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Much of the information in this guide has been provided by advisory bodies, such as the Royal National Institute for the Blind, the British Dyslexia Association and the Royal National Institute for the Deaf.  Fife Council also kindly granted permission for their excellent Guide to be adapted for this purpose and tailored for the police service.  
NPIA is grateful for all these contributions and we would welcome further contributions to continue improvement of what we hope is a very valuable guide to promoting and supporting inclusivity in Police learning and development.  Ideas for improvement can be mailed to:

jean.garrod@npia.pnn.police.uk
Accessibility Statement

NPIA is committed to providing fair access to learning and development for all its learners and its staff.  To support this commitment, this document can be provided in alternative formats such as audio, clear print, large print or Braille.
Enquiries
01423 876642

© NPIA (National Policing Improvement Agency) 2007

All rights reserved.  No part of this publication may be reproduced, modified, amended, stored in a retrieval system, or transmitted in any form or by any means without the prior written permission of the National Policing Improvement Agency or its representative.

Enquiries telephone 01256 602650
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Purpose of this Guide
These guidelines have been produced to make learning programmes more accessible to those who face barriers in getting information and services because of language difficulties or because they have other additional needs.  
These guidelines offer some suggestions so that an equal service is provided to learners with additional needs.  The guidelines may also be suitable when conducting community consultations as part of police training.  Two useful documents relating to community engagement can be found at:  
www.apa.police.uk
www.communityengagement.police.uk
The first relates to “Involving communities in police learning and development: a guide” and the second to “The Guide to Community Engagement in Policing”.
Introduction

To meet the requirements of the Disability Discrimination Acts, public bodies have to make sure that people are able to access their services.  To meet our duty under the Act and to achieve Best Value, it is vital that the Police service communicates effectively with all learners and customers.  This includes ensuring that all learners have equal access to learning and assessment.  
For learners with additional needs, reasonable adjustment must be offered to all and provided where a learner requests it.  Where reasonable adjustment is provided, the learner should be asked to confirm that it meets her/his specific additional needs.
To achieve this, information must reach all learners in a form they can use and identify with.  Designers and trainers need to be aware of the communication difficulties people can face and what can be done to ensure a quality service is delivered to all. 

Recent figures for the UK suggest that:

· Over 8.54 million people are registered with some form of disability, of these over 2 million have a visual impairment. 

· Eight million people experience some form of hearing loss. 
· Around 23,000 people have a severe loss of both sight and hearing.
· About 200,000 have less serious dual sensory loss.
· one million people have a form of learning difficulty, such as dyslexia; 

· over seven million people have literacy problems. 

All of this demonstrates that gaining fair access to learning and assessment is a major issue that needs to be addressed.  The key message is that one format cannot suit everyone. 

Policy and Procedures
One way to make sure that the organisation is meeting learners’ needs is to develop policy, procedures and guidelines on accessible learning and assessment.  This includes signage around the building if learning is to take place on a designated site.  A well-designed, legible/tactile sign system can benefit everyone by increasing people's awareness of their surroundings and helping them to get around
. 

When producing information in a range of alternative formats it should be:

· Equivalent quality as standard print 
· Easily and quickly available for learners
The systems to collate and address learner needs should be set up before the publication of the documents so that alternative formats can be provided swiftly in response to need.  
Where site attendance is part of the learning programme, learners’ needs should be sought prior to attendance so any support material such as handouts or PowerPoint slides are suitably adapted when they arrive.  Similarly, with e-learning, online registration should also enquire whether format can be improved for learners with a contact to enable this.  Material that is available electronically can often be readily adapted by learners themselves if they are given on screen details about how to change font size, colour, etc.  
Production of the alternative formats should be planned (but not produced until needs are known) at the same time as the standard print version.  Policy and guidelines on accessible information will ensure this aspect is considered as part of the planning process.  It will also raise staff awareness of learners with additional needs.  
Once the material has been produced in alternative formats, learners should know that they are available.  Unfortunately, many people have low expectations of getting accessible learning, so don't ask for it unless encouraged to do so.  This is often misinterpreted by organisations as lack of demand.  Every standard print publication should have a clear, large print statement (16 point) in a prominent place about the availability of alternative formats.  
A good start to cater for every learner is to use plain and simple text (known as plain English).  By using short sentences, simple punctuation and no jargon, the message will come across more effectively.  
People access information in different ways.  For many partially sighted people, well-designed print information using a minimum of 12 point text is enough.  Others will need this information in a different format.  This could be larger print, spoken word/audio, braille, electronic documents on floppy disk/CR-ROM or over the internet. 

Spoken word audio on tape or CD has the benefit that everyone can use it except those with very poor hearing.  Some learners prefer audio to text or in addition to it.  It can also be helpful for people who problems with holding or manipulating things.  
Braille is a writing system of raised dots which enables people to read by touch.  Many blind and partially sighted people prefer particular types of information in braille, for example information to be used in meetings or to be read silently.  There are around 20,000 braille users in the UK.  Braille may be produced in-house where braille translation software is available, although it is more common for braille to be professionally produced by a transcription agency.  

In cases where some adjustment is needed, extra time may be needed as well.  In the case of a timed exercise, particularly one that counts towards an assessed programme, a formal statement of what constitutes ‘reasonable adjustment’ will be needed and that should include any additional time requirements.  This statement can be obtained through the force’s occupational health section.
People who have visual impairment

Many people who have visual impairment still have a degree of usable vision, and some solutions for visual impairment will also support people with dyslexia
.  Simply using clear fonts and distinguishable colours may be all that is needed.  
Clear Print is a design approach which is better for readers who are blind or partially sighted.  Clear Print differs from large print in the size of the type used (known as point size). 
Clear Print documents set text in a minimum type size of 12 point (although 14 point is recommended to offer enhanced access for people with sight problems).  
Large print documents are produced in a larger type size, ranging from 16 to 22 point. 
The contrast between the background and the text is a vital factor in legibility.  The better the contrast, the more legible the text will be.  The contrast will be affected by the size and weight of the type.  Black text on white background provides good contrast, but for some people with dyslexia a pastel yellow, blue or pink background may better.  If using white type, make sure the background colour is dark enough to provide sufficient contrast.  Dyslexia takes many forms and a solution for one person may not be right for another.  
Check back with every person that their needs have been met by the proposed solution.
The choice of typeface is also important to legibility.  Typefaces such as Arial, Comic Sans, Universe and New Century Schoolbook are clear and legible type faces.  Avoid simulated handwriting and ornate typefaces as these can be difficult to read.

Some typestyles used to emphasise points can be difficult to read.  Capital letters and italicised text are both generally harder to read.  A word or two in capitals is fine but avoid the use of capitals for continuous text.  
People with sight problems often prefer bold or semi-bold weights to normal ones.  Avoid light type weights.  
If documents have numbers in them, choose a typeface in which the numbers are clear.  Readers with sight problems can easily misread 3, 5, 8 and 0.

Line spacing as a general rule should be 1.5 to 2 times the space between words on a line.

Ideally, line length should be between 60-70 letters per line.  Lines that are too long or too short tire the eyes.  The same applies to sentence and paragraph lengths, which should also be neither too long nor too short.  Avoid justified text as the uneven word spacing can make reading more difficult.

Make sure the margin between columns clearly separates them.  If space is limited, use a vertical rule.

Avoid fitting text around or over images – changes in contrast and the start of text lines make it very difficult for partially-sighted readers to follow.  Set text horizontally for easier reading.  
Partially sighted people tend to have handwriting that is larger than average, so allow extra space on forms.  This will also benefit people with conditions that affect the use of their hands, such as arthritis.
It is helpful if navigational aids/recurring features, such as headings and page numbers, are always in the same place.  A contents list and rules to separate different sections are also useful.  Leave a space between paragraphs as dividing the text up gives the eye a break and makes reading easier.

Print on uncoated paper that weighs over 90 GSM.  As a general rule, if the text is showing through from the reverse side, then the paper is too thin.  Avoid glossy paper because glare makes it difficult to read.  
Consider the format of the finished document.  When folding paper, avoid creases that obscure the text.  People who use screen magnifiers need to place the document flat under the magnifier.  This must be considered when choosing a binding method. 
	Communicating with people who speak English as a second language

Some ethnic minority learners or visitors may require interpretation, translation or other support to bridge the communication gap.  This may include extra time for reading and responding.  Corporate policy and procedures are needed for such occasions.  This falls outside the scope of this Guide, but helpful advice can be found on the Fife Local Authority website www.fife.gov.uk
Communicating with People who have a Hearing Impairment

It is estimated that one person in every one thousand has a hearing impairment.  The procedures below are useful when communicating with people who have a known hearing impairment, although some people may have hearing impairments that are not known about.  

Where people require a British Sign Language Interpreter, the force policy and procedures should be implemented.  Again, this aspect is outside the scope of this Guide.  

Briefing

It is helpful to brief individuals before any event or assignment.  Examples include an overview of learning sessions, copies of any learning materials, lists of names or jargon, technical terms glossary and abbreviations.  

Check out with the individual whether there is a preferred seating arrangement and arrange the seating accordingly.  

Some general rules

· Lighting is essential so that the speaker can be seen.  If reduced lighting is needed, such as an overhead projector, slides or a video, make sure that the speaker is still well lit.

· The positioning of the speaker is critical and will vary according to the situation and the needs of the learner.  

· A blend of methods helps to ease the strain of intensive listening for long periods.

· Ensure the speaker’s mouth is visible to the learner and free from obstructions such as hands or lecterns (beards and moustaches can be a problem too!).

· Encourage the learner to interrupt if s/he needs clarification.

Tips for speaking to a person with a hearing impairment

· Make sure you are in front of the person so that they can see your face.

· Speak clearly with a normal speech rhythm.

· Re-phrase if your initial message has not been understood.

· Allow the person time to absorb what you have said.

· Keep hands, objects etc. away from your face when speaking.

· Gestures can be helpful but avoid exaggerated facial movements.  

· Induction loops and text phones can aid communication with deaf or hearing impaired people. 

· Provide visual and written information where possible.  

· If the learner uses BSL (British Sign Language) and/or requires a Sign Language Interpreter, a professional interpreter should be appointed.

· In some cases it may be possible to have a video made showing the BSL translation of the subject matter. 

· If the deaf person is accompanied by a hearing person, avoid talking only to the hearing person and thus ignoring the deaf person.  




Technological opportunities for solutions
Technology can sometimes offer greater opportunities for reasonable adjustment, such as providing dyslexic learners with a computer to do class work.  Although not a substitute for all forms of reasonable adjustment, some technology based solutions enable learners to customise material independently.  Web-based text, for example, can be manipulated to meet learners’ needs.  
Examples of web-based learner support aids
Screen reader software reads a web page one line at a time, horizontally across the screen.  The text is spoken using a speech synthesiser or alternatively is sent to a retractable Braille display or to a fixed single line display.  
Screen magnification software is used to magnify portions of a screen using a zoom feature.  It's important to design a website to be flexible so it can be used by everyone who needs it, including learners.  
Careful design is paramount for people using speech access because inappropriate use of HTML can make a website unreadable.  
Using text captioning helps those who find written language easier than spoken.  
Software to improve access for people with motor impairment
When a person has a loss or limitation of function in muscle control or movement, using a conventional keyboard or a mouse can present difficulty.  There are a number of aids to help including Software such as Sticky Keys, speech recognition systems (allows the user to speak commands to their computer) pointer devices and eye scanning systems controlled by mouth or head movements.  Providers of learning can also check material for compliance standards for accessibility and assisted learning.  Some of the main ones are given below.

	

	W3C HTML4.01
The strict W3C HTML4.01 specification means that the approved website functions predictably on a wide variety of web browsers and computer platforms.



	W3C CSS
The W3C CSS specification also ensures cross-browser and cross-platform interoperability and compatibility.



	W3C W.A.I.
The W3C Web Accessibility Initiative (W.A.I.) provides a method of assessing the degree of care taken to ensure that users of assistive technologies, such as speech readers, can access the online material. 



	Bobby
In addition to a W3C W.A.I. accessibility rating, Bobby provides another means to measure accessibility standards compliance.  This helps to bridge the 'Digital Divide' as many web resources are not constructed with non-visual users in mind.




Using the right language and terminology 

Using appropriate language and terminology makes for more effective communication and builds confidence for learners.  Below are some words and phrases that should be used to promote a more inclusive learning environment.  
	Use
	Instead of

	Wheelchair user


	Wheelchair bound 

	Person/people with a disability
	Invalid, the disabled, handicapped or mentally handicapped



	Person with a visual impairment/who is blind 


	The blind

	Person with a hearing impairment/who is deaf 


	The deaf

	Person with a mental health problem/mental ill health

	Mentally ill

	Black 

African-Caribbean


	Coloured 

Afro-Caribbean




When designing learning material the following reminders may help
	Format
	Do
	Don’t

	Telephone (e.g. webinar)
	Contact the learner direct.

	Use in place of formal document.  Ask the learner how best to deal with these situations.



	Large print
	Use 20 point or larger, using a clear font such as Arial

For complex documents, particularly those involving charts, tables or pictorial information seek specialist advice.


	Forget to make sure all of the letter (including your contact details) are in the same size font

Produce large print using a photocopier as this will not provide good quality text

	e-mail/CD ROM
	Check first that the customer can use your file format.  See guidance on www.rnib.org.uk 


	

	Tape
	Make your own tape for letters and other short correspondence.  
	Use tape in place of a formal document.  Ask the learner how best to deal with these situations

	Braille/tactile
	Seek a specialist service that can transcribe print information in to Braille and also produce tactile maps and diagrams.
	Assume that all blind people can read Braille. 


Finally, do ensure that:

· All printed material carries an indication that it can be made available in alternative formats on request

· All printed documents are readily available in an acceptable electronic format 
· Any learner database has a flag with which to identify learners who require all materials in other formats

Remember, it is illegal, under the Disability Discrimination Act to fail to provide information in alternative formats.

Below is an exemplar to show a finished product that has been adjusted for a person with dyslexia.
Dyslexia Style Guide

Font and presentation 

· Use Arial, minimum size 12pt. 

· Alternatives – 

· Comic Sans font looks like this, 

· Helvetica font (no sample available),

· New Century Schoolbook (no sample available)
· Sassoon font (no sample available),

· Tahoma font looks like this,

· Trebuchet font looks like this,   
· Universal font (no sample available)
· and Verdana font looks like this.

· Use lower case letters rather than capitals. 

· Don't write headings or sentences entirely in capitals.

· Limit lines to 60 to 70 characters. 

· Use wide margins and headings.

· Use plain line boxes for emphasis or to highlight important text.

· Avoid dense blocks of text by using short paragraphs.

· Use bold to highlight.

· Do not use italics, or underlining.

· Keep lines left justified with a ragged right edge.

· Use bullets or numbers rather than continuous prose.

· Don't hyphenate words that are not usually split in order to fill up line ends, e.g. ‘opera-
tion’.

· Use line spacing at 1.5 to double.

Writing style

· Write in short simple sentences. 

· Be conscious of where sentences begin on the page.  Starting a new sentence at the end of a line makes it harder to follow. 

· Try to call the readers 'you'; imagine they are sitting opposite you and you are talking to them directly. 

· Give instructions clearly. 

· Avoid long sentences of explanation.

· Use short words where possible. 

· Keep your sentence length down to an average of 15 to 20 words. 

· Use active verbs as much as possible.  Say 'we will do it' rather than 'it will be done by us'. 

· Be concise.

· Flow charts are ideal for explaining procedures. 

· Pictograms and graphics help to locate information. 

· Lists of 'do's and 'don'ts' are more useful than continuous text to highlight aspects of good practice.

· Provide a glossary of abbreviations and jargon.

· Include a contents page at the beginning and an index at end.

· Avoid light text on a dark background

The above tips are from the British Dyslexia Association ‘Dyslexia Style Guide’.  
The following sites give comprehensive guidance:

· British Dyslexia Association see the ‘Dyslexia Style Guide’ at  www.bda-dyslexia.org.uk 

· Disability Rights Commission www.drc-gb.org 
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� A booklet is available from RNIB that provides guidelines for sign design in buildings and outside areas. Key areas covered are: Selecting when and where to use signs; Practical points on designing signage systems, such as borders, colouring and characters; Use of tactile, symbols or pictograms to enhance signs. 


  


� A sample Style Guide to improve access for some people who are dyslexic is attached at the end of this document


� Dyslexia takes many forms and a solution for one person will not provide a solution for everyone.  Some people will find this blue background helpful, others will find yellow or pink is better and others will find they can use an alternative approach for just black and white.  Check back to ensure the proposed solution is working for the individual.
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