A guide for producing
accessible, easy read,
pictorial documents.

Making
Information
Accessible

Every person with a learning
disability is an individual. If you follow the
advice in this guide, you can produce
information that is accessible to many different
people. But there is no such thing
as a perfect solution that will suit everyone.
Many people will still need support to access
easy read documents.

Accessible information
is information that most
people can understand.
the information that you
have provided should be
fully understood and
meet the needs of your
intended audience.
For some people, it is
information in large print
or Braille. For others, it
might be information
translated
into their first language.

When making your
information accessible it
is important that you
think of the needs of
your target audience,.
for example, somebody
with a learning disability
may benefit from adding
pictures to text and not
using jargon.

Jargon words are words that
professionals often use to
communicate with each
other. The meaning of these
words might be obvious to
the people working in the
same profession, but to
others, they might be hard to
understand.
Examples:

Contemplate (thinking)
Annual (Every year)
Participate (taking part).
Jargon can also be
Abbreviations or symbols.

If you cannot read very
well, do not read English or
find it difficult to
understand jargon then it
can be really helpful to
ADD pictures alongside the
text, each key statement
should be supported by a
picture.

Preparing your
accessible document

Examples:

Most people find it easiest
if the pictures are to the
left of the text.

Having a toned background
behind your text reduces
the glare of the paper and
makes the text easier to
read. Any pastel shade is
better than white.

make sure it is very clear
which picture belongs to
which part of text.

Examples:

If you use a toned back
ground, make sure that
there is still enough contrast
between background and
text.

If a darker background is
needed then try to use
white writing to make it
stand out.

Do not use patterns,
strong gradients or faded
out pictures behind
the text. They will blend
with the letters and make
the text hard to read.

Examples:

Do not try to squash
things in or fit too much
information
on one page.

Your text should be aligned
to the left and have a
ragged edge on the right.
This layout will look familiar
to most people.

Make a wide margin in
your document for the
pictures.
Give the pictures at least
8cm of space.

Examples:
HELLO

Hello

superfluous
strenuous
collaborative
not needed
tiring
shared

Avoid writing words in
capitals. This will make the
word look unfamiliar and too
uniform and people might
find it harder to read.

Try not to use
complicated words,
words that are hard to
understand or jargon
words.

Use a clear, easy to read
font and make it at least
14pt in size.
If you can, try to make the
font 16pt or bigger.

Examples:
A good font to use is Arial
or something that looks
similarly plain.
(see the list for more
accessible font examples).

Most people will find
fonts that look like
handwriting harder to
read than printed fonts.

Add extra space between
the lines of your text. This
will make it easier to
read. For example in
Microsoft Word choose
1.5 line spacing instead
of single line spacing.

Examples:
Here is an example of
accessible
information
Here is an example of
accessible information.

The Healthcare
professional said that
I needed an x-ray.
The nurse said that i
needed an x-ray.
An x-ray is like a
photograph. It
allows the nurse to
see inside your
body.

In general, people find text
easier to read if words are
not hyphenated.
(Hyphenation) means
splitting a word into
two parts if it does not fit
onto the end of a line of
text.

If you have to use a hard
word or a jargon word,
make sure you explain it
clearly in easy words.

Examples:
Your CCG will have
information booklets
around health. CCG
means Clinical
Commissioning
Group. This is your
local health authority.
For example, they will
have booklets on
cancer and healthy
eating.
Your PCT will have
information
booklets around health
e.g. booklets on cancer
and healthy eating.

Be careful when using
acronyms and
abbreviations.
(An acronym is a word
made up from the first
letters of
other words. For example
NHS for National Health
Service).
Unless the acronym is very
common, always explain
what it stands for.
Instead of using
abbreviations,
spell out the words.

Use bullet points to
break up the text.

checklist

Please tick

Have you left enough space for your pictures (at least
8cm)?
Have you arranged the pictures so it is easy to see which
part of the text they belong to?
Do the pictures reflect what the text is saying?

Have you chosen a clear, easy to read font that is at
least 14pt?
Have you broken your text up into smaller chunks by
using bullet points and sub-headings?
Have you added extra space between the lines of text?

Are there any hard words, jargon words, abbreviations or
symbols left in the text?
Could you add a toned background behind the text to
reduce glare from the whiteness of the paper and help
people with dyslexia?
Do your pages look cramped, cluttered or too busy?
Maybe the layout could be simplified.
Has your work been checked by people with learning
disabilities?
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