< CWD Cheshire and Wirral Partnership NHS'
NNNNNNNNNN ion Trust

Developing Information
for people with

Learning Disabilities

\_/

Care ¢ Well-being ¢ Partnership



What is ‘accessible information’

Making information easier to understand for people who have learning disabilities.

However......
It is always important to remember that many people with learning disabilities

cannot read or have difficulties with written information.

Simply adding pictures will not make information understandable.

But making the language simpler, adding meaningful
pictures, and ensuring people have appropriate
support will help people to understand the

information you have to tell them. T



Before you start..........

O
o

1) Why are you producing easy read information?
2) Who exactly is the easy read information for?
. 3) What is the easy read information for?

4) How will people with learning disabilities use the

easy read information?
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Templates for information leaflets

Developing information leaflet guid

ance
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Blood Pressure

This leaflet tells you about having

your blood pressure taken
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Words and Language

Use easy words and talk to your reader

» Words like ‘I’, ‘we’ and ‘you’ makes information seem easier and more friendly
* Read the words out loud to check they make sense and are easy to say

» Do not use jargon or abbreviations

* Be consistent with words and repeat words to help people remember them

Make your sentences plain, easy and short
» Have one idea in each sentence
» Write in active sentences — this makes the person feel involved in the information

 Write in positive sentences — negatives are hard to understand

verbigerative l » Use easy punctuation — only use full stops
mendacious * Write numbers as figures — 1 or 2

. * Write time in the 12 hour clock
brokerage ]| quotient

| serpiginous




Words and Language

Give information in clear chunks and in the right order

« Each chunk should focus on one main idea

» Organise information in a way that makes sense

» Use headings, bullet points, lists and sections to break up text into chunks

» Write each new point as a complete sentence

Make sure information is interesting, useful and up to date

» Make it relevant to the person — this makes it easier to understand

» Keep information up to date

* Do not use examples that will go out of date quickly |

* Include contact details for more information verbigerativeIJ
mendacious
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Design and Layout

Information should be easy to use
» Easy for the person to pick up and handle

 Easy for the person to find their way around the information

Information should be printed clearly and boldly
» Use a clear font — Arial is the recommended font or FS Me
» Groups of numbers like phone numbers are better in bold
 Font should be at least 14

* Do not split words over two lines with a dash or hyphen
* Do not use italics or underlining — use bold

* Do not use ALL CAPITALS

othing

smaller than

14 poi




Design and Layout

Information should be easy to see, read and follow

» Use plenty of space between lines and paragraphs — 1.5 spacing is ideal

Information should look good
 Think about the front page — relevant to the information

 Colour can make information more interesting — people with LD like colour!

Use pictures or photographs to get key messages across

 Using pictures/photographs makes information easier




Using Pictures

Pictures can make your information easier to understand
* Pictures can help people remember what the information says
* Pictures can reinforce important messages

» Think about where the picture is best located on the page

Use different sorts of pictures
» Choosing the correct picture or photograph is really important
* Photographs can offer real meaning to people

» Keep photographs up to date

« Sometimes photographs contain too much information
 Remember consent is always needed for photographs
» Use your own pictures if this is more helpful

» Many people don't like cartoon pictures or stick people




Using Pictures

Use one picture for each important point

» Use a picture for key words or to sum up a whole concept or idea

» Do not use pictures because they look nice or fill a space on the page

» Using pictures as metaphors make things harder to understand — lightbulbs
» Make the picture big enough to see clearly

» Do not have too much detail in the pictures

» Keep your background plain

Pictures can mean different things to people
» People will need support with pictures
 Look for pictures that represent your audience

« Test your pictures out




Useful Documents

Make it clear

— a guide to making information easy to read and understand

Make it clear 3
A guide to making information easy to read (OH) pepartment
and understand

...................

Baslic guldelines for people

who commission Easy Read
Information

Department of Health

— basic guidelines for people who commission ‘easy read’
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Choosing Software
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Easy Read

your heart
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Photograph Consent Form - service user
Photograph Information Form - carer
Tape Consent Farm - service user

Tape Information Form - carer
Wideo Consent Form - sevice user

Wideo Information Farm - carer

Alderley Unit - Information for carers

Alderley Unit - Information for service users

Care Planning - Flowchart of service user paperwark

Care Planning - Infarmation for service users and carers
Treatment Plan Template

Care Planning Meeting - Service User Preparation Template
Care Planning Meeting - Preparation Template Staff Guidance
Care Planning Meeting Easy Read Invite Letter Template
Care Plan Easy Read Letter Template

Care Plan Easy Read Template 1

Care Plan Easy Read Template 2

Cognitive Assessment - Information for service users

Camplaints - Information for service users
Complaints - Alderley Unit

Cornplaints - Crook Lane

Complaints - Eastway Unit

Complaints - Greenways

Camplaints - Kent House

Complaints - Primrose Avenue
Cornplaints - Riseley Street

Complaints - Thorn Heys

Consultation Guidelines
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Intraduction to your lacal specialist learmning disability service - Rosermount April 2010 ot

Introduction to your local ligt learning disability service - Stalbridge Road Clinic  April 2010

E‘fjwda\r\]rdhrn\lr;;tuwnur local learning disability service - Chester, Ellesmere April 2010

Introduction to your local learning dizability service - YWirral April 2010

Introduction to your local specialist leamning disability service - Greville House April 2010

Greenways Psychology Assistant - Information for service users December 2003

Kent House - Information for service users June 2010

Kent House - Information for carers April 2010

Loaking after your balls June 2010

Looking after your breasts June 2010

Looking after your mental health May 2008

Iledication Termplate June 2010

Medication Leaflets

Buccal Midazolam August 2010

Carbamazepine August 2010

Diazepam August 2010

Walproate August 2010

o smoking - Central Cheshire April 2010

Ilo smoking - East Cheshire November 2003 —

Mo simoking - Alderey Unit May 2010

Mo smoking - YWest Cheshire April 2010

Mo srnoking - Wyirral June 2010

Patient Advice and Liaison Service - Information for service users and carers April 2010

Patient monies - Alderley Unit June 2010

Patient property - Alderley Unit April 2010

. a September

Patient Stories - Information for serice users ZEIUFIB

Brimrose Avenue respite unit July 2010

Primrose Avenue Respite Unit - Information for service users June 2010 LI
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Getting Started



Lesley Gledhill
Communication Officer

Learning Disability Services

0151 357 7523




