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Guidelines on Supporting Students with Disabilities


Most disabled students are able to learn very effectively in higher education.

The difficulties that they encounter typically arise from two sources:

1.	Staff who fail to make fairly straightforward adjustments in their normal teaching, such as not using a microphone or not making handouts available in an accessible format

2.	Teaching methods that present particular access difficulties, such as site visits, some practical work perhaps in labs, or modules with a heavy graphical content.

In relation to 1, it is the responsibility of all staff to make reasonable adjustments in consultation with the student. A key aspect of this is the ability of students to access material in a suitable format, especially in the light of the Act’s requirement to take anticipatory action. The University therefore requires that, as a minimum, text-based handout materials should be available in an easily converted electronic form such as Word. Supplementary materials in other forms, such as handwritten worked example or extracts from newspapers, can be discussed with the individual student.

In relation to 2, there are many ways in which disabled students can access such teaching methods. It will nevertheless be helpful if staff who teach modules that use such teaching methods, and who are concerned about their accessibility, can identify them so that 
(a) any issues can be discussed with disabled applicants 
and 
(b) DANS can offer appropriate advice. 

If they haven’t already done so, module leaders on such modules should therefore identify under section 10 of the proposal form for New or Amended Modules any modules that might cause difficulties.

The SENDA matrix attached is intended to raise awareness of the sorts of issues that may arise. It is likely to be useful in several ways.

1.	Most staff can expect to be teaching dyslexic students, so it is worth taking note of this column immediately.
 
2.	The other columns will be useful:

(a) when you are teaching a student with a particular disability 
and also
(b) to bear in mind when you are designing or redesigning modules.


Using the SENDA Matrix

Both good practice and the Special Educational Needs and Disabilities Act 2001 require us to think about how students with disabilities will experience our modules.

All students are different and all modules are different. So it is not sensible to try to provide a one-size-fits-all solution. 

On the other hand, it may well be helpful to offer some prompts for the sorts of things that might need to be thought about.

The SENDA Matrix, which follows, is an attempt at doing this.

It lists a series of disabilities and a series of learning methods, and offers a few brief comments on how a student with a particular disability might experience a particular learning method. The list is not definitive and not exclusive, it is a starting point for considering the issues, and possibly for a discussion with the student.

Some expansion of the brief comments is offered, and we hope to build this up over time. Your suggestions for things to include in these expansions would be most welcome.

Remember – every student is an individual, please make sure that you meet their needs. 

The matrix is followed by some more specific advice on:
· Fonts and Formats
· BSL and Technical Terms
· Guidance on Producing Web Pages

The final page allows you to make some notes about particular students you may be working with.
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Annex D

	
Disability 
	Dyslexia
	Mobility/dexterity

		Learning method 
	
	

	Lectures
	Use clear structures and plain English wherever possible. Follow guidance on handouts and slide format. Allow recording of lectures by student where requested.
	Consider the accessibility of teaching rooms, both getting into the room and working within it. 

	Labs, workshops and studio work
	Follow guidance for lectures for written instructions. Be prepared to repeat spoken instructions.
	Consider accessibility and health and safety issues. Students may need to work with, and direct, a helper.

	Discussion groups, seminars and tutorials
	The student may need extra encouragement to participate.
	Consider the accessibility of the room and the student’s position for discussion.

	Problems classes
	Ensure language used is direct and not unnecessarily complicated.
	Consider the accessibility of teaching rooms, both getting into the room and working within it.

	Visits and fieldtrips
	Give very clear written instructions. Provide maps.
	Consider the venue’s accessibility. Maybe offer alternative access to the experience if access is impossible.






	Books, papers and resource-based learning
	Choose well-structured materials with good navigation help. Prioritise reading lists where possible. 
	Consider access to facilities, the ergonomics of workstations, etc. Student may use alternative pointing/ keyboard devices.

	Online learning
	Consider carefully the use of font, colour, white space and language. See web guidance. Incorporate good navigation help.
	Consider access to facilities, the ergonomics of workstations, etc. Student may use alternative pointing/ keyboard devices.

	Assessment
	Follow university policy on additional time and marking.
	As above, plus maybe use CAA for assessment at home? Extended time allocation for students using access technology.

	Groupwork - including projects
	Provide clear instructions. Discuss with the student whether to raise their dyslexia with the group.
	Suitable rooms for meetings and access to facilities.

	Block teaching
	Plan ahead, provide reading in advance. Do not expect students to read large quantities of written material at short notice.
	Plan ahead. Consider additional time taken to produce work/ assessments if using access technology.

	Student presentations
	Be supportive – some students with dyslexia have accompanying speech problems which are exacerbated by stress.
	Students who use a wheelchair may not be able to ‘project’ their voice to the same extent as non wheelchair users.




	Disability 
	Vision
	Hearing

		Learning method 
	
	

	Lectures
	Ensure lecture materials are available electronically beforehand (usually in Word), for easy transcription. Verbalise anything written on the board during the lecture.
	Face the student when speaking and stand in good light. Discuss technical terms with interpreter. Use a radio microphone if asked to.

	Labs, workshops and studio work
	Consider accessibility around the room and health and safety issues. Students may work with a directed helper.
	Ensure student has heard and understood any verbal instructions. Consider health and safety issues.

	Discussion groups, seminars and tutorials
	Ensure participants are briefed on good practice e.g. taking turns speaking, introducing themselves before speaking.
	Ensure participants are briefed on good practice e.g. take turns when talking, face listener, wait until listener is looking at them.

	Problems classes
	Ensure material is in an accessible format, as for lectures.
	As above.

	Visits and fieldtrips
	Ensure that pre-visit material is available in accessible format. A guide dog or a sighted guide may need to accompany the student.
	The student may need to have an interpreter accompany them. Use a radio microphone if requested by the student.

	Books, papers and resource-based learning
	Identify reading lists and sources of information before the module starts to allow transcription of materials.
	Some students may require clarification of new vocabulary. English is a second language for British Sign Language users.

	Online learning
	Ensure web pages and other materials are accessible. Don’t use ‘Click here’ links. Consider access to appropriate software if using computer lab.
	Consider clarity of structure and use plain direct language.

	Assessment
	Follow university policy on arrangements for blind/partially sighted students.
	As for books – use direct, plain English wherever possible. Follow university policy on arrangements for deaf students.

	Groupwork - including projects
	Ensure that participants are briefed on good practice as for discussion groups.
	Ensure participants are briefed on good practice e.g. take turns when talking, face listener, wait until listener is looking at them.

	Block teaching
	Reading material needs preparing beforehand, do not expect students to read large amounts at short notice.
	Break up activities – long periods spent listening to speakers/lectures can be exhausting and stressful.

	Student presentations
	Discuss arrangements. Students may need support from a sighted person, or may benefit from presenting in a group.
	Discuss arrangements. Some students may have difficulty in presenting work to a group due to altered speech patterns, and some may need an interpreter. 




	Disability 
	Mental health
	Medical

		Learning method 
	
	

	Lectures
	Check whether or not the student is happy to be asked questions in a large group.
	Consider the possible effect of the condition and/or medication on the student’s ability to concentrate. The student may seek additional guidance outside of lecture.

	Labs, workshops and studio work
	Check whether the lab environment presents any difficulties for the student.
	See above and consider health and safety issues.

	Discussion groups, seminars and tutorials
	Check with the student about any support they may need in participating in these sessions.
	Consider the effect that fatigue and/or effects of medication may have on the student’s ability to interact in these groups.

	Problems classes
	Encourage teamwork, shared goals, peer support. Check whether the student can cope with questions.
	As for lectures. 

	Visits and fieldtrips
	Check whether this visit presents any difficulties for the student.
	Ensure you know what to do in case of a medical emergency. Check with student regarding ready access to toilets etc.

	Books, papers and resource-based learning
	Remember that some medication can affect concentration and so students may need some latitude with respect to deadlines.
	

	Online learning
	Incorporate frequent feedback to reduce any anxiety that may be felt by students.
	Prolonged use of a computer may be a problem for some students and affect concentration.

	Assessment
	Reduce stress or anxiety eg use a separate room. Consider arrangements for ‘in class’ tests. Minimise negative feedback.
	Student may need extra time and/or rest breaks.

	Groupwork - including projects
	The student may need help in joining a group and in contributing effectively within it. Follow the student’s advice on disclosure.
	Fatigue and/or effects of medication may affect ability to interact in these groups and to perform some tasks.

	Block teaching
	The pressure to study intensively may exacerbate existing problems. Try not to cause the student additional stress.
	Intensive study may cause problems for some students due to the effects of their medical condition and/or medication.

	Student presentations
	Consider allowing the student to present to 1 or 2 people in a relaxed environment, as formal presentations can cause extreme anxiety.
	




[bookmark: fontsandformats]Fonts and Formats

As ever, it all depends on the individual student, but here’s some general guidance that will help in most cases, including handouts, slide presentations, and web pages.

Use a sans serif font, such as Arial or Verdana.

Do not right-justify text; have ragged right hand margins.

Try to make the layout spacious and not crowded.

Use headings to provide guidance on structure.

Keep backgrounds clear and uncluttered.

Make sure there is good contrast between text and background.

[bookmark: bslandtechterms]BSL and Technical Terms

BSL – British Sign Language – is an entirely different language from English. It definitely does not consist of a sign for each English word, the syntax is quite different. So for most BSL users English is a second language.

Different sign languages are also different from each other. American Sign Language, for instance, is much closer to French Sign Language than it is to BSL.

BSL lacks a substantial technical vocabulary. Signers must therefore either finger-spell scientific words (a much slower process) or develop their own short-cuts. There is a current project at Wolverhampton that is working on developing a scientific BSL vocabulary. Make sure that any interpreters are aware of this.




Guidance on Producing Web Pages

It is really hard to produce simple recommendations on web pages; it is even harder to implement some of the recommendations.

The notes that follow offer basic guidance, but also refer to approaches that may require quite advanced techniques.

Apply those recommendations that you can, and seek guidance on how to implement those that you can’t.

What You See Is Not What They Get

It’s important to remember that: 

· different browsers display things differently 
· users can have different settings on their machines
· users can over-ride some of your web design settings.

Useful Loughborough URLs

DART – Disabilities: Academic Resource Tool
This provides online advice and guidance on providing a more accessible curriculum, together with case studies mainly from within engineering and the built environment.
http://dart/index.htm

Working with Students with Disabilities
A general guide to the topic produced by the HEA Engineering Subject Centre (now engCETL).
http://www.engsc.ac.uk/er/dis/index.asp

Accessible Web Sites
A detailed and comprehensive set of notes written by Chris Beggs (c.beggs@lboro.ac.uk, ext 228438).
https://internal.lboro.ac.uk/diss/cc/uniwide/Documents/handbooks/p201.html

Source of Help
Manuel Alonso , Disabilities & Additional Needs,  m.alonso@lboro.ac.uk, ext 222769
Dave Cochrane, Accessible Materials Officer, d.cochrane@lboro.ac.uk

Recommendations

	Alternatives
	Provide text alternatives to graphics, movies and sound.

	Animations
	Avoid animations.

	Background colours
	Don’t define background colours.

	Browsers
	View your pages with both Internet Explorer and Netscape Navigator.

	Cascading Style Sheets
	Move towards the use of Cascading Style Sheets. (But they are quite hard to use.)

	Check your pages
	Use A-Prompt (freely downloadable). It provides better guidance than most such tools on how to make your pages accessible.

	Colour
	Don’t depend on colour alone to convey information.

	Consistency
	Provide consistency in style, layout and navigation

	Contents or 
Site Map
	For large sites provide guidance on the site’s structure.

	Flicker
	Don’t make the screen flicker.

	Font sizes
	Specify them relatively not absolutely.

	Fonts
	Use a sans serif font such as Arial, Comic Sans, Helvetica, etc.

	Frames 
	Avoid frames.

	Graphics
	Don’t depend entirely on graphics. Text and graphics is best.

	Graphics 
	see Alternatives.

	Headings
	Use Heading 1, Heading 2, etc to show the structure of the document.

	If All Else Fails…
	If you can’t make something accessible in your page, then link to a page where it can be made so.

	Italics
	Avoid italics.

	Justification
	Use the normal default of left justified. Leave the right ragged.

	Language
	Use the simplest possible language.

	Links
	Make links meaningful, ie not Click here. Blind users will often tab from link to link. Click here tells them virtually nothing.

	Long Articles
	If you must use them, then create a topic index at the beginning.

	Metadata
	Use metadata (but don’t worry too much as standards change all the time).

	Navigation
	Use a consistent approach, such as Breadcrumb Trails.

	New windows
	Don’t open a link as a new window without warning the user.

	Quotations
	Mark these with BLOCKQUOTE.

	Scrolling
	Avoid long pages that need lots of scrolling.

	Simplicity
	Keep it simple.

	Site Map or Contents
	For large sites provide guidance on the site’s structure.

	Space
	Leave space between text and other page elements.

	Tables
	If used for layout they should make sense when linearised (check this with a browser such as Opera - freely downloadable).

	Tables
	Label table headings.

	Title
	Make sure your pages all have titles.

	Underlining
	Avoid except for hyperlinks (and think about avoiding it altogether).
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