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1. What's a house style?
A 'house style' is a way of formatting and laying out documents. It informs the production of documents by an organisation or individual. It ensures that the documents produced 'fit' together. A well thought-out house style will also make sure that documents meet certain access requirements.
This guide and (to a slightly lesser extent) its appendices have been written in the LLA house style. A sans-serif font (Arial) has been used at point-size 14. Sentences contain only one or two ideas and paragraphs are individually numbered. There are also other things to consider. These are described in the various sections and paragraphs below.

This guide will show you how to produce documents in LLA's house style. This does not however mean that these documents will be accessible to everybody - simply that they meet certain best practice guidelines.
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2. What should I do?

Contents
A table of contents (if applicable) is a useful way of navigating around a document. If the document you are producing is going to be sent electronically (e.g. by e-mail) you can make sections in the contents page link to sections in the document. This is best done by inserting a bookmark at the beginning of each section and adding corresponding hyperlinks to the contents page.
Headings and Paragraphs
Make sure that the sections of your document are clearly labelled with headings. Each paragraph should also have its own number. This will make navigation and transcription of the document much easier.

Use the 'styles' available in Microsoft Word to format headings and paragraph numbers. This will make things easier for you and allow the Dolphin software to transcribe documents into navigable Daisy files. The two office machines at LLA already have some custom styles available, which fit with the LLA house style. Instructions on section and paragraph numbering can be found at appendix 1 to this document.
Layout

Whilst it is not possible to produce a guide informing the layout of every document you produce, there are certain points to bear in mind:

· If your document has main headings, start each on a new page (where appropriate)

· Try to spread pictures and diagrams throughout a document, rather than clumping them together.

· Try not to start a sentence or paragraph on one page and finish it on another
· Leave clear gaps between sections and paragraphs

· Use bullet points to create clear lists and break up large amounts of text
· It is often helpful to leave a gap between bullet points
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If you are using pictures or diagrams, leave plenty of space between them and the text. You should also make sure that any pictures or diagrams are clearly labelled.
Figure 1: 
A picture of a pink 

elephant wearing 

glasses

Tables

Apply the same guidelines to tables as you would to pictures and diagrams. Also make sure that any text in the table is clear and easy to understand.
Formatting
Font

As described above, you should use a sans-serif font at a large point size (ideally 14). If you want to add emphasis, use bold formatting only.
Hyperlinks may use underlining (and, where desired, a different font colour).
Contrast

Make sure that the contrast between the text and the background is high. This means that you should use black or dark blue text and a white or (canary) yellow background.
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3. What should I not do?

In order to meet best practice guidelines, avoid using the following in your documents:

· Complicated language or jargon

· Sentences or words written in ALL CAPITALS

· Italics and underlining (except in hyperlinks)
· Narrow columns of text

· Justified paragraphs
The above is not an exhaustive list, rather a list of common design elements, which are considered unhelpful in terms of accessibility. 
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4. Summary

If you follow the advice outlined above, you cannot go far wrong. Make sure that your document is clearly written, well spaced and easy to navigate. Avoid unhelpful formatting and keep things simple. These things combined should ensure that your documents are accessible to most people.
Don’t worry too much if it is not possible to follow the above advice to the letter. When producing documents which, by their nature, are unavoidably complicated, simply adopt an approach which feels right and incorporates as many of the above elements as possible.

Finally, be prepared to meet the requirements of the customer. Be they a commissioning body or a participant on a training course, they will know best how they would like information presented.
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5. Appendix 1: Creating and using ‘Styles’
Microsoft Word makes various ‘styles’ available for quick formatting. These can be tailored to suit the user’s needs. They are also essential when converting a document into Daisy format as it is these which facilitate the placement of bookmarks and reference points by the Dolphin software. The installations of Word on the two PCs in the LLA office already contain custom styles to fit the LLA house style. Below is a brief introduction to their use.
Firstly, write your document. Content comes first, formatting comes second. Once you have at least the main part (and structure) of your document in place, you may start adding the formatting for the section headings and paragraph numbers.
The styles in Microsoft Word live in the ‘home’ ribbon and look something like this:
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Figure 2:
Image showing the location of the styles section of the 


‘home’ ribbon of Microsoft Word 2007.

Creating Styles

Creating styles in Word is easy. You can either start off with a document which already has them (such as this one) or you can create a new document and use Word’s formatting tools to add paragraph numbers and bullet points to your liking.

Select a word or character in each of the styles you wish to create, then right click on the selected area (or hit the ‘menu’ key on the keyboard - usually to the left of the right CTRL key). At the bottom of the menu which pops up, select ‘styles’, then ‘Save Selection as a New Quick Style...’. All you need to do is give your style a name.
For example, in this document, select the word ‘House’ in the title, pull up a menu on the selection, follow the steps above and then give your new style a name (like ‘Title’). This will be added to Word’s default style set and appear in the Styles section of the home ribbon.

Do this for all of the different styles needed for documents you produce. This will typically include titles, headings, sub-headings, paragraphs and bullets.

Once you have added all of the styles you need, you may be happy to leave them in Word’s default style set. You may however wish to create a new style set, which includes only those styles relevant for your house style. To do this, select the option to ‘Change Styles’ within the Styles section of the home ribbon, open the ‘Style Set’ sub-menu and select ‘Save as Quick Style Set...’. Once saved, you can add new or remove/ edit existing styles. To use your new style set as Word’s default set, select the option to ‘Change Styles’ and choose ‘Set as Default’. 
Using Styles
Highlight the title of the document and select the style named ‘Title’. This will automatically increase the size of the selected text, turn on bold formatting, select an appropriate font colour and centre-align the text.

Highlight each of the headings of the main sections of the document and click on the style named ‘Subtitle 1’. This will give each main section a number in sequence, increase the size of the selected text, turn on bold formatting and select an appropriate font colour.

Highlight all paragraphs under the main section headings and click on the style named ‘Subtitle 2’. This will give each paragraph a number in sequence, one level below that of the main section.

For example: if you highlight two paragraphs under Main Section 3 and click on the style named ‘Subtitle 2’, these two paragraphs will gain numbers 3.1 and 3.2 respectively.

One or more of your main sections may be broken down into further sub-sections. In this case, you will need to highlight the headings of the individual sub-sections and click on style ‘Subtitle 2’. Paragraphs under these sub-sections should then be highlighted and style ‘Subtitle 3’ selected. For an example of this, see section 2.6 in the main document, above.
Aside from their use when converting a document using the Dolphin software, the main advantage of using styles in this way is that main sections, sub-sections and paragraphs may be added or deleted without the need to then manually re-number all of the subsequent sections and paragraphs.

Once styles have been added to a document, some further formatting can be applied to them without disrupting their function. For example, bold formatting can be added (see sections 2.1, 2.2, etc above) or paragraph alignment can be altered (see sections 2.6.1 and 2.6.2 above). This retains the styles (and therefore the reference points required by the Dolphin software) but allows you to add emphasis or reinforce distinction between sections and paragraphs.
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6. Appendix 2: Proof Reading

Proof reading is essential if you want your document to make the right impression. Even the most careful typists cannot guarantee that mistakes have not been made and (good though it is at spotting spelling mistakes) Microsoft’s spell-checker is by no means fool-proof.
I will add here that certain Microsoft applications on the LLA machines (namely Outlook) will neither consistently nor reliably spell-check documents or e-mails. It is well worth checking these carefully before sending them out.

Once you have finished writing your document, read through it slowly one sentence at a time (and out-loud if possible). It is easier to spot syntax errors, repeated words, incorrectly-used homonyms and errant punctuation this way.

Another goof way of spotting some of these is to have Jaws read the document to you. Jaws cannot be fooled and will read exactly what is written, allowing you to listen out for any mistakes or better ways of putting your idea across.

If your document contains elements written by different authors, it is important to ensure that certain spelling and style conventions are used consistently throughout.

Common inconsistencies include the capitalisation of certain words, phrases or headings, UK/ American spelling conventions, hyphenation and referencing. Check before you start which conventions to use and stick with them for the whole document.
Finally, I will say that you should always leave enough time for proper proof reading. For long documents, this can take quite a while, but rest assured that it is better to take the time before sending a document out than afterwards.

On the next page is a quick checklist of certain conventions and common inconsistencies to look out for, along with some other things you might want to check before sending a document out.
Proof reading checklist:

· Look for misused homonyms (such as ‘complement/ compliment’ or ‘there/ their’)

· Also look for missing letters, which do not result in spelling errors (such as ‘you(r)’ or ‘to(o)’)

· Check the capitalisation (or otherwise) of Names, Titles, Organisations, Headings and phrases (such as ‘Disabled People’)
· Look out for any parts of a document recognised (erroneously) by the application as having been written in American English

· Ensure consistent hyphenation (or otherwise) of phrases (including, but by no means limited to: ‘checklist’, ‘part-/ full-time’, ‘non-disabled people’ and ‘up-to-date’)
· Check references included within the text or as footnotes/ endnotes

· Make sure that hyperlinks match with destinations

· Cross-check section numbers and headings in the contents page

· Match up sets of open- and close-brackets

· Check the placement of apostrophes and commas

· Check for double spaces after full stops
· Look out for the use of multiple spaces instead of tab-stops or centre/ right alignment

· Or the use of multiple returns instead of page breaks

· Check for full stops after bullet points

· Use consistent bold formatting for emphasis and headings

· Remove any notes, question marks or other evidence of internal reviewing procedures
You may find it helpful to have a list of any common typing errors you make (or any keys which don’t always work) and any common inconsistencies you come across between different authors you often work with. Check through this as part of your proof reading process.
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