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Design Plan 
 

Rationale 
In 2016, the University of California (UC), Berkeley was investigated by the Department of 
Justice and found to be in violation of the Americans with Disabilities Act (ADA) when material 
on their public website was deemed inaccessible by individuals who were deaf or hard-of-
hearing.1 Unfortunately it took multiple individuals, unable to access and utilize these materials, 
filing a complaint for this prominent ADA violation to come to light. Due to the extremity of the 
circumstances, UC Berkeley made the decision to remove many publications and videos from 
public use as a remedial measure rather than correct the existing materials.2  
 
While providing accessible resources in accordance with the Americans with Disabilities Act has 
been a mission at the University of Maryland, College Park for some time, there has only 
recently been a push to ensure that departments are doing their due diligence to produce 
accessible materials online. Corrective actions are necessary in order to prevent a situation 
similar to that of UC Berkeley from arising.  
 

 
 must comply with federal regulations in relation 

to its grants. In addition to meeting the requirements of the Americans with Disabilities Act, 
Section 508 law requires that all electronic and information technology be accessible by those 
with disabilities, or provided with an alternative means of receiving the information unless 
situations of “undue burden” on the department or agency come into play.3 Training the 
organization’s staff and faculty on how to do so will better prepare documents for a final 
compliance check and ensure that is not breaking any laws.  
 

 the Creating Section 508 Compliant PowerPoint, Word and 
PDF Documents training will provide an introduction to accessibility and Section 508 
compliance, as well as provide guidance on how to prepare compliant electronic documents. 
This training will be unique in that most Section 508 and accessibility trainings exist as online 
training videos or as informational handouts, while this training will take place in-person and 
allow the participants the opportunity to apply what they learn in real-time. 
 
To ensure mastery of the course objectives, participants will be actively engaged by preparing 
their own compliant PowerPoint, Word and PDF documents. Should a participant fail to 
produce compliant materials, facilitators will be available for remediation. Attendees will be 

                                                      
1 Civil Rights Division, U.S. Department of Justice. (2016). Letter of Findings [U.S. and electronic mail document]. 

https://news.berkeley.edu/wp-content/uploads/2016/09/2016-08-30-UC-Berkeley-LOF.pdf  
2 Public Affairs, UC Berkeley. (2017). Letter from Cathy Koshland, UC Berkeley vice chancellor for undergraduate 
education [announcement]. http://news.berkeley.edu/2017/03/01/course-capture/  
3 Rehabilitation Act of 1973 (amended). 29 U.S.C. §794 (d) https://www.gpo.gov/fdsys/pkg/USCODE-2011-
title29/html/USCODE-2011-title29-chap16-subchapV-sec794d.htm   
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provided with a certificate of completion after successful completion of the final Level 2 
evaluation that concludes Module 4.   
 
The in-person training will be implemented over the course of one day. There are four total 
modules in this training including: ‘An introduction to Section 508 compliance’; ‘How to Make 
PowerPoints Accessible’; ‘How to Make Word Documents Accessible’; and, ‘How to Make PDF 
Documents Accessible’. The first module will be approximately 45 minutes long, with the 
remaining three modules lasting approximately one hour and 30 minutes each. An additional 1 
hour 45 minutes will also be built in for house-keeping, breaks and lunch. The anticipated class 
size for each iteration is 20 or fewer learners in order to accommodate the technological needs 
of the training space. Multiple iterations will be offered to accommodate all staff  and faculty 
within the organization. After all staff and faculty are initially trained, this training will be 
offered once quarterly for new hires or as demanded. 
 
The training will be conducted in a room that has Wi-Fi internet access, a computer and a 
projector setup to display training materials and visual aids. A PowerPoint slide presentation, 
individual activities and group discussion will be used to facilitate the training. Participants will 
be required to bring their  laptop to the training, with updated versions of the 
Microsoft Office Suite and Adobe Acrobat installed. The facilitator will provide sample 
PowerPoint, Word and PDF documents electronically to the participants for individual activities 
and the final evaluations. Thumb drives containing these materials will also be made available 
as backup. A train-the-trainer session will be required for all facilitators before they will be 
approved to implement the course.  
 

Target Population 
The population for this course includes current employees, both faculty and staff,  

 Hourly 
employees may also participate given written permission of their supervisor. Currently  

 are approximately 50 full-time employees and 30 hourly employees. It will be 
strongly encouraged for all faculty and staff to attend this training during initial iterations, with 
any new employees attending quarterly iterations thereafter.  
 
Participants will have a minimum of a Bachelor’s degree, as all full-time employees  
hold at least that level of education.  approximately 25% of full-time employees hold a 
PhD, and 75%  hold at least one Master’s degree. The majority of employees speak English as 
their first language and as such are expected to have at least high-school level reading and 
writing skills in English, though likely higher due to their work in academia.  
 

categorizes itself as being a multi-disciplinary organization, as the educational 
background of employees does vary dependent on current grant awards and necessary 
expertise to execute those projects. The age of employees  is not made public, 
however when taking education into account it is estimated that employees are at least over 
the age of 21 (many individuals in the United States graduate with a Bachelor’s degree at the 
age of 21-22). It is expected that the participants will have the basic technical experience 
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Enabling Learning Objectives 

1. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a Word document practice file, the Creating Section 508 
Compliant PowerPoint, Word and PDF Documents participant should be able to convert 
a Word document file to PDF format (best for electronic distribution) without error. 

2. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to locate and employ 
a “full check” using the ‘Accessibility’ tool without error. 

3. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to locate and employ 
the “Explain” function within the ‘Accessibility Checker’ without error. 

4. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to input the 
document title and author without error. 

5. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, internet access, and a PDF practice file, the Creating Section 508 
Compliant PowerPoint, Word and PDF Documents participant should be able to identify 
color contrast issues without error. 

6. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to designate the 
primary language of the document without error. 

7. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to remove 
unidentified objects in the reading order of the document until completed without 
error. 

8. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to rearrange the 
reading order of the document until completed without error. 

9. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to compose missing 
alternative text on images and figures until completed without error. 

10. Given instructor demonstration, in-class discussion, a personal computer with Adobe 
Acrobat installed, and a PDF practice file, the Creating Section 508 Compliant 
PowerPoint, Word and PDF Documents participant should be able to assign header 
designations to a table until completed without error. 
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Course Description 
The Creating Section 508 Compliant PowerPoint, Word and PDF Documents training is designed 
to provide an introduction to accessibility and Section 508 compliance, as well as provide 
guidance on how to prepare compliant electronic documents. The training will focus on 
PowerPoint, Word and PDF documents, with the understanding that there are other electronic 
and informational technology file types that are included under Section 508 law that will not be 
covered in this course. This one day in-person training course,  

 will be 
provided to all full-time faculty and staff within the organization. Hourly employees may also 
attend this training given written permission of their supervisor. 
 
The goal of this training is to provide an introduction to making electronic documents accessible 
which will better prepare deliverables for a final Section 508 compliance check. After 
completion of the course, participants should be able to produce accessible PowerPoint, Word 
and PDF documents.  
 
The training will consist of 5 hours and 15 minutes instructional seat time and include the 
following modules:  

• Module 1: An Introduction to Section 508 Compliance (45 minutes) 

• Module 2: How to Make PowerPoints Accessible (1.5 hours) 

• Module 3: How to Make Word Documents Accessible (1.5 hours) 

• Module 4: How to Make PDF Documents Accessible (1.5 hours) 
 
The training will also include an additional 15 minutes of housekeeping at the beginning of the 
training, a 10-minute break between each module (30 minutes in total), and a one hour lunch.  
 
Instructional methods will include in-class instruction and demonstrations, PowerPoint slide 
presentation, class discussions and individual activities. For each training there will be one lead 
facilitator and one co-facilitator. The co-facilitator will largely be responsible for assisting in 
feedback during individual activities and recording observations throughout the course. 
Facilitators will be provided with a facilitators guide, PowerPoint slide presentation, electronic 
versions of practice activities, a USB flash drive (used to provide participants with electronic 
documents should there be internet connectivity issues), evaluation files in electronic form and 
reaction surveys. 
 
Class size will be limited to 20 students per iteration, with multiple iterations being offered in 
order to accommodate current faculty and staff (estimated three initial iterations), and 
additional iterations provided quarterly to any new faculty and staff (estimated one per 
quarter). The training room must accommodate 20 personal computer set-ups, with power 
supply and Wi-Fi internet access, as well as accommodate computer projection for the 
facilitator. Tables should be arranged to allow small group discussion, while still allowing every 
participant to see the projection screen. Each participant will be required to bring their 
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areas for remediation if necessary. After successful completion of the course, the participant 
will receive a certificate of completion. 
 
A level three evaluation will also be implemented in order to determine whether the training 
content has translated into a change in behavior. The level three evaluation will be conducted 
in two ways. First, an evaluation survey will be emailed by the training team to participants 
using the Qualtrics survey platform 90 days after completion of the course. The evaluation will 
ask learners whether or not they have had the opportunity to apply what they learned to 
deliverables they have produced since the training. As a second layer of evaluation, the training 
team will reach out to project managers and the Director of Research in order to determine if 
there has been an improvement to the state of deliverables (in terms of Section 508 
compliance) turned into them within this time period. This evaluation will take place informally 
over email and be a singular open-ended question. Level three evaluation results will be 
compiled and reviewed by the training team.  
 

Participant Prerequisites  
Participants of this training course must be a full-time faculty or staff employee  

. Participants should 
be written into a current federal grant, however state-funded employees will also be permitted 
to attend this training. Hourly employees will be permitted to attend this training with written 
permission granted from their supervisor. Registration priority will be given to full-time 
employees, with any open seats at the time that registration closes being offered to hourly 
employees that have received the appropriate approval of their supervisor prior to registration. 
 
Participants should have an interest in improving accessibility in deliverables. It is not required 
that participants have experience with making electronic documents accessible. In fact, it is not 
expected that participants will have any previous experience with doing so.  
 
Participants must have English reading and writing skills at a high-school level, as the course will 
only be taught in English at this time. While many participants are expected to have advanced 
degrees, only a minimum of a Bachelor’s degree, in any discipline, is required to take this 
course.  
 
Participants will be required to bring their laptop with the most recent updates to 
Microsoft Office Suite and Adobe Acrobat installed. Spare computers will not be made available 
during the training. Basic computer skills are necessary for this course, as this course will not 
cover basic computer functions. There will not be an IT team member present for this training. 
It is requested that participants troubleshoot any existing technological problems they have 
with their computer prior to attending the training. Participants should have proficiency in 
using Microsoft PowerPoint, Microsoft Word and Adobe Acrobat. They should also produce or 
work with these file formats (.docx, .pptx and .pdf) as part of their daily job tasking.  
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Participants must be willing to participate in group discussion and engage with the facilitator.  It 
is also important that participants agree to complete all evaluations within the time designated, 
including post-training evaluations. 
 
There is no prerequisite coursework for this training. 
 
Participants will be required to register for the training at least two-weeks prior to the training 
date. A waitlist will be kept for any attendees exceeding the cap of 20 participants. Any 
individuals on the waitlist will be given priority during the next iteration of the training. 
Participants must attend the entire full-day training event. If a participant needs to cancel their 
registration, it is requested that they do so within 48 hours of the training event to ensure their 
seat can be given to someone on the waitlist. Full name, title, division and email address will be 
required from all participants. 
 
The training will be offered at  and therefore participants are required to 
work on-site or be able to travel to the site of the training.   
 
If a participant is in need of special accommodations, it is requested that they contact the 
training team at  at least one week prior to the training. This is to 
ensure that all necessary accommodations can be met.  
 

Facilitator Prerequisites  
The facilitator and co-facilitator of the Creating Section 508 Compliant PowerPoint, Word and 
PDF Documents training must be a current full-time faculty or staff employee at  

. Facilitators should 
have a minimum of a Bachelor’s degree and have English reading and writing skills of at least a 
college level.  
 
Facilitators must have prior experience with creating Section 508 compliant electronic 
documents. It is not required that facilitators have prior experience with submitting electronic 
documents through a federal Section 508 compliance testing process, though it is encouraged. 
This prior experience will better prepare the facilitators to answer questions that may arise.  
 
The facilitators must have intermediate computer skills, as well as advanced skills in Microsoft 
PowerPoint, Word and Adobe Acrobat. Facilitators should be comfortable with troubleshooting 
technical issues related to Section 508 compliance. Dependent on the computer operating 
system and versions of software, practice files may have different accessibility results. A 
facilitator must be able to interpret and provide explanations on scenarios that may not be 
anticipated in the facilitators guide. Facilitators are not expected to provide support for 
technical issues that are not related to preparing an accessible document.  
 
As this course will present new skills to participants, there is the possibility that participants will 
get frustrated if they run into an unanticipated issue. The facilitators will need to know how to 
troubleshoot these issues in order to keep the training on track and mitigate frustration. 
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Facilitators must also be able to manage class time and discussions. They must be able to 
supplement class discussions should responses from participants be minimal or off-the-mark.   
 
The co-facilitator will be required to take detailed observation notes throughout the course 
while still assisting with the training, and therefore must be able to multi-task.  
 
Facilitators will be required to complete a train-the-trainer course prior to implementing the 
course. The train-the-trainer course will be led by a member of the training team and will go 
over all course materials. It will require the facilitator to simulate a brief demo session for the 
training team to ensure that they can adequately lead a training. The train-the-trainer session 
will also provide an opportunity for the facilitators to ask for any points of clarification in the 
training material. Facilitators should observe at least one iteration of the Creating Section 508 
Compliant PowerPoint, Word and PDF Documents training prior to leading the course.  
 
The facilitators will be provided with all materials to implement the training including: a 
computer, a facilitator guide, a PowerPoint slide presentation, practice files in electronic form, 
evaluation files in electronic form, a USB flash drive and reaction surveys. Facilitators should be 
prepared to dedicate time prior to the training in order to become fluent in the material. 
Facilitators must also agree to provide thorough feedback to participants at the conclusion of 
each module and be willing to provide remediation immediately following the course for any 
students that have difficulty with any given lesson.  
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Facilitator Guide 
 

Implementation Time 
7 hours 
 

Participants 
Maximum 20 individuals per iteration 
 

Materials 
• PowerPoint training presentation (electronic version) 

o Slides are referenced in this lesson plan for the purposes of advancing slides at 
the correct point in implementation. 

• Sample PowerPoint, Word and PDF documents for individual activities (electronic 
versions) 

• PowerPoint, Word and PDF documents for final evaluation 

• Reaction survey (20) 

• Sign-in sheet 

• Printed agenda (20) 

• Notepads and pens (20) 
 

Equipment 
• Laptop computer with Microsoft Office Suite and Adobe Acrobat 

o All participants will also be required to bring their  laptops with 
these programs installed 

• Computer projector and screen 

• Flash drive 

• Extension cords 
 

Room Set-Up 
Classroom style setup for 20 participants. Each table will accommodate 2 chairs facing the front 
of the room, with an unobstructed view of the facilitator and projection screen. Each table 
should have access to either a power outlet or an extension cord. Table set-up  must also allow 
for the facilitators to walk around the room with ease. 
 
Training room must have Wi-Fi internet access. 
 
In the front of the room will be the facilitators computer set-up alongside the projection screen.  
 
At the entrance of the room will be a table with sign-in sheet, printed agenda, notepads and 
pens for participants to complete and pick-up upon arrival. 
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Pre-Course Checklist 

 

One Week 
Confirm training room; confirm equipment list; confirm all materials are ready; print agenda; 
review presentation. 
  

48 Hours 
Dependent upon open seats, contact any individuals that are on the waitlist to fill open seats; 
gather any outstanding materials; transfer sample files and final evaluation files to flash drive as 
back-up. 
 

Day of Course 
Confirm room set-up is complete; arrange appropriate materials on table at entrance of room; 
connect your computer to the projector; test that the projector is displaying presentation 
properly; open training presentation and cue it to the first slide.  
 

Just Before the Course Starts 
Welcome participants as they arrive at the training. Ask them to sign-in, take materials from the 
table at the room entrance, turn on their computers and connect to the internet.  
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In your own words: 
Before we wrap up for the day, let’s take a few minutes to review what we have covered in this 
latest module.  
 
In Module 4 of this training we discussed how to make PDF documents accessible. This 
included: 

• Converting Word document files to PDF 
o There are specific steps that must be taken when saving as a PDF, dependent 

upon the operating system you are working on. Remember, starting from an 
accessible Word document is ideal and will expedite the process of making the 
PDF accessible.  

• Initiating an accessibility check 
o Luckily, as with many other programs, Adobe has a built in tool that allows us to 

check the compliance of a document. By initiating the accessibility check, we are 
able to make sure that a document is accessible to those with disabilities and 
impairments. 

• Utilizing ‘Explain’ function 
o While some of the issues that are encountered when making a document 

compliant are straight forward, there are some problems that are much more 
technical. When we encounter these issues, the ‘Explain’ function in the 
accessibility checker can give us a more complete explanation of the issues and 
possible ways to resolve the problem.  

• Editing document title and author 
o The document title and author are required for a screen reader to be able to 

read a document, and simple issues to resolve. By right clicking on the flagged 
error, we can correct both of these issues in the same dialog box. 

• Checking color contrast 
o Color contrast is one of the more difficult elements to check. You must know the 

color hex codes that are being used and check them using an online contrast 
checker. Color contrast should also be checked by ensuring that color is not 
being used to convey meaning. 

• Editing primary language 
o This is  by right clicking on this error, we can quickly correct the language of the 

document so that assistive technologies are able to read the document correctly. 

• Adjusting logical reading order 
o The logical reading order must be manually checked on every document. You 

must remove elements that do not contain text and rearrange each page into 
the correct reading order. Again, this allows a screen reader to read the 
document appropriately. 

• Inserting alternative text 
o Images much have short descriptions attached to them, otherwise known as 

alternative text. By selecting ‘Fix’ on this error we can edit the alternative text 
for any graphics or images. Remember that these descriptions should be brief 
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and convey the point that you are trying to get across with the image. Decorative 
images should be left blank. 

• Assigning table headers 
o The last element we discussed are table headers. Every table must have headers 

appropriately assigned so that a screen reader is able to read through these 
charts and associate data with the correct cells.  

 
Ask if anyone has questions about these key points or anything else discussed during this 
training. 
 
You should now have an understanding of what accessibility and Section 508 entails. You also 
have learned how to make Word documents, PowerPoints, and PDF documents accessible as 
you have shown today. I’d like to thank you all for taking the time to attend today’s training. 
Please remember that the training team is here as a resource for you if you have any questions.  
 
Before you go, I’d like to ask you to please complete this anonymous survey to let us know your 
thoughts on this training and any areas where you think we can improve. We appreciate your 
feedback. You can leave them on the table at the front of the room where you may also pick up 
your certificate. 
 
Additionally, the training team will be in contact in about 90 days with another follow-up to see 
how you are applying what you have learned today.  
 
Pass out level one evaluation document and ask participants to complete these surveys. 
When completed, they may leave them on the table at the entrance of the room as they 
depart.  
Note: These evaluations are anonymous.  
 




