
Appendix l: Accessibility and formatting guidance 

The National Lottery Heritage Fund is committed to providing a website that is 
accessible to the widest possible audience. Our site is annually tested by 
accessibility auditors and we must meet a AA compliance level. Our accessibility 
testing encompasses not just site functionality and design but all of our content, 
including downloadable documents. 

Reports and other documents created for The Fund (including the tender 
submissions) need to be clear, straightforward to use and ready to circulate 
internally, externally and online, as well as suitable for use by screen reading 
software. Best practice in accessibility is summarised below: 

Readability 

In reports, and all other documents that may be published online including the 
tender submission consultants should ensure that: 

• The size of the font is at least 12pt; 

• There is a strong contrast between the background colour and the colour 
of the text. Black text on a white background provides the best contrast. 
This also applies to any shading used in tables and/or diagrams; 

• Italics are only used when quoting book titles for citations and items on the 
reference list should be arranged alphabetically by author  

• Colour formatting and use of photos should be of a resolution size that is 
easily printable and does not compromise the printability of the document. 

For further guidance on ensuring readability of printed materials, please refer to the 
RNIB Clear Print guidelines. These can be found on the RNIB website. 

Accessibility 
 
Reports should adhere to the following guidelines: 
 
Formatting 
Headings and content in your document should be clearly identified and consistently 
formatted to allow easy navigation for users. Heading Styles should be used to 
convey both the structure of the document and the relationship between sections 
and sub-sections of the content. Heading styles should follow on from each other i.e. 
Heading 1 then Heading 2. 
Spacing 
Screen readers audibly represent spaces, tabs and paragraph breaks within copy, so 
it is best practice to avoid the repetitive use of manually inserted spaces. Instead, 
indenting and formatting should be used to create whitespace (e.g., use a page 
break to start a new page, as opposed to multiple paragraph breaks). 
Alternative text 
Alt text is additional information for images and tables. This extra information is 
essential for both document accessibility (screen reading software reads the Alt text 
aloud) and for the web. Alt text should be concise and descriptive, and should not 
begin with ‘Image of’ or ‘Picture of’. 

http://www.rnib.org.uk/Pages/Home.aspx


Images 
These should be formatted in-line with text, to support screen readers. Crediting 
pictures may be necessary, usually in response to a direct request from a third party. 
Tables 
These should be for used for presenting data and not for layout or design. They 
should be simple and include a descriptive title. The header row should be identified 
and there shouldn’t be more than one title row in a table. There should be no merged 
or blank cells. 
Additional documents 
Any additional information, separate to the report, for example proformas and 
transcripts which may be used as standalone documents must be fully referenced to 
the piece of work being submitting and therefore dated, formatted and numbered 
appropriately. 
Acknowledgement 
All reports should acknowledge The Fund. Our logo can be found on The Fund's 
website. 
Further resources 
Please refer to the WCAG 2.0 article on PDF techniques for further information. 
 
Submitting your report to The Fund 
 
Please check the accessibility of your document using the Word accessibility 
checker before submitting: File – Info – Check for Issues – Check Accessibility. 
 
Please submit your document as a Word file. 
 
The Fund retains the right to amend documents in order to create accessible 
versions for publishing. 
 
 

ttps://www.heritagefund.org.uk/search?keys=Logos
ttps://www.heritagefund.org.uk/search?keys=Logos
https://www.w3.org/TR/2014/NOTE-WCAG20-TECHS-20140408/pdf.html

