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Testing Summary

All tests from a given Tier must be completed before numbers are entered into the table below for that Tier.
	Tier
	Tier Tested (Yes/No)
	# Pass
	# Fail
	# N/A
	# Blank

	Tier 1
	
	
	
	
	

	Tier 2
	
	
	
	
	

	Tier 3
	
	
	
	
	

	Tier 4
	
	
	
	
	

	Tier 5
	
	
	
	
	

	Tier 6
	
	
	
	
	


Strict Scoring Method: Enter the number of tests that were marked "Pass" from each completed Tier's worksheet in the "# Pass" column, the number marked "Fail" in the "# Fail" column, the number marked "N/A" in the "# N/A" column, and the number left blank due to reviewer uncertainty in the "# Blank" column.

Unit/College/Department Name: 
Number of Pages Evaluated: 

Names and URLs of Specific Pages Evaluated (Representative of Templates Used Across Site):
	Evaluation Date(s)
	
	
	
	
	
	

	Evaluator Name(s)
	
	
	
	
	
	

	Tier(s) Evaluated
	
	
	
	
	
	


Purpose of Review/Intended Next Steps: 

Additional Notes: 

Introduction
This tiered protocol for evaluating Web Content Accessibility Guidelines (WCAG) 2.0 AA was developed by Michigan State University Usability/Accessibility Research and Consulting (MSU UARC). This document is intended to provide a simple and standardized accessibility evaluation protocol for faculty, staff, and students at MSU to use on websites and digital content, but is not a substitute for an accessibility evaluation by trained experts or for the official WCAG 2.0 language from the World Wide Web Consortium (W3C). Following this protocol does not guarantee or certify accessibility, nor fulfillment of WCAG 2.0 AA specifications, which can be consulted in their entirety at http://www.w3.org/TR/WCAG20/. While developed for MSU, this document may be equally effective for other institutions and organizations, as it does not rely on any MSU-specific resources or requirements.

This evaluation protocol is designed to be easily used by individuals with limited time and limited knowledge of accessibility, and is not intended to be complete or comprehensive. Reviewers should always start with Tier 1 and move through tiers in order, until they run out of time or reach the limits of their abilities. Tiers can be delegated to different reviewers, with lower tiers assigned to those with less experience. Tiers should always be completed in full (e.g., do not conduct only half of the tests in a given tier). In the "Pass", "Fail", and "N/A" columns for each test, use an "X" to mark the overall result (do not write the number of issues or pages). "N/A" should only be used if a test does not apply to the pages being reviewed (for example, if there are no videos, requirements regarding video captions cannot be applied). If uncertain about how to conduct a test or whether the site passes or fails the test, leave the result blank, add a comment in the "Notes" column, and contact an accessibility expert.

The MSU IT Services Digital Content & Accessibility Team (webaccess@msu.edu) is available to provide free assistance in using this document to MSU faculty, staff, and students. MSU UARC (uarc@msu.edu) is available (for a cost) to provide assistance and to conduct high-level and full accessibility evaluations for individuals and organizations inside and outside of MSU.

Online Resources
· Michigan State University (MSU) Web Accessibility: http://webaccess.msu.edu/
· MSU Usability/Accessibility Research and Consulting (UARC): http://usability.msu.edu/
· World Wide Web Consortium (W3C): http://www.w3.org/
· Web Accessibility Initiative (WAI): http://www.w3.org/WAI/
· Web Content Accessibility Guidelines (WCAG) 2.0: http://www.w3.org/TR/WCAG20/
· Accessible Rich Internet Applications (WAI-ARIA) 1.0: https://www.w3.org/TR/wai-aria/
· NVDA Screen Reader: https://www.nvaccess.org/
· Colour Contrast Analyser: https://www.paciellogroup.com/resources/contrastanalyser/
· Web Accessibility In Mind (WebAIM): http://webaim.org/
· Using NVDA to Evaluate Web Accessibility: http://webaim.org/articles/nvda/
· Testing with the NVDA Screen Reader: http://webaim.org/blog/testing-with-the-nvda-screen-reader/
· Using VoiceOver to Evaluate Web Accessibility: http://webaim.org/articles/voiceover/
Tier 1
Always complete tiers in full (see Introduction for details). If pages do not contain any audio/video content, mark "N/A" as appropriate.
	Test
	Protocol
	Pass
	Fail
	N/A
	Notes
	WCAG 2.0 SC

	1. Keyboard Focus Visibility
	Use the tab key on the keyboard to move through each page, and make sure there is always a clearly visible way to tell where focus is.
	
	
	
	
	2.4.7

	2. Keyboard Focus Order
	Use the tab key on the keyboard to move through each page, and make sure the order that elements receive focus in makes sense. Make sure inactive/disabled parts of pages aren't reached by keyboard.
	
	
	
	
	2.4.3

	3. Keyboard Access
	Make sure everything on each page works with a keyboard (i.e., everything that can be done with a mouse/touchscreen also can be done without one).
	
	
	
	
	2.1.1

	4. Keyboard Traps
	Make sure keyboard focus can't be stuck anywhere (i.e., you can get out of everything you can get into with a keyboard, without needing to use a mouse or touchscreen).
	
	
	
	
	2.1.2


	5. Heading Levels
	Go to http://wave.webaim.org/ and enter the site address. Click on the bottom tab/icon on the left edge of each page ([image: image1.png]


) to bring up the Outline view. Make sure there is only one "h1" in the list, that no levels are skipped (e.g., it doesn't jump from "h1" to "h3"), and that all headings are nested properly (i.e., the overall structure makes sense).
	
	
	
	
	1.3.1

	6. Color Contrast (Visual)
	Look for text and icons (not including logos) that are hard to read against the background due to the colors used (e.g., light grey text on white or green text on blue).
	
	
	
	
	1.4.3

	7. Video Captions
	Make sure all prerecorded videos have captions. Make sure captions are accurate.
	
	
	
	
	1.2.2

	8. Live Video Captions
	Make sure all live videos (livestreams) have captions. Make sure captions are accurate.
	
	
	
	
	1.2.4

	9. Audio Controls
	If there is any audio (including audio in a video) that plays automatically and lasts for more than 3 seconds, make sure that there is a way to stop the audio. Make sure the controls work with the keyboard.
	
	
	
	
	1.4.2

	10. Video/Animation Controls
	If there is any moving, blinking, or scrolling content (including banner rotators and videos) that start automatically and last for more than 5 seconds, make sure that there is a way to stop it. Make sure the controls work with the keyboard.
	
	
	
	
	2.2.2


Tier 2
Always complete tiers in full (see Introduction for details). If pages do not contain form inputs or flashing content, mark "N/A" as appropriate.
	Test
	Protocol
	Pass
	Fail
	N/A
	Notes
	WCAG 2.0 SC

	1. Flashing Content
	Make sure there is nothing on each page that flashes rapidly.
	
	
	
	
	2.3.1

	2. Page Title
	Hover the mouse over the tab in the browser with the current page. Make sure the name that shows up (the page title) is accurate, and that it differentiates the current page from other pages on the site, so that users can tell where they are in a site based on it.
	
	
	
	
	2.4.2

	3. Sensory Characteristics
	Make sure no instructions on each page depend on visual characteristics (e.g., something's location, shape, size, orientation, etc.) or sound.
	
	
	
	
	1.3.3

	4. Color
	Make sure no page content depends solely on being able to see colors (e.g., red vs. blue) to be completely understood.
	
	
	
	
	1.4.1

	5. Headings and Labels
	Make sure all headings and labels are accurate, descriptive, and meaningful.
	
	
	
	
	2.4.6

	6. Navigation Consistency
	Make sure items in navigation bars and menus are in the same order on all related pages.
	
	
	
	
	3.2.3

	7. Form Labels and Instructions (Visual)
	Make sure labels or instructions are provided in text for all form inputs.
	
	
	
	
	3.3.2

	8. Form Error Identification (Visual)
	Test forms by leaving inputs blank and by filling them out with invalid information (e.g., enter "1" for "State" in an address), and make sure that errors are described in text, and that you can tell which inputs had which errors. Make sure descriptions are descriptive enough to help users fix problems.
	
	
	
	
	3.3.1


Tier 3 (Screen Reader)
Always complete tiers in full (see Introduction for details). See WebAIM guides listed in Online Resources for screen reader usage instructions.
	Test
	Protocol
	Pass
	Fail
	N/A
	Notes
	WCAG 2.0 SC

	1. Appropriate Reading Order
	Have a screen reader (e.g., NVDA or VoiceOver) read through all content on each page (e.g., Ctrl+Home then Insert+Down Arrow in NVDA). Make sure everything is read out, and that it's read out in an order that makes sense.
	
	
	
	
	1.3.2

	2. Text Alternatives
	While using a screen reader, make sure all non-text content (images, audio, video, animations, buttons, etc.) have a description which identifies the content or provides equivalent information, unless it is purely decorative (i.e., not meaningful), in which case it should be ignored by screen readers.
	
	
	
	
	1.1.1

	3. Keyboard Focus Order (Screen Reader)
	While using a screen reader, use the tab key on the keyboard to move through each page, and make sure the order that elements receive focus in makes sense. Make sure inactive/disabled parts of pages aren't reached by keyboard.
	
	
	
	
	2.4.3

	4. Keyboard Access (Screen Reader)
	While using a screen reader, make sure everything on each page works with a keyboard (i.e., everything that can be done with a mouse/touchscreen also can be done without one).
	
	
	
	
	2.1.1

	5. Keyboard Traps (Screen Reader)
	While using a screen reader, make sure keyboard focus can't be stuck anywhere (i.e., you can get out of everything you can get into with a keyboard, without needing to use a mouse or touchscreen).
	
	
	
	
	2.1.2

	6. Heading Levels (Screen Reader)
	While using a screen reader, navigate through headings with the keyboard (e.g., "h" key in NVDA). Make sure there is only one "heading 1", that no levels are skipped (e.g., it doesn't jump from "heading 1" to "heading 3"), and that all headings are nested properly (i.e., the overall structure makes sense).
	
	
	
	
	1.3.1

	7. Form Labels and Instructions (Screen Reader)
	While using a screen reader, make sure labels or instructions are read out by the screen reader for all form inputs (e.g., using the tab key to move focus to an input causes the label/instructions to be read out by the screen reader).
	
	
	
	
	3.3.2

	8. Form Error Identification (Screen Reader)
	While using a screen reader, test forms by leaving inputs blank and by filling them out with invalid information (e.g., enter "1" for "State" in an address), and make sure that errors are announced by the screen reader, and that you can tell which inputs had which errors with the screen reader (e.g., using the tab key to move focus to an input with an error results in the error being read out by the screen reader).
	
	
	
	
	3.3.1


Tier 4

Always complete tiers in full (see Introduction for details). See Online Resources for Colour Contrast Analyser download link.
	Test
	Protocol
	Pass
	Fail
	N/A
	Notes
	WCAG 2.0 SC

	1. Tables and Lists (Screen Reader)
	Use a screen reader to navigate through tables (e.g., "t" key in NVDA). Make sure all tables on each page are identified by the screen reader as tables, and that tables are properly structured. Make sure table headings (e.g., content in the first row) are read out for all cells that they organize (e.g., all cells in that column).

Use a screen reader to find lists and move through list items (e.g., "L" and "i" keys in NVDA). Make sure all lists on each page are identified by the screen reader as lists, and that the lists are properly structured.
	
	
	
	
	1.3.1

	2. Focus Triggers
	Use the tab key on the keyboard to move through each page and make sure that changing focus does not automatically trigger major unexpected changes to content.
	
	
	
	
	3.2.1

	3. Input Triggers
	Make sure changing form inputs (e.g., checkboxes, dropdowns, text boxes, etc.) does not unexpectedly cause major changes to content.
	
	
	
	
	3.2.2

	4. Skip Navigation
	Make sure there is only one heading 1 on each page and that it is at the start of unique page content (i.e., content after main navigation and site banners) by finding it with the keyboard in a screen reader (e.g., "h" key in NVDA) or there is a link at the very start of each page that directs focus to the start of unique content when activated.
	
	
	
	
	2.4.1

	5. Color Contrast (CCA)
	Use the dropper/pixel tool in Colour Contrast Analyser to make sure that all text and icons (not including logos and inactive content) have sufficient contrast against the backgrounds they are on (4.5:1 for normal text and 3:1 for large text).
	
	
	
	
	1.4.3

	6. Zooming
	Zoom each page (using the browser's zoom functions) to 200% and make sure that all content is still present and fully functional.
	
	
	
	
	1.4.4

	7. Link Purpose (In Context)
	Make sure the destinations/functions of all links and buttons on each page are clear based on the link/button text and the surrounding context (i.e., user shouldn't be surprised by where they go or what happens).
	
	
	
	
	2.4.4


Tier 5

Always complete tiers in full (see Introduction for details).
	Test
	Protocol
	Pass
	Fail
	N/A
	Notes
	WCAG 2.0 SC

	1. Multiple Ways to Reach Page
	Make sure there are multiple ways to reach each page that is part of a set, unless it is a step in a process or the site is very small (e.g., link in page content and link in navigation, or link in site map and link in navigation).
	
	
	
	
	2.4.5

	2. Form Error Suggestions
	Test forms by leaving inputs blank and by filling them out with invalid information (e.g., enter "1" for "State" in an address), and make sure that error messages include suggestions for resolving them (when it's possible for the system to do so), unless security or purpose would be compromised (e.g., no suggestions should be provided when a form element is part of a quiz).
	
	
	
	
	3.3.3

	3. Legal, Financial, and Data Error Prevention
	Make sure users can review, correct, check, or reverse the submission of any legal or financial information, or any data they will have access to later (e.g., if a user can submit information that involves financial transactions, legal commitments or contracts, or data they can later access, they must be able to verify and correct it before it is submitted, or be able to change or undo it later).
	
	
	
	
	3.3.4

	4. Text Alternatives for Audio-only and Video-only Content
	Make sure a text transcript is present for all audio-only content, and that an audio or text transcript/description is available for all video-only content.
	
	
	
	
	1.2.1

	5. Audio Descriptions
	Make sure audio descriptions of meaningful visual content are provided for all prerecorded videos (including slideshows).
	
	
	
	
	1.2.5

	6. Time Limits
	Make sure users can adjust time limits (unless the time limit is greater than 20 hours or timing is critical to the process) and that they are given at least 20 seconds of warning to do so. Make sure time limits can be adjusted with the keyboard and that time limit notifications are provided to screen readers.
	
	
	
	
	2.2.1

	7. Visual Relationships (Screen Reader)
	Use a screen reader to make sure that all visual information and relationships (i.e., structure and associations between/among content) are properly announced and described so that they can be fully understood using only screen reader output.
	
	
	
	
	1.3.1


Tier 6 (Code)
Always complete tiers in full (see Introduction for details).
	Test
	Protocol
	Pass
	Fail
	N/A
	Notes
	WCAG 2.0 SC

	1. Code Validation
	Run each page through HTML (https://validator.w3.org/) and CSS (https://jigsaw.w3.org/css-validator/) validators, and make sure no errors are found.
	
	
	
	
	4.1.1

	2. Page Language
	Make sure the HTML indicates the human language (e.g., English or Spanish) of each page (e.g., "lang="en"" in the html tag).
	
	
	
	
	3.1.1

	3. Changes in Language
	Make sure any changes in human language from the rest of a page (e.g., English page with a few Spanish words or phrases) are indicated in the code for those words (e.g., "<span lang="es">"), unless it they are proper names or common parts of the vernacular.
	
	
	
	
	3.1.2

	4. UI Consistency
	Make sure functionally-equivalent elements are identified consistently across related pages (e.g., links, buttons, controls should be coded consistently and look consistent).
	
	
	
	
	3.2.4

	5. Images of Text
	Make sure images of text are not used unless a specific visual style is essential and cannot be accomplished via styled text (e.g., logo text). Add "* {color:#CC0AAA !important; text-shadow:3px 2px #CC0AAA !important;}" in a Style Editor in the browser to find images of text (true text should turn pink/get pink shadowing).
	
	
	
	
	1.4.5

	6. Name, Role, Value
	Make sure all custom UI elements are coded so that they work correctly with screen readers. Make sure screen readers announce the correct element names (i.e., what they're called), roles (i.e., what they do), and values (i.e., their current state). For example, a checkbox's role is "checkbox", it's value is either "checked" or "unchecked" and it's name is its label; content that expands/collapses needs a role that indicates that it expands and a value that indicates whether it is expanded or collapsed.
	
	
	
	
	4.1.2
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Permission to reproduce and use this document is granted under the conditions that it is not used for profit-generating activity and that UARC is credited as its creator.
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