HYPERLINK BEST PRACTICE GUIDE

Use internal linking
instead of repetition

Where content exists in
another UOW policy
document, refer the reader to
that policy document rather
than duplicating content.

TIP
Always test every link before
publishing.

Link to authoritative and
stable sources

Ensure links direct users to a
stable, regulated landing
page, rather than specific
versions, PDF, or pages that
are updated frequently.

TIP
Hyperlinked text should be
followed by punctuation.

TIP
Don't overlink - only add links
where it adds value.

Hyperlinks in Policy - Examples

Best Practice

Staff must comply with the requirements of the Work
Health and Safety Act 2011 (NSW) and the University's
Work Health and Safety Policy.

Further guidance is available in the University Code of
Conduct.

Poor Practice

Staff must comply with the requirements outlined here:

https://legislation.nsw.gov.au/view/pdf/2021-01-01/act-
2011-10

Further guidance is available here on this WHS article.

What this demonstrates:

» Descriptive link text (not URLSs)

e Full, official titles used

» Links embedded naturally within sentences

» Correct punctuation following hyperlinked text
+ Regulated government/organisation page links

If there are any changes to links housed in policy or
linked intranet pages, please inform the Policy team.

TIP
Ensure external links open in a
new tab.

Use official titles and do not
paraphrase titles

Refer to policy documents
using their official UOW titles
and do not paraphrase them to
ensure consistency.

Maintain and review links
regularly

Policy owners are responsible
for ensuring links remain
functional and relevant as part
of scheduled policy review
cycles.

TIP
If possible, content should be
accurate and evergreen.

Provide clear and
meaningful link context

Links should describe what the
user is accessing (e.g. “Work
Health and Safety Act 2011
(NSW)") rather than generic
text such as “click here” or
displaying the full URL.


https://legislation.nsw.gov.au/view/whole/html/inforce/current/act-2011-010
https://legislation.nsw.gov.au/view/whole/html/inforce/current/act-2011-010
https://policies.uow.edu.au/document/view-current.php?id=177
https://policies.uow.edu.au/document/view-current.php?id=8
https://policies.uow.edu.au/document/view-current.php?id=8
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