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Acknowledgement of Country

%’»

The ACT Government acknowledges
the Ngunnawal people as traditional
custodians of the ACT.

We also recognise any other people or
families with connection to the lands of
the ACT and region.

We acknowledge and respect their
continuing culture and the
contribution they make to the life
of this city and this region.
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Accessible communication




Accessible communication and benefits

Accessible communication is designed for
everyone to access and understand,
regardless of disabilities or needs.

Everyone has the right to access information in
a way that they can understand.

The more you make your content accessible,
the more people can understand it, and the oo .o /@
more people can enjoy your event! *

Reference: United Nations Convention on the Rights of Persons with Disabilities (UNCRPD) | Australian Human Rights Commission



https://humanrights.gov.au/know-your-rights/rights-of-individuals/disability-rights/disability-rights/international-opportunities-and-the-crpd/united-nations-convention-rights-persons-disabilities-uncrpd

Writing




Writing - topics

Keep it simple and well structured.
1. Understand the needs of your users A
2. Plan the structure

3. Use plain language




Writing - understand the needs your users

How much
does it cost
to have a
stall?

Are there How much
accessible does it

bathrooms cost to get
? in?

Can | drive
my trailer Stall

to my stall holder

Does your

insurance
cover me?

location?

Is my
favourite
band

playing?

When can Can | get

there by
bus?

| arrive to
set up?

o) ACT
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Reference: User research and content | Style Manual



https://www.stylemanual.gov.au/writing-and-designing-content/user-research-and-content

Writing - plan the structure

Put the most important information to the user first.
Consider the type of structure best suited to your content.

Hierarchical structure: group content into topics or connected
ideas, prioritised by level of importance.

Sequential structure: present a sequence of steps or events.
People will need to know or do things in order.

Narrative Structure: guide people from beginning to end. People
will be interested in knowing the entire story.

Source: Types of structure | Style Manual



https://www.stylemanual.gov.au/structuring-content/types-structure

Writing - plan the structure, use headings

Applying Styles and headings (Microsoft)

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Content Manager

[—E] X | [Aptos @ody) e | i=vi=v iy = =
g I U~va x, XA @E ...... E §|I§v Heading 2| Heading3 = Heading4 ¥
~ @ ﬁ w i ~ ﬁ ~ Aa w AA Av <h hd ; > %l‘ qT

i Clipboard & Font B Paragraph B l

Example of headings:
Heading |

Heading 2
Heading 3

Reference: Headings | Style Manual



https://www.stylemanual.gov.au/structuring-content/headings

Writing - plan the structure, use headings,
example

Plan your visit

Interactive map

Enlighten shuttle bus

GCetting to Enlighten

Drop off zone

Accessible parking
Questacon carpark
National Portrait Gallery carpark




Writing - use plain language

Reading level — grade 7 (12 to 14 years old).
Sentence length — average of 15 words.

Use an active voice - Who is doing what (subject, verb, object).

Use everyday words

Instead of this

additional more, extra
commence start, begin
require need, must

Source: Sentence length | Style Manual, Plain language and word choice | Style Manual, Active and passive voice | Style Manual



https://www.stylemanual.gov.au/style-manual-resources/government-writing-handbook/editors-tips/sentence-length
https://www.stylemanual.gov.au/writing-and-designing-content/clear-language-and-writing-style/plain-language-and-word-choice
https://www.stylemanual.gov.au/style-manual-resources/government-writing-handbook/editors-tips/active-and-passive-voice

Writing - example

Accessibility guide

Overview

Over 11 days, the Enlighten Festival lights up Canberra with art,
culture and creativity. It is a major event produced by the ACT
Government, who are committed to reducing barriers to
participation and delivering an event that is accessible and

Inclusive for all. A range of services are available to support
your Visit.

The Enlighten Festival is committed to providing an inclusive,
welcoming experience for everyone. The National Triangle site
offers step-free pathways, accessible facilities and a range of

services to help you plan and enjoy your visit with confidence.




Writing - example in plain language

Accessibility guide
Overview

We want to put on an accessible and inclusive event for all to
enjoy. You can check out the range of services available to
support your visit to the Enlighten Festival.




Writing tools and tips




Writing - tools, Editor

é- Editor (Word)

Editor  Home > Editor

Editor

Grammar

Refinements
Clarity

Conciseness

Formality
Punctuation Conventions

Resume

Insights

Document stats

Words
Characters

Paragraphs
sentences

Averages

Sentences per Paragraph

Words per Sentence

Characters per Word

Readability
Flesch Reading Ease

Flesch-Kincaid Grade Level

"H._:l

1,684

10,074
143

1.4
13.3
2.0

48.1
9.8
11.1%

QK




Writing - tools, Check Accessibility

Accessibility Assistant
Microsoft

Color and Contrast

 Review > Check Accessibility R P S

ut References Mailings Review Media and Mustrations

t] New Comr
?fj Delete

L.‘T:] Previous

Missing alt text

Accessibility

Tables

ACT

Government



Writing - tools, Reading Order Pane

PowerPoint (Microsoft)
« Use Check Accessibility and check the Reading Order Pane.

 You can change the order and de-select items you don’t want read out.

. & /
s dx Reading Order
Check Translate Lang
Accessibility ~

[% Check Accessibility
Title 11: Wrniting — use short sen...
il Alt Text S :
Content Placeholder 2
E.I, Eeading Order Pane

[% Options: Accessibility

TextBox 3: Source: Sentence len...

TextBox 1: Sentence length — a...

ACT

= Government

(?) Accessibility Help



Writing tools — PDF reading order

ENLIGHTEN:

Over 11 days, the Enlighten Festival lights up Canberra with art, culture and creativity. It is a
major event produced by the ACT Government, who are committed to reducing barriers to
participation and delivering an event that is accessible and inclusive for all. A range of
services are available to support your visit.

The Enlighten Festival is committed to providing an inclusive, welcoming experience for
everyone. The National Triangle site offers step-free pathways, accessible facilities and a
range of services to help you plan and enjoy your visit with confidence.

Key accessihility features include:
« Accessible parking, drop-off zones and a free accessible shuttle bus
« Accessible toilets, including a Changing Places facility
« Mobility hire, including wheelchairs and electric scooters (bookings required)
« Sensory Friendly Night with reduced sound and lighting (Monday 2 March)
« Free Audio Description Tours for visitors who are blind or have low vision on (Monday 2
and Saturday 7 March).

Visitors are encouraged to plan ahead using the interactive Enlighten Map and to contact the
event team if they have specific access requirements.

Plan your visit

Enlighten is held in the National Triangle, Parkes, Canberra.

The National Triangle features sealed paths, accessible toilets, and accessible parking.
Viewing areas and facilities are designed to support an inclusive experience for all visitors.

er 11 days, the Enlighten Festival lights up Canberra with art, culture and creativity. It is a
major event produced by the ACT Government, who are committed to reducing barriers to
participation and delivering an event that is accessible and inclusive for all. A range of
services are available to support your visit.

e Enlighten Festival is committed to providing an inclusive, welcoming experience for
everyone. The National Triangle site offers step-free pathways, accessible facilities and a
range of services to help you plan and enjoy your visit with confidence.

Key accessibility features include:
« Accessible parking, drop-off zones and a free accessible shuttle bus
« Accessible toilets, including a Changing Places facility
« Mobility hire, including wheelchairs and electric scooters (bookings required)
« Sensory Friendly Night with reduced sound and lighting (Monday 2 March)
« Free Audio Description Tours for visitors who are blind or have low vision on (Monday 2
and Saturday 7 March).

itors are encouraged to plan ahead using the interactive Enlighten Map and to contact the
event team if they have specific access requirements.

'lan your visit

[Ehlighten is held in the National Triangle, Parkes, Canberra. |

e National Triangle features sealed paths, accessible toilets, and accessible parking.
Viewing areas and facilities are designed to support an inclusive experience for all visitors.




Writing tips - document information

Ensure document properties include a title before you publish.

Microsoft

* File > Info > Properties > Title

Properties ~

Size

Slides
Hidden slides
Title

Add a title

PDF (need Adobe Pro)

« Side click > Document properties

Description  Security Fonts  Initial View Custom Advanced
Description

File: Enlighten 2026 Accessibility Guide (PDF)

Enlighten 2026 Accessibility Guide (PDF)

Author-  [ACT Governmnet

ACT

= Government




Writing - document types and tips

Word PDF

Screen readers prefer a Word A scanned PDF is not accessible
document over PDF. to assistive technology.

Focus on making your Word You need the Adobe Pro version
document accessible before to check accessibility.

converting to PDF.

You can have different types of documents to meet users’ heeds.

Reference: PDF Accessibility | University of Melbourne



https://www.unimelb.edu.au/accessibility/techniques/applications/pdf

Writing - document types, example

ACT Disability strategy

ACT Disability Strategy 2024-2033 and First Action Plan 2024-26 [PDF 3.4 MB]
ACT Disability Strategy 2024-2033 and First Action Plan 2024-26 [Word 791 kB|
ACT Disability Strategy - Easy English [PDF 3.5 MB|

ACT Disability Strategy - Plain English [PDF 133 kB]

ACT Disability Strategy - Plain English [Word 82 kB|

N S T

ACT Disability Reference Group - Video launch

o) ACT
o

Government

Source: Disability Strategy - ACT Government



https://www.act.gov.au/open/disability-strategy
https://www.act.gov.au/open/disability-strategy
https://www.act.gov.au/open/disability-strategy

Images




Images - alt text

Web Content Accessibility Guidelines (WCAGQG)
1.1 - Text Alternative

Provide text alternatives for any non-text content. E.g.

* Images, photos, illustrations

« Graphics, charts

 Videos

The text is changed into other forms people need, such as large
print, braille and speech.

Reference: Web Content Accessibility Guidelines (WCAG) 2.2



https://www.w3.org/TR/WCAG22/#text-alternatives

Images - alt text, tips

 Write a short description.

« Describe the main image, not every
visual detail.

* Include legend information for charts
and graphs.

« Avoid phrases like “image of” or “chart
showing” — screen readers already
announce this information.

ACT

Government

Reference: Alt text, captions and titles for images | Aust. Gov. Style Manual



https://www.stylemanual.gov.au/content-types/images/alt-text-captions-and-titles-images

Images - alt text, example

@,

Adding alt text (Microsoft)
You side click the image and choose View Alt Text. Then put the text in the
Alt Text pane.

National
Multlcultu"‘"I

Save as Picture...

___j_t.l.),@' T R View Alt Text..

+ ) o
6 to 8 February 2026 4,:[] Size and Position...
Canberra CBD

% Format Picture...

Example of alt text
Text says National Multicultural Festival, 6 to 8 February 2026, Canberra CBD.
Includes people smiling and performing in colourful cultural outfits.

) ACT

Government

Reference: Add alternative text to a shape, picture, chart, SmartArt graphic, or other object - Microsoft Support



https://support.microsoft.com/en-us/office/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-or-other-object-44989b2a-903c-4d9a-b742-6a75b451c669
https://support.microsoft.com/en-us/office/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-or-other-object-44989b2a-903c-4d9a-b742-6a75b451c669
https://support.microsoft.com/en-us/office/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-or-other-object-44989b2a-903c-4d9a-b742-6a75b451c669

Images - alt text, tables, example

What we offer —example 1 What we offer — example 2

Service Available Service Available

Toilets .
Toilets

Food stalls

Changing places facility Food stalls

Auslan interpreters Changing places facility

Accessible toilets

Auslan interpreters

Key

Accessible toilets

ANANEIANAN

Limited Yes

=) ACT

= Government




Images - colour contrast check

@,

You need the Hex value of the background and foreground.

IOI o, o

High-contrast only

Theme Colors

Standard Colors

Recent Colors

No Fill

@ More Fill Colors...

Colors

Standard

Colors:

................................

Color model: |RGE

Eed:
areen:
Elue:

Hex:

220 =
200 =
250 =
#DCCAFA

Transparency:

0%

O

X

QK

Cancel

Mew

Current

WebAIM@

web accessibility in mind

WebAIM: Contrast Checker

j Eyedropper

52 ) ACT

4444444 ey Government


https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/

Images - colour contrast example

Hex value: #DCC8FA

Contrast Checker

Home > Resources > Contrast Checker

Foreground Background
Hex Value Hex Value
DCC8FA *FFFFFF |
Color Picker Alpha Color Picker
il | il Ii
Lightness Lightness

Contrast Ratio

1.53:1

permalink

Normal Text

WCAG AA: Fail
WCAG AAA:  Fail

ACT Government
Hex value: #56268C

Contrast Checker

Home > Resources > Contrast Checker

Foreground Background
Hex Value Hex Value
156268 | *FFFFFF |
‘ Color Picker H Alpha ‘ . Color Picker .
I | II

Lightness Lightness

| e

Contrast Ratio

10.23:1

permalink

Normal Text

(@XFYSN Pass ]

WCAG AAA: @ The five boxing wizards jump quickly.




Images - colour contrast example, icons

Example 1 - fall Example 2 - pass Example 3 - fail




Quick tips




Quick tips - events

* Include an accessibility guide.

 When people register, ask about their
reasonable adjustments.

 Have multiple ways people can contact
you if they need help.

« If multiple speakers, like a panel, say
your name before you speak.

ACT

Government



Quick tips - multiple formats for main information

Don’t assume people will look
INn one place for information.

For accessibility, include your
main information in different
formats. Such as:

« website

* social channels

 email newsletters

e signhage

* On-site volunteers.

) ACT

Government

Main information is the date, time and location of your event.




Quick tips - links

Link informative text

Links like ‘click here' or ‘read more’ don't give the user any
Information about where the link is taking them.

Write this

Find out more about our upcoming_events on our Eventbrite page.

Not this

Click here to find out about our upcoming meetups.

ACT

Government

Source: Links | Style Manual



https://www.stylemanual.gov.au/structuring-content/links

Quick tips - videos

You need captions and a transcript.
« Captions are in black and white.

 Check accuracy of captions and transcript.

Include an Auslan interpreter for better accessibility.

Reference: Web Content Accessibility Guidelines (WCAG) 2.2 | Time based media (videos)



https://www.w3.org/TR/WCAG22/#time-based-media

Progress not perfection




Thank you for listening

| will be able to answer questions during
the panel session.




Links — shared after the conference
@

Australian Government Style Web Content Accessibility
Manual Guidelines
o https://WWW.Sty|emanuaLgo\/.au/ o httDS//WWWW30rg/TR/WCAGZZ/#teXt—

alternatives

You can search for topics.

References in presentation: «  https//www.w3.0rg/TR/WCAG22/#time-
based-media

e User research and content

* Types of structure WebAIM: Contrast Checker

* Headings  https://webaim.org/resources/contrastchec

* Sentence length ker/
* Plain language and word choice

University of Melbourne | PDF

« Alt text, captions and titles for images Accessibility
Linke «  https//www.unimelb.edu.au/accessibility/t

echnigues/applications/pdf

« Active voice



https://www.stylemanual.gov.au/
https://www.stylemanual.gov.au/
https://www.w3.org/TR/WCAG22/#text-alternatives
https://www.w3.org/TR/WCAG22/#text-alternatives
https://www.w3.org/TR/WCAG22/#text-alternatives
https://www.w3.org/TR/WCAG22/#text-alternatives
https://www.w3.org/TR/WCAG22/#time-based-media
https://www.w3.org/TR/WCAG22/#time-based-media
https://www.w3.org/TR/WCAG22/#time-based-media
https://www.w3.org/TR/WCAG22/#time-based-media
https://www.w3.org/TR/WCAG22/#time-based-media
https://www.w3.org/TR/WCAG22/#time-based-media
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
https://www.unimelb.edu.au/accessibility/techniques/applications/pdf
https://www.unimelb.edu.au/accessibility/techniques/applications/pdf
https://www.unimelb.edu.au/accessibility/techniques/applications/pdf
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