
[image: Temple University Center for the Advancement of Teaching Logo]

Document Accessibility Checklist

Creating accessible documents is essential for ensuring all students can access, navigate, and understand your course material. Use this checklist to review your digital documents before sharing them. 
Document Structure
· Use heading styles (Heading 1, Heading 2, etc.) instead of manually formatted text (e.g. bold).
· Use a logical hierarchical heading structure
· Use concise, descriptive headings
· Do not repeat headings
· Use the Normal style for body text.
· Use proper bullets or numbered lists instead of typing dashes or numbers.

Links
· Use descriptive link text instead of ‘click here’ or a copy & pasted url.
· Check all hyperlinks to make sure they work.

Data Tables
· Add a header row
· Keep tables simple, avoiding merged or split cells
· Add a table caption
· Add alt text 
· Avoid blank or empty cells. If a cell must be blank, include a placeholder text like “N/A.”


Images and Visuals
· Add meaningful alt text to describe the image’s purpose or content.
· Ensure high color contrast between text and background. 
· Do not use color alone to convey meaning.
Text Clarity and Readability
· Use plain, concise language and avoid jargon, acronyms, and abbreviations when possible.
· Write for the appropriate 
· Break long paragraphs into smaller sections for easier reading.
· Avoid excessive bold, italics, all caps, etc.
· Use 12-point font or larger.
· Avoid using script, handwriting, and condensed fonts.
· Use simple fonts with distinguishable characters.
· Limit the number of fonts used. 
· Left align your text to make it more readable.
· Choose an accessible line spacing size. 1.5 is ideal, but 2.0 is also acceptable.

Accessibility Checker
· Run the Accessibility Checker (Review>Check Accessibility).
· Fix all errors and review warnings or tips provided.
· Always manually check as well, as checkers can miss things. 
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