
Writing accessible information and communications  
Ensuring all our electronic information and communication is available to 
everyone 
 

We rely heavily on electronic information, so it’s essential that we ensure all our documents; 
emails, reports, minutes, on-line forms, teaching and learning resources, project plans, 
newsletters, website information and social media, are fully accessible. 

Creating accessible documents is particularly important for people who; 

• are blind, have low vision or are colour-blind 
o use adaptive technologies to read printed documents  

• have problems with mobility  
o eg, difficulties using a mouse or keyboard 

• Have difficulty with reading and concentration  
o eg, dyslexia, autism etc  

• are Deaf or hearing impaired  
o require captions 

• have English as a second language 
• use mobile devices or small displays 
• have slow internet connections 
• Where video or audio are disabled 

Good practice in creating all documents as accessible (universal design) 
makes it better for all users. General rules of accessibility include: 

• Clear, predictable, consistent, easily navigated content 
• Font size and style, and colour contrast easily readable, particularly for those with low 

vision or dyslexia 
• Use of ‘Styles’ options for formatting, and ‘alt text’ for images, particularly assists 

screen readers 
• Use of captions and audio recordings where appropriate 
• Make line by line reading of tables sensible and summarise graphs and charts 
• Compatibility with keyboard navigation 

There are a number of resources that can assist in writing accessible information and 
communications. Some of these include: 
 
Creating accessible documents and websites Blind Foundation New Zealand 

Accessibility for Microsoft Word Digital Government NZ 
 
Colour Contrast Analyser and How to use the CCA  
 
Make your word documents accessible Microsoft 

https://blindfoundation.org.nz/how-we-can-help/businesses-and-professionals/accessible-documents-and-websites/
https://www.digital.govt.nz/standards-and-guidance/design-and-ux/accessibility/accessibility-for-microsoft-word-documents?rf=1
https://www.visionaustralia.org/sites/default/files/docs/default-source/businesses-and-professional/colour_contrast_analyser64bit.exe?sfvrsn=2
https://www.visionaustralia.org/services/digital-access/resources/colour-contrast-analyser/using-the-cca
https://support.office.com/en-us/article/make-your-word-documents-accessible-d9bf3683-87ac-47ea-b91a-78dcacb3c66d


Accessibility Checker use to find any accessibility issues in your Word document 

Make your communications more accessible  Ministry of Social Development 

Good fonts for dyslexia  

 

Related links 

Inclusive learning and teaching of students with 
impairments  

Inclusive design and common sense approaches 
for Canvas  

 

 

 

https://support.office.com/en-us/article/Use-the-Accessibility-Checker-to-find-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
https://www.msd.govt.nz/documents/about-msd-and-our-work/publications-resources/planning-strategy/accessibility-guide/accessible-communications.pdf
http://dyslexiahelp.umich.edu/sites/default/files/good_fonts_for_dyslexia_study.pdf
https://www.auckland.ac.nz/en/about/the-university/how-university-works/policy-and-administration/teaching-and-learning/general/inclusive-teaching-and-learning-guidelines.html
https://www.auckland.ac.nz/en/about/the-university/how-university-works/policy-and-administration/teaching-and-learning/general/inclusive-teaching-and-learning-guidelines.html
https://www.auckland.ac.nz/en/staff/learning-and-teaching/clear/resources-for-teaching/inclusive-design.html
https://www.auckland.ac.nz/en/staff/learning-and-teaching/clear/resources-for-teaching/inclusive-design.html
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