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Under the updated Access to Information Act, government institutions need to proactively publish key information online, including briefing packages prepared for new Ministers and Deputy Ministers. This information must be compliant with the Official Languages Act and the Standard on Web Accessibility. 
Preparing creative and dynamic briefing materials that can be accessed by all Canadians, no matter their ability, requires planning and bringing together the right people (e.g., communications advisors, web team, content developers, etc.) at the right times throughout the design process. 
Please note that the tips below provide basic guidance for improving the accessibility of common formats used in briefing binders, and do not offer a comprehensive approach for meeting the requirements of the Standard on Web Accessibility. For detailed guidance on making your documents web accessible, please consult your institution’s web communications team. 
So you want to… make a video?
	[image: ]
	Then:
· Use captions and transcripts 
· Provide a play/pause button
· Avoid flashing or strobing content


So you want to...make an infographic
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35722509/3037_08_19-Imagery-for-Accessibility-Infographic-Infographie2.png?func=doc.Fetch&nodeid=35722509&viewType=1]
	Then:
· Provide a visible text alternative that includes all meaningful information
· Instead of exporting a single image, create a mobile-friendly, accessible infographic with HTML/CSS
· Design using proper colour contrast and use of colour
· Keep graphics simple to make their description and comprehension easier


So you want to…make a diagram (Visio)
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35743998/3037_08_19-Imagery-for-Accessibility-Infographic-Diagramme_3.png?func=doc.Fetch&nodeid=35743998&viewType=1]
	Then:
· Verify contrast of both text and graphical elements
· Don’t rely on colour alone to communicate information
· Don’t embed text inside images
· Pay attention to the order of objects and the connections between them 
· Create alternative text for images and shapes


So you want to…use images
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35732146/3037_08_19-Imagery-for-Accessibility-Infographic_image_4.png?func=doc.Fetch&nodeid=35732146&viewType=1]
	Then:
· Provide a text description (alt text)


So you want to…make a table
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35722611/3037_08_19-Imagery-for-Accessibility-Infographic-Tableau_5.png?func=doc.Fetch&nodeid=35722611&viewType=1]
	Then:
· Keep table structure simple and avoid using nested tables, merged cells, splits cells, and/or blank rows and columns
· Assign meaningful names to headers and rows to facilitate user navigation 


So you want to…make a deck (PowerPoint)
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35726461/3037_08_19-Imagery-for-Accessibility-Infographic-PresentationPP_6.png?func=doc.Fetch&nodeid=35726461&viewType=1]
	Then:
· Use built-in slide designs, which include unique slide titles
· Make sure slide contents are in the correct order when using the “Tab” key to navigate
· Include alt text for all non-text content
· Use plain language and explain acronyms


So you want to…make an audio recording
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35745091/3037_08_19-Imagery-for-Accessibility-Infographic-Tableau_Enregistrement-audio_7.png?func=doc.Fetch&nodeid=35745091&viewType=1]
	Then:
· Provide text version


So you want to…create a Word document
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35722721/3037_08_19-Imagery-for-Accessibility-Infographic_Word_8.png?func=doc.Fetch&nodeid=35722721&viewType=1]
	Then:
· Use high contrast colours for text and background
· Keep text large (between 12-18 points)
· Use sans-serif fonts like Arial and Century Gothic 
· Use plain language 
· Use link text that describes the destination 
· Use built-in headings and styles 
· Use simple table structure and specify column header information


So you want to…make a spreadsheet (Excel)
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35722063/3037_08_19-Imagery-for-Accessibility-Infographic_Excel_9.png?func=doc.Fetch&nodeid=35722063&viewType=1]
	Then:
· Give all sheet tabs a unique and meaningful name
· Use sans-serif fonts like Arial and Century Gothic 
· Do not rely on colour alone to convey meaning or emphasis
· Provide alternative text and descriptions for all images and charts 


So you want to…create a PDF
	[image: https://gcdocsp.tbssct.local/gcdocs/llisapi.dll/35743458/3037_08_19-Imagery-for-Accessibility-Infographic-PDF_10.png?func=doc.Fetch&nodeid=35743458&viewType=1]
	Then:
· If PDF is created from scanning a paper document, use Optical Character Recognition so the text can be selected and copied
· Use tags to describe the structural meaning of an element within the document 
· The easiest way to create an accessible PDF is to begin with an accessible Word document and then export (not print) to PDF
· Use a PDF accessibility checker to validate and remediate PDF accessibility


Link to AAACT Accessible Document Guides: https://gcconnex.gc.ca/file/owner/Sean.Lavallee#51273235  
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