Brightspace Manual Accessibility Review Checklist
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Course Number & Name: [Enter Course Title]
Purpose
Automated accessibility checkers typically identify only 40–50% of potential barriers. This checklist helps you identify common accessibility issues that automated tools may miss. By combining automated tools with manual review, you can ensure your course materials are clear, usable, and accessible to all learners.
How to Use this Checklist
· Review one course module or item at a time
· Use this checklist alongside Ally and Brightspace Accessibility Checker
· Revisit content after major updates or revisions
Accessibility Approach:
A strong accessibility strategy combines both automated tools and manual review.
· Automated Testing: Use tools like Ally and Brightspace Checker to quickly identify common accessibility issues.
· Manual Review: Manual checks are performed to identify structural, usability, readability, and interaction issues not detected by automated tools.
Need Video How-Tos? Bookmark the Accessibility Guidelines for Brightspace Content resource to access videos and guidance for resolving common accessibility issues within Brightspace.
Tools to Support Your Review
· Keyboard (for navigation testing)
· Color Contrast Analyzer: WebAIM Color Contrast Checker
· Website Accessibility Checker: WAVE Browser Extension, Axe DevTools Browser Extension
· Screen reader (NVIDA, JAWS, or Voice Over)
Brightspace Checklist
Structure & Navigation
· Consistent Course Structure: Course navigation is intuitive, for example following tentative schedule breakdown
· Consistent Module Structure: Each module follows a predictable layout (e.g., Overview → Content → Assessment)
· Clear Labels: Modules, pages, and files have meaningful, descriptive names
· Descriptive Links: Links clearly describe their destination and make sense out of context (Example. COLTT Digital Accessibility Resources)
· Avoid using Raw URL Addresses such as https://www.utrgv.edu/online/teaching-online/accessibility/index.htm and vague text like "Click Here"
· Headings:
· Headings are used.
· Use built-in heading styles
· Include one Heading 1 per page (for title of page or document)
· Follow a logical hierarchy (H2 → H3 → H4) after
· Ensure headings describe the content that follows
· Lists: Use built-in bullet or numbering tools (avoid manual lists)
· Lists are concise and consistent
· Tables: 
· Used only for data, not layout
· Include header rows
· Avoid merged or split cells
· Avoid blank cells
· Avoid nested tables, keep tables simple.
Readability & Text Design
· Readable Fonts: Sans serif fonts used (examples Verdana, Arial, Lato, or Calibri)
· Text Alignment: Large blocks of text are left-aligned. Centered or fully justified text is avoided.
· Text Emphasis: 
· All caps are avoided for large blocks of text.
· Minimize use of italics.
· Use underlying only for links.
· Font sizes are comfortable enough to read across devices.
· Whitespace: Adequate spacing between paragraphs and headings used to improve readability.
· Consistency: Fonts, colors, and formatting are used consistently throughout.
· Content Chunked: Content is chunked into smaller Sections.
Color & Contrast:
· Color Use: Color is not used as the only method to convey meaning (e.g., “words in red are terms to know”).
· Color Contrast: Text, images, and interface elements have sufficient contrast. Verify using Color Contrast Analyzer.
· Normal text (12 pt) has a minimum contrast ratio of 4.5:1.
· Large text (18 pt, or 14 pt bold) has a minimum contrast ratio of 3:1.
· Non-text elements have a minimum contrast ratio of 3:1.
Images and Multimedia
· Alternative Text: Images include short descriptions that explain the purpose or meaning of the image for users who cannot see it. Alt text should communicate the important information the image provides within the context of the document.
· Decorative Images: Images that are only decorative and do not add instructional or informational value are marked as decorative so screen readers can skip them.
· Complex Images: Charts, graphs, diagrams, and infographics requiring more than a short description include brief alt text for the image along with a more detailed explanation nearby in the surrounding text.
· Images of Text: Avoid using images for important text
· Flashing Content: Avoid flashing or rapidly changing content (no more than 3 flashes per second)
· Video Captions: Provide accurate closed captions
· Audio Descriptions: Include descriptions for key visual information when needed
· Audio Transcripts: Provide transcripts for audio-only content
Quizzes & Interactive Activities
· Clear Instructions: Directions are clear and easy to follow
· Accessible Images: Images include appropriate alt text
· Interactive Tools (H5P/Creator+): 
· Include text instructions
· Ensure all media is captioned
· Accessible Interactions: Avoid drag-and-drop unless an alternative is available
· Extended Time: Allow accommodations for timed assessments when needed
Equations, Formulas & Scientific Notation
· Accessible Equations: Use Brightspace built-in equation editors where possible
· Image-Based Equations: Should use equation editor, but if image is required provide alternative text.
· Formatting: Use proper notation for readability and screen readers
· Complex Content: Include explanatory descriptions when needed
· Consistency: Apply formatting consistently across content
Reflow & Responsiveness (Zoom & Magnification Test)
Text should be able to wrap within the visible viewport when text is magnified or when viewed in a smaller screen, without requiring scrolling in two dimensions.
Test content at 400% zoom:
· No content is cut off
· No horizontal scrolling is required
· No overlapping content occurs
· Interactive elements remain functional
Formatting Origin: Pay extra attention to these items if you have pasted content from MS Word or images with text.


Keyboard Testing
Use the following keys to conduct keyboard testing.
· Tab: Navigate forward through links and form controls. 
· Shift + Tab: Navigate backward through elements. 
· Spacebar: Activate buttons, checks and unchecks a checkbox
· Enter: Activate links and buttons. 
· Arrow Keys: 
· Right/left or Up/Down: Navigates radio buttons
· Up Down: Navigate options in a dropdown
· Escape (Esc): Closes menus or dialogs boxes. 
Confirm:
· All interactive elements are reachable by keyboard and in logical order.
· No action requires a mouse only.
· Focus indicators are visible on all active elements. (Ex. Indicator can appear as an outline around the element)
· Keyboard focus is not trapped; user should be able to move away from an interactive element.
Screen Reader Testing
Confirm:
· Content follows a logical reading order
· Labels and links make sense out of context
· Alternative text accurately describes visuals
Linked Websites or Videos
Confirm:
· External resources are accessible and usable (Begin with Automated Accessibility Browser Checker)
· Ensure proper headings, alt text, and structure
· Ensure keyboard accessibility
· Verify content is usable at different screen sizes
· Ensure videos include captions


Attached Documents
Microsoft Word
Structure & Navigation
· Has clear, descriptive document title.
· Use headings for organization
· Avoid textboxes and floating objects
· Use built-in lists
Images & Multimedia
· Images incorporate appropriate and concise alt text
· Provide descriptions for complex visuals in surrounding text
· Keep images inline 
· Flashing media is avoided
· Videos include accurate closed captions and audio includes transcripts.
Tables
· Use for data only
· Include header rows
· Avoid merged cells
· Header rows set to repeat for tables spanning multiple pages.
Links & Formatting
· Use descriptive links
· Avoid using color alone for meaning
· Ensure adequate contrast
· Set document language
Forms
· Form fields include unique, associated labels. 
· Required fields are clearly identified. 
· Instructions are clearly associated with form fields.
PDFs
· Ensure text is searchable (not scanned images)
· Confirm logical reading order
· Ensure strong color contrast
· Include document title and language
· Ensure file is tagged properly, including headings, lists, forms, images, and tables
· Ensure headings are appropriately sequenced.
· Ensure alt text to images is included and accurate
· Ensure table headers are identified and tagged appropriately
· Ensure bookmarks are included for longer documents
Tip: Whenever possible, edit the original Word or PowerPoint file instead of the PDF.
Third Party Tools
· Verify tools are institutionally approved – through UTRGV technology assessment (Verify using Software Directory)
· Confirm basic accessibility and usability of resources embedded in tool



Resources
Attend our trainings, visit COLTT Faculty Training:
· Panopto to learn how to use Panopto and edit captions
· Brightspace Accessibility Checker and Ally
Video How To’s:
· Visit Accessibility Guidelines for Brightspace Content
Additional Resources
· COLTT Digital Accessibility
· How to Use Brightspace Accessibility Checker
· How to Utilize the Ally Course Report


[image: UTRGV TradeMark - Center for Online Learning & Teaching Technology logo]
image1.png
GV Center for Online Learning
: & Teaching Technology




