feedback’ for other participants. 


Introductions


Attendees will hear a new chime when a participant has entered the Waiting Room or when a participant joins or leaves the meeting if the meeting host has the setting Play sound when participants join or leave enabled. This can be distracting and hosts should ensure clear introductions, or (in larger meetings) that participants introduce themselves each time they speak.


Depending on the size of the call, there may be some introductions at the start. Introducing yourself each time you speak is useful for people with sight loss who might not see who is speaking, and for people joining by phone, who also won’t see who is speaking. When responding to a question, an example might be: “Hi, it’s Emma, a puppy walker from Glasgow. I think…”


Everyone’s opinion is valuable


We appreciate group calls can be difficult to get your point across. Please try not to talk over someone who is talking. If you are struggling to find a space to speak, you can go to the ‘participants’ area, and click on the ‘raising your hand’ icon to signal the host’s attention. Alternatively, you can physically raise your hand on video, or you can submit a question to the host via the chat function. This helps us manage everyone’s input in an orderly way. 


Accessible meetings


At Guide Dogs we need to be aware of the accessibility needs of our audience and think in an inclusive way; avoid assumptions about how attendees use their equipment or view visual content and do not assume that everyone in the audience has the same level of vision or access. Some aspects of accessibility and inclusivity cover any kind of session – whether in a classroom or presentation setting or via Skype, Teams, Zoom or the web.


· Contact your attendees before the session and let them know how it will be delivered (e.g. it may involve projected images).  Ask them if they have any specific requirements.


· Where feasible; i.e. in a classroom training session, or with a relatively small number of attendees, everyone should introduce themselves at the start of the session


· Whenever anyone speaks they must say who they are. Remember that you as the presenter should advise your audience that they all need to do this.  This also applies if anyone enters or leaves the session.


· Never provide information or communicate by visual means alone.


· If relevant, any accessible electronic hand-outs should be sent to the attendees in advance


· If you are using activities or exercises, ensure that these are inclusive and that assistance is given if needed, e.g. scribe, reader, paired work.


Useful Zoom tips for accessibility:

1. Turn on Speaker View, so you only see one person at a time.


2. Everyone who is not talking, mute!  Reduces background noise and makes following the meeting easier.


3. Everyone try to use the least cluttered background in your house. Ideally, this is a solid, dark background with some source of light on the speaker.  If that isn’t possible, you can try to shine a light on yourself in a dark room.


4. Speakers should use clear, specific terms and describe what they are doing.


5. Slow down! Give everyone more time to process what is happening. 

Any form of video conferencing may have limited value and appeal to users who have a visual impairment. They may choose to join by phone using the phone number on the invitation.


Instant Messaging / Chats

· There is a chat feature. Please be aware that not everyone can see that chat. Some people may have joined by phone, or some may have muted the chat notifications to concentrate on the spoken conversation. You can message the host privately who can read out the comment so everyone can share. 


· Be careful about allowing the use of Instant Messaging (IM) in Skype or the Chat facility in Teams and Zoom during a webinar. Whilst IMs and Chats are accessible not everyone can be assumed to be up to speed on using them.  Furthermore, it is very easy for a screen reader or magnification user to miss these types of messages. For example, visually, the IM window may be off-screen or the alert sound might not come across well with screen reading software.

· If you want to use IMs or Chats during a session then run it by the attendees first to ensure they are comfortable with it.  If some attendees are not, consider alternatives, such as having questions or comments sent to an agreed email address. 

End of document
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Zoom Guidance for volunteers

Zoom is an easy to access and popular way to keep in touch and hold virtual meetings.


Many volunteers already use this in their own lives. This guide gives some pointers for using Zoom as a Guide Dogs volunteer, whether you are starting from scratch or looking for more information. There is a quick overview to get started or browse later pages for more detail.

Quick Overview


For the latest information on how to install and use Zoom visit https://zoom.us/ This includes bite-sized training videos and FAQ’s

Joining a Zoom meeting

Volunteers may join a meeting run by staff or by other volunteers.


The usual way this happens is by clicking on a link you receive in an email. Alternatively go to https://zoom.us/

Towards the top of the screen in the menu bar you will see an option to ‘Join’.


If you are joining a meeting you will be prompted to click ‘Join meeting’


If it is the first time using zoom on a device you will be asked to download the Zoom App.


Before you first meeting it is useful to install zoom first so you don’t miss any of the meeting setting this up. You only need to do this once on any particular device.

There are slight differences between joining a meeting and a webinar.

Quick shortcuts in a zoom meeting


Alt+A to turn mute on or off


Alt+V to turn your webcam on or off


Alt+U to open participants panel list


Alt+Q to leave meeting


Accessibility.


Zoom does work well with screen readers. Like any other software it takes practice to remember. Useful Keyboard shortcuts and Jaws points are given later in this guide. There is a separate guide for ensuring that meetings are welcoming to all including tips suggested by service users.


Attendees will hear a new chime when a participant has entered the Waiting Room or when a participant joins or leaves the meeting if the meeting host has the setting Play sound when participants join or leave enabled. This can be distracting and hosts should ensure clear introductions, or (in larger meetings) that participants introduce themselves each time they speak.

Below is a table of contents. You can navigate to each section using key board short cuts or holding ctrl and clicking to get to the section you need.
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Security


You should only ever use software you are comfortable with using. There is more detail on the zoom website. You do not need to join with video. Always remember to click on ‘Leave’ meeting rather than just closing zoom. 


AES 256-bit GCM encryption, Zoom version 5.0.0 or higher, offers increased protection of your meeting data in transit and resistance against tampering. This provides confidentiality and integrity assurances on your Zoom Meeting, Zoom Video Webinar, and Zoom Phone data.


Getting Started


Installing Zoom

If you are using a Guide Dogs laptop, Zoom will have been installed on your computer by IS.  You can initially locate by searching for it via your Windows Search facility.  If it is not there please contact Service Desk in the first instance.  


If you are using your own computer, tablet or phone you can set up a personal account via https://zoom.us/

Towards the top of the screen in the menu bar you will see options to ‘Join’ or ‘Host’.


If you are joining a meeting you will be prompted to click ‘Join meeting’

If it is the first time using zoom on a device you will be asked to download the Zoom App.


If you are looking to host a meeting (and don’t already have an account):

1. Click ‘Sign up, it’s free’


2. You will be asked for a date of birth. This data will not be stored.


3. Enter your preferred email address. (Zoom asks for your ‘work email’) and click sign-up.


4. Zoom will send you an email that you must respond to activate your account

5. Zoom will also ask if you want to receive other resources (product news, how-to videos, and helpful demos). You can either confirm or set preferences, which includes the option to unsubscribe from any other zoom emails.

6. When you receive the zoom activation email, follow the instructions.

7. You will be asked to set a password for your account


Before your first meeting

The web browser client or Zoom App will download automatically when you start or join your first Zoom meeting, and is also available to download in advance.

Setting Up


Zoom can be accessed in a multiple of ways


· Web App


· Desktop App


· Mobile App


For Guide Dogs purposes we will concentrate on the Desktop App. 


We would recommend that before you join or schedule any meetings that you ensure the following settings have been set up.  


1. Open the browser and navigate to the Zoom website https://zoom.us/signin

2. If you have a Guide Dogs laptop ensure you Sign in with SSO (Single Sign on). If you have not done this before, refer to the “Single Sign On and Zoom” PDF on the Working Remotely Intranet Page.


3. Navigate to the Settings section.  The quickest way is via the direct link: https://zoom.us/profile/setting. Alternatively, this is part of a list in a navigation area on the left-hand side.  You must have the screen maximised to see it. If you still cannot see it activate the Site menu button located on the right with a right facing chevron on it.  

JAWS users can search for it with INS+F5.  JAWS users note that the Settings button is called “Personal menu list – Settings menu”.


4. Ensure the following settings are set. Please be aware that there are a lot of options that are not mentioned in the list below.  Leave those as they are.  

Note for JAWS users: You will be landing on toggle buttons.  When JAWS says “Toggle button pressed” it means it is enabled.  When JAWS says “not pressed” it is disabled.  When you change a setting, there will be a pause and JAWS will then say “Alert. Your settings have been updated”.  Then you can proceed.


· Disable Use Personal Meeting ID when starting a meeting


· Enable Only authenticated users can join meetings


· Enable Require a password when scheduling new meetings


· Enable Embed password in meeting link for one-click join


· Enable mute participants upon entry


· Enable Upcoming meeting reminder 


· Enable Play sound when participants join or leave


· Disable Whiteboard 


· Disable Allow removed participants to re-join


· Enable Remote Support


· Enable Closed captioning


· Enable Save Captions


· Enable Language Interpretation


· Disable Group HD Video


· Enable Identify guest participants in the meeting


· Enable Use HTML format email for Outlook plugin


Navigating around The Desktop App


The Desktop App is split into four tabs


· Home


· Chat


· Meetings


· Contacts


A user can press Ctrl + Tab to cycle through each tab easily.


Note for JAWS users: JAWS will announce “…tab selected, to switch pages press Ctrl + Page Down”. This does not actually do anything at all.


To navigate through each page, keyboard users should use the Tab key


Home


The Home tab allows quick access to start a meeting, join a meeting, schedule a meeting, and share screen.


Chat


The Chat tab displays any chats available like Instant Messenger.


Meetings


The Meetings tab allows the user to view what meetings are upcoming, start an instant meeting and schedule a meeting.


It is recommended to schedule a meeting through the Outlook calendar to ensure the meeting shows in your diary.


Menu Button


You can change your status and get to settings quickly by moving to the top right of the app (keyboard users can tab to the menu which will read out your name, availability and menu).  Activating the menu, a user can then arrow through options and select by pressing Enter. The Sign Out option is the last item in the menu. 


Closing the app


When closing the Zoom app, it remains active within the Task bar. If closed completely, the app will remember which Tab you were on the next time you sign in.


Join a Meeting from your email


· Open you’re the email with the invitation


· Navigate to the link under the “Join Zoom Meeting” wording.


· Open the link.


· The Zoom app will open and you will be connected to the meeting.

· You will also see options to dial using a phone. Normal volunteer expenses procedure applies.

Join a Meeting via The Desktop App


· Tab to the “Join” button


· You will hear “Please enter your Meeting ID or Personal Link Name”. Enter the meeting ID in this edit box.


· Tab twice to the next edit box and enter your name. (This may already be populated with your username or own name from previous meetings).


· Leave the first check box unchecked “Do not connect to audio” to ensure your microphone is automatically on when you join the meeting.


· It is up to you if you wish to check the box “Turn off my video” 


· Tab to “Join”, Screen reader users will hear “Join Meeting”.


· Press Enter.


· You may be required to enter the meeting password.


· Enter the password in the edit box. The password will be secured. Tab to the “Join Meeting” button and press Enter.


· Note: the meeting host may have set up a waiting room, so you may need to wait until you have been accepted into the meeting.


· When you are connected to the meeting, you will hear a doorbell chime. From here you can mute/unmute yourself or to turn the camera on/off. Refer to the Keyboard Shortcuts to 


Join a meeting using Zoom Cloud Mobile App

Download the ZOOM Cloud Meeting App from your device’s app store before accepting meeting requests via email or an error prompt could appear saying the link is not valid.


· Navigate to your email client and double tap the Zoom Meeting link within the email.


· The Zoom app will launch automatically and “waiting in progress” will be announced.


· If a password is required, you will be asked to enter it.


· A dialogue box will announce Enter appearance name, amend or leave default name (phones name by default), swipe right and select Continue. 


· Terms and conditions popup will appear, swipe right to select I agree button to continue.


· Microphone alert, swipe right to select the OK button to proceed.


· Notifications popup, swipe right to Allow or Don’t Allow notifications and double tap to select.


· When you join a meeting, a popup appears which reads “To hear others please join audio”. Swipe right to select call using instant audio and activate.


· You will now be connected to the meeting.


Joining a Webinar


If you are used to using zoom for meetings, a webinar maybe slightly different to what you expect.


You need to register beforehand. The registration process is straight forward. You will access a link which will look something like: guidedogs.zoom.uk/webinar/registration/…


When you join your microphone is muted and your video is turned off. This is because webinars are specifically to interact with large audiences. The host may offer an opportunity to you to speak, but the host will be able to activate and deactivate your microphone. Do not worry though, you can decline if you do not wish to speak.


See the ‘Accessing Zoom webinar’ guide


Create an instant meeting


1. From the Home tab, navigate to the Starting a new meeting button and activate. 
Note: That Video is on by default!


If video is not required, please use the below steps. 


1. From the Home tab, press Tab until you land on New Meeting Option and activate.  A dropdown menu will open


2. Select Start with video and uncheck the checkbox. Press Esc to close the submenu


3. Navigate to Starting a new meeting button and activate.


4. A dialogue will open, Press Tab until you land on Join with computer audio and activate.


5. Your meeting will now start


When in a meeting, Invite others to the meeting


1. Activate the participants list or Alt + U


2. Tab to the Invite button or Alt + I, A window will appear with a list of contacts.


3. Tab to Copy Invite link button or Copy invitation button


4. You can now paste this copied information into an email or message invitees.


Breakout Rooms on PC Zoom App


Breakout rooms allow you to split your Zoom meeting in up to 50 separate sessions. The meeting host can choose to split the participants of the meeting into these separate sessions automatically or manually and can switch between sessions at any time.


Rooms are accessible to join via desktop and mobile apps.


Joining a breakout room


The host will invite you to join a breakout room.


Breakout rooms should have been set up previously and the host should notify who is in what room.


1. A dialogue window will appear asking you to Join or later


2. Select Join


3. The screen will change to display text joining breakout room and the breakout room number


4. You will now be added to the breakout room with other attendees displaying all normal meeting controls.


Asking for help in a breakout room


Ask for Help during a breakout room meeting will notify the meeting host that you need assistance and they will be asked to join the breakout room.


1. Select the Ask for help button on the right-hand side of the meeting controls


2. A dialogue will appear, select Invite Host.


3. The host will receive the invite and join the Breakout room.


At the end of the Breakout Session


Breakout Rooms should be set up correctly to transfer all participants in and out of rooms automatically.


When the host ends the breakout rooms, you will be notified and given two options, return to the main room immediately, or wait and be automatically returned in 60 seconds (default).


Breakout Rooms By telephone (dial-in)


Joining a breakout room


When joining a breakout room by telephone, you do not need to do anything to join. Once the host starts the breakout rooms, you will be notified that you have been added to a breakout room.


Participating in the breakout room


You will be able to mute and unmute as in a normal meeting. Use *6 to mute or unmute.


At the end of a telephone breakout room

You will be notified when the host has ended the breakout rooms and that you will be returning to the main room in 60 seconds (default time). Press the # (hash) key to join the main room immediately.


Gallery/Speaker view


Within a Meeting, you can alter your view of the meeting in the following ways.


· Speaker view – this will display the video/photo of who is speaking at the time


· Gallery View – This view will show every participant as in a tile view. Users need to swipe from left to right to view all participants if there are a lot of people within the call.


Polls


Hosts use polls to ask questions and help gauge responses from the audience. 


When a poll is initiated a pop up will appear on the screen presenting the questions and answers. 


Notes for screen Reader users on desktop


· If using a screen reader, focus will automatically land take focus on the poll title. 


· Tab once to hear the question.


· Tab a second time to navigate to the answer choices.


· Use arrow keys to navigate through the choices.


· Navigate to “submit” button.


It is recommended that Polls only have one question per poll.


If on the off chance, a poll has more than one question you may find your screen reader focus does not shift properly to the next question. This can be resolved by navigating back up the form once you have selected next.


Polls results can be shared after participants have taken the poll and this is also accessible, though we did note some screen readers did not read the percentages. This will be addressed by your host and they will read these visual elements.


Polls are also accessible if using the Zoom mobile app.


Further Support


There are training videos and FAQ’s on the zoom website. We’ve picked out some pointers in this document. If you experience problems with you Guide Dogs laptop please contact your IT key user in your team or the IS Service Desk.


Online guide videos


1. Zoom provide a variety of videos on their blog covering the most common actions, these are not audio described but are clear in direction as to where the settings/options are located.
Online guide videos

2. Double Tap Online 9-minute audio guide to setting up a meeting on an iPhone and joining a meeting from a PC.
https://doubletap.online/zoom-cloud-meetings

3. Mystic Access audio tutorial. Focuses on being a participant, covers PC, Mac, iOS, Android. This can be downloaded - 75MB. https://www.mysticaccess.com/zoom-demo

4. There is a mailing list aimed at people with sight loss and Zoom. To join, send a blank email to zoom-users+subscribe@groups.io

5. Jonathan Mosen audiobook, currently free. Deals with all aspects of Zoom from a power user who is blind. Download is 168MB. There is a FREE and very comprehensive audio book for Zoom specifically aimed at people with a visual impairment called “Meet Me Accessibly.” It's written and narrated by Jonathan Mosen from New Zealand, who is himself totally blind. He demonstrates all aspects of Zoom using the Jaws screen reader on a Windows computer, and the VoiceOver text to speech software found on Apple's iOS devices. It goes from the basics of getting on a Zoom meeting, to the advanced settings and hosting your own meetings, including how to share video presentations, and far more. https://mosen.org/zoom/

Keyboard Shortcuts


Shortcuts are not specific to assistive technology and can be used by everyone.


· Alt + A to toggle mute on/off


· Alt + V to toggle share webcam video


· Alt + S to toggle sharing screen


· Alt + H: Display/hide In-Meeting Chat panel


· Alt + U: Display/hide Participants panel


· Alt + I: Open Invite window


· Alt + Y: Raise/lower hand


· Alt + Q to leave meeting


· F6: Navigate among Zoom popup windows.


· Alt + F1: Switch to active speaker view in video meeting


· Alt + F2: Switch to gallery video view in video meeting


· Ctrl + Alt + Shift: Move focus to Zoom's meeting controls


· Alt + F4: Close the current window


· Alt + Shift + S to add an additional screen share


· Alt: Turn on/off the option “Always show meeting control toolbar” in Accessibility Settings


· Alt + M: Mute/unmute audio for everyone except host Note: For the meeting host only


· Alt + R: Start/stop local recording


· Alt + C: Start/stop cloud recording


· Alt + P: Pause or resume recording


· Alt + N: Switch camera


· Alt + F: Enter or exit full screen


· Alt + T: Pause or resume screen share Note: Will only work when meeting control toolbar has focus


· Alt + Shift + R: Gain Remote Control


· Alt + Shift + G: Stop Remote Control


· Ctrl + 2: Read active speaker name


· Ctrl + Alt + Shift + H: Show/Hide floating meeting controls


· Alt + Shift + T: Screenshot


· Alt + L: Switch to Portrait/Landscape View 


· PageUp: View previous 25 video stream in gallery view


· PageDown: View next 25 video stream in gallery view


· Ctrl + W: Close current chat session


· Ctrl + Up: Go to previous chat


· Ctrl + Down: Go to next chat


· Ctrl + T: Jump to chat with someone


· Ctrl + Tab: Move to the next tab

End of document
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