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Annex 1: Creating Accessible Content 

 

Structure and Layout 

1.1. Use the in-built Styles feature (Normal, Heading 1, Heading 2 etc.) in Microsoft 

Word to create a logical structure. 

1.2. Use a Table of Contents based on the headings. 

1.3. Add Page Numbering and put these in the same place on each page. 

1.4. Bulleted and numbered lists to help break up text to make it more visual. 

 

Alignment and Spacing 

2.1. Use Left alignment rather than Justified text. This ensures the spacing between 

words is even. 

2.2. Use of double of 1.5 spacing between lines and leave at least one-line spaces 

between paragraphs. 

2.3. Use the Paragraph Formatting feature to create a space below and between 

paragraphs. 

 

Fonts and Formatting 

3.1. It is recommended to use Font size 12 and certainly not smaller than size 11. 

3.2. Choose a ‘sans serif’ font, which is easier for most people to read. These include: 

¶ Arial (not Arial Narrow) 

¶ Verdana 

¶ Calibri 

¶ Universe 

¶ Helvetica 

3.3. Use Bold to emphasise items and avoid italics and underlining. 

 

Use of Colour 

4.1. Ensure there is sufficient contrast between the font colour and the background 

colour. For example, black font on a pale background is a good contrast 

4.2. Backgrounds should always be plain. 

4.3. Do not use colour or spatial position as the ONLY way to convey content or 

meaning. 

Hyperlinks 

5.1. Use descriptive words for hyperlinks rather than displaying the web address or a 

generic 'Click here' or similar. 

 

Writing style and Content 

6.1. It is generally desirable to use the following writing style but will be subject to your 

audience: 

¶ Use the active not passive voice. 

¶ Keep sentences and paragraphs short. 

¶ Avoid double negatives. 

¶ Avoid abbreviations and provide the expanded form at least once at the 

beginning of the document. 
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