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ARCC SIGNAGE POLICY 
 

1. Purpose 
 

1.1 The purpose of this policy is to establish a framework within which 
Addison Road Centre for the Arts, Culture, Community and Environment 
(ARCC) signage, for both purchase, implementation and for members and 
Associates to display, which fully meets the needs of all users and 
complies with the decision the Board of Directors make.  All practices and 
procedures relating to signage must be in accordance with this policy 
provisions.   Prior to displaying any signage the Centre Management must 
give approval. The Centre Management have the right to remove any 
signage that is deemed defamatory or puts the Centre in disrepute.    All 
signage must display the Addison Road Community Centre Logo as 
sponsors to all Organisations and Associates on this site.   

 
2. Policy Statement 
 

2.1 ARCC Signage Policy is the official guideline for the purchase, 
implementation and display of signage within the ARCC Site.  

 
2.2 ARCC signage policy serves the purposes of: 
 

2.2.1 Compliance with Disability Discrimination Act (DDA) regulations. 
2.2.2 Compliance with OH&S regulations  
2.2.3 Compliance with current ARCC branding  
2.2.4 Promoting a uniform approach to internal and external 

directional and promotional signage. 
2.2.5 Ensuring that signage that is on display that puts the Centre, it’s 

Management Staff or members in ill repute will be removed and 
action may take place against those that post them.    

 
2.3 ARCC is committed to establishing a Signage regime that meets its 

operational needs, accountability requirements and stake holder’s 
expectations.  

 
 
3. Scope 
 

 
3.1 This policy applies to all aspects of the ARCC’s business and all signage 

created and requested during the conduct of this business. 
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3.2 This policy provides the overarching framework for any other ARCC-wide 
archive policies, practices or procedures on the provision of like services. 

 
3.3      This policy is to ensure that all Members and Associates are acknowledging 

the in-kind grant awarded to them by the ARCC and fulfilling their 
responsibilities as Members and Associates to the ARCC.   

 
4. Policy Context 
 

4.1 Signs are only one of several tools available for navigating around a site or 
building.  Those wishing to be informed about direction may also refer to: 

 
4.1.1 Number and name labelling of buildings 
4.1.2 Architectural feature. 
4.1.3 The views from windows. 
4.1.4 Plans at the entrance. 
 

4.2 People with visual impairment will also pay attention to: 
 

4.2.1 The sound quality determined by floor finishes such as muffled 
sounds in carpeted areas and echoing sounds on hardwood 
floors. 

4.2.2 Changes in floor construction, for example: solid wood to 
suspended sounds on hardwood floors. 

4.2.3 Tactile surface underfoot 
4.2.4 Colour contrast at the junction of walls and floors, walls and 

doors, floors and furniture and other critical surfaces such as 
signs 

 
4.3 A good signage scheme will work in conjunction with the orientation clues 

provided by the site to make clear the identification of and direction to 
certain key destinations.  These include: 

 
4.3.1 Approach to greens, buildings and sites (like compost and 

Gardens)  
4.3.2 Entrance and exit from buildings and sites. 
4.3.3 Main office of the ARCC Organisation. 
4.3.4 Communal facilities such as toilets. 
4.3.5 NGO Offices, Gallery, Hall huts etc. 
4.3.6 Fire exits. 
4.3.7 Parking. 
4.3.8 Public transport and other amenity points. 
4.3.9 Publicity for special events of community interests approved by 

the ARCC Management:  
 
4.4 Signs should enable people to continue their journey when confronted 

with the need to make a decision.  Successful signs will lead users through 
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sites or buildings without the need to retrace their steps, particularly 
where routes intersect or diverge.  Signs are essential at these points to 
ensure that an individual can be reassured they are going the right way. 

 
5. General Principles 

 
5.1 Navigation Strategy 
 

5.1.1 Strategy developed from point of view of first-time visitor. 
5.1.2 Simple, clear and consistent solutions. 
5.1.3 Zoning concept, for example difference between public and 

administration areas. 
5.1.4 Emphasis firstly on navigation to building entrances, communal 

facilities and specific areas within the Centre, buildings and sites; 
followed by specific office information. 

5.1.5 The sign composition should provide for longevity. 
5.1.6 The main aim of the standard ARCC signage should be directional 

and not promotional.  
 

5.2 Four phases identified:- 
 
5.2.1 Main entrance and external Road signage. 
5.2.2 External centre signage (vehicle, street, footpath). 
5.2.3 Internal core signage. 
5.2.4 Internal HUT signage (detailed floor and door). 

 
5.3 Design Specification 
 

The design of the ARCC signage must in essence adhere to the following 
principles, it must be: 
 
5.3.1 Simple to construct and read. 
5.3.2 Clear text content. 
5.3.3 Consistent information throughout site or building. 
5.3.4 Fulfil DDA requirements. 
5.3.5 Based on hierarchical approach. 
5.3.6 Conform to corporate identity. 
5.3.7 Conform to national standards. 
5.3.8 Can be maintained by ‘in-house’ team or by agreed service level 

agreements. 
 

5.4 ARCC Sign specification for construction (See Appendix B).  Details of the 
agreed construction specifications for signage are: 

 
5.4.1 Road Signs- standard black on white national format. 
5.4.2 Centre Pathway Signs- standard white on red national format 

and used for footpaths. 
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5.4.3 Directional Signage- proprietary slat system on white poles. 
5.4.4 Building Names- aluminium based panels. 
5.4.5 External Road Signage- in compliance with local authority 

guidelines. 
5.5 Some examples of application are: 
 

5.5.1 Adoption of the “Gait system” which permits traffic to move 
quickly and easily. 

5.5.2 Information points which are implemented where a need for 
“You are here’ locators are identified and designed to provide 
simplified centre maps or details. 

5.5.3 Comfort panels which display location specific details such as a 
room layout. 

5.5.4 Fingerposts which are multi-directional pedestrian signage 
conforming to national standards and located in areas such as 
footpaths. 

5.5.5 Temporary signage which is used to promote specific events 
such as events, festivals, talks etc. 

5.5.6 Assurance signage which is used as an identifiable requirement 
to reassure first-time visitors that they are in the correct 
location. 

 
6. Management and Administration 
 

6.1 The general principles of signage management within ARCC will be: 
 

6.1.1 The management of all signage requests is the responsibility of 
ARCC Management. 

6.1.2 Responsibility for the design of sign construction is the responsibility 
of ARCC Organisation. 

6.1.3 The compiling and maintenance of a preferred contractor list is the 
responsibility of ARCC Organisation. 

6.1.4 The format of text, pantone colouring and logo is the joint 
responsibility of the ARCC Organisation and Members and Associate 
Members. 

6.1.5 Finance (A reasonable fee will apply for Bill Board Displays)  
 
7. Monitor and Review 
 

This policy will be reviewed within a twelve month period, certainly by December 
2013. 

8. Authorisation 
 
The authorisation for policy decisions on signage within the ARCC rests with the 
ARCC BOAD of Directors.  
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9. Summary 
 
9.1 In summary this policy aims to: 
 

9.1.1 Ensure that guidelines are designed to establish a universal ARCC 
style and that consistency of policy is in place to support all 
decisions on signage. 

9.1.2 Inform all concerned where the responsibilities for signage 
management within the Centre rests. 

9.1.3 Create a list of clear and approved signage guidelines which are 
customer orientated and simple to follow. 

9.1.4 The ARCC Management have the right to remove signage that is 
displayed anywhere on the 3.65 hectares of land at 142 Addison 
Road Centre that it deems to be vilifying, defamatory or puts the 
ARCC, its management, staff or Members in disrepute.  The ARCC 
has the right to refuse entry to those responsible for posting the 
offending signage.   

9.1.5 Provide procedures that will ensure that the signage systems within 
ARCC  are managed to meet all constitutional  requirements 
including ARCC branding 
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