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Overview

Background      

The course you will be facilitating is designed to increase website designers’ awareness of web accessibility issues and to provide them with a working knowledge of the web accessibility requirements set forth under Section 508 of the Rehabilitation Act. Section 508 of Rehabilitation Act requires Federal agencies to make their electronic and information technology accessible to people with disabilities. Section 508 has been adopted by the State of California.

In 2006, the State of California’s Department of Rehabilitation contracted with Design Media to design, develop, and implement accessibility training in the use of the State’s Electronic and Information Technology (E&IT) for those individuals responsible for developing and maintaining State websites. This course was delivered six times in 2006. 

The purpose of the training is to familiarize and build on existing knowledge of accessibility and usability of 
E&IT among the State’s Chief Information Officers (CIOs), webmasters, IT professionals, and content providers. 

The intended outcome of the training is to enable those responsible for the State’s E&IT to understand the pertinent web accessibility standards and best practices and be capable of fully integrating those standards into the State’s Internet and intranet, thus maximizing usability by people with disabilities.

Program Audience

The two-day course (Level Two training) assumes participants have some technical knowledge and experience as webmasters. The course provides a basic knowledge of 508 and WCAG Level A and 
Double-A compliance issues and the best practices adopted by the State of California. There will be sufficient hands-on practice for participants to gain some experience modifying their own websites to bring them into compliance. They will be directed to additional resources for use after the training. A secondary objective is to provide an awareness of Triple-A compliance. 

Instructional Strategy

This program incorporates large and small group activities in an instructor-led class. The overall goal of this instructional strategy is to motivate optimal employee participation during the class and to enhance retention of learning and transfer of learning to on-the-job behavior. 

Preparing to Teach the Course 

In this section:

· Course Map

· Course Agenda 

· What to Expect

· Using This Facilitator Guide 

· Preparation Tips 

· Course Materials Checklist 

· Equipment Checklist 

Course Map – Level Two















Course Agenda – Day 1

	DAY ONE

	Time
	Module
	Topics

	35 min.
8:30-9:05
	1. Welcome/Introduction
	Welcome; program overview; participant introductions 

	15 min.
9:05-9:20
	2. Section 508 –What’s It All About?
	Introduction to Section 508 and accessibility issues 

	25 min.
9:20-9:45
	3. Why We Care
	Activity to experience what it might be like trying to use the web with various disabilities

	20 min.
9:45-10:05
	4. Web Content Accessibility Guidelines (WCAG)
	Introduction to WCAG 1.0 

	15 min.
10:05-10:20
	BREAK 
	

	60 min.
10:20-11:20
	5. Web Accessibility: The Foundation 
	Introduction to Standards-Based Markup; discussion and demo of XHTML and CSS; small group “help session” to share information and resources

	40 min.
11:20-12:00
	6. Section 508 Compliance
	Review of 508 requirements (a) through (e). For each requirement, instructor explains its meaning and shows an example. Many examples include a brief participant activity or discussion.

	60 min.
12:00-1:00
	LUNCH 
	

	80 min.
1:00-2:20
	Section 508 Compliance (continued)
	Review of 508 requirements (f) through (p); demo of code validation

	15 min.
2:20-2:35
	BREAK 
	

	85 min.
2:35-4:00
	7. Practice: Implementing Section 508 
	Activity in which participants identify what needs changing on their own websites and make at least one modification to bring their site into compliance


Course Agenda – Day 2

	DAY TWO

	Time
	Module
	Topics

	45 min.
8:30-9:15
	8. WCAG Level A Conformance 
(includes review of Day One)
	Review of Day One; introduction to Level A

	50 min.
9:15-10:05
	  9. Practice – Level A
	Activity in which participants practice making Level A modifications to their own websites

	15 min.
10:05-10:20
	BREAK
	

	125 min.
10:20-12:25
	10. Double-A Conformance
	Activity in which participants research Double-A items and share their findings with the class

	60 min.
12:25-1:25
	LUNCH
	

	65 min.
1:25-2:30
	11. Practice – Double-A
	Activity in which participants analyze websites for Double-A issues 

	20 min.
2:30-2:50



	12. Triple-A Conformance Issues 
	Overview of Triple-A requirements 

	20 min.
2:50-3:10
	13. Best Practices
	Overview of best practices recommended by IOUCA

	15 min.
3:10-3:25
	BREAK
	

	15 min.
3:25-3:40
	14. Content Redevelopment
	Brief overview of posting documents, document conversion tools, Accessible JavaScript, and Accessible Flash

	5 min.
3:40-3:45
	15. Resources 
	Introduction to resources for use after the class

	15 min.
3:45-4:00
	16. Summary 
	Review of key points from the class; participants  develop an individual Action Plan

	
	
	


What to Expect

· This class is designed for a maximum of 25 participants. You can teach the class with as few as 8 or 10 participants. 

· Total class time is 12 hours (two 6-hour days).

· Day One is primarily lecture. Day Two is primarily activities and requires more attention to logistics.

· Your biggest challenge will be to become a Subject Matter Expert (SME). There is a lot of information to learn and present, and participants will expect you to know your subject. 

· The way to become an SME is by thoroughly familiarizing yourself with the course materials, looking at all the websites referenced in advance, and making sure all the equipment and websites are working on the day of the class. 

· Being an SME does not mean you need to know all the answers – there may be participants in the class who have more experience than you do, and it is good to acknowledge this.

· A bit about the course philosophy: The course content is built upon the idea that the foundation of good, accessible web design is strict adherence to web standards. In the case of the State of California, this means adoption of XHTML 1.0 Strict and CSS. You may not agree with this approach to website design, and that’s okay. But whatever your personal philosophy and opinions, you are expected to teach this approach. 

· Be aware that your participants may feel overloaded by information. We‘re asking them to change from old-fashioned HTML markup and table-based sites, to modern standards-compliant markup. In addition, we’re piling web accessibility requirements on them. The course material has notes regarding “Eating the Elephant” scattered throughout. This is intended to calm them down and give them a realistic way to approach all of this work.

Using This Facilitator Guide 

The Facilitator Guide provides you with a full script. The script is in the Speaker Notes portion of the PowerPoint slides file. 

In the script, you will find the following:

· SAY: This means read or paraphrase the words provided.

· DO: This describes what you should do; for example, demo a site, direct participants to their materials, ask questions, etc.

· NOTE: This is a note to you, the facilitator.

· TIME: To help you stay on track, clock times are noted periodically throughout the script. These times assume an 8:30 AM start time. If your class begins at a time other than 8:30, you will need to make note of your times in your Facilitator Guide.

· Hidden slides. There are many pages where the SAY or DO instructions continue on to the next Speaker Notes page. On these pages, the slide is hidden; it will not appear in the slides you are showing to the class, but you will still have access to the Speaker Notes in the printed copy of the file.

· Facilitator Reference slides: These are slides you may or may not need to present, depending on the particular needs of the group you are teaching.  Usually these slides provide additional information on the content covered in an activity. You should become familiar with all these slides in advance of teaching the class.

NOTES: 

· To project the slides, you will need PowerPoint 2000 or later. Text on the slides is in the Arial font.
· DO NOT alter the slides!! This is a standardized course that is intended to be consistent in content and delivery across all State offices.

Preparation Tips

In advance of the class, be sure to do the following:

· Read the Facilitator Guide in detail. Learn what happens in the class and when. Make sure you understand how to conduct all the activities.

· Make arrangements to have the necessary equipment in the classroom and working for your course. (see Equipment Checklist on page 12)

· Gather all the course materials. (see Materials Checklist on page 11)

· Make sure all websites you will access in the class are valid and working. Look at all the websites cited in the course so that you are familiar with them and can answer questions about them.

· Set up all the demos ahead of time.

· You are responsible for becoming an expert in this subject matter! Make sure you feel confident about your level of knowledge of the course content and materials. Use your network: contact your fellow trainers to ask their opinion and find out about their experience teaching the class. 

· Prepare, prepare, prepare!

Course Materials Checklist

You will need the following materials to teach the class. Make sure you have everything on hand in advance of each class. If you have questions about the materials or files, please contact Patrick Johnson at the Department of Rehabilitation, pljohnso@dor.ca.gov. 

	(
	Materials
	Notes

	
	Facilitator Guide
	Printed version

	
	PowerPoint slides for Day One 
	Download from www.dor.ca.gov/webaccessibility/instruct.htm

	
	PowerPoint slides for Day Two
	Download from www.dor.ca.gov/webaccessibility/instruct.htm

	
	Participant Guide, one per participant  (contains code examples, reference information, and activity worksheets)
	Download from www.dor.ca.gov/webaccessibility/instruct.htm
IMPORTANT! See printing instructions on page 18 in this Facilitator Guide Introduction. There are separate files for content, binder cover, and binder spine. 

	
	WCAG Quick Reference
	Download from www.dor.ca.gov/webaccessibility/instruct.htm
Insert this 3-page chart at the back of the Participant Guide binder.

	
	PowerPoint slides, printed as Handouts, one set per participant (print 2 or 3 slides per page)
	Download from www.dor.ca.gov/webaccessibility/instruct.htm
Make sure you print the Handouts, not the Notes pages! You may want to 3-hole punch these pages and insert them into the Participant Guide binder. Do not overlook this important set of materials; participants will complain if you do not include it.

	
	Class roster, one per participant


	If you do not have a roster, take a blank sheet of paper for participants to list their names and contact information. You will make copies of this for everyone by the end of the class.

	
	Slips of paper with Double-A Requirements (for Day Two Activity)
	Copy these from pages 22 to 28 of this Introduction and cut into individual slips of paper to be used in the activity 

	
	Course Evaluation, one per participant
	Download from www.dor.ca.gov/webaccessibility/instruct.htm
See pages 19 and 20 in this Introduction section for a copy

	
	Name tags
	

	
	3 or 4 “4x5” Post-it® Note pads 
	For use in the Introductions activity on Day One

	
	Prizes for team competitions in Day Two 
	Optional; you may decide not to use prizes


NOTE: For a copy of a memo/email you can use to announce the course to potential participants, please contact Patrick Johnson at pljohnso@dor.ca.gov. 

Equipment Checklist 

You will need the following equipment:  

Computer (1 per participant)  

· 256MB RAM or better 

· 1GH Processor or better 

· Windows 2000/XP 

· Microsoft Office 2000 or later

· Internet Explorer 6+

· Firefox 1.5 with Web Developer and Fangs extensions loaded

· TextPad® 4.x  

· PWS enabled

· Internet access enabled

Projector/Screen

· Large-screen video/computer monitor and/or high-quality video/computer LCD projector capable of 1024 x 768 display for large-group viewing 

Assistive Technologies Required

· If possible, pre-arrange a JAWS demonstration through the Department of Rehabilitation. This is great to have, but not an absolute requirement.

Other

· Flip chart stand

· Flip chart pad

· Markers in different colors for writing on the flip chart

 Training and Presentation Skills 

In this section:

· Adult Learning Principles

· Dealing with Difficult Participants

· Presentation Skills

Adult Learning Principles 

	PRINCIPLES
	APPLICATION IN TRAINING DESIGN

	Motivation to Learn

	Adults:
	To apply the principle:

	· Are motivated to learn when they need to learn
	· Know what current challenges the learners need help with. Clearly articulate the benefits and takeaways. Keep in mind that participants want to know WIIFM (What’s In It For Me?).

	· Learn from doing
	· Provide plenty of practice opportunities, and a variety of activities (paper and pencil exercises, games, case studies). 

	· Respond better to a variety of teaching methods 
	· Use a variety of instructional strategies (presentation, demonstration, discussion, modeling, icebreakers, games, challenges, rewards). Vary the media (PowerPoint, flipcharts, handouts, audio, video). 

	· Relate learning to previous knowledge
	· Know in advance what are learners’ goals, expectations, existing knowledge, and skill levels. Use this information to tailor content and activities to the learners.

	Approach to Learning

	Adults:
	To apply the principle:

	· Learn well in environments that are more informal than the traditional classroom
	· Make the learning environment comfortable (allow sufficient breaks, adjust temperature, provide food, etc.). Use a room setup (table groups or U-shaped tables) that encourages a free flow of ideas and discussion. 

	· Need to be free to direct themselves
	· Include self-directed learning activities that allow the learners to work alone or in groups. 

	· Need to know how they are progressing
	· Set up checkpoints (quizzes, discussion questions, roleplays, etc.) throughout the training so learners know how they are progressing. Make sure feedback in practice situations is constructive, not negative.

	· Take a practical approach to learning
	· Let learners know how they will use their new knowledge and skills on the job. Prepare managers to support learners in applying the knowledge and skills.

	Expectations

	Adults:
	To apply the principle:

	· Are interested in what’s below the surface of the learning activities
	· Explain to learners the purpose and value of training activities. 

	· Expect to be taught by knowledgeable, prepared instructors
	· Know your subject thoroughly. Make sure the classroom is set up properly, that you know how to use the equipment, and that the equipment functions correctly. 

	· As a group, vary greatly in education, intelligence, interests, and motivation
	· Understand learners’ preferred learning styles, professional experience, attitudes, motivation, and other characteristics discovered in your audience analysis.

	· Learn quickly if they can relate new information to their life experiences
	· Design discussions that draw on learners’ past experiences and knowledge.

	· Want to be heard
	· Early in the training, invite learners to articulate their expectations. Throughout the training, allow time for discussion. Ask open-ended questions to encourage participation.


Dealing with Difficult Participants

It’s unlikely that you will run into any serious problems in this class. However, below are suggestions for a few situations that most trainers have to deal with at some point.  

Latecomers – Thank participants for being on time when they return from breaks and lunch. Remind class of what time you will reconvene. Write the time on the flip chart. 

Cell Phones and Beepers – Request at the outset that participants switch all beepers and phones to “vibrate.” Repeat the request if necessary.

Socializer – Lower your voice. Pause until the person looks up, then ask their permission to continue. Ask the talker to share their discussion with the class.

Long-winded ​– Wait until the person takes a breath, then thank and move on. Find merit, express appreciation, move on. Jump in and ask the rest of the class to comment.

Monopolizer – Let the person know you appreciate their input but on a more selective basis; e.g., “We haven’t heard from…yet.” “Can we discuss that further at break?" Rely on peer pressure; do not put the person down.

Argumentative - Let the group deal with them; e.g., “Anyone want to respond with that?” Or say, “Yes, I understand your position.” Try to find a way to agree with part of their argument. 

Unwilling (boss sent them) – Acknowledge that the person is there against their will. Point out the value of the training and make clear what will happen in class that makes the training worthwhile. Offer encouragement as needed to maintain this person’s commitment throughout the training. Emphasize “What’s In It For Me.”

In general: 
· Remember that you are in charge of your own reactions. 

· Stay cool. Be courteous and calm. You will keep the situation from escalating by not reacting to participant reactions!

· Don’t take the situation personally. Participants come with their own baggage and issues. 

· If you need to gather yourself, remain silent for a moment before responding. Repeat or rephrase a question. Take a drink of water. 
Presentation Skills

	VOICE

	· Use your voice to engage participants
	· Volume: Speak clearly and loudly enough for everyone to hear. Avoid speaking in a monotone. Use inflection to emphasize your main points.

	
	· Tone: Sound friendly and professional. 

	
	· Rate of speech: Don't rush, or talk deliberately slowly. Be natural.

	BODY

	· Use gestures, facial expressions, and movement to enhance your delivery
	· Eye contact: Make eye contact. This signals interest in your participants and conveys concern, warmth, and credibility. 

	
	· Facial Expressions: Smiling helps others perceive you as friendly and approachable. People will feel more comfortable around you and be more ready to listen to you.

	
	· Gestures: Use of gestures captures attention, makes the material more interesting, and can facilitate understanding.

	
	· Posture: Standing in a relaxed, balanced (not stiff) posture communicates that you are approachable and friendly. Good posture communicates confidence and interest in your subject. It also helps your voice.


A Few Tips

· Speak to the participants, not to the slides. Don’t block participants’ view of the slides.
· Avoid reading directly from your Speaker Notes or the slides unless you are reading one of the WCAG guidelines. Learn the material well enough that you can paraphrase or sound like you are talking, not reading.

· Avoid distracting habits like these: Saying "uh” frequently. Hands in pockets, keys or loose change jingling in pockets. Leaning on the podium. Pacing.

· To counteract nervousness: Acknowledge you feel nervous, then use the adrenaline to give yourself energy, concentration, expressiveness. Anxiety and tension are never as noticeable to the audience as they are to you! Even accomplished speakers and actors often feel nervous before a presentation. 

Before the presentation: Visualize the room, participants, and you as the instructor. Mentally see yourself teaching the class confidently and with self-assurance. Visualize the details of your presentation.

During the presentation: Take a moment to have a drink of water, or take a deep breath, or concentrate on relaxing the most tense part of your body.


· To improve your voice, practice. Read aloud; listen to good speakers. Practice listening to your voice while at home, driving, walking, etc. 
· Prepare, prepare, prepare! There is no substitute for thorough preparation. 
Classroom Materials and Training Resources

In this section:

· Printing Instructions for the Participant Guide 

· Course Evaluation

· Resources

· Master Sheet for Double-A Activity on Day Two  

Printing Instructions for the Participant Guide

In order to print the Level Two Participant Guide successfully, you will need the following. All files are on the DOR website at www.dor.ca.gov/webaccessibility/instruct.htm.
	(
	Filename
	what is in this file
	Notes

	
	Lev_2_PG_cover_12-2006.pdf


	Cover art for the Level Two Participant Guide binder
	Print single-sided, in color

	
	Lev_2_PG_spine_12-2006.pdf
	Spine art for the Level Two Participant Guide binder
	Print single-sided, in color

	
	Lev_2_Partic_Guide_12-2006.doc


	Main pages of the Level Two Participant Guide
	Print double-sided, black and white

	
	WCAG_Quick_Ref_12-2006.xls


	WCAG Quick Reference 
	Print single-sided, in color

Insert this at the back of the binder, as the final pages

	
	Level_2_Eval_12-2006.doc


	Course Evaluation - Level Two
	Print double-sided, in black and white or color 

Do not put this in the Participant Guide binder; it is a separate handout 


You will also need:

· One-inch, white 3-ring view binders. View binders have a clear pocket on the cover and spine for insertion of the cover art and spine art.

Information for your printer:

· The original Participant Guide, including the WCAG Quick Reference document, which you have received a copy of, was produced with digital dry-ink printing on 70# text stock for the interior pages.  

· All the pages are 3-hole drilled.

· The cover is on 10pt C2S coated cover stock.

· The cover art and spine art both bleed.

 [image: image1.jpg]Course Evaluation

State Department of Rehabilitation

E&IT Web Accessibility Training - Level Two

Please fill out the evaluation form below. It will take approximately 2-3 minutes. For each of the
following statements, please indicate your level of agreement using the scale below. Please select only
one box per statement.

1=Strongly Disagree, 2=Disagree, 3=Neutral, 4=Agree, 5=Strongly Agree

(W faffs]

1) The course content met the stated objectives. o o o ga o

2) The content was relevant to my job.

3) The course was appropriate for my skill level.

4) The pace was appropriate for the content covered.

5) The course held my interest.

6) Overall, | consider the course effective.

State of California - Department of Rehabilitation Page 1 of 2





[image: image2.jpg]7) What did you like most about the course?

8) What, if anything, did you not like about the course?

9) What other additional comments or recommendations do you have?

10) Would you recommend this course to others?

Thank you @
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Resources

Presentation Skills Resources

The following is a short list of resources that can help you become a more effective trainer. There are many more. Search the web and you will find plenty of helpful information.

· Toastmasters International (www.toastmasters.org)

· Lefkoe Institute (get over your fear of public speaking) (www.speakingwithoutfear.com)

· Dealing With Difficult Participants by Bob Pike and Dave Arch (www.amazon.com

· Creative Training Techniques Handbook by Bob Pike (www.amazon.com)

Technical Resources

· Design Media website. All web pages are XHTML 1.0 Strict and static (non-database-driven). CSS2 was used for layout and display markup (no table-based layout). The site is WCAG 1.0 Double-A compliant and will accurately display in version 5.5+ browsers.

· www.dor.ca.gov/webaccessibility/

Master Sheet for Double-A Activity on Day Two 

Copy the next seven pages, then cut the items into individual strips of paper, one Double-A item per strip. You will put the strips into a hat (or other container) for the activity.

2.2 Color—Ensure that foreground and background color combinations of images provide sufficient contrast when viewed by someone having color deficits or when viewed on a black and white screen. 

3.1 Markup—When an appropriate markup language exists, use markup rather than images to convey information. 

3.2 Markup—Create documents that validate to published formal grammars.

3.3 Markup—Use style sheets to control layout and presentation.

3.4 Markup—Use relative rather than absolute units in markup language attribute values and style sheet property values.

3.5 Markup—Use header elements to convey document structure and use them according to specification. 

3.6 Markup—Mark up lists and list items properly.

3.7 Markup—Mark up quotations. Do not use quotation markup for formatting effects such as indentation.
5.3 Tables—Do not use tables for layout unless the table makes sense when it is linearized. Otherwise, if the table does not make sense, provide an alternative equivalent (which may be a linearized version).

5.4 Tables—If a table is used for layout, do not use any structural markup for the purpose of visual formatting.
6.4 Transformation—Ensure that event-handlers are device-independent.

6.5 Transformation—Ensure that dynamic content is accessible, or provide an alternative presentation or page.

7.2 Timing—Until user agents allow users to control blinking, avoid causing content to blink (i.e., change presentation at a regular rate, such as turning on and off). 

7.3 Timing—Until user agents allow users to freeze moving content, avoid movement in pages.

7.4 Timing—Until user agents provide the ability to stop the refresh, do not create periodically auto-refreshing pages.
7.5 Timing—Until user agents provide the ability to stop auto-redirect, do not use markup to redirect pages automatically. Instead, configure the server to perform redirects.

9.2 Device-independence—Ensure that any element that has its own interface can be operated in a device-independent manner.

9.3 Device-independence—For scripts, specify logical event handlers rather than device-dependent event handlers.


10.1 Interim solutions—Until user agents allow users to turn off spawned windows, do not cause pop-ups or other windows to appear and do not change the current window without informing the user.
10.2 Interim solutions—Until user agents support explicit associations between labels and form controls, for all form controls with implicitly associated labels, ensure that the label is properly positioned. 

11.1 Standards—Use W3C technologies when they are available and appropriate for a task and use the latest versions when supported.
11.2 Standards—Avoid deprecated features of W3C technologies.

12.2 Context—Describe the purpose of frames and how frames relate to each other if it is not obvious by frame titles alone. 

12.3 Context—Divide large blocks of information into more manageable groups where natural and appropriate.

12.4 Context—Associate labels explicitly with their controls.

13.1 Navigation—Clearly identify the target of each link

13.2 Navigation—Provide metadata to add semantic information to pages and sites.

13.3 Navigation—Provide information about the general layout of a site (e.g., a site map or table of contents).

13.4 Navigation—Use navigation mechanisms in a consistent manner.

Facilitator Guide Script 
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� Adapted from Dealing With Difficult Participants by Bob Pike and Dave Arch, and other sources.
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