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Welcome to SCULPT

/This session will take you through \

** What is SCULPT for Accessibility?

s Offer some quick SCULPT tips to help you make digitally accessible information

+* Signpost you to our SCULPT website for further resources
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What is SCULPT for Accessibility?

ﬂULPT came out of digital literacy research conducted at Worcestershire County Counm

It studied four areas due to the wider implications of the Accessibility regulations

e

*

challenges for everyday practitioners who create documents for online use
user needs for those who use assistive technology

marketing a visual way to engage the workforce

bite-sized approach because ‘accessibility’ is perceived as complex

e

*

e

*

e

*

SCULPT is for those people who create documents for our community, but the six
principles are relevant across other disciplines such as web design and marketing
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Why do we need SCULPT?

There are many that find using or reading digital information challenging.

This can be because of anything, such as

oo
oo
oo
oo
oo
o
o

Some of these people might be relying on screen readers, keyboards, assistive technology or just need well
laid out and clearly worded information.

physical disability

learning disabilities or needs (e.g. autism, dyslexia, read difficulties)
blindness or visual impairments (including colour blindness)

deaf or hard of hearing

impaired cognitive ability (e.g. stroke, mental health, medication, stress)
English as a second language

older people with care and support needs




What is SCULPT for Accessibility?

ﬁCULPT is a set of guidance that stands for six things you need to know for basic accessibility \

Structure (use headings and styles)

Colour and contrast
Use of images
Links (hyperlinks)
Plain English

Table structure

SCULPT is included on GOV.UK What happened on Global Accessibility day
It is also included in the JISC Guide: Ensuring continuity of learning during enforced absence
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https://gds.blog.gov.uk/2020/06/02/what-happened-on-global-accessibility-awareness-day-at-gds/
https://www.jisc.ac.uk/guides/ensuring-continuity-of-learning-during-enforced-absence

The basic six things to consider when creating accessible information

Structure Colour & Use of Links Plain Table
IneEe g 5R7es, contrast images (hypetlinks) English structure

o — °
= e U5

Use heading The colours you use Use alternative Describe your Use clear Use simple tables
styles in your and the contrast (alt) text on your link, never use uncomplicated without merged
document such between text and images click here language with no or split cells

as H1, H2, H3 background jargon




SCULPT for Accessibility top tips

We can’t cover everything today in 20 minutes but we can show some quick and simple tips
today to help you understand where to find some of the basics in MS Word.

A/

s check the accessibility in a word document (PowerPoint works the same way)

These parts of SCULPT were identified as the most important issues to a colleague who uses a
screen reader

% structure of a document and the navigation pane

0

.* use of images to add alt text
*» links (how and why to create a hyperlink correctly)
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How to check accessibility in your document

AutoSave (® Off) 2
« P In your document in the top left hand corner click on
a the word ‘File’.

0. Info
Paste ;—j
- i SCULPT ELEARNING IDEAS . . . .
- rormatpainter Oneve -WoresestiteCouny Coci - Dk 1 . Dl This takes you to the file information of your
Clipboard E_ Protect Document . . o ¢
S document and in there is an option called ‘Check for
Issues’
:@—_nl Inspect Ph uintb - _
e Click on ‘Check for Issues’ and select ‘Check
By | Vesontisoy) Accessibility’ from the drop down menu.

This is the same in PowerPoint




Checking accessibility in your document

-

Accessibility Che.. ~

Inspection Results

~~" No accessibility issues found.
People with disabilities should
not have difficulty reading this
document.

~" Keep accessibility checker running
while | work

Additional Information

Bead more about making documents
accessible

X

s

Accessibility Che.. ~

Inspection Results
Errors
> Missing alternative text (28)
> Image or object not inline (4)
Warnings

> Hard-to-read text contrast (1)

~ Keep accessibility checker running
while | work

Additional Information

Read more about making documents
accessible

x

In your document on the right hand side you
will now see the accessibility checker
results.

If there are no issues it will show you a
green tick. My first image shows this

If there are issues it will list them. In my
second image there are quite a few issues,
the first error shows there are 28 images
with missing alt text.




Fixing identified accessibility issues

Accessibility Che.. = > Alt Text M. In your accessibility checker you can click
repection fesdlt oot someone wha s s into the results and click into each individual
Errors . . .
© i | (1-2 sentences recommended) item to take the recommended actions to fix

issing alternative text

Picture 1 the issue.

Rectangle 5

Picture 3

e In this example it has given the me the alt
icture 4

Picture 8 — text box to add the description of the image
Picture 9 Generate a description for me

Picture 10 )

Picture 14 Mark as decorative . .

. It also explains what alt text is e.g. how
icture 15

would you describe this object and it’s

| Keep accessibility checker running

while | work context to someone who is blind

Additional Information v




SCULPT tips to understand some of the basics

/I will show you some quick SCULPT tips, as well as where to find \

and understand the following

Structure of a document

Use of Images

Links (hyperlinks)




Structure
(heading styles)
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The structure and navigation in a document

AutoSave (@ Off) E lc) -

File Home Insert Design Layout

=N Outline
I:_|®E|Draﬂ

Headings Pages Results

4 SCULPT e-learning ideas
What is accessibility?
Digital accessibility is now covered by law
This is how the accessibility regulations will affect...
Worcestershire County Council already do the foll...

4 Why is there a need to make digital information...
Here is an example

What happens when accessibility is forgotten?
How does a screen reader work?

How to make information accessible — SCULPT fo...

References

) 1B EE

> | [] Gridlines

Read ' Print  Web Learning | Vertical Side
Mode Layout Layout Tools to Side
Views Immersive Page Movement
. . L
Navigation v X
The——— M ~
Search document P - -
-

P32 1

P50 4

Mailings  Revig

Ruler

vigation Pane

Show

P20 o100

Zoom 100%

iy
-

SCULP]

What is

Accessibilityf
There are sg

This can be

e phy

¢ lear

The navigation of a document is vital
for screen readers and assistive
technology.

They don’t just read word for word
they provide menus for the user.

To see the structure of your
document click on the ‘View’ tab on
your top ribbon.

Tick the box for ‘Navigation pane’
and this will show you the navigation
of a document.




Structure
(heading styles)

i e—
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Adding structure to your document using in-built headings

AutoSave (® Off) E Ic) -

File Home Insert Design Layout R4

Eg oo | [ | i

Read @ Print Web Learning | Vertical
Mode [Layout Layout Tools

Views Immersive Page M
Navigation M
The— T
Search document L

Headings Pages Results

4 SCULPT e-learning ideas
What is accessibility?
Digital accessibility is now covered by law
This is how the accessibility regulations will affect...
Worcestershire County Council already do the foll...

4 Why is there a need to make digital information...
Here is an example

What happens when accessibility is forgotten?
How does a screen reader work?

How to make information accessible — SCULPT fo...

A navigation is created when you use the headings such
as Heading 1, Heading 2 and Heading 3 to organise and
structure your document in to headings and sub-headings

5]

4

11
4

AaBbCeDd AaBbcedd AABD | AaBbC AaBbCel 408bceDd
=- & TNormal T NoSpac.. Heading 1 | Heading 2 | Heading3 Heading4 |-

= | =

= | = )

Paragraph M Styles T
-Ew-l-l-2-|-3-|-4-|-5-|-6-|-?- -B‘|-9-|-1D-|-11-|-12-|-13-|-14-|-15-\-Q

SCULPT e-learning ideas

What is accessibility?

Accessibility is about everyone in our community being able to use and access our information.

There are some in our community who find using or reading information challenging.

This can be because of anything, such as:

e physical disability
» learning disabilities or needs (e.g. autism, dyslexia, unable to read)




Structure

(heading styles) Create an instant table of contents

i e—

pA m—
3 : File Home Insert Design Layout ,References G Once your document iS Structured using
ki g [nsert Endnd headings you can quickly add a table of
[}/ upgate Table ah Next Footnote ~
( Table of Insert Smart H contents.
Contents - Footnote [=] Lookup
Table of Cghtents Footnotes [ Res
— L In your document on the top ribbon
Navigation ¥ X [ _ , ,
click on the word ‘References’.
Search document P~ C
Headings Pages  Results - You will then see the option ‘Table of
4 SCULPT e-leamning ideas ™ Contents’. Here you can add a pre-built
e SCULPT edlearning ideas table of contents that automatically
1215 2 [ - Ml update Table...
Thisis| |contents L works out page numbers for you.
Worcey 1
F | Wh i Digital accessibility is now covered by law..... 1 . . .
:;Sn This is how the accessibility regulations will affect you ........... 1 Thls IS Ideal for |ong documents SUCh as
WHALH| | whys e sseearermo it ot et Z a course handbook




Using images correctly and adding alt text

Alt text

Alt (alternative) text provides the context or information of an image for those who
cannot see it, or if an image does not load.

To add alt text you right click on the image and select ‘Edit Alt Text’

ﬁ Style  Crop

Alt Text vy X

How would you describe this object and its
context to scmeone who is blind?

(1-2 sentences recommended)

Sculpt for accessibility logo

Generate a description for me

Mark as decorative

On the right hand side of your
screen the ‘Alt Text” box will
appear to add your description.

Other image considerations

size of image

image as text

diagrams

mark as decorative (tabs)

J J J J
0’0 0’0 0’0 0’0




Links

(hyperlinks) Why hyperlinks need to be written correctly for accessibility

How links work in a screen reader

Links are often viewed separately and in a menu and out of context of the page text

COur very own week to celebrate Sodal Workers took place on the week of 15 January. This began with a ceremony to recognise the
outstanding achievements of individuals amongst their sodal work teams in both Adult and Children’s Social Care, You can read about our
fantastic social workers here, Siobhan Macdlean, a social worker and author, also presented a key note speech about the wonderful world of
sodal work, See why Siobhan thinks social workers should celebrate what they do here. We also launched our The Social Work Academy, you
can find the website here or from the Qur Space homepage, There's also a short video to watch rounding up the activity of Celebrating Sodial
Workers Week here.

here

=
@
1]

here
here

Our very own week to celebrate Social Workers took place on the week of 15 January. This began with a ceremony to
recognise the outstanding achievements of individuals amongst their social work teams in both Adult and Children's Social
Care. Read about our fantastic social workers . Siobhan Maclean, a social worker and author, also presented a key note
speech about the wonderful world of social work. See why Siobhan thinks social workers should celebrate what they do.
We also launched our The Social Work Academy. There's also a short video to watch rounding up the activity of
Celebrating Social Workers Week .




Links
(hyperlinks)

How to create hyperlinks correctly for accessibility

How to create hyperlinks

Links need two ways to identify
them. Links that are just highlighted
by colour alone may not be
recognisable to someone who has a
sight impairment or are colour blind.

Out of these options below always
try and use a combination of two
identifying features:

s+ colour

/

%* underline
** bold

Layout  References Mailings Review View Help Acrobat © Search

3 Icons Chart T 7 @ link -

2 ':I]] EE'_ B Get Add-ins W : @'
ictures  €0) 3D Models ~ @ Screenshot ~ mark

Document q Wikipedia | Online
- My Add-ins ~ 3 - -
= SmartArt ltem CD y Video L—ECross reference
lllustrations Tap Add-ins Media Links
-I-l-l‘o‘l-l-l-Z-I-3-\‘4-I-5-I-6-I‘7-\‘B-I-Q-I-ID-I‘ll-\‘12-I-13-I-14-\‘15‘
aor Turtner Information please read the aavice rom LGUV.UK:

e making your service accessible

» understanding the new accessibility requirements

From 23 September 2020 Government Digital Service will be monitoring public body websites to
make sure all our content is accessible, that includes your documents too.

This means before this date we need to make sure all content is fully compliant.

GOV.UK have explained How-the-accessibility-regulations-will-be-monitored-and-enforced

H

ictures 3 Icons Chart T @Link -
2/ Em E‘E [ Get Add-ins W P
nline Pictures €7 3D Models ~ @ Screenshot ~ D Bookmark
h B SmartA Document DMy Add-ins - Wikipedia | Online fic i
apes = SmartArt Item Q. Video [-] Cross-reference
Insert Hyperlink ? x
Link to: Text to display: How-the-accessibility-regulations-will-be-monitored-and-enforced SereenTip...
q 5 =
Existing File or Look in: IT & Digital QurSpace 23 &
Web Page Council catch-up ~ Bookmark..
B Current Folder HOW
Place in This 1O H Files Target Frame...
Document sculpt logos
Browsed Pages "% 2019-11 A guide to using Information Technalogy (IT) at WCC.pdf
| 2019-11-26 LD Content DeTu.pptx
E-mail Address " Adding News Itemsto Our Space Ocotber 2018 final pdf
Recent Files Bristol1 for video.pptx
~ Bristol1.pdf, “
Address: -websites-and-apps#how-the-accessibility-regulations-will-be-monitored-and-enforced




Find out more about SCULPT

Just to recap on what has been covered...

% Structure (use headings and styles)
% Colour and contrast

» Use of images

%+ Links (hyperlinks)

%+ Plain English

s Table structure

SCULPT has been created to be bite-size and easy to follow.

From 23 September 2020 Government Digital Service will be monitoring public body websites

2 0 @B @ B H
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www.worcestershire.gov.uk/sculpt

SCULPT Developed by:

Helen Wilson (Digital Designer)
Worcestershire County Council




