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Writing — Content - 1
*Think of the person you are writing for
‘Be personal
‘Use active verbs, not passive
Make text easy to read and understand

*Avoid Latin and French expressions

L ,
nDearadh Uilioch



Writing — Content - 2
Define abbreviations or acronyms
Keep sentences short
‘Use simple words
Consistent terms and formats

‘Use a house style
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Writing — Design - 1
*Sans Serif font
*At least 12 point font =14 point better
*Avoid BLOCK CAPITALS, italics

Avold underlines

People recognise and redd:
words by; shape
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Writing — Design - 2
L eft alignhed text
Clear formatting and structure
*One Idea per paragraph
*Avoid text over images

White space to allow text to stand out
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Writing — Design - 3

Report

Heading 3

FEEEirg 1
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Writing - Exercise

A visitor’'s pass will be issued
after the register is signed and
photographic identification is
furnished.

We will give you a visitor’s pass
once you sign the register and
show your photo ID.
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Writing — Easy To Read

*Short, simple sentences .ﬁg

*Pictures or graphics

‘May need ‘partner’

Choose relevant publications




Easy To Read - Legal
+S.28 Disability Act 2005 IQE

11
®  that information published by the body, which contains

iInformation relevant to persons with intellectual disabillities, is in

39
clear language that is easily understood by those persons.

Best for practical iIssues
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Easy To Read — Special Olympics
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asy To Read — Housing Strateqgy

The Housing Strategy says
people with disabilitie ould

e about where
People with disabilities should

of people with disabilities

live in institutions.

An institution is a big care
home where people are cared

for by care staff.
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Easy To Read - Process

\Write / lllustrate

Test — Edit — Test - Edit

Publish




Online

Design
‘Email and newsletters

Text services
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Online - Design
‘Forms

*‘Ilmages
‘Video
*Mobile
Captcha
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Online - Forms
[ €SS IS more

Clear title, audience, purpose
*Single column

‘Don’t rely on colour alone
*Allow tabbing through fields

‘Make ‘submit’ button obvious
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Forms - Examples

Name: Name:
E-mail: E-mail:

Phone [Mobile]: Phone [Mobilel:

dd mm  yyyy

Date of Birth Date of Birth |
(e.g.01-01-1991)
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Online - Images
*Avoid text over images

‘Provide descriptive ‘alt text’

Avoid placing text in
: front of a patterned
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Online - Video
*Avoid auto-play

*Provide captions or sub-titles
*Provide transcript

‘May need audio-description

I/f embedded, provide download option

*Avoid flashing images
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Online — Audio Description
Example video
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Online - Mobile
*30% of Irish internet traffic in 2015

*Responsive
*NO pop-ups

*Easy navigation

*Test, test, test
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Online - CAPTCHA

*Video case study

*Avoid, avoid, avoid

Range of technical alternatives
‘ReCAPTCHA better, still problems
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Online — Email / newsletters
Clear and descriptive subject line

Consider mobile users
Clear titles for attachments
Inform reader of attachments

*Allow replies

L ,
nDearadh Uilioch



Online — Text messaging
*Avoid text speak — Plain English

Short sentences — 160 character limit
Use identifier at start

Clarify if reply Is expected / permitted

Easy ‘unsubscribe’ option




Procurement
L egal obligation

*Specify requirements
*Allow for user testing

*Sends message

Develop capacity in time
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Thank you

shogan@nda.ie
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This presentation is protected by US and International Copyright
laws. Reproduction, distribution, display and use of the

presentation without written permission of the speaker is
prohibited.
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