Accessibility Checklist for Course Materials
For each item, the relevant WCAG 2.1 AA standard is indicated. Items with no standard are best practices that are not specified in the WCAG standards. This WCAG in Plain English Guide explains each standard in more depth.
Built-In Accessibility Checkers
A great first step is to run an accessibility checker. While no automated accessibility checker will ensure your documents are accessible, these tools can help you quickly and easily improve accessibility, so you have fewer issues to manually fix.
[bookmark: _Documents_and_Files]Documents and Files
· Word documents have been reviewed using the “Check Accessibility” feature and fixed.
· Documents have a title that tells the reader a general description of the content of the documents. 2.4.2
· Heading structure is added to the document using the “Styles” feature withing headings in order. No heading levels are skipped. 1.3.1; 2.4.6
· All text in documents uses the same, easy to read font.
· Text in documents is a readable size, recommended 12pt. font unless specified in a student’s accommodation letter.
· Font type and size is adjustable (the file is editable and not “read-only”)
· There is space between large chunks of information to increase readability.
· The use of all capital letters is only used for acronyms and not emphasis. If you want to emphasize text, bold the text.
· Lists are created using the numbered or bullet list feature (Not used in Excel) 1.3.1; 1.3.2
· Most of the text is left-aligned if the text is in English. For other languages, the text should be aligned based on the norms for that language. 1.4.8
· Scanned PDFs have been converted from images to text using the Adobe Acrobat accessibility feature.
· Equations and formulas are in an accessible format (preferably text). 1.1.1
Resources for Documents and Files
1. Microsoft Word Accessibility Checker
2. Scanned PDFs image to text recognition
3. Equations in Microsoft Word

[bookmark: _Tables]Tables
· Tables are formatted as tables rather than pictures. 1.3.1; 1.4.5
· All tables have a title and/or a caption. 1.3.1
· All tables have headers and columns have headings unique to their specific information. 1.3.1; 1.3.2
· Tables avoid using merged cells. 1.3.1
· Tables avoid having empty data cells. 1.3.2
· In empty cells, put a dash or write NA, no data, not applicable, or no value. If you do not want sighted users to see it, you can change the text in the cell to the same color as the background.  
Resources for Tables
· Accessible Tables in Word

[bookmark: _Images,_Charts,_and]Images, Charts, and Graphs
· All images have alternative text giving an accurate concise description or have a “decorative image” designation if the image is non-informative. 1.1.1  
· Images should not blink, flash, or use sparkling animations that make it hard to interpret. 2.3.1
· If the image is a logo, give that information in the alt text. 1.4.5
· Charts and graphs have axis labels, legends, titles and alt text. 1.1.1
· Alt text should describe the type of chart and what is demonstrates.  For complex charts, a long description might be needed.
· Consider changing the colors of the chart elements so they have a high color contrast (see “Colors” section).
· If elements of a chart are touching (such as bars or piece of a pie chart) a line between the elements helps visually distinguish them. 
Resources for Images, Charts and Graphs
· Alternative Text Generator- alt text and long description provided
· Alternative Text Examples
· Charts and Diagram Examples
· STEM Image Examples

[bookmark: _Colors]Colors
· Text and background colors have sufficient contrast on all documents and webpages. 1.4.1
· Provide descriptions using colors to convey meaning. 1.4.1
· Accessibility checkers do not catch all color contrast issues. Make sure to use a contrast checker for color text.
· Nothing is referred to just by its visual or audio characteristics, such as color, size, position, shape, or sound? Example: “Press the red button” you could say “Press the square red button in the lower right-hand corner that says ‘save’.” 1.4.1
     Inaccessible color shapes                                         Accessible color and numbers
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Colors Resources
· WCAG Color Contrast Checker

Excel 
· Excel files have been reviewed using the “Check Accessibility” feature and fixed.
· Check the links, images, colors, text, and tables (see the relevant sections).
· All worksheets have unique and descriptive names. 2.4.2
· All worksheets have content.
· Cell A1 contains text that gives either the title of the worksheet or information about the structure and location of the data. 2.4.2
· There are meaningful rows and column labels for information in the spreadsheet. 1.3.1
· All data cells are unmerged 1.3.1
· The accessibility checker will notice this in the data area but will not point out merging in headings.    
· The alignment tool is used to create space rather than blank rows or columns. 1.3.2
· The end of the worksheet is marked with “end of worksheet” in column A after the last row of data
· This tells learners using assistive technologies that there are no remaining items on that sheet.
Resources for Excel
· Excel Accessibility Checker

PowerPoint
· PowerPoints have been reviewed using the “Check Accessibility” feature and fixed.
· Check the links, images, colors, text, and tables (see the relevant sections).
· Each slide has a title and are unique to that slide. 2.4.2
· The reading order on all slides is presented in a logical order. 1.3.2, 2.4.3
· While the accessibility checker will tell you which slides to examine, you have to look at each of those slides to manually determine whether the reading order (the order in which a screen reader will read items on the slide) makes sense.
· All embedded content (Youtube, Podcasts) has a text descriptor. 1.3.2
· Include a title or short description for all embedded content so it is clear what the embedded content is.
Resources for PowerPoints
· PowerPoint Accessibility Checker

[bookmark: _Links]Links
· All URLs are embedded in meaningful text that clearly indicates the link’s purpose or destination. 1.3.1; 2.4.4  
· A screen reader will read every individual letter and character if links are just copied and pasted. Links need to be embedded (Ctrl+K).
· Emails addresses do not need to be embedded.
[bookmark: _Audio_and_Videos]Audio and Videos
The central strategy for making audio and video files accessible is creating captions and transcripts. All audio and video content requires captioning that is 99% accurate. This includes subtitles for everything that is verbally said and a written description of any sounds not included in the subtitles. This also includes a description of anything important shown on screen but not described audibly.
· All videos include closed captions. 1.2
· All audio content include a written transcription.
· Transcription of audio content should not include time stamps.
Resources for Audio and Videos
· Subtitles and Closed Captions for Youtube
· Transcription for Spotify Podcasts
· Transcription for Apple Podcasts
· ZipCaption- a free website that can provide live captioning. Click the microphone icon at the top right corner of the screen to begin live captioning. 

Brightspace
· Check the links, images, colors, text, audio and videos.(see the relevant sections).
· All file names and links are clearly labeled. 2.4.2; 2.4.4; 2.4.6
· There is a clear navigational structure within the class page.
· All embedded content (Youtube, Podcasts) has a text descriptor. 2.4.6
· Include a title or short description for all embedded content so it is clear what the embedded content is.
Resources for Brightspace
· Brightspace Accessibility Checker
· Shepherd University Brightspace Resources
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