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[bookmark: _Toc160528135]Accessible Teaching and Learning: BSU Good Practice

“Our curriculum, learning resources and activities are diverse, inclusive and accessible, enabling a sense of belonging, opportunity and ambition.” BSU Education Design Principles

This document provides guidance on key practices in accessible teaching and learning at Bath Spa University (BSU).  All teachers are expected to follow this guidance in their teaching and supporting learning, in order to proactively support diverse learners.  
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[bookmark: _Toc163138316]Academic Access Plans (AAPs)
Teachers on credit-bearing modules and programmes should ensure they check PowerBI for individual students’ Academic Access Plans (AAPs).  These detail reasonable adjustments which BSU has agreed with individual students’ that go beyond the general proactive practice listed here.  BSU has a legal responsibility to support reasonable adjustments detailed in the AAPs, and so teachers are required to follow and support the AAPs.  Further information on AAPs can be found in this guidance by BSU Student Wellbeing Services (requires BSU login).

[bookmark: _Toc163138317]Planning Teaching and Learning Sessions
[bookmark: _Toc163138318]Sessions should be broken down into discrete activities, each ideally around 10-20 minutes long.  
· Activities should ideally be around 10-20 minutes in length.  Longer activities should be broken into distinct stages of about this duration.  This helps to aid student attention.[footnoteRef:2] [2:  Biggs, J. and C. Tang (2011) Teaching for quality learning at university: what the student does. Maidenhead: Open University Press. p.137] 

· Try to avoid lengthy teacher-focused activities, as this may inhibit student attention.  Teacher-focused activities (e.g. lecturing) should ideally be limited to 10-20 minutes at a time and be interspersed with meaningful student-focused activities.  
· Try not to change activity too frequently or have many activities which are very short (less than 10 minutes).  Some students can struggle to transition their focus from one activity to another. 
· Consider how to help students transition focus between activities or topics.  Signpost to students when moving from one section to another, and be explicit about how one activity leads into another.  When changing topic, it is useful to give time for students to assimilate learning before moving onto the next topic. 
[bookmark: _Toc163138319]Schedule whole-class breaks (5-10 minutes per hour) in sessions over an hour.
· It is usually appropriate to schedule whole-class breaks of 5-10 minute approximately every hour for sessions which are over an hour.  This mitigates against fatigue and loss of concentration.
· It is important to “ringfence” these breaks.  Avoid actions which pressure students to skip breaks (e.g. avoid offering learners a vote on whether to skip breaks and finish early, avoid scheduling optional tasks which can be completed during the break).   
· In addition, any student should be permitted to take breaks at any time and leave the room when needed.  This should be permitted without question, explanation or permission wherever possible.
· Tutors should make these principles clear to students so they know what to expect.  This could be done at the start of a module.
[bookmark: _Toc163138320]Provide preparatory work to students 1 week in advance of the session.
· This applies to all activities where you expect a student to do something in advance of a contact session.  This is often referred to as “prep work”, “preparatory tasks”, “pre reading”, or similar. 
· Students should be given sufficient time in order to prepare for a contact session.  One week is usually sufficient time in most cases, though longer preparatory activities may necessitate this being given to students with more time.  
[bookmark: _Toc163138321]Provide resources 48 hours on Ultra in advance of a session.  
· In most cases this will normally comprise a draft PowerPoint and/or session plan, as well as any resources used within the session.  
· This can help students prepare for a session in various ways (e.g. those who may wish to run resources through a screen reader before a session, adjust its formatting, etc.).
· If you are able to make these documents available even further in advance (e.g. a week in advance), this is often helpful to students.  But 48 hours is the minimum expectation.  
[bookmark: _Toc163138322]Provide module reading lists to students before the start of teaching a module.
· This can facilitate students who wish to orientate themselves on the topic of the module before starting learning.   
· It is appreciated that a reading lists provided at the start of a module may not be its final form, and the list may grow from week to week.  A good start for an initial reading list are those resources listed in the module descriptor (see the Definitive Programme Documentations linked here; requires BSU login).
· This reading list should be provided via Talis and linked from the module’s Ultra page.  Further information and guidance can be found here (requires BSU login).

[bookmark: _Toc163138323]Learning Materials & Resources
[bookmark: _Toc163138324]Use a varied range of audio/visual resources to support better a range of learners.
· Try to think of ways to support verbal information using audiovisual aids, such as graphs, flow charts, mind-maps, video clips, music, videos, pictures, etc. 
· Try to think of multisensory approaches to support learning, e.g hands-on artefacts.
[bookmark: _Toc163138325]Ensure all documents (including PowerPoints) are provided in accessible format.  
· Guidance can be found in this BSU Quick guide to creating accessible content (requires BSU Login).  Key points are summarised in a table below, and the guide discusses each in further detail.
	Key Principle
	Summary of further information

	Use an accessible font style and size
	Clear and legible.
Sans serif font (e.g. Arial, Helvetica, Verdana or Calibri).
Appropriate size (12pt for Word/PDF docs, 24pt for PowerPoint.

	Structure content clearly
	Use heading styles consistently.
Include contents for longer documents.
Check reading order.

	Left-align text 
	Except for headings.
Avoid justified text.

	Include page numbers
	For documents longer than one page.

	Provide meaningful hyperlinks
	Should provide a clear description of the destination.

	Check colour and contrast
	Good contrast between text and background.
Dark text on off-white background.  
Avoiding colour alone to convey meaning.

	Provide appropriate alternative text for images, charts, diagrams, etc.
	

	Make tables accessible
	Avoid splitting and merging cells.
Use proper headers.

	Caption recordings
	Panopto does this automatically, but the captions may need editing.

	Use standard PowerPoint templates to create presentations
	

	Create accessible PDFs
	

	Use accessibility checkers
	Microsoft Accessibility Checker
Adobe Acrobat Pro on making accessible PDFs
Blackboard Ally

	Share learning materials in advance of teaching
	Available on Ultra at least 48 hours in advance of the session.


[bookmark: _Toc163138326]Make the resources customisable by the student. 
· Where possible, students should be able to download the resource from Ultra and adjust the font, size, colours and so on to their individual needs.
[bookmark: _Toc163138327]Use meaningful file names
· Students should be able to identify the document easily by its file name.
[bookmark: _Toc163138328]Use accessibility checkers and tools to improve your resources. 
· Documents created in Microsoft (e.g. PowerPoints, Word documents, etc.) can be checked via Microsoft’s Accessibility Checker which identifies significant issues and helps you fix them.
· PDFs can be made accessible by using Adobe Acrobat Pro on making accessible PDFs
· Documents uploaded to Ultra can have their accessibility checked and improved through Blackboard Ally
[bookmark: _Toc163138329]Provide guidance on essential/prioritised reading.
· If possible, give specific chapter/page numbers to direct students to the most essential content.
· Some students have slower processing speeds and might need direction to where specifically in a source the key points are made.  There isn’t expectation that students will engage with less scholarship, just that they might need additional signposting to the main points.  
[bookmark: _Toc163138330]Further BSU Guidance on making accessible documents:
· The BSU Accessibility Site 
· Make MS Office documents accessible
· Digital content must be accessible
· VLE Minimum Expectations

[bookmark: _Toc163138331][bookmark: _Toc160528141]Teaching (lectures, seminars, tutorials, workshops, practicals, etc.)
[bookmark: _Toc163138332]Provide advance notice of changes to timetabled session/room 
· Where possible, this should be done 48 hours in advance through an announcement to students on Ultra
[bookmark: _Toc163138333]Allow student to choose seating position wherever possible.
· This allows students to situate themselves in places most constructive for their learning.
· Some AAPs may note if a student has especial need to sit in a particular place (e.g. at the front and centre to lipread).
· When asking students to move to a particular location in the room (e.g. moving into groups for collaborative work), it is good practice to check with students that this location is suitable for them.
[bookmark: _Toc163138334]Communicate in an accessible way. 
· Speak clearly and steadily.
· Ensure nothing blocks students’ view of your face so that they can lipread.
· Repeat or paraphrase input from other students in larger groups where other students may not have heard this contribution.
· Reduce background noise where possible.
· Avoid overlapping conversations where possible.
· If playing videos, try to ensure appropriate volume and captions are shown where possible.
[bookmark: _Toc163138335]When setting up activities, provide clear instruction to students.
· Explain activities both verbally and through text (e.g. brief instructions on PowerPoint) where possible.
· Give all students time to process information following instructions and before starting an activity.  
· Ask if they have any questions before starting an activity: check that students understand the activity and give them opportunity to clarify anything with you before starting the activity.  (You may also consider methods of checking with them so you can ensure they have fully understood the task.)
[bookmark: _Toc163138336]Provide student time to respond to conversations/questions.
· Consider activities such as “think, pair, share” to allow students sufficient time to think through a topic and formulate their thoughts.  This comprises a small amount of time (perhaps 2 minutes) for them to think through the topic, then a similar amount of time for them to discuss with a partner, then a further amount of time for the group to come back together and share the outcomes of their discussions.
· Consider ways for students to contribute their thoughts anonymously or non-verbally, such as using digital technologies.  BSU’s Digital Learning Developer team offer guidance and support on the available collaborative tools such as digital whiteboards and polling software (link requires BSU login).
· Where verbal questioning is used, it is recommended that tutors leave appropriate “wait time”: at least 5 seconds of silence after asking a question, if there are no answers, before moving on.[footnoteRef:3]  This allows greater processing time for students to think of and volunteer an answer.  More complex questions will require a longer pause. [3:  Rowe, M.B. (1986) ‘Wait Time: Slowing Down May Be A Way of Speeding Up!’, Journal of Teacher Education 37(1); Ecclestone, K. (2007) ‘Commitment, Compliance and Comfort Zones: The Effects of Formative Assessment on Vocational Education Students' Learning Careers’, Assessment in Education Principles, Policy and Practice 14(3).] 

[bookmark: _Toc163138337]Record all taught sessions.
· This can help both students who were unable to attend, as well as those who want to recap the session afterwards.
· In many cases, the tutor can do this as a recording through Panopto.  This is the usual expectation for “lectures” and similar sessions.
· [bookmark: _Hlk163024990]Where it is inappropriate or impractical for a tutor to record a session, teachers should try to offer something in place of this in order to facilitate students who wish to catch up/recap.  This may comprise, for instance, a short summary (in video or writing) of the content of the session.  This more be more appropriate for some discussion-based sessions such as certain “seminars”.  
· Any student may choose to record a session on their own device to support their own learning.  However, it is good practice for the student to inform the teacher that they are doing this.  It is inappropriate for the student to use this recording for any purpose beyond supporting their own learning. 
[bookmark: _Toc163138338]Check on student learning at regular intervals, providing opportunities for them to seek clarity.
· Teachers should provide several opportunities through a session for students to ask questions; and not just reserve a short period for this at the end of the session.
· Teachers should make clear to students the ways in which they can be contacted outside of a session to address any queries regarding the session or module (e.g. email, office hours, etc.).  As a minimum, this information should be posted on the module’s Ultra page.  It is good practice also to talk to students about this (e.g. in the first session of a module).   

[bookmark: _Toc160528139][bookmark: _Toc163138339]Collaborative Work (Group Work)
[bookmark: _Toc163138340]Consider how to help learners get the most out of collaborative work
· Collaborative work can be difficult for learners, especially when working with others that they do not typically work with.  Consider supporting the development of interpersonal relationships through facilitating activities such as icebreakers.
Do not assume that all learners have sufficiently developed collaborative/group work skills at the outset.  Consider how you can support learners to develop skills in this area and try to dedicate time to exploring this with your students.  Useful guidance is provided by the universities of Sheffield, Leeds and Portsmouth.
· Difficulties frequently arise in collaborative work where groups of learners have misaligned expectations.  Ensure to give appropriate time to explain the activity and its parameters, as well as facilitating groups in discussing how they will work together most effectively.
[bookmark: _Toc163138341]Discuss collaborative work assignments in advance with students.
· Ensure you dedicate appropriate time and focus to explaining the task and requirements.  This allows students to get a deeper understanding of requirements and appraise whether and how they may find this difficult.
· Make clear to students that they can approach the module’s teachers with any concerns.  Talk to the student to try understand their difficulties.  
[bookmark: _Toc163138342]Approach collaborative work with empathy and care.
· Some students may have anxieties or difficulties regarding working with others.
· Discuss this with the student to try to suggest minor adjustments to make the group work easier for them.  For example, they may find it easier to work with their peers online rather than in-person, or they may find it easier to work with a group of familiar peers.  
[bookmark: _Toc163138343]Provide alternative tasks where appropriate.
· It is likely that most students will be supported through the above minor adjustments.  
· Some students may still be unable to contribute to collaborative work.  Where this is already known, they will have an AAP stating that they “cannot complete group work, please provide alternative individual task”.  In these cases, an alternative should be agreed.  If it is an assessment, follow the guidance in the Assessments section on providing an alternative assessment task.

[bookmark: _Assessments][bookmark: _Toc160528137][bookmark: _Toc163138344]Assessments 
[bookmark: _Toc163138345]Give clear advice to students on the assessments, including on how to ask questions and receive further support.
· This should be posted on Ultra.  The VLE Minimum Expectations (requires BSU login) contains information on what information teachers are required to put on Ultra.
· You should make clear to students that they should contact the module’s teachers if they foresee or experience any difficulties engaging with any assessment (both formative and summative).
· Teachers should make clear to students the ways in which they can be contacted outside of a session to address any queries regarding the assessments (e.g. email, office hours, etc.).  As a minimum, this information should be posted on the module’s Ultra page.  It is good practice also to talk to students about this (e.g. in the first session of a module).   
[bookmark: _Toc163138346]Prepare students for events, deadlines and changes in the module’s routine which are approaching (e.g. assignment deadlines, presentations, timed assessments, etc.) 
· The assessment timelines (submission deadlines and feedback return dates) must be published on Ultra during the first week of module delivery sessions.  See further the Readiness Checklist for Ultra Module Pages (requires BSU Login).
· Give reminders to students as they approach by mentioning these in sessions and/or on Ultra via announcements.   
[bookmark: _Toc163138347]Provide alternative options for assessments where appropriate.  
· Sometimes it is not possible for students to complete a piece of coursework in the form indicated in the assignment brief.  This will often be indicated in a student’s AAP, or it could arise from a student contacting you to discuss this.  
· The first step should be for the tutor to discuss this with the student.  Often a minor adjustment can be made to facilitate their engagement. 
· Where more significant changes need to be made, you should refer to the student’s AAP and discuss also with the student.  This may involve adjusting the submission medium.  This is usually acceptable so long as it meets the academic rigour and competencies required.  The Student Wellbeing Service can provide support with this; contact via MyServices.
· The below table provides an example of common alternatives which could be explored:
	Type of Assessment
	Alternatives

	Presentation
	Would presenting to a smaller audience (or just the tutor) help?
Is the difficulty with a synchronous or in-person presentation?  If so, consider an asynchronous (pre-recorded) or online presentation.
If the module’s Intended Learning Outcomes do not focus on presentations skills, another medium can likely be selected.  Consider: podcast, poster.


[bookmark: _Toc163138348]Approach extension requests with empathy and care.
· Especially when several deadlines coincide. 
[bookmark: _Toc163138349]Ensure these same principles are applied to formative as well as summative assessments.

[bookmark: _Toc163138350]Further Help and Support 
· The Teaching Expertise Development team provide support to staff regarding teaching and supporting learning.  See the staff-facing SharePoint (requires BSU login); contact by email.
· Student Wellbeing Services provide support to students and staff.  See the staff-facing SharePoint (requires BSU login); contact via MyServices.
		2

BSU Accessible T&L v.2024-04-04 		1

image1.jpeg




image2.jpeg
BATH
SPA

UNIVERSITY




image3.jpeg




image4.jpeg
BATH
SPA

UNIVERSITY




