National University of Ireland, Galway

DISABILITY SUPPORT SERVICE

Draft Guidelines for all Staff in the preparation of accessible learning materials
NUI, Galway has a statutory responsibility to ensure that students with disabilities are able to participate in their courses on equal terms with other students.  
This responsibility, in conjunction with the requirements of the Disability Act (2005) and Equality legislation, means that all information provided by the University should be available in an accessible format, without discrimination against those with disabilities. 

Accessibility of information extends to all learning materials, including lecture notes, overheads, handouts and all documentation to students attending the university. 

This document proposes a set of guidelines to be used when creating learning materials. If a ‘design for all’ approach is taken from the beginning, then information produced will be available to the largest proportion of people, and can be easily transformed into alternative formats if required. 
Legal requirements

Public bodies are obliged to make information accessible to people with disabilities, under the Disability Act 2005, (section 28), as quoted below: (National Disability Authority 2006).  Detailed reference please refers to Appendix 1 attached.
“(1) where a public body communicates with one or more persons… ensure… the contents of the communication are communicated in a form that is accessible to the person concerned.

(2) Where a public body communicates in electronic  form with one or more persons… ensure… the contents of the communication are accessible to persons with a visual impairment…
(3) … information published by the body, which contains information relevant to persons with intellectual disabilities, is in clear language that is easily understood by those persons.

(4) This section shall come into operation on 31 December 2005.”

(Disability Act, 2005, section 28).

Failure to communicate information in a form that is accessible to persons is unlawful under the Disability Act 2005.

Colleges are also bound by the Employment Equality Act (1998) and the Equal Status Act (2000, 2004) which provide for “reasonable accommodation” for persons with disabilities, which is also interpreted as providing information in accessible formats.  

Failure to provide reasonable accommodation in the form of accessible information can be considered discrimination, and is unlawful under equality legislation.
Guidelines for printed documents
For print documents, the format that is accessible for the largest number of people is ‘clear print’, details of which are outlined below (and included in appendix 2)
· Use a 12 or 14 point sans serif font (such as Arial, Verdana or Tahoma). Avoid highly stylised or ornamental typefaces.  
· The better the contrast between the background and the text, the more legible the text will be.
· Employ a layout that is simple and uncluttered.

· Avoid italics, underlining or large blocks of capital letters – use a bolder or larger type to emphasise important points or headings 
· Provide a clear title at the top of the document and consider breaking up the text with sub headings. A table of contents is also recommended.  

· Consider spacing between lines – 1.5 spacing is likely to produce a more readable document than single spacing 

· Text should always be left justified, to keep the same amount of space between words and to facilitate conversion to Braille.
· Avoid lines of text that are too long, and do not split words at the ends of lines by hyphenation 

· Create a space after paragraphs, and avoid long paragraphs 

· Avoid setting text over images or ‘wallpaper’ as this produces variable contrast 
· Use a printer which gives good sharp letters – over photocopied handouts or newsprint articles can be difficult to read 

· Avoid very white or shiny paper as it may cause glare 

Accessibility for students with manual dexterity difficulties is improved by offering 

· comb-binding or ring-binding 

· printed on one side of the paper 

· thicker paper. 
Guidelines for electronic documents
Appropriately formatted electronic versions of documents may be the most accessible way to access information for the greatest proportion of people. These documents may be read using a computer, and frequently people with a disability will use assistive technology such as a screen reader or screen magnification software to access the information. 

To maximise the accessibility of electronic documents the following should be considered. 

· Think accessible from the start, it is a lot cheaper to get the format right from the start than trying to convert at a later stage
· Ideally information should be available in Microsoft Word, .txt, .rtf or html format
· PDF documents are generally not accessible. 
· If a document has to be converted to PDF format (to reduce size) then only MS Word documents should be converted. 
· Documents should follow ‘clear print’ guidelines outlined above
· When working with tables, use a simple layout and do not insert tables as a picture
Guidelines for PowerPoint presentations (Overheads)
The following guidelines should help you to make your overhead transparencies and PowerPoint presentations more accessible to all your students. Note that different accessibility issues arise depending on whether the PowerPoint is viewed as a displayed presentation or as an electronic file on a computer. 
· Follow ‘clear print’ guidelines – large sans serf font etc
· Do not put too much information on each slide, up to 6 (max) bullet points per slide
· Do not use colour alone to convey information, and use good contrast between text and background: a dark font on a light background is best for light rooms and a light or white font on a dark background for dark rooms. 
· Avoid patterned backgrounds or moving images.
· Do not save in PDF format as this prevents conversion to alternative formats.  If PDF cannot be avoided then it should be saved as one slide per page. Alternatively, make two copies of the document available, one in PDF and another in PowerPoint. 
· Provide clear and informative titles for images, thereby retaining more information if the presentation is converted to text or speech format. 

· Mouse-over screen tips, graphs, tables, forms and other Microsoft Office interactions can only be accessed by some screen readers, so alternatives should be on offer. 
· An appropriate narrative is essential to guide the user when videos are used, and all other graphical information must be appropriately described within the setting. 
Guidelines for language used in materials (in particular for deaf students)
(The Open University 2006)
· Students whose first language is British/Irish Sign Language (B/ISL) may have little experience of written English, and may have difficulties both in reading and their own writing. 

· If there is difficulty with written English then a B/ISL interpreter could be used to help clarify a student's work. 

· Some deaf students are bilingual and have good written English skills, but if their first language is BSL they may 

· take longer to read, understand and assimilate written information 

· misunderstand or misinterpret written information, especially where there is some ambiguity or where it relates to abstract concepts 

· have a limited vocabulary and make grammatical errors with poor sentence construction 

· take longer to plan and produce written work than do other students 

· have low self-esteem regarding their academic work. 

· Consider allowing additional time to read or to complete written tasks. 

· When preparing handouts or other written materials, try to structure and phrase them as clearly as possible. 

· Use clear headings that give a good idea of the subject matter that follows. 

· Present information in a logical order. 

· Where possible use short sentences. Avoid convoluted sentences. 

· What essential subject-specific language do you need to use? 

· Think about vocabulary. Is there a more common word that will do as well? Avoid words with a double meaning. 

· In particular, make sure that language is clear and unambiguous when giving instructions. 

· Avoid passive constructions. For example, ‘Marconi invented the radio’ is better than 'the radio was invented by Marconi’. 

· Consider the type size, spacing on the page and layout. Is it as clear as it could be? 

· Visual images such as clearly labelled diagrams and pictures can help. 
As an illustration, The British Association of Teachers of the Deaf (BATOD) provides the following example of how language can be modified to make it clearer without losing any of its meaning. (This is taken from a school-level science question.) 
Original question:

If you were provided with three black painted metal rods, one of which is known to be made of brass, one of magnetised steel and one of unmagnetised steel, describe how, without scratching the black paint, you would identify each of the rods.

Modified question:

You have three black painted metal rods. One is made of brass, one of magnetised steel and one of unmagnetised steel. Describe how to find out what each rod is made of. You must not scratch the black paint
Guidelines for different teaching styles

Different teaching styles can cause varying problems depending on the disabilities of the student. A style that relies on large amounts of information delivered orally may prove difficult for a student with a hearing impairment. A style that relies on visual delivery of information through e.g. presentations or overheads can cause a problem for visually impaired students. Additionally, in a subject where graphs and diagrams are important, the visually impaired student may have difficulty accessing the information. 

When information is delivered orally, the following accommodations should be used;

· Use a microphone

· Allow the student to record the lecture;
· Where requested, provide a printed/electronic version of the lecture notes.
When the information is presented visually, the following accommodations should be used;
· Guidelines for PowerPoint presentations as outlined already;

· Where requested, provide lecture notes in advance so they may be converted to an alternative format.
When using graphs and images
· Provide a text or oral description of the graph or image.
Where to make the information available 
Ideally all learning materials should be available from one location and we would currently recommend using blackboard to manage these materials.  
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Appendix 1:  Guidelines from the Code of Practice

Section 28 of the NDA Code of Practice on Accessibility of Public Services and Information provided by Public Bodies

Core Elements of Section 28 of the Code

Section 28 Access to Information

This section relates to public bodies providing information to the general public.

Section 28 (1)(a)

Each public body is required to ensure, as far as practicable, that information which is orally provided to the public in provided in an accessible format, where so requested by persons with hearing impairments.

Hearing impairments can range from minor difficulties with hearing normal speech or particular sound frequencies to profound deafness. Many individuals with impaired hearing can lip read; some use hearing aids and some visual support (such as text phones, real time captioning or video relay services); others may require sign language interpreters. 

A public body can achieve this by:

· Exploring the range of formats that can be practicably employed for making oral communications accessible to individuals with hearing impairments (see examples in next section);

· Establishing procedures for processing requests for accessible formats that may be provided as far as practicable including providing for a dialogue with the customer. Relevant staff should be aware of these procedures;

· Establishing procedures for sourcing or providing accessible formats;

· Establishing the format required by the individual with a hearing impairment making a request;

· Determining the practicability of providing the form of support requested, within particular communication contexts and timeframes.

Public bodies should also consider:

· Familiarising themselves with the needs of people with hearing impairments;

· The development of written versions of oral communications, such as guides or Frequently Asked Questions (FAQ’s);

· The provision of one or two way electronic communications with members of the public via e-mail, SMS text or other messaging technologies;

· The provision of text or video phones;

· The installation of induction loops in reception or waiting areas and at least one meeting room;

· The provision of Irish Sign Language interpreters and, or real time captioning for major public consultations;

· The use of descriptive text for promotional videos and film presentations;

· Where possible or practicable, offering alternative forms of support if the requested form cannot be provided;

· Monitoring requests for accessible formats to inform future access planning.

Section 28 (1)(b)

Each public body is required to ensure, as far as practicable, that written information and communications which it provides to the public is communicated in an accessible format, where so requested by persons with visual impairments.

Visual impairments can range from blurred visual fields to very acute incapacity to distinguish between light and dark. People with visual impairments may sometimes make use of large print, high contrast, audio tape or Braille format documents. 

Providing accessible formats may be something that can de delivered relatively quickly and easily in-house, e.g. large print of certain documents or may involve reproducing text in Braille. In the latter case if there are no facilities or expertise in-house, it could involve contracting the service from the relevant source and allowing time for its production.

A public body can achieve this by:

· Exploring the range of formats that can be employed as far as practicable for making written communications accessible to individuals with visual impairments (see examples in next section);

· Establishing procedures for sourcing or providing accessible formats;

· Establishing procedures for processing requests for accessible formats that may be provided as far as practicable including providing for a dialogue with the customer. Relevant staff should be aware of these procedures;

· Establishing the format required by the individual with a visual impairment making the request;

· Determining the practicability of providing the form of support requested, within particular communication contexts and timeframes.

Public bodies should also consider:

· The provision of information in accessible formats, such as:

· Large Print;

· Braille;

· Electronic communications that can be accessed with adaptive technology;

· Audio tapes

(Note: The provision of audio tapes for people with visual impairments. In determining the practicability of producing an audio tape format of a particular document, however, it is important to realise that: (a) a person’s capacity to absorb aural information is limited and (b) some information simply does not work on tape (large directories or technical documents with a lot of cross referencing, for example). For larger and more complex documents, summary tapes or one to one consultation in person or by phone, might be considered.);

· Where possible or practicable, offering alternative forms of support if the requested form cannot be provided;

· Monitoring requests for accessible formats to inform future access planning.

Section 28 (2)

Where a public body communicates with the public through electronic format it must ensure that, as far as practicable, the contents of its communications are made accessible to a person with a visual impairment availing of adaptive technology. Such technology may include screen readers, Braille output devices and screen magnification software. Visual impairment is defined under section 28 (1)(b) above.

A public body can achieve this by:

· Establishing what is entailed in making electronic communication accessible and understanding the needs of those using adaptive technology; 
· Reviewing existing practices for electronic communications in terms of accessibility against relevant guidelines and standards, e.g.:
· NDA IT Accessibility Guidelines for all computers, information kiosks, interactive services with and ICT front end (e.g. Revenue’s on-line service web forms, electronic voting machines), e-mail and other application software, and other Public Access Terminal used by the public (consult http://accessit.nda.ie);
· Double A level conformance with the Web Accessibility Initiative’s (WAI) Web Content Accessibility Guidelines (WCAG), see http://w3.org/WAI
.
· Planning to ensure that all such communications are produced, as far as practicable, in a format that is accessible to persons with visual impairment using adaptive technology such as, e.g. screen readers or speaking browsers, etc., as appropriate.
Public bodies may find the following useful in considering what they need to do:

· The Oasis (Online Access to Services, Information and Support) website, www.oasis.gov.ie, developed by Comhairle, is a useful example of how the contents of electronic based communications can be made accessible to a person with a visual impairment, to whom adaptive technology is available.

· Taking care to be aware of new and emerging technologies (such as smart card technology and the use of close audio descriptions for Digital TV) and their potential to provide an accessible channel of communication to a person with a visual impairment. 

Section 28 (3)

Each public body must ensure that, as far as practicable, the information it publishes which is directly relevant to persons with intellectual disabilities, is made available to them in clear language that they easily understand. 

This is often referred to as the ‘easy to read’ format, but generally involves producing information in:

· Plan English (clear and simple language) format;

· Short sentences, avoiding jargon, complicated phrases and word; and, or

· Easy to read summaries which make use of illustrations to aid comprehension.

A public body can achieve this by:

· Consulting with relevant bodies on what is involved in producing published information in such formats;
· Reviewing the range of information published by the body to identify which publications fall within category concerned;
· Establishing likely demand for such information in consultation where appropriate;
· Establishing internal procedures and arrangements with external agencies, where necessary, for converting relevant publications into easy to read formats;
· Establishing procedures to respond to requests for such formats including providing for a dialogue with the customer. Relevant staff should be aware of these procedure;
· Monitoring demand for such formats to inform future planning. 
Public bodies may find the following useful in considering what they need to do:

· The easy to read edition of the National Disability Authority’s Strategic Plan 2003-2006 is an example of an easy to read version of an official document;

· The NDA publication ‘First Steps in Producing Accessible Publications’.
Appendix 2:  Clear Print Guidelines

Clear print design tips:

· The standard clear print is Arial 14 point.  With 14 point sans-serif fonts, a greater number of people will be able to read the information.  Other commonly used sans-serif fonts are Verdana and Trebuchet MS.

· Print should never be 10-point or less

· Bold print is often a good idea, but italics can be harder to read, as can underlined writing.
· Fancy, curly or italic type fonts are much more difficult to read, even when they are the same size.  Believe it or not, all of this is in 14- point font.
· BLOCK CAPITALS ARE MUCH MORE DIFFICULT TO READ THAN A MIXTURE OF SMALL AND CAPITAL LETTERS.

· Colour contrast, for many people can be more important than the actual size of the font.  The best contrast is said to be black on yellow, or yellow on black.  The contrast should always be in shade as well as colour – the same shade of red on blue or green may be perfectly legible for some people, but if there are colour perception difficulties then it is impossible to read.

· The background to text should always be as plain as possible.  Writing on pictures is near impossible to read, and is often missed by partially sighted people.

· The layout needs to be simple – if there are columns, they should be well spaced, preferably with a line separating them.
· Text should be left justified, to keep the same amount of space between words and to facilitate conversion to Braille. 
· Paper quality is important:  glossy, textured or light-weight papers make text much more difficult to read. 

Large print follows the same principles as “clear print”, except that it must be at least 16-point font.  This is 18-point.

Many sighted people have difficulty understanding how some people with poor sight may be able to read some things, but not others.  Everyone is different, but the “clear print” guidelines have been shown to suit more people than standard print.  Also, some people may be able to read for a very short time, but would never be able to read even a page of a book.

Following the “clear print” guidelines makes accessing information easier for everyone, not only those with visual impairments, but also older people, those with learning disabilities, dyslexia and perceptual difficulties.  
� The Department of the Taoiseach’s ‘New Connections – A Strategy to realise the potential of the Information Society’ states that ‘all public websites are required to be WAI (level 2) compliant by end 2001’.
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