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Overview

This document contains best practice guidelines and a checklist for creating accessible eLearning materials for Texas Health and Human Services (HHS) agencies. State and federal law require all electronic media to be made accessible to everyone. 
eLearning is training designed for electronic delivery. eLearning may include text, video, and audio and must be accessible to all users. The best way to ensure an accessible end product is to consider the advantages and disadvantages of any product when choosing a delivery method. The HHS eLearning guidelines describe best practices to employ during the needs analysis phase of a training project to help determine the best and most accessible delivery method. This document is a tool for eLearning developers, not a training document. See your supervisor or your agency EIR Accessibility Coordinator for information regarding accessibility training.
What Makes eLearning Content Accessible?
Accessible eLearning provides equivalent access or equivalent alternative access to any user needing accommodations because of a disability. When training material is accessible, it is not only visible and usable by a user without a disability, but also perceivable by a user with

· visual impairments,
· hearing impairments,
· blindness,
· deafness,
· cognitive impairments, or
· mobility impairments.

Many users with disabilities use assistive technology to access electronic content, including eLearning content. The HHS Basic Accessibility Tutorial describes how people with different types of disabilities access electronic content.

The most important first step in developing accessible eLearning content is to make accessibility part of the project plan and tool selection process. During the development of the content, use techniques found in the table in this section and in the following sections. After the training is developed, complete a final accessibility check with the HHS eLearning checklist to ensure all requirements have been met before the training is deployed.

For small projects, such as presentations and simple trainings, a final check can be done by reviewing the final version of the training and comparing it to the appropriate HHS format-specific accessibility checklist (Word, PDF, Slide Shows). For large, complex, or interactive training modules, contact your agency accessibility subject matter experts in the initial stages of development for direction and to schedule a full accessibility test. Each HHS agency has dedicated accessibility staff members, who can review material and offer feedback on accessibility standards and best practices.

Following are some specific techniques to make eLearning content more accessible for people with different disability types.

	Disability Type
	Techniques to Make eLearning Content More Accessible

	Hearing disabilities 
	· Provide synchronized captions for any audio that conveys content.

	Photo epilepsy 
	· Remove content that flashes faster than 3 times per second.

	Motor disabilities
	· Ensure the content can be navigated with a keyboard.

· Do not use elements that require fine motor skills to navigate. 
(For example – Use large instead of small clickable regions and  form field labels)

	Cognitive disabilities 
	· Give users control over time-sensitive content.

· Provide easy-to-use controls and navigation schemes.

· Be consistent.

· Use the clearest, simplest language appropriate to the content.

	Low vision 
	· Provide plenty of contrast, and allow users to change the contrast scheme.

· Allow content to scale to a larger size.

· Do not use color alone to convey important information.

	Blindness
	· Ensure the content can be read with a screen reader or provide an accessible alternative.

· Ensure the material can be navigated with a keyboard.

· Do not interfere with screen reader audio or keyboard commands.

· Provide text equivalents for all non-text elements that convey content or provide a function.

· Do not use color, shape, or font styling alone to convey important information.

	Multiple Disabilities
	· Use column and row headers to appropriately identify content in data tables.

· If interactive content is designed for a mouse user, make sure the content is also accessible to assistive technologies and the keyboard.

· If the training uses a specific software plug-in, tell the user where to download it.

· Make sure that electronic forms allow people using assistive technology to access the information and submit the form.

· Provide a link to skip over navigational menus or other lengthy lists of links and use a robust heading structure.

· For all multimedia content, provide a text equivalent in a format that can be viewed on alternative output devices (for example, a Braille display). A multimedia alternative should be a text transcript, similar to a screenplay, that includes all spoken dialog and narration, descriptions of important sounds, and descriptions of important visual events.


eLearning Development Technologies

Many software tools are available on the market to help you develop eLearning content. However, note that not all eLearning software development tools allow you to create accessible content. Other development tools can create accessible content, but only with difficulty and extra effort. Each tool may require different techniques to make the output accessible to all users. The following categories describe types of technology most commonly used to develop eLearning materials and accessibility considerations for each.
HTML-Based Training

Hypertext Markup Language (HTML) is the most used standard code for web-based technology and provides the most flexibility for generating accessible online content. Most web pages are structured with HTML, as recognized by the .htm or .html extension code that follows the filename. Many of the techniques used to make HTML documents accessible are structural and do not affect the appearance of the page. Despite the fact that these techniques are hidden from view, they have a profound impact on the navigability and readability of web pages for all users. When deciding which training development tool to use, first consider a tool that generates an HTML structure, as this type of structure can be used most easily by all types of users.

Flash-Based Training

Flash technology is one of the most widely used technologies on the web. Flash is appealing to content developers because a multimedia presentation produced with the technology appears the same visually on nearly all computers. However, for individuals with disabilities, Flash content is more difficult to navigate than HTML, even if you implement accessibility techniques that are recommended as best practices for Flash. E-learning materials created with a Flash-based slideshow program such as Captivate cannot be made fully accessible. Therefore, if you create a Flash-based eLearning product, you must also provide an accessible alternative version using another technology, such as HTML, or a text-based document, such as Word or PDF.

Live Online Presentations (Webinars)
Webinars can be made accessible to participants by taking a few preparatory steps. As part of the registration process for webinars, ask if any participant needs special accommodations (for example, live captions for the training for a deaf participant, or accessible meeting software for a participant with a physical disability.) Accommodations for participants with disabilities should always be provided upon request for webinars, just as they are for in-person trainings.
Important information for webinar accommodations:
· Live Captions Relay Services for Webinars can be coordinated through the DARS Office for Deaf and Hard of Hearing Services. 
· Contact Information: Office for Deaf and Hard of Hearing Services, Phone: 512-407-3273 (Estimated average rate - $20/hr).
Online Training Videos

For training videos, provide captions and transcripts as a user option. If a video is placed on the Intranet or Internet, the online media player must be accessible by a keyboard and screen reader. Make sure any training development tool you use is keyboard-accessible before beginning a new project.
· Many Flash video players do not have accessible video controls. Use players with accessible video controls such as the ccPlayer or JWPlayer controls.
PDF, Word, and Other Formats
Accessibility best practices must be followed for all types of training technologies and formats. Simple document formats, such as PDF and MS Word, are some of the easiest to make fully accessible. However, these formats may provide the least amount of interaction and may not contain other desired features of a robust eLearning environment. If you choose to use an interactive version that cannot be made fully accessible, you must also provide a fully accessible equivalent option, such as a simple text version.

Can All Users Navigate Your eLearning Content?
Consider how all users, including those with disabilities, navigate and interact with eLearning environments. Use the questions below to help determine whether eLearning content is useable by everyone. (The following questions apply to slideshow-like presentations such as online HTML modules, Captivate and Articulate Flash training, or PowerPoint files.)
· Does the training include an introduction with instructions on how to navigate the eLearning module? If the training is Flash–based, is the accessible alternative link prominent? 

· If a plug-in is needed for some content, such as Acrobat Reader, did you provide a link to download it? Is the training compatible across different types of web browsers or are certain technologies recommended?

· Have you considered slow internet connections? Posting a file size will give the user an idea of how much time it will take to download or stream and increase the likelihood the user will finish. 

· Are there any keyboard shortcuts that would be helpful for keyboard users? For example, if the training is best viewed in full-screen mode the F11 shortcut key may be a useful.

· Is contact information provided for users with questions or problems using the training?

· Does navigation work for mouse, keyboard, and screen-reader users?

· Navigation must work for mouse, keyboard, and screen-reader users.

· Is it obvious when the current slide has fully displayed?

· Does the complete content of the slide display immediately, or does it display slowly, bit-by-bit? Ensure that is obvious when a slide is complete, both visually and non-visually.
· If narration is used, does the narrator indicate what user action is needed to continue? For example, the narrator could say, "select continue" or "select the next button to go to the next slide.”
· Does the training automatically proceed to the next slide without user action?

· The training should not proceed without user action. Users should have control of their pace and be given time to review content before proceeding.

· Is it obvious how to proceed to the next slide?

· Can the user use the "Tab" key to select the navigation controls and the "enter" key to activate those controls? Does the text on the navigation controls make it clear what each control does? Are controls to move forward and backward through the presentation easy to find and understand?

· Does the screen reader announce where the user is on the page when the user selects the next button? 

· When the user moves to a new page, does the screen read announce when the next page is displayed? When the user moves to a new page, does the focus move to the top of the new page? If the user instructs the screen reader to begin reading the page, will it begin at the top of the page? If there is a button labeled "Play," is it clear what will play when the button is selected? (Play implies a continuous, uninterrupted video, and is not appropriate for page-by-page slide navigation. If "Play" is provided and selected by a user, it must be very clear when "play" mode has stopped, and the user is expected to interact with the presentation once again.)

· Can the user go backward to review a previous slide?

· Does going back require the user to listen to the narration for that slide or wait for the slide to slowly repaint, bit-by-bit? 
· After going backward, can the user go forward again easily? If the user moves backward past a quiz that is already completed does the user have to retake the quiz? 

· Can the user bookmark a page and use it as a reference in the future?

· Is there a table of contents or course navigation menu?

· Can the user navigate to the table of contents from within the training?

· Can the user close the table of contents and navigate back to the stopping point in the training?

· Can the user see all of the available controls?

· Are controls hidden off screen?

· Can a user tell if a control is disabled?

· Can the user go through the training at his or her own pace, or is the user forced to proceed at a predetermined pace?

· Can the pace be adjusted?

· If the user turns off narration, does the page still display slowly, one item at a time?

· If a page does not display immediately and the narration is turned off, is it obvious when then page is fully displayed, and it is possible to go to the next slide? Is there a way to jump ahead to the fully visible page?

· Is navigation as efficient with the keyboard as it is with a mouse?
Additional eLearning Accessibility Reference Material 
· Visit the Texas HHS Web Accessibility Tutorial for specific design and HTML coding issues.
· Find specific HTML Accessibility Examples.

· Accessibility Guide for Lectora eLearning content from the Centers for Disease Control and Prevention (CDC).

· The Adobe Captivate accessibility best practices website provides a list of specific accessibility techniques in Adobe Captivate.
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