Accessibility Plan Template
This document uses fields created in the Word Developer tab. To fill out the form, click a gray box and start typing.  
Whose Plan Is This?
[bookmark: Text1]Name:      
[bookmark: Text2]Title:      
[bookmark: Text3]Department:      
[bookmark: Text5]Date:      
Goal
It is essential for KSU that all the University’s web content meets basic accessibility standards to better serve all our constituents and be compliant with accessibility regulations and USG policy. To that end, DLI recommends reviewing/auditing all your department’s current pages, identifying any pages or content that fails to meet these standards, and remediating these accessibility gaps. Additionally, it is imperative to develop a process for ensuring the ongoing accessibility of any new content moving forward.
Initial Concerns
Based on what you’ve learned in the Accessible Web Essentials (AWE) workshop, what are the accessibility gaps or issues you expect to find in your department’s web content?  
[bookmark: Text4]     
Types of Content
Your department may host many different types of content. Use the check boxes below to indicate which types of content are on your department’s web pages. Next to each content type listed, you will find additional information on what to look out for on each type.
	Checkbox
	Type of Content
	Pay Close Attention To…

	[bookmark: Check2]|_|
	Stylized HTML content
	…heading structure, especially if you use widgets such as accordions, tables, etc.  These are keyboard accessible, but you do need to ensure that the heading structure in that content maintains the page’s logical structure.  Don’t forget to write proper alt text for images as well!

	[bookmark: Check3]|_|
	Downloadable documents, especially PDFs
	…all basic four options.  When you’re reviewing your pages, make sure to download the docs and run an accessibility check.  Look for PDFs especially.  For help with PDF accessibility, check DLI’s Creating Accessible Content page.

	[bookmark: Check4]|_|
	Media
	…accurate captioning.  Don’t assume that auto-captioning is sufficient.  Review the captions to make sure there are no errors—and edit the ones you do find.  We recommend hosting all videos on MediaSpace for ease in creating and editing captions.  We also have an option for easily adding audio descriptions if necessary.

	[bookmark: Check5]|_|
	Complex images, charts, or stylized infographics
	…sufficient text alternatives.  Because the web is such a visual medium, it’s tempting to focus on asthetics to create engaging and attractive content.  But don’t forget to include text alternatives for those who will access that content with assistive technology.

	[bookmark: Check7]|_|
	Other
	…unknown accessibility issues.  For help reviewing content that you’re unsure about, contact DLI through the DLI Service Portal.


Audit Process for Current Pages
[bookmark: _Int_34lDCBa1]DLI recommends reviewing all of your department’s pages for accessibility. Depending on the size of your department and its footprint on the KSU website, this can be a big task!  Write a plan for how you will review your pages for accessibility. Consider how many sections your web pages are broken into and the types of content, what sections you will prioritize, etc.
[bookmark: Text6]     
Set a goal for when you will have completed the review and remediation of your department’s current content.
[bookmark: Text7]     
New Content Process Moving Forward
If your department is like most, you likely find yourself changing content or adding new content frequently. In the next field, indicate the process you plan to follow to ensure new content meets accessibility standards. Consider how many of the people in your department create documents or write content that end up on your pages. Should they receive training? Or, will you try to remediate all content yourself prior to sharing on the web? Is there someone involved in creating media, infographics, or other content? If you would like to request accessibility training or resources for your department, contact DLI through the DLI Service Portal.
[bookmark: Text8]     
Third Party Sources
Lastly, does your department rely on third party resources or applications?  If so, you’ll want to review those for accessibility as well. List those that you are concerned about below. You can review DLI’s resources on third party applications or contact DLI for help reviewing these sources.
[bookmark: Text9]     


