Accessibility Checklist for documents published on an ICB website including intranet
If your Word, PowerPoint or Excel document is to be published on an ICB website it needs to meet a minimum standard in relation to accessibility. Please complete the form below to confirm that this is the case before publishing your document.
For Word / PDF documents:

☐	The document has been checked for accessibility using Word’s built-in Check Accessibility function and where possible all amendments have been made 
☐	The Microsoft Word Headings Structure has been used within the document including Title.
☐	A table of contents has been created using the Table of Contents command in Word, not by manually typing it
☐	The document has been written in short, simple sentences in plain language. Jargon and abbreviations have been removed or explained
☐	Text is left aligned not justified
☐	No italics have been used and underlining only on web links. Bold has been used to emphasise text if appropriate.
☐	Header, footers and footnotes are used as per guidance
☐	Proper list formatting for numbered or bullet lists has been used
☐	Alternative text has been used with meaningful description of important images, including logos.
☐	Page numbers have been used and formatted as per guidance
☐	Text has not been fitted around images. Images have been placed at the end of paragraphs where possible and sufficient space allowed between the text and the image. Text has not been placed over any background image.
☐	Hyperlinks are accessible – they describe what the link is about 
☐	Tables are only used for data and do not contain split or merged cells, completely blank rows or columns, or nested tables. Alternative text has been used to describe content meaningfully if this is the case. Header row is formatted.
☐	The document does not contain scanned or photocopied material. Plain text version of information included.
☐	Flow charts have been saved as whole images, alt text included and text above or below flow chart detailing the steps in the image unless already explained in the document.
For PowerPoint slides
☐	The presentation has been checked for accessibility using the built-in Check Accessibility function and where possible all amendments made
☐	The presentation has been created using the Guidance on Producing Accessible Documents 

For Excel/PDF documents
☐	The Table or spreadsheet has been checked for accessibility the built-in Check Accessibility Function and where possible all amendments made as per guidance
☐	Tables are only used for data and do not contain split or merged cells, completely blank rows or columns, or nested tables
☐ 	The table or spreadsheet has been created using the Guidance on Producing Accessible Documents
For surveys
☐	The survey content has been created and checked for accessibility as per the Guidance on Producing Accessible Documents 
☐	An accessibility statement has been included with the survey which identifies issues and provides an accessible method for respondents to contact the CCG to access a survey that meets their needs
CONFIRMATION THAT THE DOCUMENT MEETS THE MINIMUM STANDARD
☐	I confirm that this document has been checked and complies with the accessibility minimum standards requirements

If the document does not comply or elements of the document do not comply with the above requirement please log issues here:




Name:
Date:
