[bookmark: _GoBack]Appendix 3: Accessibility and formatting guidance
Reports and other documents created for HLF 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 the final report, consultants should ensure that:
· the size of the font is at least 11pt;
· 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; and
· 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.
· [bookmark: _Toc322438558]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’.
· Images
These should be formatted inline 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 also be simple, and include a descriptive title.

Additional documents
Any additional information, separate to the report, for example proformas and transcripts that may be used as standalone documents must be fully referenced to the piece of work being submitting and therefore dated, formatted and numbered appropriately.
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