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Alt Text & Image Description Checklist
Alt Text - Alternative (Alt) Text describes the content of images, graphs and charts in a document or webpage. It is read aloud to users by screen reader software, and it is indexed by search engines. It also displays on the page if the image fails to load. Most software packages have automatically generated alt text with various degrees of success.
Image Description - An image description is an alternative to alt text but posted in the body of your text. It will often be in brackets [ ] and will start with “Image description” to make the purpose clear. Use ID only when alt text is unavailable.
Tip to start – Imagine you are a radio announcer, and you are describing an image. Your main goal is to be clear and concise for your listening audience. Once you have ideas about your description go through the following 4 steps – Purpose, Audience, Write and Check.

1. Purpose
☐	Consider purpose of document. If the image is important, in an important document, you might give a more detailed description.
☐	Identify purpose of image. Is your image informative, decorative, functional or complex (such as a graph or infographic)? Once you identify purpose create a description that matches the need for the image.
2. Audience
☐	Identify needs of your audience.
☐	Consider known preferences of your audience, if any. If possible, write to meet your audience’s needs and preferences. If not possible, always keep your description on the shorter side.


3. Write
☐	Use your software’s method for adding alt text or use an image description. Links to information for major software and platforms are in our training module.
☐	Share only the most important and relevant details about the image. This might include: the subject and setting; what is happening; why the image is relevant.
☐	Keep alt text short to medium, unless your audience prefers longer.
Consider length: Short: 1-5 words; Medium: 6-15 words; Long: 16+ words.
Note exceptions such as describing pieces of art.
☐	No need to repeat the same text as is written nearby.
☐	Don’t start with “Image shows”, “This picture is” etc. Note exceptions such as describing pieces of art and identifying an image description.
4. Check
☐    Do a final edit for typos and clarity.
☐    Remove any additional spaces. Use only 1 space after full stops and delete empty lines.

We have created this checklist in consultation with professionals with lived experience of vision impairment and their key message is to always have a go at a clear and concise description. There is not one correct answer as different people have different preferences. Minimal description is always better than no description!
Collaboration between Canberra Blind Society and The Easy Read Toolbox.
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It’s your one stop shop for Easy Read made easy!
Subscribe for our emails and your membership now!
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