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Importance of Accessibility *'(*

= |t's the right thing to do SECT|0N
= Part of FEMA’'s mission 508

" [t's the law

e
-
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Presenter Notes
Presentation Notes
As emergency managers and decent human beings, we want to make sure our messages, briefings, or presentations get to the widest number of people as possible. 
It’s also part of FEMA’s mission to help people – ALL people – before, during and after disasters. As well as upholding our core values of fairness, compassion, integrity, and respect
(Personal anecdote – Lizzie Sorkin, National Association of the Deaf, Director of Engagement)
It’s the law – Section 508 of the Rehabilitation Act of 1973 requires federal agencies to makes all electronic and information technology accessible to people with disabilities. 
Under Section 508, agencies must give disabled employees and members of the public access to information comparable to the access available to others.
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Basic Elements

= FEMA Templates

= Creative Services & Branding -

Home (sharepoint.com)

= Presentation Review

= PDF Conversions

Helping people before, during and after disasters FEMA.GOV


Presenter Notes
Presentation Notes
It may seem like the FEMA templates are boring and plain, but there are reasons for that. 
Using the approved FEMA templates are designed with accessibility in mind. 
The clean elements and colors help translate what’s on the slide to assistive technologies

https://usfema.sharepoint.com/sites/EA/OEA/Creative
https://usfema.sharepoint.com/sites/EA/OEA/Creative

Federal Emergency Management Agency 4

I Terms You Should Know
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Alt-Text

Reading Order

Color Contrast

Closed Captions

Helping people before, during and after disasters FEMA.GOV


Presenter Notes
Presentation Notes
As we go through the rest of the presentation, you’ll be hearing some terms quite a bit. 
To help level set the rest of the presentation, I want to go over some of them here. 
Alt-Text – is a text description of an image in your presentation which allows a screen reader to describe the image. 
Reading order – making sure the elements in your document or powerpoint read in a logical manner. 
Color contrast – how distinct is your font from your background
Closed captions – the text version of any video that allows the sound to be translated to words


Flood maps
are changing.

GET FLOOD INSURANCE

Proof
Points

The Hermit's Peak/Calf Canyon fire was devastating to many. FEMA is actively working to improve community outreach
and deliver the recovery compensation you are owed. Please submit a claim today.

FEMA has already
delivered more than a half-
billion dollars on thousands
of approved claims.

Nearly $4 billion has been
set aside 1o directly
compensate people for
injury and loss of property
from the fire.

There is more than enough
money set aside by
Congress to compensate
every person, family, tribal
entity, business,
organization, and local
government impacted by
the fire.

Helping people before, during and after disasters

| FEMA is making the

claims process as simple
as possible and ensure
people receive the
compensation they are
owed.

Streamlined checklists for
documentation
requirements.

Hired and trained more
than 100 navigators.

FEMA has three public
claims offices open in
Las Vegas, Mora

and Santa Fe providing
one-on-one help for
anyone who needs it.

Support is also available
through one-on-one in-

| homa visils.

You may be eligible for
compensation and not even
know it. Contact the
Hermit's Peak/Calf Canyon
Claims Office today.

FEMA is getting the word

out locally, regionally and
nationally — if you were
impacted, you deserve
compensation.

If you've already filed a
claim, it can be reopened
1o address new losses
from the same event.

FEMA is soliciting,
processing, and
adjudicating claims faster
every day.

FEMA is listening and
learning from impacted
community members.

Hosting regular in-person
and virual public meetings
with more time for
community feedback.

Delivering compensation
for prolonged recovery
coslts to preserve the
unique values of northermn
New Mexico.

Ensuring compensation for
counseling and mental
health treatment for
impacted people.
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Images and Alt-Text

= All information in an image must be
conveyed in another manner

= Photos, graphics, etc. need alt-text
descriptions

= Infographics, charts, tables need to
have all information provided.

= The busier the graphic the more
difficult it will be

FEMA.GOV


Presenter Notes
Presentation Notes
Images make slides more interesting and can help make complicated information easier to communicate. 
However… you have to make sure that you provide that information in something OTHER than an image. 
Everything needs to be relayed into text if it’s in an image. 
So, if you’re doing a complex or a densely packed image, you’ll have a more difficult time making the image accessible.
The bottom image is one such that it would be difficult to alt-text. If that information is not being mentioned in the spoken parts or in bullets, you will have to find a way to convey it so a screen reader can capture it. 
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Alt-Text Tate

How would you describe this object and its
context to someone who is blind or low

vision?
- The subject(s) in detail N X
- The setting Alt TeXt
. . . i - The actions or interactions : : : -
n What IS in the Image’? L _ Other relevant information Hov: wtotuld you desane thlptgectland its
(1-2 detailed sentences recommended) :'Ic:oii O SOMEONE WO IS BIiNG or fow
= What information needs to e il
- The actions or interactions
be CO nveyed? - Other relevant information

(1-2 detailed sentences recommended)

= Avoid “generate alt-text for

_ ALT TEXT FOR IMAGES
me” option

A screenshot of the alt text box in
PowerPoint accessibility checker

" |s the image decorative?

<alt="black midi floral skirt">

Q Generate alt text for me
("] Mark as decorative &

<alt="black skirt outfit">
Helping people before, during and after disasters —_— FEMA.GOV



Presenter Notes
Presentation Notes
Images make slides more interesting and can help make complicated information easier to communicate. 
However… you have to make sure that you provide that information in something OTHER than an image. 
Everything that is in the image that has purpose to your presentation has to be in the alt-text.
Please do not use the “Generate the Alt-Text for me” feature, it rarely creates a quality description and may seem accessible when it’s not. 
If your image is simply “decorative”, it doesn’t have any text, any other purpose than to be something that breaks up the text but isn’t important, it can be marked as decorative and screen readers will skip it. 
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Reading Order :

8 Reading Order ~ X [&

[ ]

El

1 Title 1: Reading Order S n
2 Picture 4: Dark blue rectangle ...

3 TextBox 6: In the western world...

4 Picture 3: Four blue boxes. The ...

5 Slide Number Placeholder 2: 7

(<< Q<

And you might read this at the end

You will read

this first

And then you will read this
Then this one

Helping people before, during and after disasters

In the western world, reading order is top
to bottom, left to right

Headers and style elements emphasize
iImportant points

The order is how a screen reader will read
your slide or document

FEMA.GOV
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Reading Order - Manual Checks

= Software can recognize reading order
to some degree, but it’'s important to
do a manual check even if the program
says everything is fine.

= |n this example - the boxes are out of
T order but Accessibility Checker doesn’t

Reading O]'der ﬁ,Accessibility: Good to go

know it.

Title 1: Reading Order Issue De...
2 Box1:1
3 Box3:3
4 Box 2:2

Box 4: 4
6 TextBox 6: Software can recog...
7 Slide Number Placeholder 2: 9

INEEEEE

Helping people before, during and after disasters -_— s o- FEMA.GOV


Presenter Notes
Presentation Notes
Here is a demonstration of why it’s important to manually check accessibility. The boxes on the left are out of order, and a screen reader will read them as “1, 3, 2, 4”. But this is only noticeable if you check the reading order yourself. In this case, the PowerPoint accessibility checker doesn’t recognize anything is wrong.

Another note is that PowerPoint’s accessibility checker will not see any issues with the blue boxes not having “Alt Text”, because it’s reading the text in the box. However if you export this presentation to a PDF, those elements will be flagged. So, in this presentation I’ve also added Alt Text to the boxes.
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Animations/Special Effects

| in another

15
formation

| be

= Avoid if at all possible

* Flashing lights and moving
elements be unclear or hard to 7
. . . 8|_] Animations/Special Effects

process with assistive technology

= I3 UIT nnaye ucLuiauve:

Reading Order

9 Videos

= Avoid autoplay. Manually play the video to avoid confusion

. = Make sure closed captions or subtitles are turned on and
= Special effects elements may o atlelly 1k i the Vidl D
Impact certain conditions 10 Accessibility Checker

= Microsoft applications have this automatically
» Check bottom ribbon of your application

= |f you need to/can — have your presentation checked by EA or
FEMA 508 compliance

Helping people before, during and after disasters

11 Tables and Columns
= Use tables and columns sparingly
= Use the table and column designs built into PPT or Word


Presenter Notes
Presentation Notes
It may be more fun to have images or text flying into the slide or blinking or flashing, but try not to do that. 
Flashing effects and moving images are not only almost never accessible, but they can be detrimental to your audience. 
Assistive technology may not be able to interpret the animations
Flashing elements can trigger certain medical and neurological conditions. 
If you MUST have something with animation or movement, provide your audience with the outline view of your powerpoint. This is found under the View tab and clicking outline view


Building Accessibility into Presentations Federal Emergency Management Agency

Videos

= Avoid autoplay on videos

= Manually play the video to avoid
confusion

= Make sure closed captions or

BN WINDS HAVE PICKED UP AS THE FIRST

subtitles are turned on and MAJOR STORM OF THE SEASON ARRIVES

automatically run with the video

Helping people before, during and after disasters FEMA.GOV


Presenter Notes
Presentation Notes
All videos need to have closed captions. Most FEMA videos are uploaded with the captions automatically put in during the upload process. 
If you’re embedding a video from some other source, check to see if there are closed captions by clicking on the CC button at the bottom of the player. 
If the closed captions are not part of the file, you will not be able to generate them, and we suggest you find a video that has captions included.  
It is possible to add captioning to a video after the fact; however it isn't a quick process (unless the video has no spoken dialogue and is just music or ambiance). 
There are people in Region 6 who can help with this if needed but will need adequate lead time.
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Spending based on types of payment, 2019

Column 1 Column 2 Column 3 Column 4
Insert text here
Insert text here
Insert text here
Insert text here
Insert text here
‘@ FEMA Federal Emergency Management Agency

Tables and Columns

17

Use tables and columns sparingly

Use the table and column designs
built into PPT or Word

Manually designed tables or columns
could have challenges with reading
order for screen readers

FEMA.GOV
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Presenter Notes
Presentation Notes
Tables and columns and charts can be awkward with reading order. 
If you use the templates in Word or PPT to make your tables, you’ll probably be fine.
Make sure there’s a header row or column
Check your reading order to ensure that your information is going in the correct order. 
Most common is either left/right then top/bottom, but it may also be top/bottom then left/right
This wouldn't be a deal breaker, but when a screen reader comes across an empty cell in a table, the user just hears nothing. 
This can be a confusing experience, and so it's recommended to always have something - such as "N/A" in a cell. 
Even having notations, like "*" which refer to footnote can be confusing - it's always best to have the cell explain all that is needed. This could look very repetitive, but it's actually a considerate approach.
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Accessibility Checker « Microsoft applications have this
o automatically

Protect Presentation

» Control what types of changes people can maketotl

=N = Check bottom ribbon of your application

Document properties and author's name

= = Click on the Review Tab on the top ribbon
sy and select “Check Accessibility”

PowerPoint.
AutoSave (@ off) S-DRNMNNAY-DO - Document] - Word

File

Home Insert Design Layout References Mailings Review NEW Developer Help Acrobat

= Or go to File, INFO, and “Check for
L 2L Be 2 Issues”

& * [EE = | Ay

Editor Spelling and Thesaurus Word Reag

Grammar ~ Count Alo Accessibility ~ Comment |Comments ~| | Changes ~ E
Proofing Spefjch | [\a Ch“ka“e“ib“iq’, | (pmments | N
b BICRO (RE _ SRR RO SRR RO SO

P2l Alt Text

“  Navigation Pane

Helping people before, during and after disasters -_— s o- FEMA.GOV


Presenter Notes
Presentation Notes
There are multiple ways to quickly check your document or PPTs accessibility in Microsoft. 
You can look at the bottom of the screen and see if you need to check accessibility in the bottom taskbar
You can click on the review tab and select “Check Accessibility”
Or you can go to File, Info, and Check for Issues
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Accessmlllty Checker (2)

= “ e erennen oo w0 THE ACCESSIDIlIty Checker will show

iy you what issues your document or

Errors.

o— | ok presentation has
g iimck aachoy Ouct) Inspection Results E
:-‘“D\lp&alr Shide Title (1) Errors

~  Missing Object Description

et =  Prompts for alt-text/object description

Recommended Actions

Wa F]:q Add a description

- - e = Reading order needs

while | work Other Suggestions

Additional Information

£ Suggest a description for me

| = And other tips or issues

~  Duplicate Slide Title
Accessibility Checker (Slide 12)

Eead more about making docyments
asceszible

Tips

Keep accessibility checker running
while | work
Additional Information
Why Fix?
Alternative text for images and other
objects is very important for people who

can't see the screen. Screen readers read
alternative text aloud, so it's the only

Helping people before, during and after disasters

FEMA.GOV



Presenter Notes
Presentation Notes
The Accessibility Checker will show you the issues it finds
Where those issues are – slide number
And sometimes will add additional information on why it needs fixing.
The most common issues are Missing Object Description (which is alt-text)
Check reading order
Check color contrast – if possible, make those changes
And Duplicate Slide Title or Missing Slide Titles
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E O a0
a H O

Close

PDFs

I:% Autotag Document

il 2 &9

= |If you are sharing your presentation via
PDF conversion can be complicated © Accssibity Chec

Reading Options

D

® Accessibility Report

fdj

= Run accessibility checker in Acrobat
separately - some elements do not ~ ~- o e -

g "8, Setup Assistant

transfer - | B Resting Orcr

Sf‘ Identify Form Fields

B Set Alternate Text

= Ask for a review of your PDF ] ot . .

= The best course is to make the file as
compliant as possible from the start

Helping people before, during and after disasters



Presenter Notes
Presentation Notes
When you’re converting a Word or PPT to PDF, the best way to check Word or PPT to see if you have the Acrobat plug in 
Converting to PDF can be tricky. In Word, you  might want to use the Adobe plug in shown here, but for PPT and even for Word, you can do “save as” a PDF to keep MOST of the accessibility elements intact
We recommend that you DON’T do “print as PDF” unless you absolutely have to.
You will want to run the accessibility checker in Acrobat also just to double check that your formatting transferred. It doesn’t always.
If you don’t see the accessibility icon in your tool bar, you can add it by clicking the wrench plus sign. It’s at the bottom of the tools page.
Remediation is best done starting with your source file. 
Please ask for help – and if possible, when asking for help, provide your source document. 
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PDF Requirements

= When you create a PDF, it’s important to have a Title

= |[n Office Software, add the title by going to:
File\Info; and then edit the Title in the Properties
panel

= |[n some Office Software, when you export to PDF,
the Title potentially won’t be included. This can be
fixed using Acrobat’s Accessibility Checker

Properties ~
Size

Slides

Hidden slides
Title

Tags

Categories

Related Dates
Last Maodified
Created

Last Printed

Related People
Author

Region & External Affairs Ac...
Add a tag

Add a category

Today, 12:30 PM
11/19/2012 241 PM
3/ 2/2020 10:45 AM

FUS FEMA User
A 5

Add an author

FEMA.GOV
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Presenter Notes
Presentation Notes
Even though the Microsoft accessibility checker will show “good to go”, when you convert to PDF there are additional things to keep in mind.
Here is an explanation of how to add a title to the PDF document when it’s generated from your Microsoft software.


Helping people before, during and after disasters
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I Presenting in Person

Consider sharing your slide deck to
participants ahead of time so those
who need to can familiarize
themselves

Describe the information on the
slide, especially if there is an
Important element that is only
visual

FEMA.GOV


Presenter Notes
Presentation Notes
If you’re presenting in person or virtually and you don’t know the audience., consider sharing your slides ahead of time
This lets anyone in your audience who might need the screen reader to familiarize themselves with your topic the chance to do so.
If you have a complex or graphic only slide, take the time to describe that graph, table, image as part of sharing the notes in case there are folks in the audience that can’t see it.
Reminder, don’t ONLY provide information in color! Make sure there are words that go with those colors to help those who might not be able to differentiate shades can also access your information


Resources

External Affairs Division (sharepoint.com) — Region 6
External Affairs team

Accessibility (sharepoint.com) - FEMA’s 508
Accessibility Resource Center

Home | Section508.gov - GSA’'s website with
information and training

Demo Timel

17


Presenter Notes
Presentation Notes
There are lots of resources for learning about 508. 
Those of us in External Affairs are happy to answer questions you may have.
FEMA’s 508 group has training and is available to help with compliance issues. Their training calendar is on the main FEMA Connect page.
GSA has a lot of resources for individual learning through videos, etc. They have an entire website dedicated to this issue. 
Don’t be afraid to dig in and find other training
But before we get there, let’s do a quick demo. I’m going to switch to a different version of this PPT that still has some work to be done on it, and we’ll go over it together.

https://usfema.sharepoint.com/teams/r6ea
https://usfema.sharepoint.com/SitePages/Accessibility.aspx
https://usfema.sharepoint.com/SitePages/Accessibility.aspx
https://www.section508.gov/



Presenter Notes
Presentation Notes
Do you have questions? 


Region 6 External Affairs Training Team

Stephanie Boswell
External Affairs Specialist
stephanie.boswell@fema.dhs.gov

Nakia Cooper
Branch Chief, JIC
nakia.cooper@fema.dhs.gov

Krysta Overton
External Affairs Officer, IMAT-2
kristina.overton@fema.dhs.gov

Rhonda Simpson
Public Affairs Specialist
rhonda.simpson4@fema.dhs.gov

Krystal Smith
External Affairs Officer, IMAT-1
krystal.smith@fema.dhs.gov

Federal Emergency Management Agency
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Helping people before, during and after disasters

Federal Emergency Management Agency

For more information

FEMA Region 6 News Desk

FEMA-R6-NewsDesk@fema.dhs.gov

(940) 898-5454

FEMA.GOV



hank You!
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