ATI Course Accessibility Checklist (Internal Use Only)
Updated 5/28/2015

The following checklist verifies that the instructional documents, audio, and video content used in Mason’s distance education courses are in accordance with Section 508 and WCAG 2.0 Level AA accessibility guidelines.  While not a comprehensive review of all the areas covered by these guidelines, this checklist does examine areas that would have the most significant impact on the ability of assistive technology users to independently access their instructional materials (e.g., al text, keyboard navigation, captions, transcripts, etc.).
PLEASE NOTE: This is NOT a comprehensive review of the accessibility of the faculty member’s course.  The reviewers will examine snapshots (i.e., Course readings, LMS layout/structure, 2-3 documents of each type – i.e., Word/PDF/PPT, 2-3 videos, and supplemental applications) of the elements highlighted in the table below and provide feedback/guidance to the instructor on how to correct any accessibility issues that are identified. 


UNDERSTANDING THE REVIEW PROCESS:
Reviewers examined selected examples of the elements highlighted in the attached checklist (i.e., course readings, LMS layout/structure, 2-3 documents of each type – i.e., Word/PDF/PPT, 2-3 videos, and supplemental applications) and provided feedback and resources for the instructor on how best to remediate any accessibility issues that were identified.  

Tools used for testing accessibility:

· Website Accessibility Reviews – WAVE Toolbar
· MS Office Accessibility Reviews – Built-in MS Office Accessibility Checker


Term:




Professor:




Course Evaluated:


Reviewer:




	0.0 – Syllabus and Textbooks/Course Readings (Required and Supplemental)

	ID
	Textbooks/Course Readings
	Yes
	No
	N/A

	0.1
	Is an electronic equivalent provided for all print reading materials?
	
	
	

	0.2
	Do all web articles/readings have a PDF/Word version available?
	
	
	

	
	Syllabus
	Yes
	No
	N/A

	0.3
	Course syllabus includes disability statement?
	
	
	

	0.4
	Instructor offers multiple formats/options for accessing syllabus?
	
	
	

	Add. Info.
	Course Schedule (highlights);

	1.0 – Blackboard Learn Accessibility Checklist

	ID
	Course Site Links
	Yes
	No
	N/A

	1.1
	Do all URLs contain descriptive hyperlinks (i.e., avoid generic phrases like “Click here” and, instead, use phrases that let users know about the content of the linked page prior to selecting it, like ‘ATI website’)
	
	
	

	1.2
	Are all URLs (including email addresses) keyboard accessible and linked to correct Web destinations?
	
	
	

	1.3
	Are all unused buttons and/or tools hidden or removed?
	
	
	

	
	Course Site Color 
	Yes
	No
	N/A

	1.4
	Is all of the text easy to read in comparison to the background of the course site (i.e., has a color-contrast ratio of 4.5:1)?
	
	
	

	
	Course Site Layout and Formatting
	Yes
	No
	N/A

	1.5
	Course site uses consistent navigation, tab order, and appropriate language level?
	
	
	

	1.6
	Are course elements and controls are keyboard accessible?
	
	
	

	1.7
	Course site uses header tags to promote easier navigation (e.g., Heading 1, Heading 2)?
	
	 
	

	1.8
	Quizzes, surveys, tests are designed using Bb’s built-in features?   
	
	
	

	1.9
	Quizzes, surveys, tests —question types (e.g., multiple choice, short answer, fill-in the blank) are consistent and in proper tab order?
	 
	 
	

	
	Course Tools
	Yes
	No
	N/A

	1.10
	Grade Center columns use consistent, coherent reading order? 
	
	
	

	1.11*
	Instructor uses Bb Collaborate for instruction?
	
	
	

	1.12*
	Instructor uses Bb Collaborate for remote office hours?
	
	
	

	1.13*
	Instructor uses Virtual Chat for remote office hours?
	
	
	

	Add. Info.
	Course Schedule (highlights); Remote Office Hours offered via Skype/email, Multiple strategies for accessing syllabus offered – including condensed version of syllabus (excellent)

	2.0 – Word Accessibility Checklist

	ID
	Links
	Yes
	No
	N/A

	2.1
	Do all URLs contain descriptive hyperlinks (i.e., avoid generic phrases like “Click here” and, instead, use phrases that let users know about the content of the linked page prior to selecting it, like ‘ATI website’)
	
	
	

	2.2
	Are all URLs (including email addresses) keyboard accessible and linked to correct Web destinations?
	
	
	

	
	Color 
	Yes
	No
	N/A

	2.3
	Is all of the text easy to read in comparison to the background of the document (i.e., has a color-contrast ratio of 4.5:1)?
	
	
	

	
	Document Layout and Formatting
	Yes
	No
	N/A

	2.4
	Has the document been formatted using Style elements (Heading 1, Heading 2) 
	
	
	

	
	Document Images
	Yes
	No
	N/A

	2.5
	Is the document free of background images or watermarks?
	
	
	

	2.6
	Do all images, grouped images, complex images (i.e., charts and graphs), tables, and non-text elements that convey information have meaningful alternative-text descriptions (e.g., immediately after the image, via captions, appendix, etc.?)
	
	
	

	
	Document Tables
	Yes
	No
	N/A

	2.7
	Do the headers consist of only one row?
	
	
	

	2.8
	Is the table free of merged cells?
	
	
	

	2.9
	If the table spans more than one page, has the header been identified by checking the checkbox (Header row) found in the table properties dialog box.
	
	
	

	2.10
	Does the table have a caption to tell the user what information is contained in the table?
	
	
	

	Add. Info.
	Captions provided at the beginning of each table.  This is fine; 

	3.0 – PPT Accessibility Checklist

	ID
	Links
	Yes
	No
	N/A

	3.1
	Do all URLs contain descriptive hyperlinks (i.e., avoid generic phrases like “Click here” and, instead, use phrases that let users know about the content of the linked page prior to selecting it, like ‘ATI website’)
	
	
	

	3.2
	Are all URLs (including email addresses) keyboard accessible and linked to correct Web destinations?
	
	
	

	
	Color 
	Yes
	No
	N/A

	3.3
	Is all of the text easy to read in comparison to the background of the document (i.e., has a color-contrast ratio of 4.5:1)?
	
	
	

	
	Document Layout and Formatting
	Yes
	No
	N/A

	3.4
	Can all slide text be viewed in the Outline View?
	
	
	

	3.5
	Is there a unique title for each slide?
	
	
	

	3.6
	Do all of the slides avoid using text boxes or graphics with text within them?
	
	
	

	3.7
	Is the list style being used as opposed to manually typed characters (e.g. Hyphens, numbers, or graphics)?
	
	
	

	3.8
	Is the presentation free of SmartArt?
	
	
	

	
	Document Images
	Yes
	No
	N/A

	3.9
	Is the document free of background images or watermarks?
	
	
	

	3.10
	Are multiple associated images on the same page (e.g., boxes in an organizational chart) grouped as one object?
	
	
	

	3.11
	Do all images, grouped images, complex images (i.e., charts and graphs), tables, SmartArt graphics, and non-text elements that convey information have meaningful alternative-text descriptions (e.g., immediately after the image, via captions, appendix, etc.?)
	
	
	

	
	Document Tables
	Yes
	No
	N/A

	3.12
	Were all tables created using the table option within PPT (as opposed to manual tabs and/or spaces)?
	
	
	

	3.13
	Do all tables have a logical reading order from left to right, top to bottom?
	
	
	

	3.14
	Do data tables have the entire first row designated as a ‘Header Row’ in table properties?
	
	
	

	3.15
	Are all tables described and labeled (where appropriate)? Note: In some cases naming/numbering of tables may not be appropriate. For example, a small data table in a presentation may not need a reference.
	
	
	

	3.16
	In table properties, is “Allow row to break across pages” unchecked?
	
	
	

	Add. Info.
	

	4.0 – PDF Accessibility Checklist

	ID
	General Layout and Formatting
	Yes
	No
	N/A

	4.1
	Can the document text be highlighted using a standard mouse cursor?
	
	
	

	4.2
	Is the document free of handwritten notes, underlines, comments, edits, etc.?
	
	
	

	
	Form Fields
	Yes
	No
	N/A

	4.3
	Have the document properties for Title, Author, Subject (aka Description), Keywords, and Language been filled out?
	
	
	

	4.4
	Do all form fields have correct labels and markups:

1. Form fields must have a visual text label next to the form tag and there must be a tool tip.

2. Is the value attribute used on buttons?
	
	
	

	4.5
	Are form fields keyboard accessible?
	
	
	

	4.6
	Are form fields in correct tab order?
	
	
	

	4.7
	Are all multiple-choice answers keyboard accessible and grouped together?

1. The value attribute needs to match the text next to the answer.

Make sure the name attribute is the same.
	
	
	

	Add. Info.
	Although accessible as is, I would suggest copying (wherever possible) each of the articles into the course.  This would eliminate repetitive tasks for downloading and reduce the number of open pages, link clicks, downloads, etc.;

	5.0 – Multimedia File (i.e., audio/video) Accessibility Checklist

	ID
	Links
	Yes
	No
	N/A

	5.1
	Do all URLs contain descriptive hyperlinks (i.e., avoid generic phrases like “Click here” and, instead, use phrases that let users know about the content of the linked page prior to selecting it, like ‘ATI website’)
	
	
	

	5.2
	Are all URLs (including email addresses) keyboard accessible and linked to correct Web destinations?
	 
	
	 

	
	Captions and Transcripts
	Yes
	No
	N/A

	5.3
	If a video—Does the video or animation contain synchronized captioning?
	
	
	 

	5.3.1
	If captioned, are the captions accurate?
	
	
	

	5.4
	If an animation—Does the animation have a text equivalent?
	 
	 
	

	5.5
	If a sound file—Does the sound file have a matching transcript file?
	 
	 
	

	
	Functional Controls
	Yes
	No
	N/A

	5.6
	Does the file have the minimum required media controls of video resizing, volume control, play/stop buttons, and the ability to turn captions on and off?
	 
	
	 

	5.7
	Are all media controls keyboard accessible?
	 
	
	 

	5.8
	Is the media embedded in a way that allows the user to use keyboard controls to move in and out of the video in relation to surrounding content?
	 
	
	 

	Add. Info.
	Some of the videos contained automatic captions and some contained no captions at all; Also, some videos were streamed through YouTube, RealPlayer, etc.  Not all players were keyboard accessible and/or contained the all of the relevant controls.  

	6.0 – Supplemental Applications (e.g., Pearson, McGraw-Hill, Skype) Accessibility Checklist

	6.1*
	Does the course utilize 3rd-party applications like Pearson MyLabs, McGraw-Hill Connect, etc.? 
	
	
	

	6.2*
	Does the course utilize 3rd-party websites?
	
	
	

	Add. Info.
	Skype is used for remote chat; several 3rd-party websites used for assignment rubrics and in several modules


· - A “yes” answer to any of these questions would warrant providing the instructor with additional guidance with respect to accessibility features for that particular tool or providing an equivalent alternative for a student with a disability.  

