Layout & Structure
· ☐ Use clear headings to organise content
· ☐ Apply heading levels correctly (title → subheadings → body)
· ☐ Ensure logical flow and reading order
· ☐ Use grids or layouts to create order and consistency
Information Clarity
· ☐ Break content into small, manageable chunks
· ☐ Group related information together
· ☐ Avoid large blocks of text (“walls of text”)
· ☐ Make key points easy to scan
Hierarchy & Navigation
· ☐ Highlight the most important information first
· ☐ Use size, weight, and position to guide attention
· ☐ Ensure content follows a clear reading path
· ☐ Make navigation simple and predictable
Key Content Focus
· ☐ Remove irrelevant or distracting information
· ☐ Highlight important info using call-out boxes or emphasis
· ☐ Consider using FAQs for complex content
· ☐ Make key actions and messages easy to find
Simplification
· ☐ Keep designs simple and uncluttered
· ☐ Use enough white space between elements
· ☐ Avoid overcrowded pages or slides
· ☐ Focus on clarity over decoration
Consistency
· ☐ Use consistent fonts, colours, and styles
· ☐ Keep layouts similar across pages/slides
· ☐ Follow a simple style guide
· ☐ Maintain visual patterns for easier recognition
Colour & Contrast
· ☐ Ensure text is easy to read (strong contrast)
· ☐ Limit colour palette (≈ 3–5 colours)
· ☐ Avoid overly bright or clashing colours
· ☐ Don’t rely on colour alone—use icons or labels
Visuals & Communication
· ☐ Use visuals (icons, images) that support the content
· ☐ Keep visual style consistent
· ☐ Avoid decorative or distracting imagery
· ☐ Use diagrams/infographics to simplify complex ideas
Fonts & Readability
· ☐ Use simple, readable fonts (e.g. sans-serif)
· ☐ Limit to max 2–3 fonts
· ☐ Ensure text size is 12–14pt or larger
· ☐ Adjust spacing (line + letter spacing) for readability
Overall Experience
· ☐ Reduce cognitive load wherever possible
· ☐ Avoid sensory overload (colour, clutter, visuals)
· ☐ Make content predictable and easy to follow
· ☐ Design for accessibility first
