Minerva VLE: 
Guidance to staff on minimum standards for accessibility

The following standards were developed by the VLE Group and approved by Learning and Teaching Committee (February 2009). The guidelines have been developed through an Accessibility Impact Assessment, review of best practice advice, and feedback from the Students Union on student expectations and experience. 

Each module should have the following minimum content or equivalent material:

· Module handbook

· Contact details for the module co-ordinator

· Lecture notes or preparatory material provided in advance of a session

NB Empty folders should be deleted or unavailable 

In addition, materials available through Minerva should:

· be clear, simple and up-to-date e.g. web links should be live
· have meaningful names e.g. obvious file and link names

· be available in more than just pdf format unless this is the most appropriate form e.g. it’s a formal, published document or visual material

· avoid extensive scrolling down pages. Divide large blocks of information into more manageable sections where natural and appropriate 

· be consistent in style and logical within a module

· provide screencast content where appropriate, but avoid distracting movement on screen e.g. animation

· be presented with context and orientation information e.g. a statement as to the relevance of the item or link 

· be in a san serif font e.g. Verdana 11point
· include the expansion of each abbreviation or acronym in a document where it first occurs

· use colour combinations mindful that:

i. light out of dark reads more easily for more people on screen in a PowerPoint presentation or similar, 

ii. sharp contrast of colours is better than more subtle contrasts.

iii. information conveyed with colour should work without colour.

Navigation within Minerva should be standardised at subject level or above in order to provide a consistent ‘house-style’. This requires:

· use of a standardised menu list within subject modules. This list would be a minimum that staff could then augment to suit their teaching needs. (Information Services can provide a Subject-specific template for modules starting in 2009/10)

· providing context and orientation information e.g. relevance of a given item or link 

· information being ideally no more than three clicks away from the module announcement page. 

· information about the general layout of a site being available in the introductory section of the site and/or in module handbooks.
In addition to module or subject-based guidelines, better signage for Minerva help will be made available in Open Access ICT suites. 
Your School VLE Champion will be able to assist you directly with meeting these guidelines or via training developed in conjunction with LIS trainers. 

The use of more advanced tools within Minerva is being developed by VLE Beacons and others. Examples of such work will be showcased in July 2009 and translated to help pages in due course.
