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Accessible Information Checklist 

Use this checklist for reviewing your draft documents. 

Why am I writing this (purpose)? 

___________________________________________________________________

___________________________________________________________________ 

Who am I writing this for (audience)? 

___________________________________________________________________

___________________________________________________________________ 

�    Only necessary information?

�   Words suitable for the audience?

�   Sentences short and easy to understand?

�   Avoided jargon or acronyms?

�   Explanations of new or difficult concepts?

�    Used ‘I’ and ‘we’ and ‘you’ where possible?

�   Mainly ‘active’ verbs?

�   Minimal punctuation?

�   Sans serif font (e.g. Arial, Helvetica, Verdana)?

�   Font at least 12 point?

� Headings or dot points?

� Extra spacing?

� No italics, underlining or all-capitals?

� Complete words on a line?

� Completed sentences on each page?

� Add pictures (for extra meaning)?

� Are the pictures easy to understand without the text?

� Are the pictures relevant to my audience?

� Is the layout easy to read?

� Found someone to review your document

Produced by Lisa Manton, Harmony Turnbull, Caroline Cummins  

Write stuff that people will 
want to read! 

You will be able to: 
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Plain English 

Good Practice Guide
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 Do you know when you feel well?   Here are some signs of being well.   You might like to circle some that you have.  
 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Fresh breath 

No sores 

Sleeping 

Energy 

Eating well 

Getting along             with people 

Going to the toilet regularly  

Calm 

Active  

Clear Skin 

Shiny hair  

Happy 

Some signs of feeling well - checklist 
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Why two million 
Australians cannot 
read print easily
Around two million Australians cannot 
read print easily because of:

● learning disability 
● intellectual disability 
● brain injury 
● cognitive impairment
● English is their second language 
● literacy difficulties or
● vision impairment. 

(Australian Bureau of Statistics, 2003)

Reasons people 
don’t understand 
information
Some of the reasons identifed 
that prevent people from receiving 
information are:

● no knowledge in the area (jargon, 
medical terms) 

● attention (information is too long) 
● vision (colour blindness)
● education (complex grammar).

Development  
of the training 
package
Senior Speech Pathologists in ADHC 
identified that there was a need to 
make documents more accessible. 
They resolved to set up some 
easy English report templates for 
swallowing and communication.

A package containing specialist 
training about plain English to Speech 
Pathologists was developed using 
resources from:

● NSW Council for Intellectual 
Disabilities

● SCOPE training in Accessible 
Information

● Presentations at SPAD Special 
Interest Group.

Aim of the training 
package
The package aims to improve the 
quality of communication in Speech 
Pathology by promoting the use of 
Plain English. The training package 
involves:

● participation in a 2½ workshop
● activities to practice using the Plain 

English principles
● samples of documents and 

resources.

Training package 
launch
In April 2011, the 2½ hour training 
package to ADHC Senior Speech 
Pathologists is officially rolled out.

Training package 
contents
Our training package includes 
a PowerPoint presentation with 
presenter slides and notes covering:

● what is accessible information?
● how do we make information 

accessible?
● who needs to know about 

accessible information?
● why should we bother with 

accessible information?
● when should we use accessible 

information?
● questions and barriers that may 

come up
● samples for activities and a demo
● a list of resources and web sites
● reference lists
● activities for ongoing learning
● accessible information checklist.

Outcomes
● Knowledge increased
● Confidence increased
● Need for training decreased

Outcome measures
ADHC conducted a post-training 
survey to measure the outcomes.

This feedback showed staff would:

● review documents to ensure they 
communicate clearly

● give more consideration to 
audiences when writing documents

● work with management to ensure a 
commitment to plain English across 
their organisation. 

Follow-up survey
ADHC conducted a follow-up survey 
four months after the training was 
conducted. Comments showed the 
ongoing benefits of the training:

“ I use less technical or formal 
language in written information after 
doing the training…”

“ I consider specific needs of 
particular groups more closely than 
previously…”

“ Encouraging and supporting others 
to make information accessible – 
not just therapists”


