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How to make an online meeting more accessible for someone who is visually impaired, blind or deaf.
The Coproduction Team has compiled a list of things to consider if you want to increase the accessibility of online meetings for people who are deaf, blind or visually impaired. 
1. Ask

This guidance document provides a helpful starting point only; the best way to find out how to make a meeting accessible for someone is to ask.

Ask as far in advance of the meeting as possible, as this will give you enough time to meet the accessibility and communication needs of your participants.  

It will also give you time to test the software being used with the participants.

2. Interpretation
If a participant needs interpretation, book this in advance. 
For ICB staff, British Sign Language (BSL) interpretation can be booked through Nottinghamshire Deaf Society by emailing nslis@nottsdeaf.org.uk. They will invoice the ICB.



3. Documents
Avoid PDF documents if you can, particularly if a document includes a lot of graphics.
Word documents can be read by a screen reader and annotated by the participant. 
Avoid using graphics, infographics, graphs, pie charts, complicated Excel tables or flow charts. Screen readers can’t read these.
Check accessibility and rectify any issues.
It might be helpful to use the read-aloud function to hear what your document sounds like when read.  
Use alternative (alt) text on all visual items and objects. 
Remove alt text from shapes and text boxes. 
Think about the positioning of your company logo. A screen reader will find it easier to read if it is in line with the text. 
Circulate documents in advance of the meeting, preferably in Word format.
4. Presentations
A screen reader reads the content of your PowerPoint presentation in the order it was added. This might be different from the intended reading order.
Check and change the reading order before publishing.
Use alt text on all visual items and objects. 
Remove alt text from shapes and text boxes. 
Audible descriptions are hard to hear at the same time as the presenter. Circulate presentations in advance of the meeting, preferably in Word format.
More information can be found in the ‘useful links’ section of the accessibility approaches section on the coproduction toolkit. 
5. Introductions
If possible, ask each participant to introduce themselves.
If the group is too big, ask the Chair to introduce themselves.
It is helpful if each participant or presenter says their name before speaking. 
6. Microsoft (MS) teams 
Consider if MS Teams is the most appropriate way to hold your meeting.
If it is, there are several accessibility features that can be used*. Here is a summary:
· Don’t expect everyone to use their camera. People with a visual impairment often won’t have a camera on.
· Participants can magnify their screen and use high contrast colour to make text and items easier to see.
· Use captions.
· Change your background to reduce visual distractions. 
· Record your meeting**. This allows your participants to listen to it at their own pace and double-check anything they missed. 
· Discourage people using the chat function as content can be missed. If it is used, ask the Chair to summarise the key points.
· Share links and important information in the chat, following the meeting.
*If your participants need additional support to use the accessibility features on MS Teams or Microsoft Packages, get support from the Disability Answer Desk - see the ‘useful links’ section of the accessibility approaches section on the coproduction toolkit.
**Always get approval from each participant before pressing record. 
7. Acronyms
Avoid using acronyms.
If you need to use an acronym, make sure you tell participants what it means. 
8. Words and text
To make your information easier to read:
· Use lowercase letters.
· Use easier-to-read fonts (for example, Tenorite or Century Gothic ideally, or Arial, Karla, or Verdana).
· Avoid repeated capital letters, for example, NHS, as these are hard to read.
· Use a larger font. As a minimum, we should aim to use size 12, with an aim to use size 14 as the smallest size in a document wherever possible.
· Avoid italics and underlined text. If you need to emphasise words or phrase, please use bold.
· Left justify your text. 

9. Lip reading
To support someone who is lip reading:
· Face the light and look straight ahead.
· Don’t cover your mouth.
· Speak clearly and slightly slower than normal.
· Use normal lip movements.
· Use plain language.
· Be direct.
· Repeat what you have said if asked to. 
End of guidance document.
This guidance document was informed through: 
· A conversation between engagement team colleagues and  Nottinghamshire Disabled People’s Movement and Nottingham Federation of the Blind.
· Microsoft’s guidance documents on how to make slides easier to read and the accessibility features in Microsoft teams. 
· Sense’s guidance on lipreading. 
If you have any suggestions for how this guidance document can be improved, please email nnicb-nn.icbcoproductionteam@nhs.net.
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