
INCREASE YOUR 
ACCESSIBILITY 
 
It isn’t possible to make everything accessible for everyone, but it is 
important to try our best to be proactive rather than reactive whenever 
possible. Use the following information to make your events, digital 
content, and overall experience with your club/organization more inclusive 
and accessible! 
 
Section 1: Digital Accessibility  

- Using Text Alternatives 
- Time Based Media (Play back and pausing, going at a moderate pace) 
- Creating Accessible Flyers 
- Digital Operability  
- Hyperlinks 
- Seizure Warning 
- Navigable 
- Understandable (abbreviations/reading level) 

 
Section 2: Organization Events 

- Inclusive Spaces 
- Music 
- Moderators 
- Layout 
- Food Allergies 

 
Please contact Veronica McDade (vmcdade@shepherd.edu) if you have any 
questions or need assistance!  
 



Digital Accessibility 
 
Using Text Alternatives 
 
Make sure to caption photos so when a person uses a read-aloud software, they are able 
to understand what the photo is portraying. Most major platforms have Image Alt Text to 
allow you to describe the image for those with visual impairments to understand what 
the image is portraying. Right click on an image, and select Alt Text, to add a descriptive 
caption for the image. Try to be as detailed as possible.  
 
Time Based Media: Ensure Clear Audio and Accurate Captions 
 
Pre-recorded videos: Use platforms such as Microsoft Stream and YouTube to upload a 
video and automatically generate captions. 
 
Live videos: Use platforms such as Microsoft Teams, which has free live captioning, or 
Zoom, which allows you to purchase live captioning from third parties. When possible, 
upload a copy of the script that will be used or have a PowerPoint with the words on the 
screen. Remember to also caption live videos when if they are turned into a recording.  
 
Any recordings: Ensure that a person is able to move forward and back in the video, as 
well as be able to pause it. Also ensure the speaker is going at a moderate pace and not 
talking too fast.  
 
Creating Accessible Flyers 
 
Layout: Should be concise and easily understood by computer software. Clearly separate 
foreground and background. Do not overlap photos or words. If pictures are included 
remember to Alt Text so they can be interpreted correctly by computer software. 
 
Text: Should be large enough to read, contrasted from the background, and spaced out 
for maximum readability. Color should be used thoughtfully and with black and white 
views available. Consider outlining text for higher contrast.  
 

Digital Operability 
Make all functionality available from a keyboard. This means that someone should be 
able to solely use a keyboard to be able to explore your content. 



Helpful Tip: There is a check accessibility function on many programs that you can use 
to improve accessibility. In Microsoft Word, select Review from the top menu bar, and 
then select Check Accessibility. On the right, there will be an Accessibility Inspection that 
will point out anything about the document that is not accessible.  
 
Hyperlinks 
Hyperlinks should be descriptive and distinguishable. Embed links by selecting text, 
right clicking, then selecting Hyperlinks. This will allow you to add a web link to text in 
your document. When embedding links, they should be concise. Entire sentences 
should not have a hyperlink. Instead of This page lists ways you can use hyperlinks in a 
more accessible way, it should be something more along the lines of Creating 
Accessible Hyperlinks. Links should also be descriptive enough for a person to 
understand what the link is for. Instead of Benefits, it should be something like 
Benefits of Accessible Hyperlinks.  
 
Seizure Safety 
Do not design content in a way that is known to cause seizures or physical reactions, like 
the use of flashing lights, when possible. If not possible, before displaying anything that 
could cause an adverse reaction, state a warning for the viewers. For in person events, 
have alternatives for people who may be sensitive to these conditions. Also make sure to 
let the audience know when the stimulus is over! 
 
Ensure it’s Navigable 
Provide ways to help users navigate, find content, and determine where they are. Use 
headings and subheadings and make material thoughtfully readable. Try to make the 
page content readable from top to bottom instead of adding things on the sides that may 
make the information harder to understand. 
 
Ensure it’s Understandable  
Make sure to explain abbreviations before using them. Even more “commonly known” 
abbreviations may be hard to understand, so err on the side of caution and write out what 
abbreviations mean the first time it is used in a presentation or flyer. 
 
Reading ability should cater to about a lower secondary education level. This means that 
it should easily be understood by a middle/high schooler. Try to not use words that are 
overly complicated if there are alternatives available that are simpler. If this is not 
possible, allow this to be an opportunity to properly explain the more complex word 
being used. 



Organization Events 
 

Inclusive Spaces 
When planning in person events, try to be mindful of those who may have sensory issues, 
hearing or sight problems, or may otherwise be unable to enjoy an event due to their 
needs. When possible, try to create separate inclusive spaces that can accommodate 
those who would otherwise not be able to attend the event. Examples include access to 
headphones to listen to music at their preferred volume or a separate room with no loud 
sounds or bright lights.  
 

Music 

Playing music while someone is speaking, whether it be on a call or during an in-person 
event, can be both overwhelming as well as cause issues with people being able to hear 
the speaker. When playing music, only do so if no one is speaking. Pause the music when 
the speaker needs to present and play music only when no information is being shared. 
 

Moderators 
When multiple people are trying to speak at once, it can make it hard to hear and be 
overwhelming for people to process. Try to limit people talking over one another. 
Consider having a moderator for events that can call on people to speak and consider 
using the chat function for virtual spaces. 
 

Layout 
Be mindful of how rooms are set-up during virtual events, sometimes certain layouts can 
make it harder for people to enjoy what is going on. Try to make spaces inclusive. 
Consider having a table towards the front of the room where people with visual/hearing 
impairments can better enjoy the activities, as well as another space further away for 
those who may experience sensory overload. Also, make sure that there is enough space 
for mobility aids (like wheelchairs)! 
 

Food Allergies 
Any events involving food or food products should attempt to have alternatives for those 
with allergies. Of course, not every allergy can be accommodated, however try to keep in 
mind these common food allergies for events and try to offer alternative options when 
possible. Common food allergies/dietary restrictions may include soy, nuts, dairy, eggs, 
shellfish, wheat (gluten), and meat products. 


