Accessible Documents – January 2026
Hosted by Iain Newcombe – RNIB
The Equality Act is a big one here, and often overlooked, so if you need to push this one through, use this in your arsenal: Understanding accessibility requirements for public sector bodies - GOV.UK 
  
Recap:
 
a. get the accessibility ribbon, saves searching through Word to find all those functions
b. use Headers instead of increasing the font size and making it bold
c. check the colour contrast
d. ensure you add Alt Text for pictures, charts
e. don’t split tables – JAWs and Screen Reader cannot navigate them
f. left align the text to ensure pictures, etc are in the paragraph and no wrap around text or text infront.
g. check the Meta Data (File, Info and then enter details under Properties) – this helps when searching for documents.
 
Useful info:
a. Texas Government website for Accessibility – lots of tutorials for the various MicroSoft applications, I would recommend going to the 2013/16 versions, so you understand what it is all about.
b.  MicroSoft for help such as Alt Text on pictures, diagrams, charts
c.  RNIB’s colour contrast info
 See also 
Have also attached the Accessibility Tab (zipped and unzipped – same file.).
