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Tips for Written Communication – disability or low English literacy
Welcome back to sport. As we all work to bring sport back to our playing fields and courts Inclusive Sport SA, in partnership with the Office for Recreation, Sport and Racing have developed The Return to Sport Accessible Communication material to promote health literacy and positive hygiene practices and assist sport deliverers administer a smooth and safe return to sport.
The following information outlines best practice guidelines regarding communication for State Sporting Organisations (SSOs), Associations and Clubs when transferring and imparting significant return to sport guidelines, requirements and government COVID-19 restrictions to players/athletes who may have cognitive or and or learning disability, low literacy or English as a second language, and their families/caregivers.  
Language
Ensure you are using inclusive language and putting the person first, such as “person with disability” not their disability, in your information. Avoid collective terms, use “a person with hearing impairment”, and stay away from using negative phrasing such as “wheelchair bound” or “suffering from”. A person uses a wheelchair, they are not bound to it.
Sentences 
Keep sentences short and make sure to write in plain English, avoiding unnecessary complex and long words when an easier version is available.
Visual Supports
Graphics are great for helping to convey your message as well as making information appealing to look at. 
When writing a message for your club/association make sure to choose an appropriate graphic/s (photo, picture, and cartoon) to support the text. You can also utilise the cross and tick graphic.
Text and Colours
With written communication there should be sufficient contrast between text and background. Black text on a white background is the easiest format for people to read. 
Avoid fancy fonts. Use those in the Sans Serif family (Arial, Calibri, Verdana).
A free colour contrast testing tool can be found on Vision Australia’s website: https://visionaustralia.org/services/digital-access/resources/colour-contrast-determinator
Formatting
If writing Easy Read (also known as Easy English) documents, try to space out information by starting new paragraphs for each sentence where possible. If you are using a communication method where you can control text size (email, flyer) increase font size where possible.
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Document File Types
Some people with visual impairment (people with disability, Older Australians and those who use English as a second language), may utilise assistive technology, such as screen reading software, to read websites and documents. Screen readers do not work with PDF or photo files. When sending out information in PDF format via email, website link, social media or chat group, make sure that you have a Word document version as well and share this with those who utilise Screen Readers. 
If you are unsure who may utilise screen reading technology, include a copy of the Word document along with the PDF version as well to ensure everyone can access this information.
Translations
If you have members within your sporting community who speak a primary language other than English it may be important to consider translating important information into a required language.
Google translate is not a reliable source for translation as many English words and phrasing ‘gets lost in translation’. Google should be avoided as a tool for translating documents.
There a couple of cost effective ways your club may do this:
· Look within your club. Do you have a member from this cultural group within the club/association who can be engaged to work with the club to do this? 
· A local community leader. Do you or members within your club have a good relationship with a person who may be able to offer guidance?
· Contact a number of not for profit organisations who can assist with information being translated.
Alternative Text
Alternative Text (often referred to as Alt Text) is a text description attached to an image that has been uploaded to a webpage/site. It describes the content of the photo/graphic which can be read by screen readers and also appears in place of an image when the webpage it is found on does not load properly.
The option to insert Alt Text is often found in the image description panel (with dimensions, file size and file type) when uploading to a website/page. Adding Alt Text to each image included on a webpage helps make your website more accessible for everyone by providing a better description of visual contents and information.
Captions
Including captions when posting videos to social media platforms and on websites is an important feature to ensure that these messages are accessible for all viewers. Captions are used by many people with or without hearing impairment and help distribute a message without audio.
Most social media platforms - including; Facebook, Youtube, LinkedIn – have functionality for users to upload caption files, or create their own when uploading video.
Captions are .srt files. There are a number of websites that can be used to create these files. Some of these are fee based whilst others offer limited free services. Below are a few options that are available for consideration, it is suggested that individuals research and choose a service that best suits their organisation’s requirements.
· Rev - https://www.rev.com/
· Kapwing - https://www.kapwing.com/
· Veed - https://www.veed.io/
· [bookmark: _GoBack]Maestra - https://maestrasuite.com/add-subtitles-to-video
Audio Description
Audio description provides those who are blind or have low vision with information about what is being visually presented in a video. 
This service is used for movies, television and can also be utilised for social media videos. Audio description describes the content of a video, including the scenic aspects, people’s facial expressions, body language and other visual cues to help convey this unspoken messaging presented in video to people with vision impairment. Often an audio description file is much longer than the scene or video it is describing.
A number of organisations will create audio descriptions on a fee for service basis. Below are a few options that are available for consideration, it is suggested that individuals research and choose a service that best suits their organisation’s requirements.
· Vision Australia - https://www.visionaustralia.org/community/events/audio-description-services
· The SubStation - http://thesubstation.com.au/#services
· The Captioning Studio - https://captioningstudio.com/audio-description/
· Access Media - https://www.accessmedia.com.au/services/audio-description/
· AI Media - https://www.ai-media.tv/products/recorded-content/audio-description/
More Information
For further guidance on inclusive communication see the Inclusive Sport SA Communication & Engagement Guides series on the Inclusive Sport SA website - https://inclusivesportsa.com.au/sport/best-practice/
· Communication & Engagement Guide – Impairment and Disability
· Communication & Engagement Guide – Assisting in Social Interaction
· Return to Sport - Actioning Club Communication (disability or low English literacy)
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