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What is the purpose of this guide?

At PPL, we want to ensure that any document, slide deck and report we produce are as 
accessible as possible to every individual within our team, our clients and our wider 
network. We want to make sure that everyone has equal access to information and 
learning, regardless of cognitive or sensory impairments, as well as learning difficulties or 
disabilities. 

As of 2018, the government mandated that all public sector bodies must meet document 
accessibility requirements. As a social enterprise, working closely with the public sector, it is 
important for us to also adhere to these guidelines and support the people that we work 
with in doing the same. 

How to use this guide
The aim of this guide is to act as a reference point for when you need to create documents 
and to regularly remind you of what you can do to make your documents more accessible 
and what to avoid. 

Introduction



Language

• Write using plain English and simple language.

• Explain any technical terms, abbreviations or acronyms when you use them.

Format

• If you need to publish any documents, publish them as an HTML page, rather than a PDF. PDF 
makes it more difficult for readers to use or customise, and often do not work well with 
assistive technologies such as screen readers.

Structure

• Keep sentences and paragraphs short.

• Break up your document using paragraphs, subheadings, bullet points and numbering to make 
it more readable.

Text

• Use a minimum font size of 12 points.

• Use a sans serif font such as Arial, Calibri or Helvetica.

• Avoid using all caps text and italics.

• Underline your text links and use a high contrast colour.

• Left-align text instead of justified. Uneven spaces between words of justified text makes it 
harder to read.

Diagrams and images

• Do not use colour as the only visual means of conveying information, as people who are 
colour blind may not see the colours you have chosen.

• When including an image or chart, make sure that what you are trying to convey is fully 
written out in the body of the text or you include an alternative text option.

• Do not use images containing text, as it is not possible to resize the text in the image.

• Ensure there is enough contrast between colours used for visual presentation in text and 
images.

Numbers

• Numbers from one to nine are easier to read (in normal text) if they are written as words –
numbers from 10 upwards should be presented as numerals. 

• If you are writing largely for people with a learning disability, always use the number and not 
the word, even for small numbers. Use 3 instead of ‘three’. 

• When using percentages, say ‘half’, ‘a quarter’, ‘1 in 5’, or ‘67 out of 100’ where possible and 
‘per cent’ where it is not or include the number associated with the percentage e.g. 50% (170 
people) 

• Use whole numbers, so 7 per cent is better than 6.8 per cent, unless greater 
accuracy is needed. 

Things to consider



Additional things to consider

Accessibility Checker 

• You can check the accessibility of your document in Word by using its built-in checker. 
The ‘Check Accessibility’ button is available under the ‘Review’ menu. This will 
highlight any accessibility-related problems with your document, describe why you 
should fix them, and give you guidance on how to do so.

• You can also have the accessibility checker review your work while you are writing by 
selecting the 'Keep accessibility checker running while I work’ box available under the 
checker.

Easy Read versions

• Easy Read is an accessible information format for people with a learning disability, 
using pictures alongside simple text to make things easier to understand.

• Depending on the content of the document, you may want to consider encouraging 
the client to build in time to produce an Easy Read version as part of the publication if 
the content is going to be published. 

• The Accessible Information Standard (AIS) was introduced by the government in 2016. 
The standard aims to make sure that people who have a disability, impairment or 
sensory loss are provided with information that they can easily read or understand, 
and with support, so they can communicate easily with health and social care 
services.

• It is now the law for the NHS and adult social care services to comply with AIS. 

• There are organisations, such as CHANGE, that can be commissioned to produce Easy 
Read versions of documents.

• See this link for one example of an Easy Read document.

https://www.changepeople.org/
https://www.macmillan.org.uk/_images/Talking-about-cancer_tcm9-326874.pdf


Examples of Dos and Don’ts

3. Colour combinations to avoid 

• Green & red

• Green & brown

• Green & blue

• Green & grey

• Green & black

• Blue & grey

• Blue & purple

If you must use any of these colour combinations, try making one shade 
extremely light and the other extremely dark. Most colour blind people 
can detect contrast, so this would make things easier for them.

1. Avoid using colour as the only method to convey information. 

2. Try to use icons or text in addition to colour to convey information 

First Name

Last Name

Email

Password

First Name

Last Name

Email

Password

John

Doe

john@email

……

John

Doe

john@email

……

Explanation: People with colour blindness (red-green colour blindness/deuteranopia) 
won’t be able to differentiate between the colours and identify which box was filled 
in wrong. 
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Explanation: People with colour blindness (red-green colour blindness/deuteranopia) 
won’t be able to differentiate between the colours and identify which box was filled 
in wrong. However, they the additional tick and cross lets them know which sections 
were filled out correctly and incorrectly.
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