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Accessibility Plan for an Online Module 

1. Module Overview
Module Title: Email Etiquette 101 
Primary Learning Objective: 
Learners will be able to analyze various scenarios and apply email etiquette practices to compose professional emails that address and include the required information to the appropriate recipients based on the scenario.  

2. Accessibility Features
Feature 1: Consistent Navigation 
· Explanation: 
Providing learners with consistent navigation is important for learners to be able to easily navigate through each section of the Email Etiquette 101 Module. Learners will be able to locate course content via the expanding navigation menu that will always be housed in the same location in the module to allow for quicker access to the information. With consistent navigation learners are able to move in chronological order through the module, know exactly where to continue based on the consistent labels and buttons such as a continue button on the bottom of each section that signifies the end of that current section, prompting the learner to move forward.
[bookmark: _Int_ZTTP8n9k] Through consistent navigation, learners will be able to locate all relevant scenarios and also be able to reference back to any specific section if needed. It’s important to ensure “that repeated components occur in the same order on each page of a site” (Understanding Success Criterion 3.2.3: Consistent Navigation | WAI | W3C, n.d.) to help “users become comfortable [so] they will be able to predict where they can find things on each page. This helps users with cognitive limitations, users with low vision, users with intellectual disabilities, and also those who are blind.” (Understanding Success Criterion 3.2.3: Consistent Navigation | WAI | W3C, n.d.)

Feature 2: Captions (Prerecorded Audio)
· Explanation:
 Captions are provided for synchronized media to ensure that individuals “who are deaf or hard of hearing [are able] to watch synchronized media presentations,”(Understanding Success Criterion 1.2.2: Captions (Prerecorded) | WAI | W3C, n.d.) such as videos that provide learners with various scenarios where they will need to obtain the information in each unique email that is sent to be able to properly respond with the appropriate information. Since learners will encounter different scenarios that contain different context, captions will “not only include dialogue, but identify who is speaking and include non-speech information conveyed through sound, including meaningful sound effects,” (Understanding Success Criterion 1.2.2: Captions (Prerecorded) | WAI | W3C, n.d.) so that learners are able to understand each given context and learn how to respond to each scenario.  
Feature 3: Resize Text 
· Explanation: 
With learners engaging with various text from the navigation menu, email templates, audio and video transcripts, as well as section headers, it’s important “to ensure that visually rendered text, including controls and labels using text, can be made larger so that it can be read more easily by people with milder visual impairments, without requiring the use of assistive technology.” (Understanding Success Criterion 1.4.4: Resize Text | WAI | W3C, n.d.) Learners will encounter an email template that they can resize the text on for a given example regarding providing more information for a potential client that needs information regarding where the business in the scenario is located and available appointment times. It’s imperative that learners are able to resize the text to ensure that they can fully access the information presented and adjust the sizing of the text to their individual needs. 



3. UDL Principles
UDL Principle 1: Multiple Means of Engagement 
· Explanation:
 Through multiple means of engagement, learners are provided with intentional online learning experiences that allow them to engage with the content in a meaningful and interactive way. In the beginning of the module, learners will complete a pre-course survey to be able to understand what the purpose and goal of taking the email etiquette 101 course is, provide them with tailored options based on their desired focus area. Learners will be provided with various ways to engage with the course content such as interactive scenarios where they will choose the appropriate response to specific emails provided and receive feedback as to why their chosen response is either correct or incorrect. 
Learners will be provided with knowledge checks throughout the module not for a grade “but rather to provide immediate student feedback and formative feedback,” (Gwenna Moss Centre for Teaching and Learning (GMCTL), 2025) so they are able to see their progress as well as understand what they may still be missing. By providing learners with multiple means of engagement it allows elarners to be “more engaged in learning [and] be enthusiastic about applying their knowledge and will have a desire to learn more on their own.” (Gwenna Moss Centre for Teaching and Learning (GMCTL), 2025)
UDL Principle 2: Multiple Means of Representation 
· Explanation: 
Every learner “brings unique emotional, cognitive, and cultural experiences to the classroom,” (Gwenna Moss Centre for Teaching and Learning (GMCTL), 2025b) making it important to provide learners with various learning activities and ways to express their understanding. Learners will be given choices on how they want to show their understanding regarding a scenario where they are provided with information regarding a student who is needing to communicate with their academic advisor the desired changes they would like made to their degree plan and set up an appointment to discuss these changes. Students can either create a video response, submit a screencast of them typing up their response, provide a written response via Word Document, or create a visual representation of the email response.
 By providing students with choices on how to address the course content, it allows students to show their creative abilities and provides students with autonomy with their learning experience. I will also “embed accessibility features into course documents and materials, such as alt text for images, properly formatted headings and tables, and descriptive links,” (Gwenna Moss Centre for Teaching and Learning (GMCTL), 2025b) so that the course material is accessible to learners. 



4. Module Layout and Navigation
The module will contain a navigation menu that will be always housed in the top left of the screen, allowing learners to easily locate the different sections of the module. Each section will have a clear heading and sub heading that contains descriptions of what the section will cover. At the top of each section, it will state lesson 1 out of 4 and continue to change based on the lesson the learners are on. There will be audio descriptions along with the accompanying text as well as closed captioning and transcripts for all videos. Each audio description will have instructions on how to play the audio and a clear visual of the audio box. 
There will be numbered sections that show the chronological order that learners must follow to proceed through each section and at the very end of each section there will be an audio with accompanying text that instructs students to click on the continue button to move to the next section. Learners will be able to resize text if needed to either maximize or minimize based on their preferences. Each activity will have audio and written instructions for learners to ensure learners know how to navigate things like interactive scenarios, matching scenarios to their respective responses, and quizzes. 

5. Summary of Accessibility Plan
I will ensure that this module is accessible and inclusive by including consistent elements all throughout the module that provide learners with predictability, so they know exactly where to locate things like the navigation menu and continue button to move through each section seamlessly. By providing captions to prerecorded audio, this allows learners to be able to access the content in various formats and being provided with the option to resize the text will ensure that learners can adjust how they view the content to their liking. The diverse needs of learners should always be considered and by providing learners with multiple means of engagement and reprsentation it encourages learners to think critically and provides them with choices on how they would like to show their understanding. When learners are given various opportunities, it increases the likelihood of learners successfully completing the learning module and retaining the information better. 
AI Statement: The Grammarly browser add-on was used for spelling, grammar, and clarity.
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