[image: ]

Accessible Document and Website Checklist
File Format
· PDFs: have been checked using the accessibility checker in word and have been tagged and set up correctly for accessibility.
· Dual formats: Both a word and PDF format of the document is available to users.
Layout
· Alignment: is to the left.
· Logical: the layout is linear and easy to follow.
· Headings: used to break up information into smaller meaningful blocks.
· Paragraphs: break up information into smaller meaningful blocks under each heading.
· Line breaks: are used to visually break up information to improve readability.
· Consistent line spacing: between paragraphs, headings and table content. A minimum of 1.5 line spacing is recommended.
· Lists: true bullet and numbered lists used from word format options.
· Images: are formatted in-line with text so the alt text can be read by a screen reader.
· Tables: are formatted simply and tagged correctly so that a screen reader can accurately read the information in a logical manner.
· Simple: formatting. No text boxes are used. Columns are used only for PDFs.
Font
· Heading Styles: true heading styles used from the home ribbon.
· Size: Font is a minimum size 12 Ariel or equivalent in the style used.
· Style: a true sans serif font is used to improve readability.
· Italics: are not used in the document and alternative approaches such as bolding, underlining or inverted commas are used to highlight text.
· Captialisation: is used for the first letter of a word only. Headings are not created in ‘all caps’.
Language
· Acronyms/abbreviations: follow the first use of the full un-abbreviated words, and definitions are provided in a definition list where appropriate.
· Jargon: is avoided, or definitions are provided within the body of the text and/or a definition list where appropriate.
· Simple sentences: are used, and sentences of approximately 15 words or more avoided. Information is broken up using bullet points where necessary.
· Plain language: that avoids figures of speech is used.
· Appropriate: language that follows the social model of disability is used.
· Use words: such as ‘access requirements’ and ‘person with disability and/or who is d/Deaf or hard of hearing’.
Images & Graphics
· Alt text: is added to all images so that it can be read by a screen reader.
· Clearly visible: subject in photographs. Ensure good even lighting on the subject.
· Size: images are of an appropriate size to enable ease of viewing the content.
· Graphic backgrounds: are simple, un-textured with one colour, and sufficient contrast to text overlaid.
· Social model of disability: images are in-keeping with this model. People with disability are depicted as people with autonomy and respect. 
Video and Audio
· Transcripts: provided for video and audio content.
· Captions: Embedded in all video. 
· Alt text: provided of video for screen readers.

Colour
· Simple: Use simple colours. Avoid bright contrasting colours.
· Contrast: Use good colour contrasts for font and background colours.
· Meaning: is not conveyed using colour only. Use a combination of colours, shapes and text.
· Highlights: Avoid highlighting text in red. It reduces readability.
Buttons, Text Fields and Forms
· Descriptive: text provided for buttons. 
· Extended time: Allowed for completing forms and other actions before the window times out. 
· Check option: allowed for users to check their answers before they submit them. 

Hyperlinks
· Descriptive links: are used such as ‘Contact us’. Full links are included for printed materials.
· Live links: are used on all mention of website and email addresses where applicable.
· No broken links: All links have been checked and kept updated.




Screen Reader
· Read Aloud: function was used to check all content in the document is read in a logical manner.
· Tags: are set up in the document to ensure all content is read properly by the screen reader.
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