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Course Accessibility Checklist 

LEAD Tip Sheet
 

All digital content and online course materials must be designed in a way to ensure equal and 

independent access for all users. In April 2024, the Department of Justice updated Title II of the 

Americans with Disabilities Act (ADA) with specific regulations for web and mobile accessibility. This 

checklist is designed to help you ensure your online content meets these requirements. 

Digital Accessibility Guidelines 

❑ Text is easily distinguishable. Use simple, clean fonts with enough weight to ensure contrast. 

Ensure adequate line, paragraph, letter, and word spacing. Don't rely on stylizations like italics, 

underlining, or ALL CAPS as the sole way to convey meaning. Whenever possible, use actual true 

text rather than images of text. 

❑ High-contrast colors are used appropriately. Make sure text has enough contrast against its 

background, and don't rely on color alone to convey meaning (like red for errors or green for 

correct). Use WebAIM’s Color Contrast Checker to verify adequate color contrast, and always 

pair color with another indicator such as a label, icon, or pattern. 

❑ Lists are formatted properly. Use the built-in list controls rather than manually typing numbers 

or dashes. 

❑ Tables are simple and well-structured. Only use tables for actual data — never for layout. 

Designate header rows and columns, avoid merging or splitting cells, and don't nest tables. 

❑ Alternative text has been added to images. Every meaningful image needs alt text describing its 

content. Keep it concise, start with the most important information, and don't begin with 

"image of" — the screen reader already announces that. Mark decorative images as decorative. 

For complex visuals like charts, provide a short alt text label and include a long description 

elsewhere. Learn more by using the Poet Image Description Training Tool. 

❑ All media resources are accessible. All videos need accurate closed captions and audio 

descriptions. Audio-only content needs a transcript. If possible, describe verbally any on-screen 

actions or visuals, so the descriptions are included in the audio and therefore in the captions and 

transcript. Learn more about UM’s captioning services from the UM Solutions Center. 

❑ Course content is organized, consistent and easy to navigate. Use the same structure for each 

topic or module, present activities in the order they appear in your syllabus, and break up 

content with headings so it's easy to scan and navigate. 

❑ Descriptive headings with appropriate heading structure are used. Use built-in heading styles 

(H1, H2, H3, etc.) in sequential order — don't skip levels. Make headings descriptive so someone 

scanning them gets a clear picture of each section's content.  

❑ Hyperlinks are meaningful and describe where the user will be taken. Write clear and 

meaningful hyperlink text that indicates the destination or purpose of the link. Never use "Click 

Here," "Here," or long URLs. 
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❑ Software and digital tools have been tested to ensure they meet accessibility standards. All 

software, hardware, digital textbooks, and course materials, whether free, previously installed, 

or integrated into Canvas, must be accessible. Request review and testing by UM's Accessible 

Technology Services (ATS) before requiring your students to use. 

❑ All documents are accessible. All documents you share — Word, PDF, PowerPoint, Excel — 

should follow these same guidelines for headings, alt text, links, lists, tables, color, etc. 

Things to Remember 

• Digital Accessibility is about eliminating access barriers for all students. The same design criteria 

that make content accessible to a student with a disability ultimately improves the course for 

everyone. 

• The Web Content Accessibility Guidelines (WCAG) Version 2.1, Level AA is the technical standard 

for state and local governments’ digital content. 

• Built-in accessibility checkers in Microsoft Office apps (e.g. Word, PowerPoint, Excel, Outlook) 

can help create accessible documents from the start. The Panorama Digital Accessibility 

Platform will also catch common accessibility issues in your Canvas course content and walk you 

through how to fix them; learn how to use Panorama by enrolling in the Paws for Accessibility 

Challenge. These accessibility checkers aren't perfect, but they’re a great first step! 

Learn More 

• Additional information about accessibility in Canvas can be found in the UM Canvas Essentials 

Course or in the Canvas Basics Guide Canvas accessibility standards. 

• To ensure your shared Canvas content meets digital accessibility requirements, review the self-

enrollable Digital Accessibility Hub.  

• Check out UM’s digital accessibility guidelines for creating accessible documents, web content, 

and media and for ensuring all software and learning tools meet accessibility standards. 

• Register for live LEAD faculty trainings on Griz Hub for focused training on teaching with and 

using Canvas. 
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