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* People with visual impairments, like people with sensitivity
to low contrast, people with color blindness, and people
with low vision. Although they are the ones that most need
it, good contrast can help many more of us. Everyone really
needs some level of contrast to read or see things clearly
and having a higher contrast than “needed” just makes it
easier to read, so there are enormous benefits when it
comes to inclusion.
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If we can change the colors, and even text fonts, to
make it accessible and include as many people as
possible, it’s better, and it’s just such a good practice!

WW\V’.Cde.Org
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General standards
for easy to understand information

 Before you start producing your information

* Words . =) g
« Sentences '
« How to order your information

« Standards for written information

www.cdpo.org
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Before you start producing your information

« Always find out as much as you can
a about the people who will use your
r}“ information and about their needs.

« Choose the best format for your
Information. For example, information
on a CD/audio or DVD may be better
for some people than written

N information.

« Always use the right language for the
j‘ people your information is for. For
= example, do not use language for
children when your information is for

B | i
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 Remember that the people who will use your
iInformation might not know much about your subject.
ake sure you explain the subject clearly and also
xplain any difficult words to do with that subject.

Always involve people with disabilities when making
your information. For example, they can take part in
making decisions

about the subject
about what to say on a subject
and about where to make the information

available.

« They can also take part in checking the information to
see how easy it is to understand

www.cdpo.org
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« Use easy to understand words that people will
know well. Do not use difficult words. If you
need to use difficult words, make sure you
always explain them clearly.

» Use examples to explain things. Try to use
examples that people will know from their
everyday lives.

 Use the same word to describe the same
thing throughout your document.

* Do not use difficult ideas such as metaphors.
A metaphor is a sentence that does not
tually mean what it says. An example of a
Mmetaphor is “it is raining cats and dogs”.



« Do not use words from other languages
unless they are very well known like theﬁ

French word “voila” in the English

language. @

« For example, if you write “EU”, explain
that it stands for “the European Union”.

« Percentages (63%) and big numbers -
(1,758,625) are hard to understand. Tﬁ’\ A
not to use percentages and big
numbers. Instead, use words like “few”
and “many” to explain what you mean.

W\V\V.Cde.Ofg



Sentences e Sl ol

* Always keep your sentences short.

« Speak to people directly. Use words like “you” to
do this.

« Use positive sentences rather than negative ones
where possible. For example, say “You should
stay until the end of the meeting” rather than “You
should not leave before the end of the meeting”.

» Use active language rather than passive

language where possible. For example, say “The
doctor will send you a letter” not “you will be sent
a letter”.



« Always put your information in an order that is easy to
understand and follow.

« Group all information about the same topic together.

* [t is OK to repeat important information. It is OK to explain
difficult words more than once.

WWW. Cde. ofr g
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Standards for written information

Design and format

1.

Use a format that is easy to read, follow and photocopy. For
example, A4 or AS.

Think about the size of your document. A book of 100 pages is too
long. People could feel they are not able to read such a long
book. In this case, it would be better to write 3 smaller booklets.

Never use a design or layout that will make your document hard
for people to read and understand. The most important thing is
that your document is easy for people with intellectual disabilities
to understand.

Never use a background that makes it difficult to read the text. For
example, never use a picture or a pattern as a background.



www.cdpo.org
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