Checklist for Digital Accessibility
Content Structure
[bookmark: OLE_LINK5]Content is organized under headings and subheadings.
Headings and subheadings are used sequentially (e.g., Heading 1, Heading 2).
Design is consistent with ample use of white space and no distractions.
How to Do It
· Video: Headings
Visual Design
[bookmark: OLE_LINK6]Images that convey information include alternative text (alt text) descriptions of the image’s content or function.
Graphs, charts, and maps also include contextual or supporting details in the text surrounding the image.
Do not rely on color alone to convey information.
Images that are purely decorative do not have alt text descriptions. (Descriptive text is unnecessary if the image doesn’t convey contextual content information).
How to Do It
· Video: Alt-Text for Images
· Use Color Oracle to test for color blindness
Fonts and Text
Use plain language.
Use descriptive links.
Use easy-to-read fonts.
Font size is 12 point or higher for body text in Word and PDF documents.
Font size is 9 point for footnotes or endnotes in Word and PDF documents.
Font color has sufficient contrast over background color (4.5 to 1).
Do not rely on color alone to convey information.
Use built-in formatting for lists, including ordered (numbered) and unordered (bullets)
How to Do It
· Read: WebAIM’s Typefaces and Fonts
· Video: Lists
· Video: Color and Contrast
· Use the WebAIM Contrast Checker
Links
The link text describes the destination of the link and does not use generic text such as “click here” or “read more.”
If a link will open or download a file (like a PDF or Excel file), a textual reference is included in the link information (e.g., [PDF]).
Links do not open in new windows or tabs.
If a link must open in a new window or tab, a textual reference is included in the link information (e.g., [NewTab]).
For citations and references, the title of the resource is hyperlinked, and the full URL is not hyperlinked.
How to Do It 
· Video: Hyperlinks
Multimedia
Videos and audio do not play automatically.
All audio content includes a transcript. The transcript includes all speech content and relevant descriptions of non-speech audio and speaker names/headings where necessary.
Videos have captions of all speech content and relevant non-speech content that has been edited by a human for accuracy.
Audio description: If a video contains important visual information (e.g. graphs, charts, etc.), it is described in the audio
Avoid excessive use of animations. When in doubt, fade in and out!
Avoid flashing content.
How to Do It
· Video: Media Control and Animations
· Video: Closed Captions
Check Overall Accessibility
Microsoft Word and PowerPoint – use Accessibility Checker
Adobe PDF – see WebAIM PDF Accessibility
Websites – use WAVE WebAIM
More Resources
· WebAIM’s articles on accessibility
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