Checklist for reviewing web content
User need
☐ User need is accurate and specific
☐ Content on the page meets the user need 
☐ Content is in an appropriate content type
Web copy
☐ Page title and summary describe the page and are clear out of context
☐ All information is factually correct and up to date
☐ Copy is written in plain English 
☐ Sentences are short and clear 
☐ Sentences are written in the active voice 
☐ Sentences address the reader as much as possible 
☐ Paragraphs are broken up by line breaks 
☐ No spelling, grammar, or punctuation mistakes 
Headings
☐ Headings are used to make logical sections 
☐ Headings are in the correct hierarchy 
☐ Headings are formatted correctly using Markdown
Links
☐ All link text describes what the user will find when they use the link
☐ All link text is unique (not repeated on the page)
☐ Links work and go to the correct pages 
☐ Email address and phone number links are displayed on the page and linked
Lists
☐Lists are formatted correctly using Markdown
☐ List items don’t have line breaks between them
☐ Lists follow University style guidelines for capitalisation and full stops
Other formatting
☐ Bold and italics are used sparingly, if at all
☐ Tables are formatted correctly and only used for tabular data
Images
☐ Images are relevant to the web page 
☐ Images are the correct ratio and size for the component where they’re used
☐ Images of text are not used instead of text
☐ Alt text is written correctly for images which need it
☐ Decorative images have null alt text (“”)
☐ Text alternative is provided for complex images like graphs and charts
Video and audio
☐ Videos have captions or a descriptive transcript if there is no audio 
☐ Videos are hosted on Vimeo, not YouTube or other platforms
☐ Audio content has a transcript 

For more information on all aspects of planning, creating and maintaining content on our website, explore the Typecase Manual at go.bath.ac.uk/typecase-manual 
