Checklist for accessible slides

Text
Use a large font size, 22- 26pt with a larger size for the slide heading.
[bookmark: _GoBack]Use a sans-serif font, for example Arial, Tahoma, or Verdana.
Use dark text on a pale background, for example pale cream or pastel colours.  
Keep text left-aligned.
To emphasise a word, use bold, rather than underlining or italicising it.

Images and videos
Make sure images are clear, high quality and relevant to the point you are making. 
When using pictures, photos or diagrams, use alternative text (alt text) to describe the image for people with low vision.
Avoid patterned backgrounds behind text as it can be distracting and unclear.
Position smaller images alongside text rather than behind it. When using a large image as the background, use a textbox to position text clearly.
Use subtitles or transcripts when playing videos 

Language and layout
Use plain English and avoid ambiguous language.
Keep slides clear, simple and uncrowded.
Explain processes with step-by-step diagrams or numbered bullet points.

How to add alt text to a slide or document
1: Right click on the image
2: Select ‘Format Picture’
3: Select ‘Alt Text’
4: Add your title and brief clear description of the image
