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Early Childhood
National Centers

Preparing Documents for 508 Compliance
Child Care State Capacity Building Center and
National Center on Early Childhood Quality Assurance

What Is 508 Compliance?

Section 508, an amendment to the United States Workforce Rehabilitation Act of 1973, is a federal law mandating
that all electronic and information technology developed, procured, maintained, or used by the Federal
Government be accessible to people with disabilities. Under Section 508, agencies must give disabled employees
and members of the public access to information that is comparable to the access available to others.

In the scope of our work, any product, document, or resource we place on the Child Care Technical Assistance
(CCTA) website must be made compliant so that assistive technology can read the document for those with visual
impairments.

Preparing a Document for 508 Coding

Before submitting a document for 508 compliance, it must be in its final form—ensure that the document has been
reviewed by all necessary parties and all revisions have been made.
Submit the file in its original form (Word, PPT, or Excel). Those
coding your document will convert it into a PDF.

Before submitting a
document for 508
compliance, it must be in its
final form.

Any edits, small or large, made to the document after it has been
submitted for 508 compliance will delay the completion of 508
compliance coding. In most cases, changes made after beginning
the 508 coding process will require recoding of the document in its

entirety. Any edits, small or large,

made to the document after

Provide detailed descriptions of all relevant images, graphs, and 1122 DEER EL oM 123 e

charts in a comment balloon in the body of the Word, PPT, or Excel
file. If necessary, the coder will contact you to clarify this information
prior to coding.

If you have questions or need assistance with preparing documents
for compliance, email OCClinfoServices@icfi.com with the subject
line “508.”

Submitting a Document for 508
Coding

508 compliance will delay
the completion of 508
compliance coding. In most
cases, changes made after
beginning the 508 coding
process will require
recoding of the document in
its entirety.

Send documents for 508 compliance to OCClInfoServices@icfi.com with the subject line “508.”
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Preparing Documents for 508 Compliance

Formatting Checklist

To ensure that your document is coded accurately and in a timely manner, please ensure you have completed the
following items before submission. You do not need to submit the completed checklist with your document;
it is only for reference. However, the coder will scan the document against the checklist. If all items are
not addressed, the document will be returned so you can address the incomplete items. This may cause a
delay in the coding process.

Iltem Checked and Resolved

You have received all necessary approval,
including approval from the Office of Child Care,
if applicable

The document has been copy edited and
reviewed; final edits have been made

It was created in the proper template (either for
the Child Care State Capacity Building Center
[SCBC] or the National Center on Early
Childhood Quality Assurance [ECQA Center])

All hyperlinks are working correctly

All tables and charts were created using the
“Insert” function in Word

For all tables in the document, the “Allow row to
break across pages” option has been
unchecked (this is within the table properties)

For all tables in the document, the table header
row is repeated at the top of each page

For a document with a table of contents (TOC),
the TOC was created using the TOC tool in
Word rather than created manually

All lists (bulleted or numbered lists of items)
were created by applying the proper styles in
Word

References were created using the reference
tool in Word

All indentations that were created with the
space bar have been deleted

All manual spaces before paragraphs have
been deleted

The page numbers were created using the
template style or by using the “Auto Insert Page
Number” tool in Word
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Preparing Documents for 508 Compliance

More Information about Formatting for 508 Compliance

Describing Relevant Images, Graphs, and Charts

Descriptions will be used for alternate text, also known as, alt text. Alt text provides specific details about visual
information for those with seeing impairments on the context, images may or may not require alt text (see the
“Sample Graphic and Description” below for more information). A screen reader will read the provided alt text of
the relevant image, graph, or chart for the listener. Note that all graphs and charts will require alt text to convey
the data points.

This means that when submitting documents for coding, you must provide detailed descriptions or data points of
all graphs, charts, and images that convey important information. Enter descriptions in a comment balloon or send
more lengthy descriptions along with the document in the body of an email or as a separate attachment.

Relevant Images

Unless the image is integral to the document it does not require alt text. If the image contains information that is
vital to the document, then it will require alt text. For example, a photograph of children and families inserted for
visual appeal would not need a description. However, an image illustrating how two components of a system
interact would need a description because the image represents important information. See the sample below for
a sample of an image and its alt text.

Sample Graphic and Description

Individualized

Care

i | B of Description of Image (Alt Text)
Resigpprese ‘ Sf";',:m, Six webs stemming from Relationship-
Based Care: Cultural Responsiveness,
Relationship-Based Care Individualized Care, and Inclusion of

Children with Special Needs, Small
Group Size, Primary Care, and Continuity

Continuity of Care

of Care

Source: Program for Infant/Toddler Care
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Preparing Documents for 508 Compliance

Styles

Styles are the main elements of a template, and using template styles is essential for 508 coding. The styles
set in the template have all fonts, colors, and spacing between lines preset so there is no need to create space
using the space bar or enter button. Using the styles in your document reduces the amount of irregularities that
can delay coding. Using the template ensures uniformity across all SCBC or ECQA Center documents, especially
with regard to spacing. Do not change any of the preset style elements in any template.

To access template styles, go to the “Home” tab in Word. In this tab, the styles bar will be visible.

EW AbleBits.com

AaBb AaBbCc AaBbCcDi AaBbCc | AaBbCoDi| AsBbCcDi AaBbCeD = Azt AQ
T1st Page.. TlstPage.. TEBibliogr.. TEBlock Te.. TBody Te.. TBoxBod.. TBoxHea. TBoxList

AaBbCcl + AzBbC A » AaBbCc - AaBbCc 1. AaBbC .
cume.. THeader.. Tlistleve.. TListleve.. TListlLeve.. TListLeve.. TNumber.. |z

To open the styles panel, click on the bottom left hand corner.

Styles ReEs

S:t::a”mmp\e&xplanam o

*1st bullet T

1::::;:’:Eader'(ext '[_':; . - .
1ot Page susheasTet T The styles panel will correspond with the elements in
A the template. Use the template as a guide for which
AN i style to use.

o b

Endnote Text
Footer

Footnote Text
Header Text (page 2+)
Heading 1
Heading 2
Heading 3
Heading 4 {run in}
HTML Preformatted
Hyperlink

List Level 1

List Level 2

List Level 3

List Level 4
Numbered List
Numbered List 2
Section Head
Table Cell

Table Header Row

A gt a9 a3 BERABEERE

Table Header Row - Cer
Table List

Table Subhead Row
Table Title

EIE ]

Show Preview
Disable Linked Styles

| (| [ Options...
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Preparing Documents for 508 Compliance

Creating a List Using Styles

A bulleted list or bullet list is a list of items preceded with bullets instead of numbers or other objects. Below is
an example of such a list.

When making a list, follow styles in the template. Make sure you are using the correct list level or numbered list.

4
x

Styles

Endnote Text
Footnote Text

R Header Text [page 2+)
+ List level1

Heading 1

+ List level 1 Heading 2

- Heading 3

List level 2 g

Heading 4 {run in}

List level 2 Hyperlink

o Listlevel 3 List Level 1

o Listlevel 3 \ S

. List Lavel 3

List level 4

List Level 4

<
Listlevel4 Numbered List 1
1. Numbered List 1 / Nombered Lict
2. Numbered List 1 Section Head
a. Numbered List 2 Table Cell

b. Numbered List 2 Table Header Row
Table Header Row + Bol

R R I T N I PP P I = T =

Table List T
Table Subhead Row T
Table Title T
Table/Figure Note and 5 T
Title 12

.
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Preparing Documents for 508 Compliance

Creating a Table of Contents

It is essential to use the table of contents function in Word because when the document is converted into a PDF
for 508 coding, the table of contents is automatically coded. Each item in the table of contents is automatically
linked to its respective location in the document. Not using the table of contents function can delay coding.

To create a table of contents, select the “References” tab.

B H S O- \

HOME INSERT DESIGM PAGE LAYOUT MAILINGS REVIEW VIEW

Add Text - ABl M Insert Endnate BV B lanage Sources [ Insert Table of |
Table of [)! Update Table . AE; Mext Footnote - : [% Style: [APA - . Update Table
able o nsert nsert ; o nsert
Contents = Footnote Show MNotes Citation = £’ Bibliography - Caption Ell_:| Cross-reference

able@ts Footnotes P Citations & Bibliography Captions
1 ?

Next, select the “Table of Contents” tab and then select “Custom Table of Contents.”

B H S :
FILE HOME INSERT DESIGN PAGE LAYOUT REFE
% ® Add Text - ABl M1 Insert Endnate @
[ Update Table AE, Next Footnote -
Table of Insert Insert
Contents = Footnote Show Notes Citation =
Built-In fio
Automatic Table 1

Contents

Automatic Table 2

Table of Contents

Manual Table

Table of Contents

chapter e fevel 1) ...
Typea chuaplisr tithe (vl 2)..
Type chaples itk fevel 3

@ More Tables of Contents from
Custorn Table of Contents..,
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Preparing Documents for 508 Compliance

' B
Table of Contents m
Index | Table of Contents | Table of Figures | Table of Authorities |
Print Preview Web Preview
Heading 1 1]~ | [Heading 1 -
Section Head 1| | |Section Head ]
Show page numbers Use hyperlinks instead oNpage numbers
Eightalign page numbers
Tab leader: | E
A
General
Formats: From template |z|
Show Jevels: |1 =
| options.. | | Modify.. |
N QK ] ’ Cancel ]
.

Make sure you select none for tab leader. Also select the levels you want to\show (e.g., “2” for headings and
subheadings).Generally you will want to show at minimum Section Head and Heading Level 1.

For more guidance: Table of Contents.

Resources

HHS.gov

For a more comprehensive explanation of 508 compliance and checklists visit HHS.gov.

¢ HHS 508 checklist for Microsoft Word.
¢ HHS 508 checklist for Microsoft PowerPoint.

¢ HHS 508 checklist for PDF files.

Template Tips

Use our template tips document to assist you in creating your document. The templates and styles within the
templates will help streamline the 508 coding process.

¢ ECOA Center Template Tips document is located on the workspace under the “Template Tips” folder under
“Template Guidance.”

¢ SCBC Template Tips document is located on the workspace under the “Template Guidance” folder under
“Protocols.”
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https://support.office.microsoft.com/client/table-of-contents-5eaadd8f-efa5-4791-84ba-746383b97ecb
http://www.hhs.gov/web/section-508/index.html
http://www.hhs.gov/web/section-508/making-files-accessible/checklist/word/index.html
http://www.hhs.gov/web/section-508/making-files-accessible/checklist/ppt/index.html
http://www.hhs.gov/web/section-508/making-files-accessible/checklist/pdf/index.html
https://childcareta.acf.hhs.gov/admin/workspaces/291/workspace-resources
https://childcareta.acf.hhs.gov/admin/workspaces/292/workgroups/1218/workgroup-resources
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