GUIDELINES FOR ACCESSIBLE PUBLICATIONS
AIM

This document provides information and suggestions on how to make our communications more accessible so that we:
· To make sure that all Northumberland residents are able to access the services and information provided by Northumberland County Council. 
· To assist NCC staff in the production of accessible publications which comply with the Council’s commitments to residents.
People may require publications in a range of formats because they:

· are visually impaired

· have a learning disability

· have a low standard of literacy (including migrants whose first language is not English)

All directorates producing publications should:

1.
Follow the clear print guidelines (see below) for all publications.

2.
Write their communications in Plain English (see tips )

3.
When producing publications ensure that you have a final publication in a word document format that can be used for Braille and large print requests.

4.
Identify a budget for requests in different formats as well as different languages.
All NCC publications intended for the general public should be offered in a different format and should include the following sentence:

“ If you would like this (leaflet/brochure etc) in a different format, please contact (name of directorate/contact) on 01670 …..”.  This should always be in point 14 or more to allow ease of reading
VISUALLY IMPAIRED PEOPLE
For many Visually Impaired People (VIPs) the guidelines on CLEAR PRINT (below) will be sufficient.  Others will need information in a different format eg Large Print; Braille, audio tape.   Costs should be investigated before enlisting suppliers as translations into Braille can be expensive compared to offering audio tape/CD.  
CLEAR PRINT GUIDELINES

1.
Keep sentences short  (recommended 6 words per sentence) and write in plain English. Never use a long word where a short one will do.  DO NOT USE JARGON OR ABBREVIATIONS, for example, care of, not c/o.

2.
Wherever possible avoid using tabulation and indents.

3.
Use left justification with a ragged right margin to avoid uneven spacing between words.

4.
FONT SIZE: Minimum font size 12 point for a general audience and  point 16 for readers with a visual impairment.

5.
Wherever possible use a clear font:  ARIAL, (this is easy to read and does not distort when made bold)
Other clear fonts: Century Gothic, Comic Sans 

6.
Leading – (the space between one line of type and the next) ideally should be in 1.5 to 2 times the space between words (one and a half or double spacing).
7.
Wherever possible write out numbers, for example, 3, 5 and 8 can easily be misread.  

8.
CONTRAST:  As a general rule contrast dark against light.  White or yellow paper with black print provides the best contrast.
9.
REVERSING TYPE (white out):  Once again have a background colour that is dark enough to provide a contrast, for example, do not ‘white out’ on a light blue background.

10.
FORMS: Partially sighted people often have larger handwriting so need a generous amount of space to fill in details.  Tick boxes also need to be enlarged which will benefit people with conditions such as arthritis etc.

LARGE PRINT GUIDELINES

1.
All large print publications are produced in a font size of 16 – 22 point.  Northumberland County Blind Association recommends 18 point.
2.
Photocopies from A4 to A3 are acceptable for short print runs, provided that all the print is a minimum of 16 point (including headings etc).  
3.
A4 sized documents are preferred, rather than A3.  Please bear in mind that a larger font will inevitably mean more pages and therefore increased postage costs.  A3 size can be costly to post and is considered as being too large to handle.

4.
Word documents without images are acceptable.

5.
Large print for people with learning disabilities – Text should be short, in very plain English and have plenty of illustrations to help explain the text. 
BRAILLE GUIDELINES (demand will be low for this as less than 40 people in the county use Braille)
1.
Allow about 2/3 weeks for translation.
2.
This is most practical for larger print runs as costs reduce with larger quantities.

3.
Documents can be bulky to post (A4 sheet of normal print translates to two sheets of Braille). 
4.
For Braille suppliers:  it is important that the publication/document be given as word/word pad document with no images or no capital letters as this interrupts the Braille machines which read symbols.

5.
Get your Braille information sent free with Royal Mail via their Freepost service.  Please state on envelope “ARTICLES FOR BLIND PEOPLE”
6.
A4 sheets of Braille are easiest to handle.
7.
Braille documents should be posted in protective rigid packaging or padded envelope with a DO NOT BEND label is not always seen and crucial sentences of Braille can be lost if the envelope is in a bundle with an elastic band.
AUDIO TAPE/CD
1.
Ask customers if they would like to receive the information as an audio tape or CD.  (CD’s are relatively cheap to produce).

2.
The standard publication can be sent direct to audio tape suppliers (please see list of suppliers).
3.
Recipients prefer professional scripting and voices.
4.
Suitable for one offs or short runs.

5.
Descriptions of diagrams are given.
6.
The use of plain English in publications makes translations easier.

7.
Allow at least 3 weeks for translations.

WRITING FOR PEOPLE WITH LEARNING DIFFICULTIES 

1.
Plan what you want to say and the key messages you want to use. Always ask yourself what your audience needs to know.  Cut out confusing detail and keep it simple.

2.
Include more appropriate images and icons to aid understanding.  Place them at the side of your text to emphasise the message you want to put across (Please see example attached)

3.
Write in short sentences and in plain English.  Do not use jargon or unfamiliar abbreviations.

4.
Use simple punctuation and avoid semi colons, colons or hyphens or too many sentences broken down by commas.
5.
Use Clear Print guidelines.
6.
Use bullet points or fact boxes to make main points stand out and clear

7.
Where suitable video can be used.

8.
People with dyslexia prefer to read from lightly coloured paper, shades of blue or green paper is the most favoured or other are off-white/cream/pale peach colours as they reduced glare.  Standard black text is fine and should be at least size 12 font. Arial is often the easiest font to read.

FOREIGN LANGUAGES
Over the last four years the number of migrant workers moving to Northumberland has increased.  Below is a list of countries from which they are coming from.  
Poland, Lithuania, Philippines, India, Bangladesh, Portugal

Other countries include Latvia, Czech Republic, Kenya, South Africa, Australia, Germany, Republic of Ireland, USA and China

The following is a list of foreign languages that you may be asked to translate your publication into.  This can be done on an ad hoc basis or as a planned activity. You will not be asked for all these languages.  Allow 2/3 weeks for translations.
Languages for consideration for translation however might be:

Polish


 (Official language  Poland) 

Lithuanian

 (Official language  Republic of Lithuania)

Filipino 

(Official language   Philippines)

Hindi 


(Official language   India)

Bengali

 (Official language  Bangladesh)

Urdu 


(Official language   Pakistan)

Portuguese
 
(Official language:- Portugal)

Mandarin Chinese 
(official language:- China)

Cantonese Chinese (more widely spoken in Hong Kong)

Tips for translations
1.
Do not use too many images on one page.

High quality images add a good deal to a publication but too heavy a load in one document can present problems in the language translation typesetting process.

2.
Allow extra space for translation.  

Non-English languages can take up to 30% more word space.  If not enough space has been allocated the typesetter may reduce the font size resulting in the document not hitting other equality standards.

3.
Let the translator know who the target audience is and how you want then to use the document/publication, ie  Questionnaire – data collection distributed to all residents of Northumberland.


Suppliers of Translation Services

There are three suppliers which our procurement section have recommended;

The Big Word -  0870 748 8000 or email: Robert.timms@thebigword.com 

K International -  01908 557922 or email:  chris.timms@k-international.com
Newcastle City Council  (Dawn Smith)  - 0191 211 5070

Room 161

Civic Centre

Newcastle upon Tyne NE99 6BN
More Assistance
Please contact Joan Turnbull, Marketing Officer, Communications Team on 01670 533924 for further assistance

