
Accessibility Essentials Checklist 

Title your document 

• Add title metadata to documents, add unique <title> to HTML

• Titles should be unique and descriptive

Provide document structure 

• Use semantic headings, lists, and tables

Create legible content 

• Use sufficient colour contrast

• Do not use colour alone to differentiate information

• Use accessible font

Write understandable content 

• Use plain language:
o Explain abbreviations
o Avoid unnecessarily complex language
o Write in active voice

Make accessible links 

• Make links visually distinct and write descriptive link text

Provide text equivalents 

• Include alternative text with images

• Caption videos and transcribe audio

Use accessibility checkers 

• Use the Microsoft Office accessibility checker in Word and PowerPoint

• The Brightspace accessibility checker examines content you create in Brightspace

Langara College. Contact assistivetech@langara.ca.

https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/microsoft-office-accessibility/#docprop
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/structure/
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/accessible-colour/
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/appearance/#font
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/function/#plainlang
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/appearance/#link
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/alternative-text/
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/captioning-and-description/
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/microsoft-office-accessibility/#a11ychecker
https://pressbooks.bccampus.ca/accessibilityhandbook/chapter/accessibility-tips-for-brightspace-courses/#AC
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