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Background

About NHS Education for Scotland (NES)
We are a special health board, responsible for supporting NHS services delivered to the people of Scotland by developing and delivering education and training for all those who work in health and social care in Scotland.
Our vision: Quality Education for a Healthier Scotland
Our mission: Education that enables excellence in health and care for the people of Scotland
Our role is to ensure improved patient care by empowering Scotland’s healthcare workforce through education, training and lifelong learning. Partnership working is essential to the successful delivery for the NES remit and this includes working with NHSScotland Boards, higher education institutions and Scotland's Colleges, as well as other providers of healthcare training services. 
We continue to support uni-disciplinary education and training requirements but now also have a major focus on a multi-disciplinary approach to the planning and delivery of our services.
In addition to the central offices in Edinburgh and Glasgow, there are three regional offices in Aberdeen, Dundee and Inverness where staff maintain close links with NHSScotland Boards and other partners including Higher Education Institutions, Scotland’s Colleges, Skills for Health, the Scottish Funding Council, and all other bodies with an interest or involvement in Scottish healthcare education and training. 

Our new Strategic Framework was launched in March 2014 to guide our work over the period 2014-2019.
Accessible NES Policy Statement
NES recognises the importance of ensuring that our communications activities are accessible to all our stakeholders. We are committed to providing information which is equally accessible to all our stakeholders, to identifying and removing inequalities in access to our information and to an inclusive approach to communication, education and learning.

Our AccessibleNES policy and its associated guidance set the standard for all communications activities throughout NES as they relate to the creation of publications and digital educational resources, such as websites or e-learning, and also to the organisation or hosting of conferences, workshops or other events.

All staff are expected to follow the associated guidance to ensure compliance with the policy. Under the Equality Act 2010, NES is required to take relevant and proportionate action to ensure that the way in which we communicate, provide information and support training, education and lifelong learning takes account of the need to eliminate discrimination, advance equality of opportunity and foster good relations. We also have a duty to make reasonable adjustments for disabled people which includes the provision of accessible information. The commitments in this policy support NES’s compliance with these duties as well as delivery of the Staff Governance Standard.

This policy clarifies the framework we will use to:

· process requests for and make decisions about the provision of our corporate publications in alternative formats and languages over the life of this policy
· ensure the language and content of all our publications is clear and accessible

· ensure the accessibility of the print and design of our corporate publications
· ensure that all events are accessible and will demonstrate how we will act on suggestions for changes for improvement

· ensure that all our digital resources meet statutory requirements and best practice guidance
We will monitor requests for our publications in alternative formats as well as any equality and diversity comments on our conference and event management and web-based developments. This information will be used to monitor the effectiveness of the policy.
The NES Brand Standards and Written Style Guide promotes the use of clear, easily accessible and jargon-free language in all communications.
Duties and Responsibilities

We recognise that responsibility for developing and delivering publications, digital resources and conferences and events is distributed in NES.  Therefore, all staff involved in such work need to be aware of this policy and take responsibility for delivering the requirements in their area of work
Publications
All publications to be published to the NES corporate website must comply with the NES Brand and Style Guidelines and be in an accessible document format or provide an alternative that is accessible.  This could be an accessible Word document for example.  Publications in this context would include: Annual Reports, Corporate Plans, Strategic Plans, other reports, frameworks, newsletters and educational resources.
The accessible version of the document should be published alongside the pdf version and identified as such.  

Updates to or new editions of existing publications on the corporate website should also adhere to these requirements.

Requests for publications in alternative formats or community languages
As part of our equality and diversity obligations and commitments the following statement must be clearly visible on the back of all publications:
“This resource may be made available, in full or summary form, in alternative formats and community languages. Please contact us on 0131 656 3200 or email altformats@nes.scot.nhs.uk to discuss how we can best meet your requirements.”
NES will make corporate publications and educational resources available in alternative formats upon request where reasonable adjustments are required.

NES will consider whether translation into community languages available in summary or in full is appropriate. NES's interim guidance to support decision making in such cases should be followed.

Any requests received by NES staff for publications in alternative formats or community languages must be notified to Corporate Communications for audit purposes.  Refer to Guidance for full details and process to follow.
Conferences and other events
Conferences, workshops and seminars are an important aspect of our work to deliver our remit and reach and communicate with a diverse stakeholder audience. Efficient and effective event management:

· enhances the NES brand and reputation

· ensures that all relevant audiences are aware of our work, our activities and our achievements

· facilitates the development of relevant and appropriate training and education for NHSScotland staff and, where appropriate, for others with a related function, e.g. staff involved in social care
Conferences and events may be organised by the Corporate Communications Conference Team on behalf of NES or by NES directorates themselves.
Before organising a conference or other event and/or committing budget, staff should read the relevant NES policies and protocols and ensure compliance.  
The following policies are relevant and can be found on the Finance section of the intranet at http://intranet.nes.scot.nhs.uk/policies/Finance/default.asp
· NES Standing Financial Instructions 

· Attendance at Conferences Policy

· Travel and Subsistence Policy

Other relevant policies to refer to on the Communications section of the intranet are
http://intranet.nes.scot.nhs.uk/Communications/Policies/default.asp
· Sponsorship Policy

· Protocol for Approvals for 24 + Hour Events, Overnight Accommodation and Charging for No Shows

· Protocol for Inviting Scottish Government/UK Government Ministers and MSPs/MPs to Speak at an Event

· Promotion of non-NES Events

· NES Event Evaluation Protocol

The Corporate Communications Conference Team has developed a comprehensive suite of advice and support materials to guide colleagues through the conference management process.  Refer to Guidance for full details.
Digital Resources
A digital resource is one in which the content is stored in a digital format (as opposed to print, microform, or other media) and accessible by a computer.  The digital content may be stored on a web server, computer network, desktop PC or other mobile device...
Digital accessibility
Accessibility is the degree to which a product, device, service or environment is available to as many people as possible.

Usability is the ease of use and learnability of a human-made object.
Accessibility and usability are related.

Accessibility refers to the inclusive practice of making websites or other digital resources usable by people of all abilities and disabilities.  Accessibility involves taking steps to ensure that disabled people can perceive, understand, navigate and interact with websites and digital resources.  In order to do this, we need to take account of the range of potential barriers to using digital resources.
The accessibility standards which take account of the most common barriers and needs of web users are an important component of the anticipatory approach to making reasonable adjustments for disabled people.  Under the Equality Act 2010, all service providers have a duty to make reasonable adjustments in the delivery of their services and in the provision of information, and, in doing so, to anticipate the most common barriers which disabled people might face in accessing these services or information.  In addition, NES has a statutory duty in the delivery of its functions to take steps to eliminate discrimination and harassment, promote equality of opportunity and promote good relations.  Compliance with appropriate accessibility standards will help to ensure that we meet our statutory duties.
Digital Accessibility Standards
Websites
NES expects that websites and similar digital resources will meet the W3C WCAG2.0 AA accessibility standard unless there is a justifiable reason why an individual resource should not do so.  The purpose of applying this standard is to support NES in anticipating and removing potential barriers which might affect access to, and usability of, information or other resources on our websites.

E-learning

NES requires that e-learnng contribute to an accessible learning experience.  Taking this holistic approach, we adopt the W3C WCAG standard as a guideline for improving accessibility of e-learning objects.  We recognize, however, that the specific interactive nature of e-learning may mean that some elements of the standard may not apply in relation to some aspects of e-learning.  This is because of potential impact on the usability of the learning object and its ability to deliver or assess a learning outcome.  In such cases, reasons for not applying the WCAG 2.0 AA standard should be documented and plans developed to deliver the learning in an alternative mode or format if the specific needs of particular users cannot be met in the existing design.
The purpose of applying this standard is to support NES in anticipating and removing potential barriers which might affect access to and usability of our e-learning objects and resources.

You must:

· Specify accessibility requirements in any contracts – including content development

· Consider the ability of suppliers to deliver these requirements in the tender process

· Produce an accessibility statement 

· Document this process as part of your EQIA for the resource
For more detailed information, please see the Digital Resource Accessibility Guide and the Guide to Creating Accessible eLearning – both available on the AccessibleNES section of the Intranet http://intranet.nes.scot.nhs.uk/accessible_nes/
.

Monitoring
This policy has been reviewed, as per our commitment, to assess its effectiveness.  It will be reviewed and updated on an ongoing basis, and formally, every two years.
The following mechanisms will be used for the assessment:

· analysis of all requests to NES for publications in alternative formats

· analysis of any complaints to NES about its publications, events or digital resources
· formal review and analysis of impact/outcomes of NES publications, conferences / events and digital resources in conjunction with colleagues throughout the organisation

Policy Development
The Corporate Communications Department developed this Policy and associated Guidance.  We reviewed existing Events guidance, produced by the Corporate Communications Department, as the basis for the events section of the document.  We worked with our Equality and Diversity advisor, webmaster and knowledge management group to develop the digital resource section of the policy.
Following preliminary comment by the business group, we:

· undertook a rapid impact assessment

· disseminated the draft document to representatives of key external stakeholder groups for comment

· finalised the document for approval by the business group, PFPI executive group, and staff governance committee

· published the policy and guidelines and related rapid/full impact assessment on the intranet and website
We undertake regular reviews of the policy. As a result of some of the review findings, some changes have been made:

· the revised Brand Standards and Written Style Guide 
· the policy was re-launched on the staff intranet
· a review of our internal procedures following feedback in 2011 from the Scottish Accessible Information forum on the accessibility of our online publications. We have: 

· developed a guide to creating accessible Word documents

· updated the policy Guidance related to digital resources

· developed accessible Word templates

· created an area of the staff intranet housing all relevant accessibility information for staff

· a commitment to further improvements following an in-depth review in 2013:

· developed guidance for commissioning of eLearning resources

· committed to monitoring online publications for non compliance

· included accessibility in MS Office training sessions

· improved governance and quality assurance processes

· updated accessibility area of the staff intranet with new templates and guidance
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