Comparison of Information on Readability
	
	Basic Skills Agency
	Plain English Campaign
	RNIB
	British Dyslexia Association

	Layout and text types

	Font
	Choose clear and distinct fonts, e.g. Century Schoolbook, Plantin or Helvetica
	
	Arial, Universe, New Century Schoolbook
	Arial, Comic Sans, Verdana, Helvetia, Tahoma, Trebuchet and Sassoon

	Type size
	Depends on purpose of text.  A large font size can often look like children’s material.
	
	Minimum of 12 point, although recommend 14 point.  

As point sizes vary between fonts the letter ’x’ should have a height between 2mm and 4mm.
	Minimum of 12pt or 14pt

	Use of upper and lower case
	Upper and lower case is easier to read than all upper case as you can then see the shape of the word.
	Use lower case bold for emphasis, not block capitals.
	Capitals and italicised text are both harder to read.
	Where possible use lower case letters rather than capitals.

Use bold to highlight, rather than italics and underlining.

	Contrast
	
	
	The better the contrast, the more legible the text.  Black text on white background provides the best contrast.  
	


	Numbers
	
	
	Choose a typeface with clear numbers.  Easy to misread 3, 5, 8 and 0
	

	Line length
	
	
	60-70 letters per line
	Limit lines to 60 or 70 characters.

Use line spacing between paragraphs, wide margins and headings.

	Word spacing and alignment
	
	
	Align by left margin only as it is easy to find start and finish of each line and this keep the space between words the same.
	Keep lines left justified.

	Columns
	
	
	Have a wide enough margin between columns to clearly separate or use a line.
	

	Reversing type 
	
	
	If using white type make sure background colour is dark enough to give sufficient contrast.
	

	Forms
	
	
	Ensure that there is plenty of space for completing details on forms.
	


	Format
	
	
	Avoid folds which obscure text.

Use a binding method so that document can be flattened to be used with a magnifier.
	

	Leading
	Appropriate space between lines, e.g. for 12pt type, a leading of 2pt is sensible. 
	
	Space should be 1.5 to 2 times the space between words on a line.
	Space between lines should be 1.5 to 2 times the space between words.

	Type weight
	
	
	Use bold or semi-bold weights.  Avoid light type weights.
	

	White space
	Short, clearly separated chunks of text.
	
	
	Use short paragraphs.

	Layout
	Ideally headings and new sections should come at the top of the page, and sentences and paragraphs should not run over columns or pages. 
	Use lists where appropriate- guidance on punctuation of lists.
	Useful to always have headings and page numbers in the same place.
	Use bullet points and numbered lists where possible.

Include variety of styles for presenting information, e.g. flow charts, tables.

	Use of images
	Illustration should come at the end of paragraphs or sentences rather than in the middle and should relate to the text.  If illustrations are used as background to text, it can make the text more difficult to read.
	
	Avoid setting text around or over images.

Avoid using vertical text.
	Background graphics can make text difficult to read.

	Paper

	Type and colour of paper
	Paper should be thick enough so that you cannot see the print showing through from the other side.
Darker colour papers, particularly blue and purple should be avoided.
	
	Avoid glossy paper.  Choose uncoated paper over 90 grams.
	Avoid light text on a dark background.
Use coloured paper instead of white.  Cream or off-white provides a good alternative.

Matt is preferable to glossy.

Avoid text glaring through from back so go for 80 or 90 grams.

	Style of writing

	Passive voice
	In general the active voice is easier to understand. 
	Make about 80-90% of verbs active.
Use ‘we’ and ‘you’.

Good examples available.
	
	Try to call the readers ‘you’.

	Sentence length
	Try to include only one main point in a sentence and use full stops rather than semi-colons.
	Average sentence length of 15 to 20 words.
	
	Write in short simple sentences.

	Word length 
	Repetition of unfamiliar words can be helpful.  Choose words that are easier to read if possible, but do not paraphrase if it will sound patronising.
	Use words appropriate to the reader.
A-Z of medical terms available.
	
	Don’t hyphenate words that are not usually split.


‘Making Reading Easier – Post-16 version’, Basic Skills Agency Code A341 Tel. 0870 600 2400 or download from Publications section of www.basic-skills.co.uk 
‘How to Write in Plain English’, Plain English Campaign www.plainenglish.co.uk/plainenglishguide 
‘Plain English Guide to Writing Medical Information’, Plain English Campaign www.plainenglish.co.uk/medicalguide 

‘Clear Print’, Royal National Institute for the Blind www.rnib.org.uk 

‘Dyslexia Style Guide’, British Dyslexia Association www.bda-dyslexia.org.uk 
SMOG Readability Formula Simplified

This formula calculates readability using sentence and word length.  However, other factors affect understanding of what you are reading that cannot be measured in this way, e.g. motivation of reader, size and type of print, layout of written material, previous knowledge of subject, style of writer, etc.

[image: image1.png]SMOG is much quicker and easier to work out by hand than other
formulae.

1. Select a text
2. Count 10 sentences

3. Count number of words which have three or more syllables—

4. Multiply this by 3 —
5. Circle the number closest to your answer

1149 |16|25|36|49 |64 |81|100{121|144|169

6. Find the square root of the number you circled

1149 |16|25|36|49 |64 |81|100{121|144|169

112831456789 |101112|13

7. Add 8 — Q Readability Level




Aim for a score of under 10 (Entry 3) to be understood by most people.  From ‘Making Reading Easier’, BSA and ‘Skills for Life – Make It Your Business’, DfES
The Flesch Reading Ease score in Microsoft Word is based on the number of syllables per word and words per sentence.  The higher the score the easier it is to understand the document.  Aim for 70 to 80.

Flesch-Kincaid Grade Level score relates to the U.S. grade-school levels.  Aim for a score of 5.0, i.e. a Year 6, average 10 year old, can understand the document.  

from British Dyslexia Association

Advert from Darlington and Stockton Times, Friday 25th February 2005

Maximise your skills and realise your ambitions through exciting experiences, training and development opportunities.  Our patients consistently acknowledge the high quality of care we provide.  Listening to your ideas, involving you and working flexibly we believe in making your working life successful.

To apply visit the website address below or if you don’t have access telephone... 

Flesch Reading Ease 30.9

Flesch-Kincaid Grade level 12.0
To set your spell checker to automatically check readability, go to Tools, Options, Spelling, and Grammar, then tick the Readability request.  Word will then show the readability score when you check spellings.
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