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Digital and Print

Language

Obviously, it's impossible to avoid technical language, jargon and acronyms in our
work/research, but use plain English whenever you can!

Give information as clearly as possible (i.e. in emails, on website pages):
e put the most important information first

e break information into chunks, i.e. shorter sentences/paragraphs, perhaps
using bullet points, numbers or headings

e avoid unnecessary waffle or repetition

e use visuals as an alternative/accompanying form of communication

Make text left aligned, where possible. Use unjustified rather than justified text —
the spacing between words is uneven with justified text, which can make it difficult
to read.

Use bold or a larger font size for emphasis rather than underlining. Underlining
should only be used to indicate links/URLs. [talics can be hard to read, so use
them sparingly. Use quotation marks for “quotes”.

Use sans serif fonts like Arial (this font), Calibri, etc. The UKCCSRC standard font
is Arial. Serif fonts (like Times New Roman or Courier New) distract from the core
shape of a letter with its fancy bits, making it harder to read. Pixelation on digital
formats can make that even more challenging.

Font size should be 12 point minimum, but preferably 14 point (this size).



Colour

The UKCCSRC'’s black, red and white are strong colours which contrast well with
each other and meet industry standards. We have carefully chosen secondary
brand colours as well (please note, however, that no colour meets industry
standards for both white and black text).

Please see the separate UKCCSRC Branding Guidelines document for full details.

Check colour contrasts when choosing/using on a WCAG Color Contrast Checker
like Accessible Web's.

Inclusive language

Best practice guidance on inclusive language changes continually and is also
person specific — one person’s preferred language may not be the same as
someone else’s.

In general:

« Use person-centred identity — i.e. a person with a disability rather than a
disabled person

« Avoid labels, as well as ableist or othering language

. Understand that not all disabilities are visible


https://accessibleweb.com/color-contrast-checker/

Alt text

Alt text should describe the content of the image in a few simple precise words.
Don’t say “image of” or “graphic of” — users will be aware that it's an image or
graphic.

It can be useful to describe the sentiment or purpose of an image as well, enabling
users of assistive technology to experience the same feelings as sighted users, e.g.
“‘woman smiling as she talks on a mobile phone”.

If a graphic is purely decorative, still include alt text, if you can. Give information
about how it looks and what purpose it's serving (its context).

Also make the name of files (png, jpeg or PDF) informative, meaningful and useful
— it will help screen readers read them.

Alt text for graphs and diagrams can be complicated and wordy, as there is so
much to explain. Where possible, include the description of what the image is
showing in the general text.

Alt text is important for people who can see an image/PDF as well as people who
can’t. Any users who have image loading turned off, or are experiencing poor
internet connectivity, may benefit from alt text which describes what the image is
intended to display.

Link text

Link text should be meaningful, i.e. “read more on the conference page” rather than
“click here to read more”. It enables better navigation on accessibility readers —
trying to find the right link when they all say “click here” is a challenge!

Click here to read more about the project.
Click here to register for this event.

Click here to make an enquiry.




Videos

All videos need captions and transcripts. Zoom recordings should have this
already set up in Settings, so that it happens automatically. Download all the files
for a session recording to the X Drive, so that we have them available if anyone
asks.

When videos are uploaded to YouTube, it automatically adds captions. If you need/
want to edit them, follow the instructions in this video. If there’s a video that you
need a transcript for in retrospect, then that can be created in Kaltura.
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Social media

Enable the accessibility features on all social media platforms. Even if alt text
happens automatically, always check and refine the bot-created copy. Add alt text
manually yourself, wherever necessary.

Use hashtags sparingly and appropriately. If using multiple words in a hashtag,
capitalise each word so that screen readers can identify the different words.

E.g. #NetZero rather than #netzero


https://youtu.be/rB9ql0L0cUQ?si=thtYkaQ3pWlZua-U

Events

Planning

Minimise financial obstacles to attendance. All UKCCSSRC events are free (with
the exception of the CCS Training Course). We also open the ECR Meeting Fund
for our conferences and other events, to support ECR attendance.

Start events late morning on day one and finish after lunch on the last day to
enable people to travel more easily and reduce the need for nights away from
home.

Hold events outside school holidays, or avoiding school pick-up times for webinars,
for people with parental responsibilities. Also, try to hold them in the middle of the
week, where possible, to take part-time workers into account.

Where possible avoid holding events over religious holidays. If an event falls over a
period of fasting, then request catering takeaway boxes to be available for those
who need to eat after sunset, etc.

Strive for a diverse range of speakers (limited only by who exists or is available and
willing) — sex, age, career stage, work area, etc.

Schedule regular breaks in the agenda, at least every 1 to 1&1/2 hours.

Choosing a venue

Hold events in different locations across the UK, as well as online.

Make a quiet room available and direct to prayer rooms — make sure these are
booked, where necessary.

Look for venues with breakout rooms within a reasonable distance from each other.

Try and have a poster room with plenty of space between posters, so there is room
for a wheelchair and for it not to feel claustrophobic.




Before the event

Open and close registrations outside of school/other holidays. Have the
registration period open for as long as possible.

Advertise the event through multiple channels, e.g. website, social media,
newsletter, other organisations, etc.

Ask people to let us know about any accessibility needs they have when registering
(give option to provide written details on form or have a short virtual call to discuss).

Provide relevant and useful UKCCSRC Knowledge Exchange Conference - delegate & @
information Events/KeC 2025 Conference x
information in emails beforehand to
o ~ UKCCSRC Info info@ukccsre.ac.uk via sheffield.ac.uk & Thu 28 Aug, 14:47 “
reduce the unknown and related
Dear Mel,
anXIety’ e " g " agend aS’ d I reCtlon S’ We're looking forward to welcoming you fo the UKCCSRC Knowledge Exchange Conference 2025, at the University
H of Sheffield, on 10-11th September. Please see below for important information.
maps, docs, slides, etc.
Arrivals
Registrations and lunch will begin at 11:00am on Wednesday 10th September, and the first session will start promptly
at 12.30pm.
Agenda
Please find attached the agenda for the conference. This can also be found along with speaker biographies and
At th e eve nt abstracts on the conference webpage.

Check the accessibility of venue, including specifically around poster boards for
events with a poster reception.

Provide a clear agenda in advance, on arrival and have Chairs clarify how long
sessions will be (as well as have that information on opening slide).

Run the Sunflower Scheme at events, to enable people with invisible disabilities to
discreetly indicate that they might need additional considerations.

Having a quiet room/prayer room available — provide details in written
documentation and put a sign on the door.

Provide microphones for speakers and for audience questions.

Request that speakers (and people asking questions) introduce themselves with
their name and organisation.

Have clear large-print signage around the venue — directions, agenda, session
titles on relevant doors, etc.

Make the catering as inclusive as possible, i.e. vegan and halal options being part
of the main food offering, rather than separate. Ensure specific dietary
requirements are catered for.

Slides — encourage best practice (i.e. less text, font size, images). We have limited
control over speakers’ slides but we can ensure that our housekeeping slides are
as accessible as possible.

Provide information in multiple ways, if possible, i.e. verbally, written, visually.

Explain key vocabulary and acronyms at the start of a talk.



Reception desk

Don’t overwhelm people with information as soon as they arrive, do it one step at a
time, in priority order. For example, first, help them find their badge. Then direct
them to lanyards, printed info, etc. Ask if they are displaying a poster. Instructions
should be short and concise with time to respond.

Don’t speak too fast, especially if English is not someone’s first language. Adjust
your pace — it also ensures that words don’t merge together (e.g. “| don’t know”
becoming “dunno”). Consider pausing more often to give time for someone to
process what you’ve said. Speaking louder is not necessary!

If someone indicates that they need assistance/support — e.g. through the
Sunflower Scheme or directly — then move them somewhere quiet and ask any
clarifying questions one at a time, leaving them time to think and process an
answer. Over-questioning, especially if already overwhelmed, can cause distress.
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Online events

Use Zoom for webinars and meetings (continually voted the most accessible).
Set to “mute participants on arrival”.
Switch off Reactions (causes problems with Voiceover).

Ensure closed captions and transcripts are available.

For more information or if you have any questions, please contact info@ukccsrc.ac.uk



