Introduction to UWTSD systems and regulations – Appendix 1
[bookmark: _Toc792548313]Appendix 1: Accessibility basics
[bookmark: _Toc966299704]Text
· Use in-built styles.
· Make Links Descriptive
· Use Arial, Calibri, Montserrat, Tahoma, or Verdana fonts; at least size 12 for documents and size 24 for PowerPoint slides.
· Use column headings in tables.
· Align text to the left.
· Do not scan text as images.
· Provide all documents as .doc, .docx or .pdf
· Use bold, not underlines or capitals.
· Use bullet points or numbered lists.
[bookmark: _Toc1174612673]Pictures and background
· Use high contrast ratios.
· Use solid colour backgrounds.
· Use labels as well as colours in charts.
· Provide alt-text for images.
· Use high quality images.
[bookmark: _Toc1006839559]PowerPoint 
· Use in-built slide layouts in PowerPoint.
· Avoid unnecessary animations.
· Provide all PowerPoints as .ppt, .pptx or .pdf
[bookmark: _Toc1790374717]Moodle
· Provide key information at the beginning of a page or section.
· Use Labels
· Use sections to structure content and give them unique and clear names.
· Check which students use a screen reader; provide them with PDF versions of the Turnitin Feedback Studio assignment feedback.
[bookmark: _Toc1479591253]Videos and audio
· Provide captions for ALL pre-recorded videos. Both TEAMS and Panopto provide automatic captions and transcripts.
· Talk through your actions in any video or audio tutorials.
[bookmark: _Toc844325598]Other
Good practice in PowerPoint: Make your PowerPoint presentations accessible to people with disabilities - Microsoft Support
Remember to use Accessibility Checker in Outlook and Word.
2

