
How Simple Can Accessibility Be at Work?

 Consider tools and strategies that already exist in your workplace that provide 
accessibility for all employees

 Identify changes to make quickly that will be effective, inexpensive, and contribute 
to a culture where everyone feels included

 Embrace the role all employees have in creating an accessible workplace

 Highlight ways to create accessible digital and virtual environments

 Identify ways to make meetings and events accessible, both in-person and virtual

Everyone Contributes to Workplace Accessibility

• Educate on why accessibility matters and the importance of inclusion.

• Provide information about common barriers and ways to create access.

• Make accessibility a priority when planning events, designing workspaces, 
and starting new projects.

• Train on how to create accessible documents.



Accessibility Tools & Strategies 

Many work tasks occur in the digital environment, such as participating 
in a virtual meeting or interview, accessing training, and creating and 
sharing documents. Here are some accessibility tools and tips:

• Microsoft’s Accessibility Checker
• Accessibility Fundamentals 

Training
• Color Contrast
• Typefaces and Fonts
• Alt Text for images

• Captions and Transcripts
• Use Plain Language
• Describe Hyperlinks
• Keyboard Navigation
• Research & Procure Accessible 

Technology
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Plain Language Tips

Use language that is clear and concise, well-organized and written for its 
intended audience Some plain language tips include: 

• Organize with headings and lists
• Use pronouns and short 

sentences
• Define technical terms
• Omit unnecessary words

• Use short paragraphs and lists
• Present topics separately 
• Use descriptive headings
• On websites, describe the link 

instead of using “click here” 



How Simple Can Accessibility Be at Work?

Meetings and Events
It is important to prioritize accessibility when planning meetings and events. These 
popular workplace activities occur in-person, virtually, and in hybrid environments. 
Here are examples of best practices to consider:

Before
• Become familiar with the accessibility components of the physical and virtual environment
• Include a reasonable accommodation statement in all communications about the event
• Make sure promotional, registration, and presentation materials are accessible
• Be prepared to provide training and presentation materials in advance
• Build in time for short breaks for events lasting longer than an hour
• Assign responsibility for accessibility and technical needs during the event
• Educate all presenters on best practices for presenting in an accessible way
• For hybrid events, rehearse accessibility components to ensure they are effective in both 

environments, such as live captioning

During
• State your name before you speak and each time you resume after a break
• Establish multiple ways to ask questions, such as raising a hand, calling out, or nodding
• Keep common paths in the physical environment free of obstacles
• Face the audience when speaking
• Be positioned in areas with adequate lighting, not in front of windows with natural light
• Use a microphone
• Speak at a normal rate
• Address on the points on presentation slides
• Speak directly to the person, not the interpreter
• Position accessibility services such as live captioning and sign language interpreters in 

adequate view for attendees using these services

After
• Ensure post event communications and materials are accessible
• Correct transcripts and captions you plan to share
• Make sure evaluations provided after an event ask for feedback about accessibility



Resources

OOD Resources
Accessible Communications in the Workplace

Disability Education Resources

Accessibility Alphabet

Microsoft
Accessibility Fundamentals

Create closed captions for a video

Creating accessible content with Microsoft 365

Everything you need to know to write effective alt 
text

Rules for the Accessibility Checker

Minnesota IT Services
Accessible Word Document Training

Meetings

The Office of Accessibility

PEAT
Checklist for an Accessible Virtual Meeting & 
Presentation

Staff Training Resources

Welcome to Buy IT!

WebAIM
Contrast Checker

Keyboard Compatibility

Typefaces and Fonts

Other Resources
ADA. Accessible Meetings, Events & Conferences 
Guide

EARN. Planning an Accessible Meeting or Event

Disability:IN. Accessible Technology Procurement 
Toolkit

JAN. Accessible Virtual Meeting Platform Resources

National Archives. Top 10 Principles for Plain 
Language

PlainLanguage.gov. Checklist for Plain Language

PlainLanguage.gov. Checklist for Plain Language on 
the Web

The Viscardi Center. Best Ways to Make Virtual 
Meetings Accessible

For more information, contact 
Julie Wood, OTR/L, ADAC

Worksite Accessibility Specialist 
614-205-5898 – Julie.Wood@ood.ohio.gov

The information included is for educational purposes, is not an exhaustive list, and is not intended as legal advice. 
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https://ood.ohio.gov/information-for-employers/employer-resources/accessible-communications-in-the-workplace
https://ood.ohio.gov/information-for-employers/employer-resources/no-cost-disability-etiquette-and-awareness-training
https://ood.ohio.gov/information-for-employers/Accessibility-Alphabet
https://docs.microsoft.com/en-us/learn/paths/accessibility-fundamentals/
https://support.microsoft.com/en-us/office/create-closed-captions-for-a-video-b1cfb30f-5b00-4435-beeb-2a25e115024b
https://learn.microsoft.com/en-us/training/modules/accessible-content-m365/
https://support.microsoft.com/en-us/office/everything-you-need-to-know-to-write-effective-alt-text-df98f884-ca3d-456c-807b-1a1fa82f5dc2
https://support.microsoft.com/en-us/office/everything-you-need-to-know-to-write-effective-alt-text-df98f884-ca3d-456c-807b-1a1fa82f5dc2
https://mn.gov/mnit/about-mnit/accessibility/training/
https://mn.gov/mnit/about-mnit/accessibility/meetings.jsp
https://mn.gov/mnit/about-mnit/accessibility/
https://www.peatworks.org/checklist-for-an-accessible-virtual-meeting-presentation/
https://www.peatworks.org/checklist-for-an-accessible-virtual-meeting-presentation/
https://www.peatworks.org/digital-accessibility-toolkits/staff-training-resources/
https://www.peatworks.org/digital-accessibility-toolkits/buy-it/
https://webaim.org/resources/contrastchecker/
https://www.w3.org/WAI/perspective-videos/keyboard/
https://webaim.org/techniques/fonts/
https://www.adainfo.org/hospitality/accessible-meetings-events-conferences-guide/#tab14
https://www.adainfo.org/hospitality/accessible-meetings-events-conferences-guide/#tab14
https://askearn.org/publication/planning-an-accessible-meeting-or-event-checklist
https://disabilityin.org/procurementtoolkit/
https://disabilityin.org/procurementtoolkit/
https://askjan.org/solutions/Accessible-Virtual-Meeting-Platform-Resources.cfm
https://www.archives.gov/open/plain-writing/10-principles.html
https://www.archives.gov/open/plain-writing/10-principles.html
https://www.plainlanguage.gov/resources/checklists/checklist/
https://www.plainlanguage.gov/resources/checklists/web-checklist/
https://www.plainlanguage.gov/resources/checklists/web-checklist/
https://www.viscardicenter.org/best-ways-to-make-virtual-meetings-accessible/
https://www.viscardicenter.org/best-ways-to-make-virtual-meetings-accessible/
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