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Guidance on creating accessible information for disabled people 
Introduction
This guidance document was developed by an Expert Advisory Group (EAG) consisting of Disabled Person’s (Representative) Organisations (DPO/DPRO), National Disabilities Quality Improvement Office, and clinicians to support anyone wishing to adapt or develop their own information in various accessible formats for disabled people. The EAG initially formed in 2022 to create accessible medical information and culminated in the publication of a suite of resources on Constipation in 2024. This guidance was created based on the learnings of the EAG and the demand from services and individuals attempting to create their own accessible resources. This guidance is not meant to be exhaustive of the variety of formats that should be considered, but as a starting point for creating accessible resources. 
This guidance includes instructions on six key formats, with links to further information for each format, and acknowledging that with each format there is room to tweak and individualise information based on the needs of the person. 
Considerations
· Ireland has ratified the United Nations Convention on the Rights of Persons with Disabilities (UNCRPD). Under the UNCRPD, individuals and organisations must prioritise engagement with Disabled Persons (Representative) Organisations (DPOs/DPROs) in policy and planning, including the co-designing of accessible information. 
· Information can be shared in many different forms and with varying degrees of detail. Ask your audience what their communication preference and needs are and how they want to receive information. 
· Consult with the relevant DPO/DPROs.
· Consider what format or combination of formats best meet the needs of the target audience 
· Strive towards universal design (design that can be accessed, used and understood by everyone, including disabled people). https://universaldesign.ie/toolkits/customer-communications-toolkit-for-services-to-the-public-a-universal-design-approach-2 
· Disabled people are a diverse group with diverse needs. Diversity of formats are important to consider as there is not a “one size fits all approach”.
· Provide contact details to allow people to request different formats
· Other considerations when creating accessible information include access to technology and digital literacy.
Key formats:
1. Screen Reader Friendly Word Document  
· Manually insert bullet points and numbering
· Avoid automated bullet points and numbering
· Use word document format and avoid PDFs
· Use image descriptions instead of images
· Use “headings” function in Microsoft Word
· Use “headings” and “table of content” function in Microsoft Word in longer documents to improve navigation
· Make the document editable to allow for font size change
· Write in the page numbers at the beginning of each page in longer documents with more than 10 pages
· Text should not be in table format (rows and columns), which should only be used for numerical data
For more information on accessibility for blind and partially sighted people: https://vvi.ie/our-policies/accessible-communications-policy/ 

2a. Plain Language 
· Concise and consistent language
· 1.5 line spacing at minimum
· Sans serif font such as arial or verdana 
· Font size 14 at least
· Left align paragraph, avoid justified text
· Put the most important information first
· Use familiar language and common words
· Direct information to the reader using the active voice – use “you” and “we”.
· Consider developmentally appropriate language for younger people
· The first instance of using acronyms in a short document should include the full term and can be shortened for the rest of the document. 
· Acronyms should be explained in full at the beginning of each section in longer documents with multiple sections
· Include a key terms or glossary for documents with many acronyms or definitions
· Use images that communicate the information in text rather than purely decorative purposes
For more information on Plain Language Guidelines: https://assets.hse.ie/media/documents/HSE_Plain_Language_Guidelines.pdf 
2b. Visual Guides
· Visual guides are useful in describing the how, what, where, who, and why (e.g. supports person to predict the next steps of an appointment or treatment)
· The aim of the visual guide is to provide information and context in a visual and text format by describing the physical, sensory and social environment.
· This will help provide predictability and certainty for the person in advance of an event or activity.
· Follow same guidance as “2a. Plain Language”.
For more information on creating visual guides: https://www.flourishautismconsultancyandtraining.com/s/Flourish-Autism-Social-Visual-Guide-Framework-Template.pdf 
For pre-made visual guides: https://asiam.ie/advice-guidance/prepare-me 

3. Easy Read with images and image description
· Follow the same guidance as “2a. Plain Language” regarding spacing, font choice and font size.
· Language may need to be simplified and broken down further than Plain English
· Pick out important facts to include and summarise them 
· Create context before explaining something
· Avoid jargon and terminology but if it must be used, explain it
· Formatting style – usually one image, per idea
· Choose images that communicate the information in the text to person 
· Use widely recognised images that are of clear and good quality rather than cartoon graphics 
· Alignment of images on the left-hand side and text on right 
· Easy Reads can be individualised to the person’s needs 
For more information on creating Easy Read documents: https://www.inclusion-europe.eu/wp-content/uploads/2017/06/EN_Information_for_all.pdf 

4a. Video with Irish Sign Language (ISL) interpretation, narration, subtitles and audio description
· Deaf Irish Sign Language (ISL) interpreter should be visible and well lit
· Interpreter should wear plain clothing with no logos or patterns
· Interpreter clothing should not be the same colour as the background to ensure they can be visible
· Prepare the script or narration in Plain English with pause in between transitions
· The video script or narration should be uploaded as a subtitle file or alternatively, embedded within the video 
· Each transition slide, clip or image should convey one idea - avoid visual clutter.
· Consider low background music or not having music at all in the video 
· Once the ISL interpretation is complete a spoken narration can be recorded over the video
· Audio description can differ to the narration as it should describe the key visual elements that convey meaning of the video. It is not necessary to duplicate the narration. 
· Audio description file can be uploaded alongside narration on Youtube.
For more information on working with ISL interpreters: https://risli.ie/app/uploads/2023/01/Guidelines-for-Working-with-Interpreters-June-2021.pdf 

4b. Audio file 
The narration of the video can be used here (unless there are images in the document that would need to be described in the audio file).
	
5. Braille (available on request - Unified English Braille and Standard English Braille non-capitalised) 
Disabled people have a legal right to request Braille format from a statutory body. There are three main services providers of braille-transcription: 
1. Vision Ireland (formerly National Council for the Blind of Ireland or NCBI) 
2. Arbour Hill (for educational purposes only)
3. Child Vision (for educational purposes only)
For more information on Braille production: https://vvi.ie/our-policies/accessible-communications-policy/8-braille/ 

6. Large print 
· The plain text document should be editable to allow for font size changes
· Font size 16 at least, sans serif
· Dark text on light background – high visual contrast
· Wide margins and empty space – avoid visual clutter
· Use matt paper that is non-reflective if printing document
· No brackets, italics, or underlining - use bold instead to highlight text 
For more information on large print documents: https://www.ukaaf.org/wp-content/uploads/2024/12/G003-UKAAF-Creating-clear-print-and-large-print-documents-v4.pdf 

Membership of the Expert Advisory Group
· Nicole Lam (Chair), Guidance and Research Lead, HSE Disabilities Quality Improvement
· Joanne Fitzpatrick, Project Co-Ordinator, HSE Disabilities QI
· Derval McDonagh, CEO, Inclusion Ireland
· Karen Henderson, Speech & Language Therapy Manager, Cheeverstown
· Robbie Sinnott, Co-ordinator, Voice of Vision Impairment
· Adrian Carroll, Senior Policy Officer, AsIAm
· David Somers, Advocacy Project Officer, Irish Deaf Society
· Nicola Beagan, Adult Dyslexia Coordinator, Dyslexia Association of Ireland
· Gayatri Koshy, Health Information Manager, Irish Heart Foundation
· Niamh Rowland, Clinical Specialist Speech and Language Therapist in Neurodisability, HSE CDNT
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