Guidelines for Producing Accessible Learning Materials
By Dave Foord and Peter Dickson
Taken from
http://ferl.becta.org.uk/display.cfm?resID=6117
This document was provided to Loughborough College practitioners to help them create accessible learning materials. They have kindly agreed to allow us to publish it for your use.
These have been set out after consultation with the RNIB and the Clear English campaign. The intention behind this is to give you guidance on how best to produce documents and learning materials that will best support the learning of all learners.

Font

Use sans-serif typefaces (those without the curly bits on the end of letters ), the three recommended by the RNIB are Verdana, Arial and Helvetica. Try to avoid using the “Word Art” facility in MS Office as this can be incompatible with some screen readers.

Emphasis

Avoid use of underlining, italics and CAPITAL LETTERS IN BLOCKS OF TEXT as they are more difficult to read. Block capitals may be used for titles or single words to provide emphasis but where possible use bold instead to provide emphasis.

Spacing / Alignment

It is best to keep the same amount of space between each word, and use left alignment for clarity. It is acceptable to use centred type for titles and headings.

Font Size

Word/Excel: No less than 12

PowerPoint: No less than 28

FrontPage: No less than 12 but ensure it is relative and not fixed.

Design and Layout

Use simple and uncluttered designs. Keep photographs, illustrations etc. separated from text, and avoid running text around photographs when it produces a ragged left hand edge. Text is best set horizontally. Text at an angle or curved is difficult for a partially sighted reader to follow.

PowerPoint Considerations

1. Avoid the temptation in PowerPoint to add lots of flashy animations and sounds if these do not add anything to the learning experience they will only distract the learner and may make the presentation inaccessible. 

2. Try to avoid long sentences alternatively use bullet points as you can then expand on them and are not reading out what is written on the screen. Otherwise students will concentrate on reading the screen and not at what you are saying. 

3. Where possible make use of the Master slide which will allow you to quickly change your presentation to meet the needs of different groups or locations. 

Photos

All photos of students placed on the Intranet will need the agreement of the students who feature in it. A release form is provided on the Intranet.

Navigation Aids

It is helpful if features such as headings and page numbers are always in the same place. Leave a line space between paragraphs.
Folding

Take care not to fold on text, as the reader may need to flatten the document to place under a screen magnifier or scanner.

Contrast

Contrast is affected by several factors, for example, paper colour, ink colour, lighting and font used. As a general rule, contrast dark against light.

Hyperlinks

Should be blue and underlined before activated and switch to maroon after being used.

All links to documents and external sites must open up in a new frame.

Plain English

This means using language at a level of sophistication that suits the readers and using appropriate structure and layout to help them navigate through the document. It does not mean always using simple words at the expense of using correct terminology or writing whole documents in childish language.

Here are our ten top tips for keeping your writing user-friendly: 

1. Organize your material in a way that helps readers to grasp the important information early and to navigate through the document easily. 

2. Consider the words you are using and whether your readers are likely to understand them. 

3. Avoid using stereotyping which can be sexist, racist, homophobic or discriminatory. 

4. Where possible use the active voice unless there’s a good reason for using the passive. For example,
Active: Peter ate the wedding cake.
Passive: The wedding cake was eaten by Peter. 

5. Avoid using very long or short sentences, aim for an average length of 15 to 20 words. 

6. Put your points positively when you can. 

7. Use the minimum amount of cross-referencing. 

8. Use bulleted lists to break up complicated text. 

9. Consider whether there might be a better way of setting out your information. 

10. Do not use any more then you really need. 

