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Writing for the Web Policy 

Background
The Australian Sports Commission (ASC) websites - Internet, Intranet, Secure and others must be consistent in language, style and format in order for the information to be easily discoverable and accessible. Here's some information which can help achieve this. Consult Web Services for further information.

Make sure web pages are 'scannable'
Typical web users:

· visit pages looking for specific information to assist them in making a decision or completing a task 

· read 25 per cent slower on a computer than on paper 

· scan content rather than read in detail.

In order to communicate successfully on the web, your content should be:

· accurate 

· concise 

· unambiguous 

· scannable. 

To make your content scannable:
· use meaningful headings and sub-headings to reinforce the structure 

· use bullet and number lists 

· organise information into small manageable units limited to one topic or idea (chunks) 

· begin each page with a brief summary of all content on that page - imagine your content is an inverted pyramid with the conclusion at the top and the least important detail at the bottom 

· remove extraneous 'nice to know' information 

· write in plain English. 
Plain English
Plain English is a generic term for simple and effective communication.

To write in plain English, use:

· a style and tone appropriate for your intended audience 

· a logical structure 

· simple and precise words and sentences - try to find the simplest way to say something; if a sentence feels 'wrong' try breaking it into two 

· consistent construction - check your header levels and that there are logical connections between each paragraph and with the section's overall topic 

· less words - aim to cut your (conventional) content in half 

· an active voice: 'the duty manager assigns daily tasks' instead of 'daily tasks are assigned by the duty manager'. 

Avoid:

· unconnected comments, references and asides - if something isn't directly relevant to the topic at hand, cut it 

· culturally specific language - remove or rewrite any content that an average person on the street might not understand 

· promotional hype - be as accurate and honest about your content as possible. 

As you write content, continually ask yourself:

· why is this content on the web? 

· who will want/need to access this content? 
After you've finished the first draft of your content, try to read it as if you were someone who knows nothing about the topic. If something doesn't fit or sounds odd, change it.
Page length
Although users are generally prepared to scroll to the end of a page if they believe the information they want is on that page, the content 'above the fold' (that is, the content first visible on a page without scrolling) is crucial to retaining a user's attention.

So, make sure:

· the first paragraph of each page accurately summarises all content found on that page 

· all of your content is easy to scan - so readers can move quickly through the page to locate the information they require.
Revising content
· Good content providers make sure their websites contain lots of new content, but they also regularly review the accessibility and relevance of their older content. 

· As you prepare new content, note which pages may quickly go out of date and those that contain good, solid information that won't age so quickly - and schedule your reviews accordingly.
Avoid PDF (Portable Document Format) for on-screen reading

Never use PDFs if you intend for your users to read online. PDFs are not user friendly and most users don't like them. All information should be presented as a web page unless it is prohibitive not to. There are a number of problems with using PDFs:
· PDFs lack navigation (or if they have it is different to the webpage it is linked from)

· Adobe Acrobat (which is used to view PDFs) can crash a computer because the files can be quite large

· Certain commands for using PDFs conflict with commands of web browsers making it hard for users to understand.

Acceptable uses for PDF

· Forms (although a web form is often a better method for capturing managing information efficiently). 

· Large documents that cannot be converted to a web page. 

· Documents intended for print and distribution, however the PDF should be an alternative rather than the only version.

Use concise and clear linking

· Avoid terms like 'click here', 'follow this link', 'go to'. 

· Link text should reflect the title of the page being linked to - write 'Latest AIS news' and link the term. 

· Integrate links within a sentence or statement, for example (note the use of italics for legislation): 

· The Commission was established in its current form by the Australian Sports Commission Act 1989 and operates in accordance with the requirements of this Act. 

· Have introductory text or pages for PDFs. 

· Indicate the size of downloadable elements after the link. 

· For example, ASC Anti-Doping Search & Discovery Program Guidelines (PDF - 56.5 Kb) 

· Only link to reputable websites, preferably those we have a relationship with and trust 

· Avoid linking directly to PDFs, spreadsheets and word documents. Rather link to a listing page to provide the user with context.

Avoid writing styles that have different meanings on web pages

· Only use full capitals for acronyms or trademarks in capitals (for example, do not write 'MEDIA AWARDS'). 

· Only use initial capitals when quoting a publication title or organisation name (for example, do not write 'About Us'). 

· Use bold sparingly and never use it for large continuous amounts of text. 

· Only use italics for citations, legislation or publication titles. 

· Only use indent when displaying a quotation (bulleted and numbered lists can be used to highlight content). 

· Never use underlining unless it is used for displaying a link. 

· Always use sentence case in navigation and heading titles. 

· Always use the full name of commonly used acronyms followed by the acronym when first mentioned in a sentence: 

· For example: the Australian Sports Commission (ASC) is the Commonwealth Government body responsible for the delivery of funding and development of Australian sport through the implementation of the Government's sports policy.

Use navigation effectively

· Never open a new window from a primary or secondary navigation item (that's the navigation on the top or to the sides on the web page). 

· Never link to a document from a navigation menu. 

· Never use navigation as a 'favourites' menu or list of links. 

· Always link to the same section from a navigation item.

Only use imagery, multimedia and colour to supplement content in a meaningful way

· For any content displayed as an image or multimedia provide a text equivalent. 

· Always use the 'alternate' or 'Alt' text feature for images. This text needs to convey the reason you put it up. If it is a picture of a volleyball team during a game, and you want the image to show AIS teams in action, the words may be something like 'AIS volleyball team in action', or if you want to showcase a specific team member's actions in the picture, the text may read 'Luke Campbell spikes the ball in a recent AIS match'. It assists in making our site more accessible. 

· Only use images we have copyright permission for. 

· Always optimise the size of the image for web. This means the physical weight (for example, 15Kb) as well as the dimensions (100 pixels x 50 pixels). 

· Never use coloured backgrounds or watermarks. Users prefer black text on white backgrounds. 

· Never use animated images unless they are used to convey a process or assist in learning. 

· Never use clip art - it is informal and unprofessional. 

· Never use coloured text.

Offer contact details

· Where appropriate provide contact details. 

· An individual officer's name is not always necessary. 

· Provide a web form which sends messages to a shared mailbox, which a number of staff in your program have access to. 

· Provide a general phone number for your program.

Contact Web Services if you have questions or queries about the Internet, Intranet or web publishing in general.
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