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O

ntario is the first province in Canada to develop criteria to enhance the lives of
people with disabilities — Accessibility for Ontarians with Disabilities Act, 2005
(AODA). This is ground breaking legislation for the Province as well as every organization operating
within the province. The Ontario Land Trust Alliance has undertaken a major step beyond meeting its
legal requirements. It has also taken on responsibility for the social obligation towards people with
disabilities by developing this two part pilot project that may become a roadmap for other members of
the alliance throughout Ontario.
During this project three training sessions were conducted to provide various Ontario Nature staff with
information relevant to the Accessibility of Ontarians with Disabilities Act; including: (1) development
of accessible public spaces, which included a site review of Cawthra Mulock Nature Reserve trails; (2)
evaluation of Ontario Nature collateral materials and information about creating accessible
documents; and (3) AODA legislation including the five AODA Standards (Information &
Communication, Transportation, Employment, Public Spaces, and Customer Service).
This document is a summary of those presentation and provides a resource for future staff training;
development of operational procedures; suggestions of how to enhance the physical environment to
be more accessible to people with disabilities. Appendix A provides an overview of creating accessible
nature facilities, and Appendix B highlights ways to make documents accessible using Microsoft Office
as the basis for all accessible materials.

Brian D. Kon
Sterling Frazer Associates
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Introduction
During the fall of 2014 the Ontario Land Trust Alliance created an opportunity for two of its
partner organizations to participate in a second pilot project that would be used to develop a
“roadmap” for nature facilities in the province of Ontario in planning and evaluating their
accessibility for people with disabilities. For the second pilot project the sites selected were
South Nation Conservation Authority located in Finch, Ontario and Ontario Nature, with its
head office in Toronto.
This portion of the project consisted of hiring an outside consulting company (Sterling Frazer
Associates) to educate Ontario Nature staff about the Accessibility for Ontarians with
Disabilities Act, 2005 (AODA) as it relates to their position(s) within Ontario Nature. The
resulting report is intended to become a “roadmap” for the Ontario Land Trust Alliance (OLTA)
partner agencies throughout the province in developing their accessibility strategies.

Accessibility for Ontarians with Disabilities Act
(AODA)
In June 2005 the Province of Ontario passed into legislation the Accessibility for Ontarians
with Disabilities Act, 2005 (AODA). The intent of the Act is to create an accessible Ontario for
people with disabilities by identifying and removing barriers to accessibility. The expected
deadline to reach this goal is 2025. While discrimination based on disability is covered under
both the Ontario Human Rights Code and the Canadian Human Rights Act, they only serve to
provide an avenue of recourse when discrimination has occurred; whereas, the AODA is an
attempt to create an accessible province for people to live, work and play.
The AODA has five standards. They are: (1) Customer Service; (2) Employment; (3)
Information & Communication; (4) Transportation; and, (5) Design of Public Spaces (originally
referred to as the Built Environment). Each Standard has various deadlines and requirements
for compliance, depending on the number of staff employed by the organization. Four of the
standards are grouped together under one regulation — the Integrated Accessibility Standards
Regulation (IASR), which includes: Employment, Information and Communications,
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Transportation and Design of Public Spaces.
The AODA affects every organization in Ontario with one or more employees. Some
exemptions exist where organizations are under federal government jurisdiction; for example
transportation services that also operate outside the province of Ontario, Federal Government
departments, and/or banks, to name a few.

CUSTOMER SERVICE STANDARD
Every organization with one or more employees must develop accessible Customer Service
policies and procedures. These policies are to ensure that people with disabilities receive
appropriate and respectful customer care. In addition, organizations must provide training to
ensure staff and volunteers know how to serve people with disabilities. Organizations with 20
or more employees must formally document their policies, have them available for review by
customers and must file accessibility compliance reports with the Ontario Government.
Organizations with less than 20 employees do not have to make their policies publicly
available and are not required to file reports with the Ontario Government. However, all are
required to train staff on accessible service. The Accessibility Directorate of Ontario has made
this easy by including a wide range of resources on their website, including sample Customer
Service policies [http://www.mcss.gov.on.ca/en/mcss/programs/accessibility/
customerService/].

INFORMATION & COMMUNICATIONS STANDARD
Organizations with 49 employees or less have some obligations under the Information &
Communications Standard. The first requirement is for any organization that provides
emergency procedures or protocol information available to the public, must provide the
information in an accessible format upon request (deadline to comply was January 1, 2012).
Upon request, organizations shall make their corporate information available in an accessible
format that meets the needs of the person making the request. Each organization must
comply within a reasonable amount of time. For example, accessible materials could be in the
format of Braille, large print documents, electronic versions of the document, and/or reading
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the information to the customer. Appendix B of this report includes an overview of how to
create an accessible Word document.
Under the AODA, organizations with 49 employees or less are exempt from meeting
requirements for web accessibility. However, where possible, they should make every
attempt to comply with the WCAG (Web Content Accessibility Guidelines) criteria established
by the World Wide Web Consortium (W3C) as a way of increasing accessibility of information
available on the Web and to be competitive with those organizations who are compliant.
Note: The scope of this project does not cover website compliance for WCAG.

EMPLOYMENT STANDARD
This Standard will help Ontario organizations remove barriers in all stages of employment.
Employers must work with employees with disabilities to develop an emergency plan strategy
as well as an overall strategy for accommodating the needs of employees with disabilities.

New hire candidates are to be accommodated if requested throughout the recruitment
process.

DESIGN OF PUBLIC SPACES STANDARD
The Ontario Government amended the Building Code (effective January 1, 2015) as a way of
creating a more robust accessibility standard for the province. Public spaces that are not
covered under the Building Code are regulated under the Design of Public Spaces Standard.
Enhancements to the Building Code and the Design of Public Spaces Standard do not address
the full range of accessibility needs of people with disabilities. Supplemental resources have
been used in this report to provide a wider knowledge base on which to audit the facilities of
the Partner Sites. For the purposes of this pilot project, the Canadian Standards Association –
Accessible Design for the Built Environment (B651-12) was used as the primary source of
comparison on which accessibility has been judged. Appendix A includes additional
information about making nature facilities accessible. The Design of Public Spaces was
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combined with CSA’s B651-12 and Parks Canada’s Design Guidelines for Accessible Outdoor
Recreation Facilities (which is based on CSA B651-12)
Note: Nothing in this report shall be considered a mandatory change for accessibility under
AODA, CSA or the OBC.

Staff Training
Under the AODA’s Customer Service Standard, organizations in the Province of Ontario with
one or more employees must train staff in how to interact and communicate with people with
disabilities. The deadline to meet this requirement was January 1, 2012.
Six staff from Ontario Nature participated in a one and a half hour training session with a focus
on the Accessibility for Ontarians with Disabilities Act, including all five of the Standards:
Employment, Transportation, Information & Communication, Design of Public Spaces, and
Customer Service.
The main focus of training for this project was on accessible Customer Service, and included
information about key points under the legislation accompanied by a sensitivity awareness
towards people of all types of disabilities.
During the training, participants learned about legislation and gained insight into the lives of
people with disabilities.
Under the Customer Service Standard there are eight key principles:
1.

Training. Every organization in the province of Ontario with a staff complement of one
or more must train staff, volunteers and other people who interact with the public or
other organizations on their behalf on how to serve people with disabilities.

2.

Assistive Devices. Any facility that provides Assistive Devices for use by customers
must train staff on the safe use of the equipment. In addition, participants were trained
on various assistive devices that may be used by a person with a disability. Some of the
devices included mobility aids such as canes, crutches, walkers, wheelchairs and
scooters. Participants were trained to be mindful of devices that may not be as obvious
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such as braces, prosthesis and oxygen cylinders. For clients with hearing loss or
communication disorders training included an overview of alternate forms of
communication including communication boards, TDD (Telephone Device for the Deaf),
and the use of both electronic and manual devices ranging from smart phones to pen
and paper.
3.

Service Animals. All service animals used by people with disabilities are to be
welcomed into any space that is open to the public; provided there are no other
legislative restrictions in place; such as areas of food or pharmaceutical preparations.
Participants learned they should not interact with a service animal that is working unless
they have prior permission from the owner. While most service animals are dogs,
participants also learned there is a wide range of animals that fill the role of service
animal to aid a person with a disability and that the role of a service animal can range
from providing guidance through public spaces to early warning for a person with a
seizure disorder or with post-traumatic stress disorder.

4.

Support Person. Support Persons are to be permitted to accompany a person with a
disability. Each service provider is permitted to determine whether or not the support
person is charged admission; if they normally charge a fee for admission. Participants
were informed they should always speak to the person with the disability if they are the
subject of the conversation; and not communicate through the support person.

5.

Communication. Participants learned about people first terminology being the
preferred way of referring to/about people with disabilities. Options in communication
style were presented to help participants feel at ease when speaking to a person with a
disability. Common etiquette was discussed for various disability groups.

6.

Service Disruptions. When an organization is experiencing a disruption of service it is
important to provide the public with information at the earliest possible time; which
could include contacting customers directly, or posting information about the delay on
the company’s website. In addition to placing an “out of order sign” on equipment that
is out of service, organizations should provide additional information that includes how
long the disruption is expected to last, and/or alternate locations or ways to receive
service is also helpful.

7.

Feedback. Organizations need to establish a process to address customer feedback
about how they provide goods or services to people with disabilities; including how they
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will respond to customer complaints, the timeline to respond, and, acknowledging their
legal requirements under the legislation to communicate in a format that is accessible to
a person with a disability.
8.

Policies and Procedures. Every organization has an obligation to create policies and
procedures on accessible Customer Service. Organizations with 20 or more employees
have the additional responsibility of formally documenting these policies and
procedures, and letting customers know they are available on request. Also, upon
request, organizations must ensure the policies and procedure documents are in an
accessible format.
Organizations with 20 or more employees must file an accessibility report with the
Ontario Government, stating their compliance with the requirements of the Accessibility
for Ontarians with Disabilities Act
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Site Audit: Cawthra Mulock Nature Reserve
Signage to the property is small and difficult to see from the main road. It would be easy for a
first time visitor to miss the location, in particular when the house that sits on the property
near the front entrance gives the appearance the entry lane is private property.
A public parking lot is at the end of a long mud lane through the forest. It is a simple gravel
parking area for several cars; which is appropriate for the property and the anticipated use of
the area. This property falls under the AODA classification of a nature trail, and therefore does
not require compliance with most of the AODA Public Space guidelines.
The trail head sign provided very little information about the trail itself, rather listing through
images what is allowed (hiking, snow shoeing, cross country skiing) and what is not allowed
(no hunting, no fishing, etc.). A little further into the trail a second sign provided a map
indicating there were four different trail routes that could be selected. The map also included
a scale legend to estimate distances.
According to AODA legislation, the sign should indicate the length of each trail, the slope, cross
slope, trail surface and any amenities along the way. Appendix A of this document will provide
the details for creating a sign that is compliant with AODA.
Even though there was little documentation of what to expect, the trail leading from the
parking lot almost immediately makes a significant drop down a hill, which is a clear indication
of the challenges that will be experienced throughout the trail. It is obvious from the start this
would only be accessible to the most athletic of individuals with physical disabilities.

The property sign is small and nondescript. The entrance and driveway
give the impression of a private
property.
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The sign at the start of the trail provides rules for the property rather than indicate information about the
trail itself. A similar sign is posted in the driveway as a person enters the property off the main road.
The sign is posted on the passenger side of the driveway, therefore the distance from the driver to the
sign is likely too far for them to see. A larger sign would be appropriate.
Vegetation partially hides some of the signs. In the summer when the leaves and grass are growing
would make them more difficult to see.

This sign provides a schematic view
of the trails; but does little to explain
the trail itself.
The “you are here” feature is helpful
when the hiker comes across similar
signs along the trail to give an
indication how farther they have
travelled or how far to o their
destination. However, posting the
actual length of each trail would
have more value than using a scale
legend that requires the hiker to
estimate the distance of travel.
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Trail widths are narrow and allow only a
single file path for visitors to walk, therefore
anyone using a mobility device of any kind
(cane, crutches) would find it difficult to use
this trail.
At the time of the site visit, trees and large
tree limbs had fallen over several sections of
the trail, which significantly reduced the
headroom in those locations.
This trail and surrounding property does not
appear to be under regular (weekly)
maintenance, rather it is left to be very
natural with occasional “spot checks”.
However, there are a few areas where a
more aggressive grooming would be helpful
-- the fallen tree branches as well as signs
that were overgrown by vegetation.
Occasional clearing of excess grasses and
weeds help ensure the trails signs are
visible.

Wayfinding signs provide information
about which path to follow to travel the
various trails on the property. However,
the use of color to differentiate trails
could be problematic for a person who is
color blind.

Multiple trees and branches had fallen since the
ground maintenance team had last been on the
property.
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At certain times of the year, the green
signs surrounded by green vegetation
will be hard to see. As noted earlier, a
number of signs are overpowered by the
vegetation itself.
Font sizes should be appropriate to the
distance at which the sign will be read.

Minimum character Maximum viewing
height (mm)
distance (mm)
25

750

50

1500

75

2250

100

3000

150

4500

200

6000

250

7500

300

9000

Sterling Frazer Associates

Use the appropriate size font on property
signage for information and wayfinding.
Use high contrast colors between the text and
background.
Pay attention to shadows and areas where there
may be intense sunlight.
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Collateral Review
Under AODA legislation, a person has the right to ask for printed materials to be made
available upon request in a format that is accessible to the person making the request. This
does not mean that every piece must be reproduced for every type of disability. However,
being prepared to supply the material in a reasonable time is key in meeting the legislative
requirements. Talk with the person requesting the accessible materials to determine the
format that meets their ability and the ability of the producer to comply. It may be as simple
as providing a text-only document, or creating a text document in a larger font. Under the
legislation, the person requesting an accessible document cannot be charged for the piece if
the “standard” material is offered free-of-charge. If a particular piece is expensive to create
and the public is charged a fee to receive the document, it is fair to charge the same fee for a
piece that is produced in an accessible format.
Microsoft Office Suite of programs, such as Word, PowerPoint, and Excel, provide many builtin tools to create accessible documents. Implementing these tools when creating materials
reduces the amount of work required at a later date when the piece has to be reformatted.
Some tips on how to create accessible documents will be covered in a separate section
(Appendix B).
Ontario Nature produces a variety of information pieces that are available to the general
public; including brochures, donor information, maps, posters, magazines and they host a
website. The materials use a variety of font styles and color combinations; some of which are
accessible while others are difficult for a person with low vision or an aging eye to see.

PRINTED MATERIALS
The ON Nature magazine sample that was provided (Fall 2014) makes use of two different font
styles throughout its pages.
Some articles make use of a sans serif style font, which is considered accessible when used
throughout a page or document. However, the spacing within the articles provides little
separation between paragraphs. The distance between lines of a paragraph appears to be
equal to the distance between paragraphs, providing more space between paragraphs is
provides better definition and provides visual relief. The designer does use indentation to
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signify the first line of a new paragraph, which is helpful, but overall there is little white space
in the articles to read comfortably. White space provides a subconscious relief for a person
when reading documents; this is particularly important when a person has a vision disability.
The staggered paragraph format used in the magazine helps to ensure that spacing between
the words on each line is consistent. When a document is justified into block paragraphs, the
inconsistent spacing between words makes it more difficult to read. In addition, a justified
paragraph creates a solid right edge to the paragraph, making it more difficult for a person to
keep their place as they move from row to row.
Approximately half of the articles make use of serif font styles, appears to be Times Roman.
When used as a heading for an article (Fall 2014: page 16) where it is a few words at a time,
the variation between font styles provides good definition between the main text and the
heading. It also provides some visual relief from the monotony of a single font style.
The majority of text should be in a font size of 12 or higher. Different font styles use different
scales, so a 12 font in Calibri will be different than a 12 font in Arial or Tahoma.
Bolded font works well to highlight
important areas of text or when used in the
headings. When highlighting large sections
of text, be cautious of italics; but italics
works well for small sections or highlighting
short strings of words. Similarly, use an
underline only for highlighting occasional
words. Changing font styles (Calibri to Arial
for example) can also help to differentiate
or highlight larger sections of text.

Reverse font colors on a solid background
can be used to create highlighted
information however, use caution with
font styles, sizes and colors. Fine line fonts
disappear into the background. Not all
colors work well together, the red of the
heading stands out, but is hard to read.

Sterling Frazer Associates

Reverse font on a solid color background
can be tricky. If the font style used is
created with thin lines, it becomes hard to
focus on the words. Page 20 (Fall 2014)
has white font on a medium blue
background. The text is very difficult to
read for a person with low vision. The red
color used to highlight the section’s title,
does not provide good color contrast. Even
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though the font size is larger, the Filsinger Creek redux is very hard to read as the letters
appear to blend together.
The Buried or barely there article on Page 23 (Fall 2014), has the same challenge in both the
main text of the article and the article name, however, a different font is used in both the
listings of facility names (Garrison Creek) and locations (Toronto) which are easier to read. A
stronger contrast between font and background would be beneficial.
Avoid using color as a way to highlight important
information or to separate areas of a page. A person
who is color blind may not be able to tell the
differences. Color features are also lost if the
document is reprinted or photocopied in black and
white.
Some colors do not provide sufficient contrast, as in
the examples above of the red against blue
background (see photo on previous page). An online
resource is available that helps determine when there
is enough contrast between two colors. Visit
www.snook.ca/technical/colour_contrast/
colour.html.

Tones and color choices are
important for text to stand out
from its background. The
orange lettering on green
background is very difficult to
read even though the font size
is larger than the general text.

The majority of pictures used in the magazine had
brief descriptions. Descriptions should provide a
summary of the image so that a person who cannot
see the details of the picture can understand the
content. When writing descriptions, imagine the
picture is not actually in the document and the writer
has to describe the relevance as to why the
information is included.
Advertisements in collateral pieces such as the
magazine are outside the control of the magazine
designer, however, where possible, encourage
advertisers to be sensitive to the audience and the
importance of creating materials that everyone can
read. The Whiskeyjack Nature Tours ad on page 37
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(Fall 2014) uses black font on a white background but the font style, character spacing and the
use of italics throughout the ad is visually very difficult to read despite good color contrast.
A number of the collateral samples that were reviewed had similar issues about their
accessibility. For example, the Kinghurst Forest Nature Reserve piece included reverse white
text on a golden background which provided little color contrast. Most of the text was in a
font size that is difficult to read — too small.
It is important for all collateral pieces (and copies of material) to provide crisp text and images.
If a person uses a magnifying glass or electronic magnifying device to see the information, a
poor image becomes less accessible when magnified. The Riverview Park / Mexican Ditch Trail
System used small font sizes, color coded areas to define trail systems and the images and text
were blurred.
The samples of collateral pieces that were reviewed were on a matte finish paper, which is
appropriate. Any materials created on a gloss finish creates a glare for the reader. If the piece
is intended to be read outside, the glare from the sun could make it inaccessible when on a
gloss or semi-gloss finish.

Decorative elements on printed materials such as the color
shading in the bottom left corner of the brochure panel
creates competition between the text and its background.
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WEBSITE
The Ontario Nature website provides the option to change the font size which is a useful
accessibility tool. The changing images found on the home page create a problem for a person
with low vision, or learning disability as they have a limited amount of time before the image
and supporting text changes.
Color contrast for some of the highlighted words is not strong. For example, gold text on a
white background is moderate at best for contrast.
Online links to PDF and Word files should be to documents that follow the guidelines for
creating an accessible document. Appendix B of this report provides information on creating
accessible documents.
The text on each webpage is underlined when the cursor passes over text that links to other
areas of the website. The navigation bar that includes: Discover, Connect, Protect, Act, and
Give change color when the cursor passes over the header and a drop down menu opens to
display additional links. A navigation format that uses drop down menus helps reduce clutter
on the page, however, if the link connection relied solely on the color change it would not
provide assistance for a person who is color blind.
There are limited descriptions to accompany pictures on the website. A person with low
vision, who cannot see the image loses the benefit of the graphic. For a person who uses a
screen reader to view the website, the alternate text embedded in the image needs to provide
enough information to describe the image so the reader understands why it has been included
on the page. For example on the “Protect” page, the image is described as “Kinghurst Nature
Reserve”, and the same information is included in the alternate text. This does not provide
any information to the reader who has a vision disability or to a person using a screen reader.

Note: a screen reader is a software program that people with low vision or who are blind use to
read documents such as web pages, electronic word documents, email etc. Screen readers are
also used by people with learning disabilities and some physical disabilities.
The screen reader follows an embedded path of coded text as it navigates through a web page
or document. For example, it searches the document for text coded as Heading 1, followed by
Heading 2, Heading 3, etc. It is important that headings are created using the proper
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embedded coding, not simply by bolding or changing colors of text. Similarly, all images on the
page must be properly coded (in line with text) and alternative text be embedded on the
document. A screen reader will identify when images are present, but without a proper
description they only cause a disruption to the flow of reading because they appear to be a
new section of information in the middle of other information. In an effort to accommodate a
person using a screen reader, imagine navigating through a document without a mouse or
screen. The user moves through the document with a series of commands, most of which only
use the arrow or tab keys.
A number of accessibility checker programs are available online which may be useful to the
person who creates the website. The details of meeting the required WCAG requirements is
beyond the scope of this project. A useful, technical link is to the World Wide Web
Consortium (W3C) page http://www.w3.org/TR/WCAG10/wai-pageauth.html will be helpful for
web developers.

SIGNAGE
Signs that are used for outdoor spaces should be printed on materials that are suited to the
environment. The surface should be a matte finish to reduce glare from the sun. Use Sans
Serif font and font size that can easily be read from a distance. A simple guide is that a
character height of 25mm can be read at a distance of 750mm, 50mm character at a distance
of 1500mm and so on. The table on page 13 of this document provides additional character
height information compared to the distance at which the sign will be from the reader.
Placement of signage is important. Do not post signs against busy back drops. Chooses colors
that are suitable for the environment. For example, green signs in the forest blend with the
environment, but it may be difficult to find the sign against the backdrop of trees and grasses.
Keep the message simple and uncluttered. A picture can be worth a thousand words. Make
use of pictograms where possible. If the picture is worth showing, make sure it is a size that
can be seen and that it won’t detract from the message; in particular if the message is about
safety.
In some locations, tactile signs are appropriate. In fact, tactile signs are preferred over Braille
signage as more people are able to access information through touch than those who can read
Braille. When raised letters are used, they should be raised between 0.8mm and 1.5mm
above the surface of the sign. Access to a tactile sign must be free of clutter (such as garbage
cans or office furniture) and mounted at a height that a person seated in a wheelchair can
Sterling Frazer Associates
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reach (<1200mm).
AODA requires that all Nature trails provide signage at either end of a trail. The sign must
provide information about the length of the trail, its surface material, what types of obstacles
may be met (such as significant slopes or changes in ground elevation along the trail) and any
noteworthy sights. Sans Serif font should be used on the sign and have contrast from the
background. Where possible international symbols should be used to assist people who have
difficulty reading. The information is intended to provide the visitor with sufficient
information to determine whether he/she can walk all or part of the trail. This same
information should be included on the website to help a person determine before he/she
arrives at the destination whether or not it will be accessible to them.
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The illustrations in this document have been modified from the Parks Canada Design
Guidelines for Accessible Outdoor Recreation Facilities. The dimensions of the
illustrations reflect the AODA—Public Spaces Standard as well as additional information
from Parks Canada—Design Guidelines for Accessible Outdoor Recreation Facilities and
Canadian Standards Association B651 -12 — Accessible Design for the Built Environment.
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Public Spaces
On January 1, 2015 the updated Ontario Building Code (OBC) came into effect which includes
enhancements to accessibility features of buildings as well as the walkways and ramps that
are connected to building entrances. Outdoor spaces and some general public spaces not
covered under the OBC (such as service counters and queuing lines) are governed by AODA
legislation. Ontario Human Rights Code (OHRC) remains the premiere legislation that protects
the rights of people with disabilities in the province of Ontario. Nothing in this document, or
in the legislation, supersedes the rights of individuals under OHRC.
Both the OBC and AODA Public Spaces impact new construction and redevelopment of public
spaces only. They do not have an effect on general maintenance to keep the area safe and in
good working order, or to restore and area to its original condition. There is no requirement
to proactively make these changes, although as the population of Ontario continues to age, it
makes good business sense for doing so.
Complying with AODA legislation is the responsibility of all public, private and not-for-profit
organizations that have one or more employees in Ontario. It is the responsibility of the
organization that undertakes any new construction or redevelopment of public spaces, and
not the contracted services who are involved. For example, architects, engineers, and
general contractors are not responsible for ensuring the accessibility requirements are met by
the property owner. In situations where space is leased, if it is the responsibility of the tenant
to develop the space, it is the responsibility of the tenant to comply with the legislation.
This document will focus on outdoor spaces that include parks, recreational trails, beach
access routes, and many of the amenities they contain. Recreational trails include all public
pedestrian pathways intended for recreational and leisure purposes. Even if the trail is a multi
-use trail, as long as one of the purposes is pedestrian traffic, it must comply with AODA –
Public Spaces.
This Standard does not affect nature trails, wilderness trails or portage routes. Nature trails
are considered remote trails that the property manager does not intend to maintain due to
their location or rugged terrain. However, any organization that is developing new trails
should learn from this document and implement accessible features where possible.
As of January 1, 2017, private and not-for-profit organizations with 50+ employees (January 1,
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Each person requires a specific amount of clear ground space as they travel along a
pathway. The amount of space varies by person and the technology, or equipment they
use. A person walking along a path requires approximately 600mm, while two people
passing one another in wheelchairs requires a minimum of 1500mm.

2018 for private and not-for-profit organizations with 1-49 employees) must consult with the
public and persons with disabilities to ensure their needs are considered in the design of new
recreational trails. This will include identifying the slope of the trail, the need for, and location
of: ramps, rest areas, passing areas, viewing areas, amenities along the trail, and any other
pertinent features that may affect accessibility.
[Note: consultation is not required when constructing or redeveloping beach access.]
When considering new designs do not assume that accessibility is for a person using a
wheelchair. AODA legislation covers all types of disabilities including people affected by
mobility, sensory and/or cognitive conditions. Therefore, consideration of a person who is
blind who walks the trails is equally important as a person who uses a wheelchair, walker,
cane, or crutch.
Sterling Frazer Associates

www.sterlingfrazer.com

Page A-3

Accessible Public Spaces

AODA Public Spaces provides the minimum requirement for accessibility. Where possible
organizations are encouraged to exceed the minimum requirements to increase accessibility
for a broader group of individuals. However, making a space bigger does not necessarily make
it accessible; following recognized published guidelines is critical to a design being useable for
people with disabilities.
The following list provides some of the more commonly used standards and guidelines for
accessibility:


Accessibility for Ontarians with Disabilities Act (2005) – Integrated Accessibility Standard, Public
Spaces*;



Building Code Act 1992, Ontario Regulation 368/13*;



Canadian Standards Association B651-12, Accessible Design for the Built Environment;



City of London, Ontario, Facility Accessibility Design Standards (FADS) ;



Parks Canada, Design Guidelines for Accessible Outdoor Recreation Facilities, (which is based on
the Canadian Standards Association B651-12); and,



US Department of Justice ADA Standards (2010).
*Note: Only AODA & Ontario Building Code have legal jurisdiction in the province of
Ontario.

For the purposes of this document, SFA has combined the AODA – Public Spaces Standard
with Canadian Standards Association B651-12 and the Parks Canada Design Guidelines for
Accessible Outdoor Recreation Facilities.

Openings along any path of travel
should have a maximum opening of
20mm in the direction of travel.
This helps prevent wheel casters
(walkers, wheelchairs, strollers) or
cane tips from getting caught.
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Recreational Trails
The following criteria is required for recreational trails, boardwalks and bridges:


A minimum clear width of 1000mm (1 metre).
This width is normally sufficient space for a person who uses a cane, crutches, walker,
wheelchair or scooter to travel along a pathway. It will also be appropriate for a person
traveling with a service animal. However, it will not be wide enough for two people to travel
side by side. Nor does it accommodate for people to pass one another traveling in opposite
directions. For example, two people using standard sized manual wheelchairs require
approximately 1500mm width to pass by one another.



A minimum head clearance (free from tree branches, bushes, signs, arbors etc.) of 2100mm
above the trail.



Trails that are groomed regularly should have a 500mm of clearance extending beyond either
side of the path of travel. This means cutting grasses, shrubs and tree limbs from entering this
additional space.



The surface of the trail must be firm and stable. Suitable surfaces include, grass, crushed gravel,
asphalt, cement, or other materials that resist indentations when a person walks or wheels
across the surface. Sand, pea gravel and unit pavers are examples of surface materials that are
not accessible. Similarly, land that is heavily affected by rain or water runoff where the ground
is malleable may not accessible dependent upon the weather.



If the ground surface has openings, such as gratings, the maximum opening within the surface

AODA recommends incorporating an edge
guard along the path of travel when there
is a drop-off or water feature. The guard
should range in height from 50mm to
75mm above the surface of the path. This
provides a tactile cue for a person with low
vision who may be using a cane for
guidance, or to help prevent a person in a
wheelchair from inadvertently rolling off
the edge of the path, boardwalk, or ramp.
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must not exceed 20mm (if elongated, measurement is taken along the direction of travel).
Openings, such as those found between the boards of boardwalks or docks, must run
perpendicular to the main path of travel. This may help keep cane tips and small casters of
mobility devices from being caught in the openings.


Where a recreational trails is adjacent to water or a drop-off (600mm or less), the trail must
have edge protection that creates a physical barrier that runs along the edge of trail of at least
50mm to 75mm above the trail surface. Care should be taken that the trail edge does not
create a barrier to drainage.



If the area along the water or drop-off is greater than 600mm, a physical barrier such as a railing
or fence must be constructed. The barrier should be at least 1070mm in height from the surface
of the trail, observation deck or dock. The design of the barrier must discourage climbing;
which may be accomplished by using vertical pickets versus horizontal rails.



Entrances, such as gateways, to trails must have a clear width of 850mm to 1000mm. This
means there should be no gate hardware, signs, or other items protruding into the 850mm
space.



The start of each trail must include a sign with the following information:


Length of trail. This helps a person determine if he/she can travel the full distance.



Type of travelling surface (grass, crushed rock, gravel, sand, rocks).



Average and minimum trail width.



Average and maximum running and cross slope of the trail. AODA Public Spaces allows a
maximum slope of 1:10 without modification. Cross slope of natural surface trails
should be 1:50 to be relatively flat but allow for water to run off the surface of the trail.



Identify which amenities are available along the trail as well as their location along the
trail. For example, identify whether and where there are washrooms, benches,
observation areas, etc.



The sign should have a non-glare surface. The background of the sign should have high contrast
with the lettering. Use Sans Serif fonts.



Ensure the sign is not covered by natural elements such as tree branches, tall grasses, bushes or
shrubs. The sign must be within a reasonable distance for a person to see without having to
venture from the trail surface. For example, the minimum character height to read a sign at a
distance of 2500mm (approximately 8 feet) should be at least 100mm.



Signs along the trail (include maps with “You Are Here” designations) are helpful to identify
distance travelled and/or distance to amenities. This may help a person determine whether he/
she can carry on or turn back.
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Websites and brochures should include the same information as what is posted on the trail head
signs. This allows a person to decide whether he/she can travel the trail prior to arrival.

Exterior Paths of Travel
This section applies to exterior paths of travel that are constructed as sidewalks or pathways
specific for pedestrian travel other than for recreational purposes, for example, joining two or
more buildings or linking a parking lot to a building.
The minimum clear width must be 1500mm with a firm, stable surface that is slip resistant.
Where there are openings along the path of travel, the openings must not be larger than 20mm
in length along the path of travel. The maximum slope is 1:20. Walkways with slopes greater
than 1:20 must be treated as a ramp. Changes in elevation (such as thresholds or between
paving stones) along the walking surface must be less than 6mm. Changes in elevation between
7mm and 13mm may have a bevelled edge, and anything 14mm or greater must be ramped
(see below).
Entrances through gates or between bollards must be a minimum of 850mm clear space.

Inclines and Ramps

A physical barrier is required in areas where there is a sudden drop off from the trail
where the drop off is greater than 600mm or areas where moving water is present. A
physical barrier should be at a height of 1070mm from the ground, this provides protection
but is low enough that a person seated in a wheelchair could still see over the barrier.
Handrails should be mounted at a height of 865mm to 965mm, and mounted on the inside
of the barrier within the path of travel. The distance between two handrails must not be
less than 900mm.
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Ramps must provide a clear width
of 900mm (between handrails).
Handrails are to be mounted on
both sides of the ramp at a height
between 865mm and 965mm.
At the top and bottom of a ramp,
or where the ramp makes a
change of direction, there must be
a flat clear space of 1670mm by 1670mm to allow a person space to maneuver.
A flat landing must be provided every 9 meters so that a person has the option to stop and
rest.
Note: This illustration indicates lengths and widths of a ramp, the hand railings and edge
protection guards were removed for clarity of the diagram.

Stairs
Where stairs connect to exterior paths of travel, the stairs must have:


a tread surface that is slip resistant,



uniform risers and runs for each flight,



a rise of each tread of 125mm to a maximum of 180mm,



a tread depth of 280mm and 355mm,



closed risers,



a maximum nosing of 38mm with no abrupt underside,



a contrasting strip 40mm to 60mm along the leading edge of each step,
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Walkways that are constructed of materials such as cement, asphalt, wood (boardwalks) must
be modified if there is a change in elevation along the path of travel. Changes in elevation of
6mm to 13mm must have bevelled edges to reduce the trip hazard. Areas where the change
in elevation is between 14mm and 200mm, the area must be sloped at a grade of 1:15 and
anything over 150mm must be designed as a ramp. It is not necessary to modify nature trails
that are not maintained regularly.
Ramps have many of the same requirements as trails listed above (2100mm headroom, no
openings greater than 20mm, floor boards must run perpendicular to the path of travel,
maximum slope of 1:12).
Ramps used for a change in elevation greater than 150mm are required to have handrails on
both sides. When there is a change in elevation greater than 600mm an additional safety
feature of a safety guard must be placed on either side. The safety guard rail must measure at
least 1070mm in height. Handrails are located inside the safety rail (within the walking space)
at a height between 865mm and 965mm. The distance between the handrails must be at
least 900mm.
Handrails must be graspable and continuous for the full length of the ramp. In addition
handrails must:


extend an additional 300mm at both the top and bottom of the ramp;



be positioned between 865mm and 965mm from the ramp surface;



be round and measure an outside diameter no smaller than 30mm and no larger than 40mm;
and,



be a minimum of 50mm between the handrail and the wall (or safety guard rail) to which the
handrail is attached.

Flat landings measuring 1670mm by 1670mm are required at both the top and bottom of the
ramp. In addition, if a ramp makes a directional change, a landing must be created. Ramps
require landings that are spaced no more than 9000mm apart (along the horizontal run). A
landing is a flat area that measures at least 1670mm in length along the path of travel and
equal to the width of the ramp. Where there is an abrupt change in direction the landing
must be 1670mm long and 1670mm wide to accommodate a turn.
Ramps that are wider than 2200mm wide require an intermediate handrail so there is no
more than 900mm between any handrail.
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a tactile walking surface indicator located at the top of each flight of stairs that extends the full
tread width of the stair. It should have a depth between 600mm and 650mm commencing one
tread depth from the edge of the stair,



handrails on both sides of the stairs at a height between 865mm and 965mm, and



handrails that extend 300mm beyond the last step at the top and bottom of the stairs. Where
stairs are more than 2200mm in width, one or more intermediate handrails that are continuous
between landings must be provided so there is no more than 900mm to 1650mm between
handrails.
Detectable warning pads at the
top of stairs provide tactile cues
for a person with low vision or
who is blind that a drop in
elevation is about to occur.
Warning strips on each stair
provides additional tactile and
visual cues of each stair edge.
Handrails on both sides of the
stairs provide a place for a
person to grasp onto and
provide balance. The handrails
must extend by 300mm beyond
the last step at both the top and
bottom of the staircase.
The rise of each stair must be
consistent.

Benches and Rest Areas
A rest areas along a path or trail is an important feature for people with mobility or balance
disorders. Placement of a bench at specific intervals along a path provide a place to rest
before continuing on, or returning to the start of the trail. Benches installed at scenic areas
provide an opportunity for a person to appreciate the view while resting.
Benches should be placed adjacent to paths and trails in such a way that they are not a
barrier to pedestrian traffic (set back approximately 600mm from the flow of traffic). The
ground under and surrounding a bench should be stable and flat.
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Overhead clearance of 2100mm should be maintained. However, rest areas benefit if they
are set under the canopy of trees to provide shade.
The appropriate height of a bench seat is 450mm to 500mm from the ground. Armrests that
run the full length of the seat provide stability for a person as he/she sits or stands. A stable
back provides a comfortable place to lean against. Clear open space under the seat creates a
body posture that allows the feet to be placed directly below the buttocks, which gives
greater strength as the person stands.
Multiple benches in a rest area should be laid out facing one another or in an L-configuration
to accommodate conversation.

Design rest areas to include
a set back of at least 600mm
from the main path/trail. A
space within the rest area
beside the bench allows a
person who uses a
wheelchair to sit next to a
person on the bench, or,
provides the space to
transfer from their wheelchair
and sit on the bench.
Where possible, placing two
benches at 90 0 to each other
provides a more convenient
arrangement for someone
with a hearing disability to be
part of the conversation.

A space measuring at least 850mm wide and 1200mm deep should be created beside a bench
to allow a person seated in a wheelchair to rest with a person seated on the bench.

Outdoor Public Use Eating Areas
Twenty percent (minimum of 1) of all outdoor eating spaces must be accessible. The ground
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surface leading to and under the tables should be level, firm and stable.
To accommodate movement around the table the areas should include a clear space of
1500mm around all sides of the table.

The average person seated in a
wheelchair requires a minimum clearance
of 680mm under a table/counter surface
and 480mm in depth to sit comfortably.

The appropriate height of a table should be between 710mm and 865mm from the ground. A
clearance height of 680mm and 480mm deep below the table surface allows enough space for
a person who uses a wheelchair to pull up and place his/her legs under the table.

Parking
AODA legislation does not require organizations to proactively modify the built environment.
Repainting the parking lot surface does not trigger the redevelopment requirements.
Off street parking facilities must provide two types of parking spaces that may be used by a
person with a disability. Type A is a wider parking space which is used by people who have
ramps and/or lifts on their vehicle. The minimum width of a Type A parking space is 3400mm.
Signage should indicate this space is for van access. Type B is a standard width parking space
(2400mm) which is intended for people who use canes crutches, walkers.
Both Type A and Type B parking spaces must have an “access aisle” with a width of 1500mm
beside the designated space. A single access aisle can be shared between two accessible
parking spaces on either side. Where parking is on asphalt or concrete, surface lines with
diagonal hash marks help define the access aisle. Bollards or other physical barriers may be
Sterling Frazer Associates
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Type A parking
spaces are for
vans for people
who use mobility
devices such as
wheelchairs and
scooters. These
individuals require
additional space to
deploy ramps and
lift mechanisms.
Signage for Type A
parking spaces
should be marked
as “van
accessible”.
However, it does
not prevent other
vehicles from
being parked in the
space provided
they have the
accessible parking
permit.

Type B parking
spaces are for
people who use
canes, crutches or
walkers and do not
need the extra space
for the vehicle.
However, Type B
parking spaces also
have the advantage
of the 1500mm
accessible aisle to
ensure there is
sufficient room for a
person to get in and
out of a vehicle and
to walk safely to the
nearest path or
sidewalk.
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used to “protect” the accessible aisle, however great care must be taken so that the barriers
to protect do not become barriers to accessibility.
The access aisle should run the full length of the parking space. It should join onto a
designated path of travel that does not place a person with a disability in the traffic flow or
require him/her to travel behind parked vehicles. Accessible parking spaces should be located
nearest the starting point of a trail, dock access, or entry into a facility.
Overhead clearance of 2750mm free from tree limbs, signs and building overhangs.

Signage for both Type A and Type B parking includes pavement markings of the international
symbol of accessibility measuring approximately 1525mm by 1525mm. Pavement markings
(signage and access aisle) can be either white or yellow. However, yellow is a stronger color
for a person who is color blind or someone with an aging eye. Plus, yellow stands out more in
the winter months when snow is on the ground.
Each accessible parking space must have its own vertical sign positioned in the centre of the
front edge of the parking space. The sign should measure at least 300mm wide by 450mm
high. The sign should have strong tonal contrast between the images and font from its
background. Signs are to be mounted on a single pole at a height ranging from 1500mm to
2500mm from the ground to the middle of the sign. They should not be mounted on buildings
or fences. Type A spaces should have signage identifying it is a space that is suitable for van
parking.

Outdoor Play Spaces

Raised play areas allow a child
with a disability to transfer out of
his/her wheelchair and interact
with other children. This helps
remove some of the stigma of the
differences caused by the
assistive device.
Grab bars or handle provide
assistance with transferring on and
off the structure.
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AODA Public Spaces Standard does not provide specific requirements for creating an
accessible outdoor play space. The Standard does recommend that people with disabilities,
specifically parents of children with disabilities be a part of any planning process to develop an
accessible play space. It is important to note that at times, creating an accessible play area is
for the benefit of a parent with a disability who may need access to his/her child.
A few points to consider include:


Play spaces should have firm stable ground surrounding the play area. They should connect
directly to an accessible path of travel and there should be no major change in elevation along
the path into the play space unless there is an accessible ramp.



Incorporate sensory activities that make use of tactile functioning. Use bright colors to provide
visual stimulation, and include audio interaction. If the area is maintained, include fragrant
plant life.



Provide a raised play area that is accessible to a child to transfer from his/her wheelchair onto
the structure. Include grab bars to assist with independent transferring on and off the space.



Incorporate play stations that are raised at table height (760mm max from the ground) to allow
a child seated in a wheelchair to reach items without having to leave his/her wheelchair. For
example, a raised table that incorporates a sand box. The underside of the table must be at
least 610mm from the ground and clear of all obstructions by a depth of at least 480mm.



In areas where safety from falls is a concern, use small wood chips to cover the ground. Small
wood chips will pack down and allow a wheeled device to travel across.

Raised play stations allow a child to remain
seated in his/her wheelchair and have access to
some of the play activities.
Adjust the height of the table so that it is
appropriate for a child.
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Privy (Outhouse)
A privy will have many of the same accessible design criteria as a public washroom. This
section is based on the criteria set out in the Parks Canada, Design Guidelines for Accessible
Outdoor Recreation Facilities.
A free standing privy requires a minimum interior dimension of 1700mm by 1700mm with a
door that swings outward. The door must have a clear opening of at least 850mm; this means
there is no hardware protruding into the space. A D-shaped door handle should be installed
on the outside and inside of the door. The inside door handle should be positioned near the
hinge side of the door to allow a person to remain within the interior space and be able to pull
the door shut. Any lock mechanism used should be a sliding lock. When choosing hardware,
consider how the item would operate if the user only was able to manipulate it using a flat
open hand or a closed fist.
The toilet must be positioned so that its halfway point measures between 460mm and
480mm from the side wall. On the clear side of the toilet, an unobstructed space of 900mm
provides for placement of a wheelchair to accommodate transferring onto the toilet.

Previous versions of the Ontario Building Code permitted straight grab bars to be
mounted at a 45 0 angle along the wall beside the toilet, however, recent changes to the
code include using a grab bar that is L -shaped. This provides enhanced stability as the
person transfers onto the toilet and provides a vertical hand placement to assist in
pulling the individual into a standing position.
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A horizontal grab bar should be mounted behind the toilet at a height ranging from 750mm to
850mm from the floor. In addition, an L-shaped grab bar must be mounted on the side of the
toilet that is nearest to the wall. The horizontal portion of the bar should be mounted at
750mm to 850mm from the floor. The vertical portion should be placed along the wall so that
it is approximately 150mm in front of the front edge of the toilet. Grab bars should not be
placed on an angle as this increases the potential for a person to fall during the transfer.
The toilet tissue dispenser should be mounted at a height of 600mm from the floor and
300mm from the front edge of the toilet.

Placement of the privy should connect directly onto an accessible path of travel. There should
be a smooth transition between the path and the cement pad where the privy is placed. This
may require that ramp be installed or the ground altered to accommodate the smooth
transition.
In order for a person seated in a wheelchair to be able to open a door (that swings towards
them) there must be a flat firm surface that measures approximately 1600mm wide and
1525mm deep. This requires approximately 600mm of clear space at the side of the door
opposite the hinge.

Outdoor Trash Receptacles
Openings into trash or recycling receptacles should be placed at a height ranging from 750mm
to 900mm from the ground. Containers that have openings on the side are easier to access
than containers with openings on the top.
Outdoor trash containers may require a lid to keep animals from reaching the garbage; where
possible use inward swinging trash lids and avoid any designed with lids that must be lifted. A
person should be able to access the receptacle using one hand.

Place trash and recycling containers along an accessible path of travel.
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Barbecue Grills and Fire Pits
Fire pits should have a clear space of 1500mm surrounding the pit or barbecue, the ground
should be firm and flat. Access to these amenities should be via an accessible pathway.
The height of a fire pit grill should be 600mm from the surrounding ground area and barbecue
grills should be between 800mm and 920mm from the ground.

The ground surrounding fire pits and barbecues should be firm and flat. A minimum
clearance of 1500mm unobstructed space allows a person using a mobility device to
move around without coming too close to the source of heat.

Water Taps
Taps and water spouts should be mounted at a height between 750mm and 900mm from the
ground. A lever style tap control is required as it can be manipulated by using one hand and
does not require a person to grasp or twist to operate.
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Docks
Docks must be located along an accessible pathway. As with all exterior paths of travel, there
must be a minimum width of 1000mm. A wooden dock must have its floor boards placed
perpendicular to the main path of travel on the dock so that there is no opening greater than
20mm.
A raised edge of at least 50mm to 75mm must surround the outer edge of the dock to provide
a tactile cue for a person with low vision and/or to prevent mobility devices from rolling off.
Along the walking surface of the dock only a 6mm variation in height is considered accessible.
Areas that have a change in elevation between 7mm to 13mm must be bevelled along the
path of travel. When there is a change in elevation between 14mm and 200mm, the area
must be sloped at a grade of 1:12 and anything over 200mm must be designed as a ramp (see
section on RAMPS).
Floating docks are acceptable in areas where the water level fluctuates. Although, the maxim
allowable ramp slope (1:12) should be maintained when water is at its known low level.
Where the dock is provided as an observation area, a barrier at the height of 1070mm from
the surface should surround the dock. If the dock is used for fishing, the guard can be lowered
to a height ranging between 810mm and 860mm. Where the dock is used as a loading zone
for boats where large crowds gather (tour boats) a gate with a clear width of 850mm should
be provided with a flush transition from dock to boat. Where the dock is used for smaller,
personal crafts, the dock may be open on the side where the transfer will occur. A grab bar at
a height between 750mm and 850mm should extend outwards beyond the edge of the dock
by 450mm.
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Appendix B —Accessible Documents
AODA legislation gives consumers the right to ask for information to be presented in an
alternate format that is accessible to him/her. This must be done within a reasonable amount
of time and must not cost the consumer more than what any other consumer is charged for
comparable information.

Consult with the person making the request for an alternative format to find out what type of
document or communication style works for him/her. Do not assume that a person who is
blind wants a document in Braille. Only 6% of the population of people who are blind can read
Braille. At times, providing information by reading it to the individual, or providing a summary
of the information is all that is required.
Each person’s requirements are different; therefore, rather than create multiple versions of
documents that may potentially meet a need, using accessible document design from the time
a document is created reduces challenges when alternate formats are requested. When done
properly, the conversion to a variety of formats can be done easily, including pdf files and web
pages.
Some documents are difficult to create accessible alternatives. This requires a different
approach to share the information. For example, it may not be possible to provide an
accessible document that is comparable for maps, floor plans or schematic drawings, but
providing an overview of the item may be an option that is suitable for the individual.
Creating an accessible document does not mean that all creative options have to be
abandoned. Using the built-in “style” feature in Word, including alternate tags for pictures,
charts, and images allow a full range of creativity. However, there are times when a document
is created for visual impact, such as sales brochures, and the document cannot be made
accessible due to a large amount of graphic imagery. In these cases, an alternate document
with text only provides the same technical information and may be an acceptable option.
Accessible documents are not just for people with low vision or who are blind. People with
learning or cognitive disabilities may need alternate forms of communication.
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Basic Considerations For Creating An Accessible Word
Document
A Word document that is created with accessible design is easier to translate into alternative
formats. PDF files that are converted from accessible Word files are more likely to be read by
screen reader software, such as JAWS.
The following suggestions will help you create a document that is accessible and easily
converted to alternate forms of communication.


Use simple language. Don’t overcomplicate a message. A grade 8 reading level is
appropriate for most people. Refrain from using corporate or industry jargon.



Maintain 1 inch margins on either side of the page (for an 8.5 x 11 inch page). This
provides white space and is easier on the eyes.



Leading refers to the spacing between lines of text. This should be at least 25 to 30 per
cent of the font size.



Leave space between paragraphs.



Do not justify the text. This creates uneven spacing between letters and words. A
staggered right side of the paragraph allows a person to follow the lines more easily.



Tracking refers to the space between each character. Providing more white space
around each letter allows it to stand out on its own, making it easier to see. This is
particularly important when using smaller font sizes.



Use sans serif font.



Printed documents should have a font size no smaller than 12. Large print materials
typically use 14 or 16 font. When creating an electronic document, the reader has the
ability to alter the font size on his/her own.



Use italics sparingly when emphasizing words. With a sans serif font, italics in small
amounts is acceptable. Bold or underlining words is preferred.
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ALL CAPS is difficult to read, because all the letters are the same height; but Small Caps
with a capitalized first letter in each word helps create the visual separation of words
and is easier on the eye.



Avoid using color to define styles. A person who is color blind may not be able to
distinguish the difference. Color may be lost if the document is photocopied or
reprinted in black and white.



An online website is available to research which colors work and which do not. Visit
www.snook.ca/technical/colour_contrast/colour.html



Use headings to separate spaces on the page and highlight key subject areas. It is
possible to create an attractive Word document using accessible design features.



Use the built-in style feature found on the home ribbon of Word documents. The
various headings work with screen readers to help establish the layout of the page and
allows the user to skip from heading to heading within the document.



Use the modify feature to make changes to the selected style; for example, you can
modify the font styles, font size, paragraph spacing, and features such as bold, italics
and underline. This does not impact the screen readers ability to find the various
headings.
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Use the style feature to set spacing around headings or between paragraphs rather
than adding extra lines. These extra lines may give the impression to a person using a
screen reader that the document has ended — in particular if a series of blank lines are
used to separate sections of a document.



Create a table of contents at the beginning of a document with hyperlinks to the subject
headings.

The following images provide information about using Word’s “Style” feature to create
accessible documents.

Choose the style you wish to use on a section of text. If you do not see the style you want to
use in the ribbon, use the arrows to the right of the Style ribbon to provide more options.
To modify a style, highlight the style and right click on the mouse to open the drop down
menu. Select “Modify” and a new window will open that provides information about the
selected style. In the bottom left corner of this window is the “Format” button. Select
“Format” to choose from the style criteria you wish to modify: font, paragraph, tabs, border,
etc. and the changes you make will be maintained while using this document.
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In this example (above), the style that is being formatted is “Heading 1”. Click on the “Format”
button at the bottom left hand corner of the screen. A drop down menu of different style
features will open (below).

Sterling Frazer Associates

www.sterlingfrazer.com

Page B-5

Accessible Documents

Appendix B

Selecting “Font” (above) opens a window that provides all the options for adjusting font
features; including: type, size, and effects.
In the example below, the various options available to adjust the paragraph open in a
separate window.
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Documents that include tables, pictures or objects must have “Alternate Text” added for a
screen reader to identify the item and provide a description to the individual reading the
document. Select the object and right click the mouse. A drop down menu will appear.
Choose “Format Picture”. A new window will open (below) with five tabs to choose from;
select “Alt Text”.
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Create a description of the item. Provide enough information to allow a person to understand
what the image looks like and its purpose for being included in the document. A screen
reader will read this information to the person reading the document.

Once the document is
complete, the built-in
“Accessibility Checker” will scan
the document and identify
areas where the format may be
considered inaccessible.
Start by selecting “Check for
Issues” under the “Info” tab of
the Word document.
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When the “Check for Issues”
button is selected a drop down
menu will appear.
Select the “Check Accessibility”
option.

When the screen returns to the working Word document, the Accessibility Checker will open
in the right side of the screen. It will identify if there are issues that are considered
inaccessible. The lower portion of the window will provide suggestions for correcting any
issues.
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