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These guidelines are intended for GIZ advisors 
wanting to ensure accessible working. They include 
a checklist (part II) that illustrates how each of us 
can make our daily work accessible to people with 
disabilities. An alphabetical glossary of keywords 
(part III) then describes how the issues included in 
the checklist can be managed and provides practical 
hints on how barriers can be dismantled.
 

In 2019, BMZ published an inclusion strategy that 
sets out objectives, challenges and areas of action 
within German development policy to ensure the 
inclusion of people with disabilities.

AIM OF THESE  
GUIDELINES

The objectives of these guidelines are:

 • to reduce the anxiety people may feel associated 
with disability,

 • to show how GIZ can achieve accessible working,

 • to help put BMZ’s inclusion strategy into action.

The Inclusion of Persons with Disabilities global pro-
ject has compiled the information for the guidelines 
with support from the Sector Project on Education.

If you require more detailed information and assis-
tance, please contact the advisory services of the 
Inclusion of Persons with Disabilities global project. 
We look forward to helping you remove the barriers 
that people with disabilities face. Please email us at 
disability@giz.de.
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I . INTRODUCTION 
PERSONS WITH DISABILITIES 

Worldwide, around 1,3 billion people – 15 percent 
of the global population – live with one or more 
disabilities. Statistically, around 10 percent of GIZ 
employees have some kind of disability or are affec-
ted by a long-term health condition, even if this is 
not visible.

„As a company with worldwide operations, 
GIZ is committed to inclusion in Germany 
and abroad. Inclusion is consistent with our 
values. We honour our social responsibility 
and the principles of solidarity and shared 
humanity. Inclusion is becoming normal in 
our day-to-day work all around the world.“ 
GIZ Management Board, June 2016

Definition:  
Persons with disabilities include those who have 
long-term physical, mental, intellectual or sensory 
impairments which in interaction with various bar-
riers may hinder their full and effective participation 
in society on an equal basis with others. Article 1, 
UN Convention on the Rights of Persons with Disabili-
ties (CRPD)
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Accessibility is a prerequisite for the inclusion of 
persons with disabilities but also enables many other 
groups of individuals to participate in the life of 
society, including: 
 • older people,
 • children,
 • people with limited knowledge of the local language,
 • people with temporary impairment as a result of 
accident or disease.

Germany is required to ensure accessibility under 
Section 4 of the country’s Equality for Persons with 
Disabilities Act (BGG) and Article 9 of the UN Conven-
tion on the Rights of Persons with Disabilities (CRPD).

Universal accessibility is almost impossible to 
achieve, so observers sometimes speak of dismantling 
barriers – a term that reminds us that barriers often 
persist and require our attention. 

Concepts including ‘access for the disabled’ or 
‘disability friendly’ are no longer acceptable because 
language should not convey pity for people with disa-
bilities. The priority is to embrace universal design to 
ensure a user-friendly environment for all.

I . INTRODUCTION 
ACCESSIBILITY

„An accessible environment is absolutely  
essential for 10 per cent of citizens, necessa-
ry for 30 per cent to 40 per cent of citizens, 
and convenient for 100 per cent of citizens.“ 

German Federal Accessibility Competence Centre

Definition:  
Accessible describes premises, objects, systems, 
sources of information and communication facilities 
that can be identified, accessed and used by all 
persons with disabilities without the need for outside 
assistance. German Equality for Persons with Disabilities 
Act, Section 4, our translation

Definition:  
Universal design is an approach that considers ulti-
mate use by all groups of persons from the outset. 
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HOW DO I  
TREAT PEOPLE  

LIVING WITH  
DISABILITIES

The Hesse Parity Association, an association of social organisations,  
has published a brochure on dealing respectfully with individuals 
with disabilities (in German only), which provides 10 tips: 

1. Language: speak to individuals, not past them

2. Everyday encounters: offer support – and wait for the response

3. Information: provide too much information rather than too little

4. Respect: be mindful of others’ personal space

5. Normality: do not be afraid of using common expressions

6. Care: avoid discriminatory language

7. Bear in mind: the interpreter is only there to facilitate exchange

8. Eye contact: establish and maintain eye contact

9. Small talk: do not ask intrusive questions

10. Awareness: disability is just one characteristic among many

Guide to working inclusive | April 2022
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IN ADVISORY SERVICES

Users should ensure that inclusion of people with 
disabilities is always integrated into the range of 
advisory services for our commissioning parties.

 
If there is a need to research specialist information 
on people with disabilities, the following sources may 
be an initial point of contact: 

II .  CHECKLIST FOR  
ACCESSIBLE WORKING

 Are people with disabilities mentioned as a  
target group?  

 Are accessibility and inclusion listed as 
objectives? 

 Is there coordination at content level with the  
BMZ strategy for Inclusion of Persons with 
Disabilities in German Development Cooperation?

 Do the measures tackle multiple forms of 
discrimination (e.g. women with disabilities or 
refugees with disabilities)?

 Are people with disabilities portrayed in a 
non-discriminatory manner (in both words and 
pictures)?   

 See Photos, info box on p. 10 

Basics (broken down by sector) 
 • Convention on the Rights of Persons with 
Disabilities (CRPD)

 • UN Flagship Report Disability 2018
 • WHO 2011: World Report on Disability
 • WHO 2017: Ten Facts on Disability
 • UNICEF 2013: Children with disabilities

Nach Ländern
 • UN Country Statistics
 • DFID Country Facts
 • Disability Data Portal
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https://www.un.org/disabilities/documents/convention/convention_accessible_pdf.pdf
https://www.un.org/disabilities/documents/convention/convention_accessible_pdf.pdf
https://social.un.org/publications/UN-Flagship-Report-Disability-Final.pdf
https://www.who.int/publications-detail/world-report-on-disability
https://www.who.int/features/factfiles/disability/en/
https://www.unicef.org/sowc2013/files/SWCR2013_ENG_Lo_res_24_Apr_2013.pdf
https://www.disabilitydataportal.com
https://www.disabilitydataportal.com/


IN COMMUNICATION AND  
PUBLIC RELATIONS WORK

IN TENDERS/COMMISSIONS

 The two-channel rule applies: is information 
provided via at least two different sensory 
channels (sight, hearing, touch)?  

 Is text designed to be reader-friendly and legible? 
 See Publications

 Do websites comply with the Web Content 
Accessibility Guidelines (WCAG)?  

 See Websites

 Are documents and presentations accessible?   
 See PDFs, Microsoft Office, Microsoft Word

 Has a check been made to ensure whether 
information can also be presented in simple 
language?  

 See Plain language

 Do events comply with the accessibility 
requirements contained in the Minimum Standards 
for Sustainable Event Management at GIZ?  

 See Events

 Do the Terms of Reference (ToRs) include a 
requirement to make products and events 
accessible?   

 See Apps, Events, Websites

 Do the selected consultants and appraisers 
have skills in the area of inclusion and 
accessibility?

 Are the tenders themselves accessible?  
 See Microsoft Word, PDFs
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IN PROJECT PLANNING

People with disabilities can and should also be con-
sidered during project planning. However, this applies 
to more than just accessibility. All stages of project 
planning, implementation and evaluation can be made 
accessible, from consideration of project offers to the 
development of pilot measures. This means not only 
addressing people with disabilities as a target group 
for projects but also involving this group as experts, 
for example through disabled people’s organisations 
(DPOs). 

 

Sources of help and guidance may include:

The global project on Inclusion of People with  
Disabilities will be pleased to help you.

Basics
 • GP on inclusion: Making international  
cooperation work for persons with disabilities

 • VENRO: Handbook on inclusive development

By sector (with case studies)
 • Guidelines for inclusion in the health sector
 • Guidelines for inclusion in employment 
promotion

 • Guidelines for inclusion in the context of 
displacement

 • Guidelines for inclusion in the governance 
sector
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https://www.giz.de/en/worldwide/79276.html
https://www.giz.de/en/worldwide/79276.html
https://venro.org/fileadmin/user_upload/Dateien/Daten/Publikationen/Diskussionspapiere/Handreichnung_Inklusive_Projektarbeit_EN_Barrierefrei_DIGTAL_2019_01.pdf
https://www.giz.de/en/downloads/14_190220_Broschuere_Health_EN_barrierefrei.pdf
https://www.giz.de/en/downloads/Employment-Promotion_accessible.pdf 
https://www.giz.de/en/downloads/Employment-Promotion_accessible.pdf 
https://www.giz.de/en/downloads/10_2019_GIZ_Broschuere_Inclusion%20Forced%20Displacement_EN_bfrei.pdf 
https://www.giz.de/en/downloads/10_2019_GIZ_Broschuere_Inclusion%20Forced%20Displacement_EN_bfrei.pdf 
https://www.giz.de/en/downloads/12_190509_GIZ_Broschuere_Governance_EN_bfrei.pdf 
https://www.giz.de/en/downloads/12_190509_GIZ_Broschuere_Governance_EN_bfrei.pdf 


HOW DO I SPEAK  
ABOUT PEOPLE WITH  

DISABILITIES?

Try to avoid... Better...

normal vs. ill able-bodied vs. disabled 

handicap/handicapped disability/disabled

despite his/her disability with his/her disability

XY suffers from ...  XY has/lives with...

... is stuck in a wheelchair ... uses a wheelchair

Another platform called Leidmedien, which tackles  
the use of language in the media, publishes a guide   
(Guidelines for Writing About People With Disabilities |  
ADA National Network (adata.org), that includes further  
suggestions for describing specific disabilities:

Try to avoid... Better...

the blind man/woman   blind person

poor eyesight visually impaired

deaf-mute deaf, hearing impaired

mentally disabled
person with learning difficulties/ 
cognitive impairment

mentally ill mentally impaired

invalid person requiring assistance

Mongol
person with Down’s syndrome,  
person with trisomy 21

dwarf, midget person of restricted growth

In its Guidelines for Writing About People With  
Disabilities | ADA National Network (adata.org), the  

German Federal Government Commissioner for Matters 
Relating to Persons with Disabilities suggests the  

following formulations. The reasons for these proposals 
are set out on pages 8 and 9 of the Guidelines.

 
You can find detailed 

discussions of some of 
these terms at https://
leidmedien.de/begriffe 

(in German only). 

10

Guide to working inclusive | April 2022

https://adata.org/factsheet/ADANN-writing
https://adata.org/factsheet/ADANN-writing
https://adata.org/factsheet/ADANN-writing
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The following glossary is intended to be a refe-
rence work. Information has been kept brief and 
concise. To improve orientation, specific instruc-
tions for advisors at GIZ are marked in blue. If 
you have questions or want more information 
about non-current links, the Inclusion of Persons 
with Disabilities global project will be happy to 
help. disability@giz.de
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EU Directive 2016/2102[29] stipulates that websites 
and mobile applications of public sector bodies must 
comply with Web Content Accessibility Guidelines 
(WCAG) 2.1 (level AA).

For German-speaking developers, this compilation on 
the website ‘digital informiert - im Job integriert’ may 
be an initial point of contact (in German only).

III . KEYWORDS  
APPS

The ToRs for app development must specify accessibi-
lity using the following wording: ‘When designing and 
programming apps, users must ensure that the app 
is accessible and complies with the requirements  
of the Web Content Accessibility Guidelines 2.1 
(WCAG) level AA.’ 
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http://www.di-ji.de/index.php


III . KEYWORDS 
BUSINESS CARDS

To ensure accessibility for visually impaired people, 
business cards in Braille can be ordered from GIZ’s 
print shop website.
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https://intranet.giz.de/cps/rde/xchg/giz_intranet_en/XSL/hs.xsl/-/HTML/5284.htm?null
https://intranet.giz.de/cps/rde/xchg/giz_intranet_en/XSL/hs.xsl/-/HTML/5284.htm?null


The Guidelines published by the Christian Blind Mis-
sion (CBM), a charity for blind and visually impaired 
people, on promoting access to the built environment 
may serve as orientation here.

It is advisable and good practice to have experts with 
disabilities themselves conduct an accessibility audit  
(Conduct an accessibility audit in low- and middle-
income countries).

III . KEYWORDS  
CONSTRUCTION

When construction projects are commissioned, the 
ToRs must specify accessibility: „The construction 
must be accessible and usable and comply with the  
ISO standards for accessible construction, as well 
as domestic standards and regulations.”
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https://www.cbm.de/informieren/armut-und-behinderung/barrierefreiheit.html
http://www.hiproweb.org/uploads/tx_hidrtdocs/AccessibilityAudit_PG13.pdf
http://www.hiproweb.org/uploads/tx_hidrtdocs/AccessibilityAudit_PG13.pdf
https://www.iso.org/standard/50498.html


Plain language is language that is very 

easy to understand. It can be both spo-

ken and written. It is intended primarily 

for individuals with learning difficulties. 

But it may also be helpful to others, 

such as people with limited knowledge 

of the language used. Source: Inclusion 

Europe: Easy-to-read information

For the written form of plain language, there are:
 • clear rules, 
 • checked images,
 • an audit process (text in plain language should 
always be checked by people in the target group).

Rules, service providers for accredited translation
services and additional links are accessible on the 
Checklist for Plain Language | plainlanguage.gov

Even if you are unable or unwilling do this, you 
should always write material in such a way that it is 
understandable to a 12-year-old. Click here for online 
tools to help you simplify a text: 
 • Test for texts in plain language (in German):   
https://languagetool.org/de/leichte-sprache/ 

 • Collection of tools for texts in plain language  
(in English): https://ds.gpii.net/
learn/accessibility-masterlist/
translate-text-simpler-language 

III . KEYWORDS 
EASY-TO-READ

European symbol for  
easy-to-read language.  
Further information here:  
https://european-union.europa.
eu/easy-read_en

If you know that your target group includes people 
with learning difficulties or who have poor knowledge 
of the language you are using, it is highly recommen-
ded that you have your material professionally trans-
lated into plain language.
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https://www.inclusion-europe.eu/easy-to-read/
https://www.inclusion-europe.eu/easy-to-read/
http://www.leichtesprache.com/dokumente/upload/21dba_regeln_fuer_leichte_sprache.pdf
https://www.plainlanguage.gov/resources/checklists/checklist/
https://languagetool.org/de/leichte-sprache/
https://european-union.europa.eu/easy-read_en
https://european-union.europa.eu/easy-read_en


III . KEYWORDS 
EVENTS

The Minimum Standards for Sustainable Event  
Management at GIZ dated 26 November 2019 set 
out criteria for organising events. They include  
various checklists and guides serving as tools for 
the design of accessible events.  

Selected checklists

 A short, clear checklist is available from   
Cornell University .

 Comprehensive guidelines for inclusive event  
management with full explanations and  
background are available from the Bundes-
kompetenzzentrum Barrierefreiheit (in German).

 The clear website Home - Ramp-Up.me, includes 
a wide range of links, while each thematic 
section is summarised in the form of a checklist.

If event management is commissioned externally, the 
Terms of Reference must require accessibility and 
refer to the Minimum Standards for Sustainable Event 
Management at GIZ document: „The event must be 
designed and organised to be accessible as possib-
le, in compliance with the accessibility requirement 
in the Minimum Standards for Sustainable Event 
Management at GIZ dated 26 November 2019.“ 
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https://www.giz.de/en/downloads/Minimum%20Standards_Sustainable%20Event%20Management_final_PUR_EN.pdf
https://www.giz.de/en/downloads/Minimum%20Standards_Sustainable%20Event%20Management_final_PUR_EN.pdf
https://accessibility.cornell.edu/event-planning/accessible-meeting-and-event-checklist/
https://www.bundesfachstelle-barrierefreiheit.de/SharedDocs/Downloads/DE/Veroeffentlichungen/checkliste-barrierefreie-veranstaltung.pdf?__blob=publicationFile&v=5
https://www.bundesfachstelle-barrierefreiheit.de/SharedDocs/Downloads/DE/Veroeffentlichungen/checkliste-barrierefreie-veranstaltung.pdf?__blob=publicationFile&v=5
https://ramp-up.me/en/
https://www.giz.de/en/downloads/Minimum%20Standards_Sustainable%20Event%20Management_final_PUR_EN.pdf
https://www.giz.de/en/downloads/Minimum%20Standards_Sustainable%20Event%20Management_final_PUR_EN.pdf
https://login.microsoftonline.com/5bbab28c-def3-4604-8822-5e707da8dba8/oauth2/authorize?response_type=code&client_id=dc220fee-6727-4cb4-ad09-8f2ee74abd36&scope=openid&nonce=0530d054-4ef2-4630-b791-4b34492068ab&redirect_uri=https%3a%2f%2fdms.giz.de%2f&state=3%7czUDo9tiDoOdumd4OhBmmBhPAmYTTyYd8Yfp58EEEFXEgEcikzH6tlEmm4Fyg21gppibJGOhgh5HgQrPPKC532%2fNJrJpi7UUPKvj5ep4XfwNaujDtLxek08SsITeA7bxFYZqbny0qTnQ9YYxOhRdGSVA4MN9WC71dl1s0kK5nOMgYa1ezDUbu1ZHVnBQT4znJB4%2bJ%2fxGzsHcrRSJK6Vx8zw6nmkPldNTmIrwvFTKmllS5MJrwZ5F5ieHLKs6XPbU%2fIxvhZcbBQZV3NaWe%2bm4LKceHYkG01l%2bLaJWE6k%2fcLeGDxNhRHj1kwHGISHcWACjiaq0hC7UXSGAK5NKuH4erbw%3d%3d&client-request-id=11e20cf6-b27b-442d-b3ff-3f67989d7f86


Below, the requirements for accessibility as set out in 
the Minimum Standards for Sustainable Event Manage-
ment at GIZ dated 26 November 2019 are listed in 
boxes. Further information follows each box. 

 • The budget line recommendation is 3% to 5%.
 • The best way of establishing requirements is 
through a free-text box, e.g. as follows:
 • „Please let us know what you need to be able to 
participate in this event (e.g. childcare, sign lan-
guage interpreting, space for a guide dog, space 
for an electric wheelchair, etc.).“ The free-text 
box has the advantage over a tick-box format 
that participants are able to articulate their 
needs individually rather than having to fit into 
pre-set categories. 

 • At very large events, however, where it is useful 
to establish numbers for the (technical and 
costly) arrangements needed (e.g. induction 
loops, sign language interpreters, assistants),  
a tick-box format may be used.  
  

 • Information signs should be easily legible and have 
additional pictograms where possible. They should 
be placed at a height where wheelchair users can 
read them.

 • Accessible internet sites   

 See Websites
 • External contributors should be reminded of the 
key aspects of accessibility in good time to prepare 
their presentation. Presentations should be shared 
with the organising team before the event and 
checked for accessibility. Accessible presentations 
should also be shared in advance with participants.   

 See Microsoft Power Point

„Ensure barrier-free accessibility as far as possible 
in line with target-group needs. To do this, you will 
need to enquire about any special requirements at 
the time of registration and organise appropriate 
assistance (please factor this into the budget)  
(Minimum Standards p. 3)“

„Make conference materials (invitations, PowerPo-
int presentations, information signs) as accessible 
as possible“ (Minimum Standards p. 4)  

 See Plain Language, Microsoft Office,  
Microsoft Word, PDFs, Publications 
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ACCESSIBLE CONFERENCE VENUES
 • In Bonn, organisers can use the web app ‘bonn 
inklusiv’ run by the Behinderten-Gemeinschaft  
Bonn e.V. (‘society for the disabled in Bonn’), which 
provides information about accessible rooms in 
Bonn. If necessary, experts who themselves have 
accessibility requirements can provide free advice 
on planning an event. This helps everyone involved. 
If you have questions on these points, please con-
tact the Behindertenbeauftragte (Disability Officer) 
of the city of Bonn.

 • For Frankfurt, this online city guide provides 
information on the accessibility of a wide range of 
venues, such as hotels, cultural institutions and 
educational facilities. 

For Berlin, the city’s tourism portal includes a page 
on accessibility, enabling users to search for acces-
sible hotels and providing free advice.

 • Event venues should be easy to reach by public 
transport and have accessible parking.

Select the event venue and/or hotel based on the 
following criteria: 

 • Few barriers, i.e. wheelchair accessible at least. If 
you are informed of any additional requirements 
(see assistance enquiries), make sure to plan other 
individual measures

 • Plenty of different seating options need to be 
planned to ensure full accessibility (e.g. standing 
desks combined with low desks, etc.).’ (Minimum 
Standards p. 5) 

„Provide information on barrier-free public trans-
port options close to the conference location.“ 
(Minimum Standards p. 5
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https://www.bgbonn.de/behindertenbeauftrager/die-behindertenbeauftragte-der-bundesstadt-bonn.html
https://www.frankfurt-inklusiv.de/en/stadtfuehrer


Microsoft Office applications have a general acces-
sibility checker, which provides information on their 
compatibility with the screen readers used by blind 
and visually impaired people. Go to the File > Check 
for Issues > Check accessibility tab. Any problems in 
the file will be identified along with solutions which 
can usually be easily implemented.

III . KEYWORDS 
MICROSOFT OFFICE

You should check for accessibility in particular if 
you expect blind or partially sighted users to be 
reading your document.
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DESIGNING PRESENTATIONS
 • In general, presentations should comply with the 
Minimum Standards for Sustainable Event Manage-
ment at GIZ  See Publications

 • Users should be able to right-click to access a 
description or alternative text for illustrations/
diagrams. 

 • A summary of the spoken version should be inclu-
ded in the slide notes (no more than 50 words).

 • The „Check accessibility“ function can then be used 
to resolve further problems.

GIVING A PRESENTATION  
 • Deaf and hearing-impaired individuals may access 
presentations electronically or in print.

 • Blind and visually impaired individuals should 
be given prior electronic access to presentations. 
Graphics, images and diagrams can be described 
during the presentation.

 • Individuals with a visual impairment should be 
given an enlarged copy of the presentation.

III . KEYWORDS 
MICROSOFT POWER POINT
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https://www.giz.de/en/downloads/Minimum%20Standards_Sustainable%20Event%20Management_final_PUR_EN.pdf
https://www.giz.de/en/downloads/Minimum%20Standards_Sustainable%20Event%20Management_final_PUR_EN.pdf


In general, files for readers with a visual impairment 
should comply with the Minimum Standards for  
Sustainable Event Management at GIZ. 

 See Publications

The following guidance will enable blind and visually 
impaired individuals using a screen reader to navi-
gate documents better:
 • Requirements for language: the document language 
can be set under ‘Options’.

 • Requirements for design: tables should not be used 
for layout but only to present tabular data. Columns 
or text boxes should be used instead.

 • Alternatives to graphics: images should have image 
descriptions available by right-clicking the image  
or graphic.

 • Structuring content:
 • Headers should be informative.
 • Headers and paragraphs should be formatted as 
in the templates (beginning with ‘Header 1’).

 • Include a list of contents in the case of lengthy 
documents.

 • Link texts should be informative.
 • Rather than ‘on the right’ or ‘In the green box’, 
write ‘in paragraph 4.2.3’ or ‘in Figure 3’.

III . KEYWORDS 
MICROSOFT WORD
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 • If you create a PDF file from an Office document, 
please follow the guidance for Microsoft Office   

 See Microsoft Office
 • Your PDF can be converted into an accessible PDF 
by using a service such as PAVE. 

 • For complete accessibility, the PDF must then be 
checked manually and edited in Adobe Acrobat 
Professional. This may be done by an appropriate 
agency. This is relevant if the PDF is intended for 
publication  See Publications

 • Existing PDFs can be checked for accessibility using 
the PDF Accessibility Checker (PAC). 

III . KEYWORDS 
PDF

You should check for accessibility and conversion 
in particular if you expect blind or partially sighted 
users to be reading your document. If the PDF is 
intended for publication, follow the guidance for 
publications  See Publications.
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https://pave-pdf.org/index.html?lang=en
https://www.access-for-all.ch/en/pdf-accessibility-checker.html


For a cliché-free pool of photos of people with disa-
bilities, see https://www.gesellschaftsbilder.de.  
The images may be used free of charge in publica-
tions. For other purposes, the images may be used 
by permission, which is available on request via the 
website.

III . KEYWORDS 
PHOTOS

In publications and on websites, please ensure 
meaningful captions or alternative texts that describe 
the image for blind and visually impaired people.  

 See Microsoft Power Point, Microsoft Word,  
Websites
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https://www.gesellschaftsbilder.de


The Minimum Standards for Sustainable Event 
Management at GIZ dated 26 November 2019 set out 
criteria for printed materials. These are particularly 
relevant to individuals with a visual impairment or 
learning disabilities.
 • Clear colour contrast,
 • Minimum font size of 10 (0.35) for flyers,
 • Do not use slanted fonts or serifs.
 • Line spacing should be at least 1.2.
 • Wherever possible, use pictograms for information 
signs.

 • Add 2 cm to the character size for each metre of 
distance.

The following guidance should also be followed:
 • Highlighting should always be achieved by using 
colour as well as features such as bold type,  
quotation marks or indentation.

 • Many readers find unjustified text more legible  
than justified text.

 • Suitable contrasts are: black on white, black on 
yellow, blue on white, white on blue, and blue  
on yellow.

Detailed interactive information (e.g. a colour contrast 
calculator) can be found here: https://www.leserlich.info

III . KEYWORDS 
PUBLICATIONS

All BMZ and GIZ publications must be available as 
accessible options. This should be included in the 
Terms of Reference when commissioning a graphic 
designer as follows:

For print publications: ‘The publication should be 
designed to be as accessible as possible, and 
comply with the guidance for print materials laid 
down in the Minimum Standards for Sustainable 
Event Management at GIZ.’

For digital publications: ‘The publication must be 
accessible and comply with the international stan-
dard for accessible design of a PDF ISO 14289-
1:2016-12.
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https://www.leserlich.info/
https://www.beuth.de/en/standard/din-iso-14289-1/264640771
https://www.beuth.de/en/standard/din-iso-14289-1/264640771


III . KEYWORDS 
VIDEO

ACCESSIBLE VIDEOS
 • Accessible videos have the following features:

 • They can be easily located and viewed.  

 See Websites
 • Subtitles should be provided for deaf and hea-
ring-impaired people.

 • For deaf people, subtitles in sign language can 
be provided.

 • For blind and visually impaired people, important 
visual information can be provided by means of 
audio-description.

 • Detailed descriptions and further links for producers 
of visual content as well as web developers can be 
found in this Guide to Accessible Videos 

DATABASE OF VIDEOS ON DISABILITY AND  
INCLUSION
The Global Project on Inclusion of Persons with 
Disabilities’ Youtube-Channel features a number of 
playlists of short, informative and inspiring videos on 
the topic of inclusion, including at the workplace and 
in development cooperation.

Subtitles must be provided for videos published 
on behalf of GIZ. Additional accessibility features 
are recommended if you expect your audience to 
include blind, visually impaired, deaf or hearing-
impaired individuals. 
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https://bik-fuer-alle.de/english.html
https://www.youtube.com/channel/UCKGY_PX7kZrevOJymEvKRWQ


III . KEYWORDS 
WEBSITES

In line with the German Ordinance on Accessible Infor-
mation Technology (BITV), all websites and publicly 
available online provision of authorities and the 
German Federal Government have been required to be 
accessible since 2006. This does not directly include 
GIZ, but as a federally-owned enterprise, it should set 
a good example.

The Web Content Accessibility Guidelines (WCAG) of the 
World Wide Web Consortium (W3C) are available as 
a global standard for accessible web content. These 
guidelines are based on the four principles: perceiva-
ble, operable, understandable and robust. There are 
three levels of conformity: A, AA and AAA.

EU Directive 2016/2102[29] stipulates that websites 
and mobile apps of public institutions must comply 
with WCAG 2.1 (level AA).

The following documents may be useful for developers:
 • Detailed explanation of WCAG 2.0,
 • German translation of WCAG 2.0,
 • Supporting documents and techniques for using 
WCAG 2.0,

 • The BITV-Test can be used to run checks during 
development.

 • An English-language tool providing a quick test for 
website accessibility is available at https://wave.
webaim.org/.

All tenders for the development of web content must 
require compliance with WCAG 2.1: „The product 
must be accessible and comply with the Guidelines 
of the WCAG 2.1 (conformity level AA).”
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https://www.barrierefreies-webdesign.de/richtlinien/wcag-2.1/
https://www.w3.org/Translations/WCAG20-de/WCAG20-de-20091029/
https://www.einfach-fuer-alle.de/wcag2.0/
https://www.einfach-fuer-alle.de/wcag2.0/
https://www.bitvtest.eu/home.html
https://wave.webaim.org/.
https://wave.webaim.org/.


The establishment of barrier-free workplaces for 
employees with disabilities is regulated in Germany 
by a directive. Helpful guidelines for this are compiled 
by the Bundesfachstelle Barrier-Free Workplaces. The 
following information in particular should be noted:  

FOR WHEELCHAIR USERS
 • Office equipment: sufficient space for free movement 
and all the manoeuvres required for day-to-day work, 

 • Desk: not too low but a wheelchair must fit under a 
sufficient width of the desk,

 • Cupboards: between 0.40 and 1.40 metres in height,
 • Workstation printers may be requested. 

FOR BLIND AND VISUALLY IMPAIRED EMPLOYEES
 • The following equipment may be required: a Braille 
display with telephone and status module, a screen 
reader, a Braille printer, an A3 scanner, magnifica-
tion software, and screen zoom controls.

 • Specific needs should be discussed with the emp-
loyee(s) concerned and notified to the Disabled 
Persons’ Representative. 

III . KEYWORDS  
WORKSTATIONS

FOR DEAF AND HEARING-IMPAIRED EMPLOYEES
 • Workstations should be designed so that colleagues 
entering the workspace are visible and do not  
surprise the employee by approaching from behind.

 • An alarm system for people with hearing loss 
is required that will alert them to a fire alarm, 
for example. This may include visual alarms in 
the office or eye-catching information on display 
screens.

 • For business conversations, sign language inter-
preters, assistants or textphones may be used.

 • Seminars are also organised for colleagues offering 
training to hearing staff who work particularly  
frequently with deaf or hearing-impaired people.  
The costs are covered by the Integration Office.
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https://www.bundesfachstelle-barrierefreiheit.de/DE/Fachwissen/Arbeitsstaetten/arbeitsstaetten_node.html?https=1
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