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MAKING REASONABLE ADJUSTMENTS
A Guide to Providing Accessible Material for Visually Impaired (VI) Students
The Equality Act (2010) states that we, as an institution, must make reasonable adjustments to ensure disabled students are not disadvantaged.  Previously, disabled students would be able to access additional funding from their funding body (most commonly SFE), known as Disabled Student’s Allowance (DSA), to help support them in their studies.  Recent changes to this funding, however, aim to “rebalance” the support provided by SFE with that which should be provided under the Equality Act by academic institutions, putting the responsibility for providing accessible materials with the institution.  To help to clarify what reasonable adjustments the institution should be making, SFE have produced a document entitled “Examples of reasonable adjustments in HE” (ERAHE).  Extracts from this are contained where relevant within this document.  Most relevant to this document is SFE’s statement that:
· Teaching materials used in the learning and teaching environment are inclusive by design and available in advance of teaching
QMUL’s Anticipatory duty
· Create a reading list using the Reading Lists Online Tool (http://www.library.qmul.ac.uk/reading_lists_online).  Ensure the following information is contained:

· Correct Author
· Accurate Year
· Complete Title
· Clearly specified edition number (if appropriate)

· ISBN that corresponds to the other details

· Which week the source is for

· What section(s) / page number(s) are required

· Whether the source is essential or recommended

HINT (Library Items): Link to the library record (if the library hold an ebook then the link to the ebook should be used).  If the book is not held in the library then it should not appear on a reading list. Where possible, electronic journals should be used.
HINT (VIDEOS): It is best practice to have alternative sources that use alternative media.  Many students with visual impairments may find video-based materials inaccessible, (especially where subtitles are used in any way).

NOTE: Where old texts are recommended then alternative ones more readily available in accessible format should be identified, where possible.
HINT: Guy Westwell’s Introduction to Film Studies (FLM100) is an excellent example.
Doing this helps to meet the ERAHE recommendation that  

· All students provided with a course overview or ‘road-map’ for the whole course, in a format that is accessible to them.  This includes reading lists.
After Student Arrival:

· All materials should be provided in electronic format, either directly emailed to the student(s) concerned or uploaded onto QMPlus
NOTE:  Initially, some students may need assistance accessing QMPlus due to their unfamiliarity with the system. IT Services should be able to help address technical issues.
· Materials should be provided in an accessible text-based format, for example Word, RTF or an accessible PDF (one that contains text, and not just images of text) should be used. 
HINT: A quick way to see if a PDF may be accessible is to highlight text and copy and paste into Word.  If the text is readable then it is likely that most screen readers would be able to access it.
HINT:  Do not require VI students to use source material from websites such as the Google project. Google project is not accessible to screen-readers.
· Provide the student with a focused Reading List, identifying the most important texts.  If possible, chapters and page number should be identified and provided to VI students.

HINT: The reading lists online tool can help you manage this.

· If the student has any choice regarding assignment topic then the academic lead for the module should contact the student regarding this in order to establish what the student will focus on.  This should be at least 10 weeks before the assignment deadline (or immediately after enrolment, if due within the first 10 weeks of term).  If the student is unsure about which topic they will choose then bibliographies for all alternatives should be provided.  For all assignments, a bibliography should be provided to DDS so accessible texts can be sourced.  This should be a minimum of 8 weeks before the deadline.

· If asked to scan material you should:
· Use a clear, high quality copy, without hand written annotations, underlining, and ensure that the edges of other pages have not also crept into the copy
· Provide the title page of the book from which the information was taken
· Scan 1 page of a text book to one page of the electronic document
· Consider VI users when using videos.  Please consider carefully if a video is accessible (if you are unsure please contact DDS)
HINT: Ask yourself if the images convey any meaning

HINT: Are subtitles used?

· It is best practice to have a variety of sources available, as there is no such thing as “accessible content”, as some students will find sources easier to access than others.  By having a variety of sources (including a variety of media) you will be able to ensure that students have accessible materials available to them.

Doing this helps to meet the following ERAHE recommendations

· Teaching materials used in the learning and teaching environment are inclusive by design and available in advance of teaching

· Handouts available in advance and on line; institutions use Virtual Learning Environment (VLE) facilities e.g. WebCT, Blackboard to enable all students to access handouts in any format they find suitable
· Provision of alternative format publications, free of charge, for disabled students where possible
