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House Style Recommendations

Reading difficulties – due to a variety of causes – are more common than we imagine.  Adopting a 'house style' following established guidelines (eg RNIB) for enhancing the readability of documents will help Scottish Rowing convey its intentions to a wider reader audience and help those with reading difficulties to feel included in the Scottish Rowing family.

Scottish Rowing has therefore adopted the following as its 'house style.'

· Margins – 2 cm all round

· Font for Body Text – Arial, regular

· Font Size – 12 point minimum as far as possible

· Spacing - Single

· Justification – Left justified

· Columns – 2 maximum (with a wide gutter between)

· Headings – Bold, mixed case

· Paragraphs – 6-point minimum space between
Page One

should have a 'footer' detailing how to contact Scottish Rowing.

Smaller documents should have a header containing

· the Scottish Rowing Logo,

· the Name of the Organisation,

· the Title of the Document,

· the Date from which the document originates.

For Larger documents, a Title and Contents page may be preferred to the simple header used for small documents.  The above information should still be present though.

Subsequent Pages

should have similar headers, but

· without the date,

· a smaller logo used, and

· a slightly smaller font used.

These pages should have footers showing page numbers.



APPENDIX A:  RNIB Guide to Layout 

Using some basic principles of good layout can go a long way towards helping to make your documents more accessible. Properly designed documents will not only be accessible for people who use screen magnification or screen readers but will also improve the readability for everyone. 

Where to start? 

The key to producing a user friendly document is to employ an uncluttered layout. All the different elements of your page such as headings, body text and graphics should be separated by sufficient white space to avoid confusion. 

Where possible all the different elements should be contained within the main body of your document. This is because screen reader software may fail to recognise any objects such as images or text boxes which are separate elements on the page. 

Justification 

Generally, headings and paragraph text which is left justified is easier to read and navigate. However, most users will happily cope with centred headings. 

Wherever possible, try to avoid: 

· Fully justified paragraphs with equal left and right margins as this often results in unequal spaces between words. 

· Right justified text with a ragged left edge. This can make it difficult to find the start of the next line. 

· Centering whole blocks of text. 

· Wrapping text around the right hand edge of an image as this results in a ragged left edge to the text. Conversely wrapping text around the left hand edge of an image gives a uniform starting point for each line. 

· Setting text over graphics. This can make it very difficult to read for partially sighted people. 

· Blocks of text all set in capital letters. 

Headers and footers 

As a general rule headers and footers are not spoken by screen reader software unless the user knows they are there and chooses to have them read. Therefore, if your headers and footers contain any essential information it is good accessibility practice to also ensure that this information is available elsewhere within the main text of the document. 

Multiple columns 

Multiple columns can be accessible providing they are produced using facilities built into the word processor to ensure they are properly formatted. If not produced properly, multiple columns can cause confusion to readers using screen magnification and can lead to the text being read out of logical order by screen readers. 

A good rule is to keep to two columns per A4 page and to ensure that you have a wide gutter between the columns so that readers do not inadvertently read across the gap. 

Widows and Orphans 

Widows and Orphans can interrupt the natural flow of text and are best avoided. Widows may be found where the first line of a paragraph starts right at the bottom of a page. Similarly, orphans occur where the last line of a paragraph or a single word finds itself at the very start of a page. 

A little planning goes a long way 

Giving a little thought to the layout of your word processed document can help to ensure that it conveys the desired meaning to as wide an audience as possible including those using access technology such as screen readers or magnification. 

 
APPENDIX B:  RNIB Guide to Design 

Good design is not just about accessibility, it also enables your readers to focus on the content of the document. Well designed documents have a clear and consistent document structure and use appropriate typefaces to convey the desired information with thought given to the use of font styles, weight, size and colour. 

What about fonts? 

There is a bewildering array of fonts available nowadays for use in word processed and other electronic documents. However, the choice boils down broadly to serif fonts which have little extenders or feet at the ends of the letters and sans serif fonts which are plain. 

What is important is that any font used should be clear and comfortable to read particularly for long bodies of text. Font styles which are familiar and in common use are often the easiest to read. Fonts which are more decorative, ornate or in a handwriting style are best avoided for the main body of a document. 

Weight 

Similarly, fonts are typically available in different weights including light, regular, bold and italic. Light and italic styles are often difficult for partially sighted people to read whereas bold is appropriate for applying emphasis to a word or a short phrase but should be used in moderation. 

Font size 

Consideration also needs to be given to the size of the fonts used in your document. Font size is dependant to some extent on the typeface chosen but RNIB Clear Print guidelines recommend that a clear font such as Arial be used at a minimum size of 12 point and preferably 14 point. 

Graphics and colour 

Many word processors have an automatic setting for colour. This acts as an accessibility feature by ensuring that a good contrast is always maintained between foreground and background colours. For example, high contrast display users may prefer to set a black background in which case black text would be automatically changed to white. Indeed, many partially sighted users prefer to set their own colour combinations for maximum reading comfort and accessibility. 

Where important information needs to be conveyed by images, graphics or colour you might want to consider providing a text description in addition or some other alternative means of presenting or highlighting the information. For example, where specific font colours need to be used to emphasise text in a document a symbol such as an asterisk could be added for readers who don't access colour. 

Summary pointers towards good design 

· A clear and consistent document structure. 

· Use of Regular type weight for normal body text. 

· Body text set in a familiar font avoiding small type sizes (e.g. less than 12 point Arial). 

· Text and images contrasting well against the background colour. 

· An alternative provided where important information is conveyed by graphics or coloured text alone. 


APPENDIX C:  RNIB Top tips for achieving Clear Print: 

· Document text size should be 12-14 pt, preferably 14 pt. 

· The font you choose should be clear, avoiding anything stylised 

· All body text should be left aligned 

· Use bold sparingly, only highlight a few words rather than a paragraph 

· Keep the text layout clear, simple and consistent 

· Don't use blocks of capitalised letters, and try not to use any italics or underlining 

· Text shouldn't be overlaid on images 

· The substrate or coatings should not be glossy or reflective 

· Ensure the paper is thick enough to prevent show through 

· The contrast between the text and background is as high as possible 

· All text should be the same orientation on the page 

· Space between columns of text is large enough to be distinct 

· Any information conveyed in colour or through images is also described 
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