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Introduction 

It is important for a teacher to prepare documents and presentations 

that are accessible for students. 

It is even more important when the students are adults, 

because these adults may have very different abilities. 

For example, some may speak different languages. 

Or some may have done quite a lot of studying before, while others have not. 


Sometimes, some of these adults may have an intellectual disability. 

Then it is even more difficult for teachers 

because they might not know how to present information  

to people with intellectual disabilities. 


Inclusion Europe has worked with people with intellectual disabilities 

for many years. 

Inclusion Europe has published several books and information materials. 

For example, the European Standards for making information  

easy to read and understand. 


This document was written to help teachers  

make their courses more accessible.  

This is important for persons with intellectual disabilities, 

but it is also important for all other students. 


As some teachers and trainers can also have intellectual disabilities, 

we have decided to write this document in easy-to-read format. 

This way, it is also accessible for them. 


In this document, we will give you some ideas and examples.  

We hope that these ideas will help teachers
 
to prepare accessible courses. 

But teachers also have to think of good ideas of their own 

and adapt this document to special situations. 


The most important thing is to answer the specific needs of the students. 

Before preparing their courses, teachers should find information  

about who their students are and what abilities they have. 
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Your speech 

Use clear and simple language 

To make your speech easy to understand,  

you should read the criteria written in the document  

“Information for all – European Standards for making information easy to read 

and understand”. 

2 sections of this document will help you make your speech  

easy to understand: 

•	 Section 1: General standards for easy to understand information; and 
•	 Section 4: Standards for audio information. 

It is important to be clear and to speak slowly. 


You should check if people understand what you are saying,  

while you are teaching. 

You should find a way of knowing if your students have understood. 


One of the ways of doing this is by asking questions like 

“Could you re-explain me in your own words what I just said?” 

Do not ask closed questions like “did you understand?”. 

People might answer “yes” even if they did not understand! 


Some people might have difficulty speaking. 

Therefore, you should look at their body language. 


One of the tools that Inclusion Europe uses are Accessibility Cards. 

Each student gets a green, a yellow and a red card. 

•	 They should raise their green card when they agree with what you say. 

They should raise it to show they are understanding and following. 
•	 They should raise their yellow card  

to tell you that you are speaking too fast. 
•	 They should raise their red card 

to tell you they do not understand what you are saying 
or to ask a question. 
Then you should explain it again with simpler words. 

Accessibility Cards can be a good way  

to make sure that everyone understands what you are saying. 

However, they give a lot of power to the students. 

So students should use them carefully. 
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Your support material 
Use clear and easy-to-read documents 

To make your documents easy to read,  

you should read the criteria written in the document  

“Information for all – European Standards for making information easy to read 

and understand”. 


2 sections of this document will help you make your documents  

easy to read: 

•	 Section 1: General standards for easy to understand information; and 
•	 Section 2: Standards for written information. 

Use visual aids 

•	 Visual aids are things that people can see while listening to teachers. 
For example, teachers can show a Power Point presentation, a video, 
some overhead slides or use a flip chart. 

•	 When you use visual aids,  
make sure that they are easy to read and understand.  

•	 It is very important to use pictures during your presentation. 

When you use a picture,  

make sure it will help people to understand what you are saying. 

Make sure it will not confuse people. 


You and your students 

Involve your students in your presentation 

•	 Speak directly and personally to the students. 

•	 Create some interaction with your students. 
This means that they should also speak and do things with you. 
It is not only about you telling them what they have to learn. 
You could think about things like 

o	 outdoor activities 
o	 role plays 
o	 discussions and debates. 

7 



 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 

•	 Use examples that people will know from their everyday lives  
to make your presentation more understandable. 

•	 After your presentation, leave time for questions. 

•	 If possible, test your presentation with people with intellectual disabilities 
before the course. 

Communication with people with intellectual disabilities 

•	 Remember that you are speaking to adults and not to children. 

•	 If people with intellectual disabilities have something to say,  
give them time to say what they want. 

•	 Answer all questions in easy-to-understand language. 

•	 When you answer a question,  
make sure your answer has been understood. 

•	 Take people with intellectual disabilities seriously in what they have to say  
and how they say it. 

•	 Let people with intellectual disabilities finish their own sentences,  
even if it takes a long time or if they are hard to understand.  
Do not finish their words for them. 

•	 Make sure that you understand what people say.  
Repeat to them in your own words what you have understood, 
and ask them if this is what they mean. 

•	 It might be easier for some students to speak in smaller groups. 
Think about working group sessions. 

•	 It will also be better for people with intellectual disabilities 
if there are enough breaks during the day. 
People with intellectual disabilities can find it harder 
to concentrate for a long time. 
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Inclusion Europe 
The European association 
of people with intellectual disabilities and their families. 

Inclusion Europe is a non-profit organisation. 


We campaign for the rights and interests of people with
 

intellectual disabilities and their families. 


Our members are national organisations from 36 countries.
 

People with intellectual disabilities are citizens of their country. 


They have an equal right to be included in society, 


whatever the level of their disability. 


They want rights, not favours.
 

People with intellectual disabilities have many gifts and abilities. 


They also have special needs.
 

They need a choice of services to support their needs.
 

Inclusion Europe focuses on three main policy areas:
 

• Human Rights for people with intellectual disabilities 

• Inclusion in society 

• Non-discrimination 

Inclusion Europe co-ordinates activities in many European countries, 


including projects, conferences, working groups and exchange meetings. 


It responds to European political proposals 


and provides information about the needs of people with intellectual disabilities. 


Inclusion Europe advises the European Commission 


and members of the European Parliament on disability issues.
 

Supported by the European Commission, DG EACEA 
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