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THIS short bo,..klet is intended to prc,ide an
in,n,ducti,,ri 1:- r r',..r.TiP .::. 'II irizi ;ii

orelanisanons conrorned ...a) housa and
11,.tnelt,..sssness a b, .ii: 1,,,. ;,: skills We knc,-..; you vc-

tot piontv t,., c le rur.: d..c11111,1V:i111 findina h: mos 1.-..i.

(;(4:1(-..,nd daliri.t*.vIth hnu:.:i tssuts h, ......o...r
.ve, think that .2 t.q.-rsons compet(-nc( ...-itti basic

skills :ouch .is understanding :Ind speaking
Enchsh readin 1 '.vritina and baste maths has a
nr,..- : won : ii 'h. .... ,.! li -.. I i L...: ,1::.

ti, usuia Atanisatiens And ,t 5-ticies 'Ne Also
f-,liev, thit unprovinr: the i: isle skills -1 :gaff

4.)
'91F=NI

workind in licusini;Agunisanons ....All improve the
I 'lit h

This !:- t&ople to

Local Authority Housing Departments

Housing Action Trusts

Housing Associations and Cooperatives

Housing Advice Centres

Organisations working with Homeless People.
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THERF,S a clear link between poor basicskills and poor housing People who have
difficulties with basicskills are more likely tcsuffer from a number of disadvantages They aremore likely to become unemployed will onat:era...re be out of work longer. will have lowerincomes. are less likely to own their own homesand at liter: likely ti- be dept ndent on benefits

By basic skills we mean

The ability to read, write, and speak inEnglish and use mathematics at a level
necessary to function at work and in societyin general'.

Contrary to press reporis we don t have a problemwith illiteracy or innumeracy in the UK Fewpeople can, read write or calculate at all andmost people have
some competence with basicskills The main reason why people find basic

skills difficult is because the level of demand fatgood basic skills has and
continues to. changerapidly Fifty years ago the basic skills youneeded were clear and simple if you could reada imle and son your name you could get by Workand everyday life demanded very little and th-skills v.:: hid 7:11Q:1 y .0 itt school were likely tobe good enough for the rest of your life

People who have difficulty with speaking orunderstandinri Enoltsf reading spelling writingand basic maths do not live in any single area inthe UK Not is there a simple
reason why theyhave problems with skills most people ta,:e forgranted

Some

missed long
were young

had physical

undiagnosed

periods of schooling when they

problems such as poor speech or
hearing or sight loss

were just not very well taught

do not have English as their
mother tongue and were not
educated in the UK

have just found that their level
of competence has been
overtaken by the require-
ments of a modern,
industrialised society.

Less Mil: 1 in Ir. -4, wh
have problem.; with basic skill:-
have -it tut dIfficultier.
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More than four in five had paid by handing over
the exact money in cash or checked change
given in a shop.

Three quarters had used a dictionary,
encyclopaedia or telephone directory and the
same number had filled out a form such as a
paying-in slip, or withdrawal slip in a building
society. bank or written out a cheque.

Almost seven in ten had read a short
advertisement and looked up or got information
from a book or articles from newspapers,
magazines or read signs such as safety signs,
detailed warnings, food packaging and

preparation.

More than half had written out a shopping list or
other type of list or read through a short recipe
or similar set of instructions or read a short note
or letter from a friend, family member or other
person.

research :11,r-tests hat
.1.initicant number 01 people struorile won these
basic skills skills many of us lake for oranted For

,tistan.:e

on average only 4 in 100 of the people assessed
could not answer a question about a simple
advert for a concert

almost 1 in 10 found it difficult to understand
inturmation on a map

almost 1 in 3 could not answer a question about
hypothermia from an A4 sheet

almost 2 in 3 could not answer a question about
a complex, but short, literary passage

15% could not calculate the change from £20 if
they had spent £17.89

IOW
almost 1 in 3 could not add together
£1.40, £3.86, £7.15 and 79 pence

2 out of 3 people could not work out the area of
a shape, even when the formula was given

1 in 5 could not work out 10% of £4,900.

I

Taken as a whole this assessment of competence
reveals that a minority r:f r ,Aople have very serious
problems with literacy and that a laroer number
need seine ::uppori I.., improve their level of
's)intietence for the tlem,inds Jt the modern

world A substantial number of those assessed had
serious difficulties with numeracy mcludmq the
four rules However problems with numeracy
tend to be , at a posmv disadvanta,te than
problems with literacy



i,,:;eitcn Ices not suggest d smificant
inference between people of different

,ir.ups except that elderly
eoplu vied Iver 70) perform considerably

rose on average than other people. This could
'Tie t^ the (ifect age although there is no

way !: knowine whether this group performed
nor when the-y were younger (A because they

I.Lss used tc being assessed than younaer

'his research is a good indicator of the
,ri,,rniance .1 adults as a whole in the UK Cana

:he elderly are excluded) about I in

:dulls (approximately 7 5 million people) have
real difficulties with functional literacy and

numeracy While it is reassurma that few people
:r tlliter.ae r innumerate in the sense that they

.7annot understand English. read or use basic
maths at all. too many people can only operate at

very low level

As we have said there is a clear link between poor
basic skills and disadvantage. Research indicates

that people reporting basic skills problems
are. on average. livina in more crowded
conditions than others and a higher pro-

portion of people with basic skills problems live in
council housing or share with relatives. There is
also a serious intergenerational effect of poor
basic skills Parents who have trouble with
reading and writing are more likely to have
::hildren who have problems with reading and
writing Recent research indicates (hat

more than 7 in 10 children from families where
parents had reading problems and who were in
the lowest income group. were in the lowest
reading score group.

over half the children in families where parents
had reading problems and who had no school
qualifications, were in the lowest reading score
group.

6 in 10 of children in the lowest reading
attainment group at age 10 had parents with low
literacy scores; only 2% had parents with high
literacy scores.

7..F.41
7411.11.0.;

A
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BASIC SKILLS AND HOUSING ORGANISATIONS

Aviikiltt
THERE are two main issues for housing

araanisations ,hent help and advice and
staff performance Housing organisations

:rid agencies are aware increasingly of the need
-.7 improve communication with clients They also
want to increase the skills and expertise of staff. in
r 'aer to make the best service available Many of
he tasks which involve understanding and
=peaking Enalish readina and writing and maths
::-- :! : ffi 77; 1:1(:17.11lIfri .Wien :it?....aila Wit .1::;
fc rmal or official situation Tasks such as

r listening to. understanding and following oral
instructions

reading signs and symbols

reading leaflets and information

making and keeping appointments

filling in forms

tmdertancling rights and responsibilities.

Problems with basic skills may mean that people
it not net to know about or make use of services
available Or they may lust end up confused and
uncertain They may appear reluctant to take
advice and unwilling to take in essential

information

About 166 400 people work in housing related
:rganisaticns and agencies in Great Britain Many
have essential lobs which have often been
.-onsidered as low skilled But like much of British
industry work is changing and unskilled and very
low skilled ;obs are disappearing rapidly
Increasingly people need good basic skills at
work not lust because of the immediate needs of a
particular lob but because of the changing world
of work Only about i in 10 lower and middle level
fobs does not require any communication skills
and more than half of these fobs require some
competence in basic maths It's no wonder that
people with poor basic skills are very much over
represented in the unemployment statistics and
that they make up a substantial proportion of the
long-term unemployed in the UK One startling
statistic reveals much about this disadvantage If
you are unemployed and have poor basic skills. on
average. you are likely to be without a job for five
times as long as other unemployed people.

Current initiatives increase tenant participation
and establish 10ca, management of estates are
likely to exclude residents with poor basic skills.
Organisations rkina with homeless people
have increasingly recognised the barriers that
poor basic skills can create for clients. as they try
to move from the streets into rented
accommoda

J....7d basic :: :.-edeg erform a wide
range of activities safely and effectively at work
inciudina

learning to do the lob's main tasks

doing the Job's main tasks

undertaking the more responsible aspects of
the job

being eligible for promotion to the next grade/
level

understanding workplace procedures

understand health and safety requirements

communicating with colleagues

communicating with customers.

Basic skills have become more important in the
workplace in the last five years because of.

technological change in production systems

technological change in communication and
information systems

change in work organisation

health and safety regulations

production quality
standards.
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WHAT HOUSING ORGANISATIONS CAN DO

HOW far you want to let involved in basic

skills depends on your type t ore arusatic-n

It would be silly LI many housing
raamsations for instance , try ic net up teach:no

proorarnmes to help people ;Immo. ;0 basic skills

but ,,very oroanisanon can ta,) s.miething

The first important step is to make sure that what s

communicated is able be understood by

ii Moon r

:4; po- iiv written that it s incemprehensible

many f . Yot i to simpi- itnos ..-an help y._ u

write in 1 w 0., Mai Jr, ikes easiei t.r peple

andeistano

Its $.'SSIbk to 11 14 It I t. a poople to to id

written intormation if you take care in how it is

wt men designed and printed The use of white

space different type:laces and illustrations

page layout and the Lhoico of pipet are all
important You can also make something simpler

read by et-II-mono that the roadmo level is easy

r most people Readability is a complex issa.

nd we are not entirely sore what factors make

.iornething easier to read and .11,31 makes it

harder Much depends on whether its interesting

and whether you want to read it Even people with

very limited reading skills can make sense of

something that they really want to read even when

technically it s at high a level On the other

hand something '1,--TY dull will tax most of us

In general however sentence length the choice

. worm repetition and d'.%. Vilna journalese will

help make something easier to read You can

-heck the readability at material and there are a

number of tests which give you an Idea of how

had no mething to to read In the Annex Making

Headma Lisier we have :wen some deneral

hints and an example of a readability test

If you want to stop further you might refer

people who have problems with basic skills to

someone in the area who can help This is a

.,onsime and sometime. difficult task and its no

mod referring s.-meene who is half-hearted or

reluctant Some people are quite content to get by

with poor skills and a tow people will openly boast

that they can t read and write too well' Learning is

clIffIcalt enough even Li the highly motivated, it's

.;kly I,- 1 a vtr; :mit.11211,11..1 !1 concerned If

.'omeone is not rosily motivated Referring

.tsnneone for help with basic skills is likely to be a

tairly passive - process;:

Havin.1 tr.: r, in advice centre

nonceb,,ard .1:10 posters may be all

-;011 need m do plus having the name of a local

ontact available tf so.neone asks We produce a

number si toatuond hoalth which we re

happy to send bee of charge You may also find

that a local college of further education or adult

education centre has imormanon about

)pportututies for people to improve basic skills

ind teachmo as almost always free If not. the local

library of advice and uuidance centre should be

able to help If you have any difficulty finding out

about help available with basic skills telephone or

fax us at ALBSU (Tel 071- 405 4017. Fax 071 404

8038) There is also a free National Telephone

Helpline The telephone number is 0800 700 987

If you employ a reasonable number of staff you

iniuht want to consider what you can do to help

our workforce IftlptriVe, their basic skills The

,ipproach you use depends on a number of factors.

includino the number of people who work with

you who might benefit front basic skills training.

the structure ,f your organisation and the

resources you have available. including the

amount of money available for the training of staff

BEST COPY AVAILABLE
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Contracting : :

root:mini, : .,t ..1. I

Buying In 1. on .1 on. -r

the local basic ski?,s 1,111111,1 course

I :

employees

Integrating teaming

!Ile training y. i ,lreadv fr peopli-
rklna tor the ::,p,ii,7

Whichever appRacti ,se is s important
nsure that some mitial assessmet.1 and screening

is included Its not worth mending 3 lot of time
Ind eneriy rn pr.,viding :raining to help staff
improve basic skills ;::hey i n tic- -.1 it We have

developed 1 approach to initial

screening whicti .,11 ed .soups
employees and lakes my ibeu' ,!1) minutes

photocopied and is snnple administer

!Vlore detailed is.,ssniont t 'he need
;es needs incr. 'MP and is a little

mote :vmplex Cyr only v a will need to involve
someone who has had some 'tallow t in basic skills

dSSE-tSS staff in more detail and much of this will

hive to be undertaken individually

II ICI*
; 4BEST COPY AVAILABLE

.1.°11.Contracting

If you are a fairly small organisation with relatively
to w stab. lily one or two of whom have any
lifficulties with basic skills. its probably not worth

ianising :;pecific basic skills training courses.
ih.q(. list won t be enough people to attend a
.un;y,ind it will 1:e t.xpflisive to provide training

in his v..i.;

nn,tht want r. encnura,le the staff concerned
unpruve then basic skills. however. either

privately during their own time or by releasing
Wain; I y,,11

!man! use mix of these with person giving some
nr winch y u y.-u night help by
limn occasional study leave. or by paying any

such is the cost of books or by
pi-vid, , quiet space for study at work

You might do no more than ensure that improving
basic skills is seen as valuable and not a matter for

-r it11(41 .ttcoln aging s...,meone to improve
their basic skills during their own time is helpful.
studying after wot k is tiring and people need to be
very nwtivated l'orthermore. its difficult to

suggest that what s learnt is related to work if
-,111111r 1 pends entirely the individual

Buying In

It you have a number of staff who would
ippreciate and benefit from some basic skills
tramina it might be worth putting on a specific
-urse r -urses You probably need 8,10
people to make a specific course worthwhile.
Remember though we are concerned with quite a
wide range of skills. not lust simple reading and
writing and simple maths

It you want to arrange a basic skills trammo
urse it might he useful to hire a specialist

trainer Or you might ask the local basic skills
/Dramamine to organise and run a course for you.
Whatever you do you need to make sure that the
course is tailored to the needs of both your
.,rgamsation and the people who work in it

use heed to decide whether the course will
be he .1' I during work tune. in the staffs' own time or

`e
-t, t.).



a mix of these We believe that its essential for
training includina basic skills tr :1111111J. to be seen

a part of the lob not as something extra for people
i. take par t m at the end ct the day in their own
time

I-
4
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r
it

Sometimes however the problems of replacing
staff who are on a trainm.: :ourse are complex and
not easy to solve Its hardly fair to ask someone
do the work of two people because someone else
is on a training course Nor is it likely to make the
workforce sympathetic Yet bringing in someone
additional to replace someone taking training may

not be possible

er : '

;1.
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find out what experience they have had of
organising work related basic skills training

ask for a specimen curriculum and make sure it
relates to the organisation and the staff needs
and requirements

ask how they will assess staff and measure
progress

find out if staff going on the course can get any
qualification or record of achievement

make sure that the people teaching have a
recognised qualification in teaching basic skills
to adults, such as the City & Guilds Initial
Certificate (9282/3/4) or Certificate (9285)

find out if the basic skills programme has the
ALBSU Quality Mark (awarded to programmes

which meet a minimum standard of
performance)

make sure that the costs
are reasonable.

the problems cl buying training in is that it

tends o eno-or: :t usually effecuvo for
p,-pl who s on -.115,-s 1 tit t .1 ten doesn t

bcinit p iti I 1171111 1 11".11(..ly of the
Bearing :a mind you might want

try It nit irate Las. i munti into other
r Mier . . : i i ve s-partit courses

This has many agvant-i ies ..,oin people wont
want it itiwrove their L.asic ..1-tri; by goina on a
:ipcific trainma course because they feel that

i.vt!! ' pie may feel

hat I asic :;kill :ily ;Lout simple

aditio and r : lira I .1 d)()1.11 I/1010

" ql1PI(*x -111111l1111: C:. numerical skills
n intri kart,: :!i;ii, relevant

r.ittiii -it itainin Skills is nut

i:-..olated from 'her .::tp-,t tint information.

i-n,iwlt:ti's and skill:: ,iii ,,,si certainly more

,Ift

Initially you might want . carry out dr. audit of the

basic t i selection of lobs
You can use the ALBSU Standards Maps inside the
back cover cut the; It help analyse what
basic skills are required in different lobs and
processes (see below mote about the ALBSU

Basic Skills Standards; u will also need to have

i look at what basic skills ate needed in new
processes you aught ha. -7 asiciering introducing
ind mike sure 'hat in taken account of in

training

111Chld111(.1 basic AIN ktruarusation

training is not always easy Much depends on the
individual ,bs ui r lanisation and the
processes involved vou might want to hire a
specialist in basic skills to help If you do hire a
specialist you should ask the same questions
outlined un this pat le if you decide to hire a
specialist in the first instance you also need to
make a key per:-:- a the organisation
responsible for basics kills You might consider
:if-tiding them car a training course. such

as the Initial Certificate City and Guilds 9282/3/4)

Or you might want to (..7:asiger a similar accredited
'ours,' for key staff such is supervisors or trainers
We make tit ants availoble for this type of training

BEST COPY AVAILABLE



THE ALBSU BASIC SKILLS STANDARDS

IN :!-.- last ie.N years we have developed a set
. ; ...: ingarg:-: L.,r t-,aste skills Tik.,se Standard:;
u:st-.-ribe hew and to what level people need to

.1.a! '.11111111111Callell and numerical .-4-ills when
L:ing p. ;rticular tasks The Standards use four
:eve::: ic r reading writing speaking and listening
.F,,,unaation Level Level I. Level 2 and Level 3)
and mre.e levels for numeracy (Foundation Level
I -..-e: : and Level 21

We h ive mapped these Standards to the core
-y.rrients CNVQs (General National

*:e-cyl., nal Qualifications; and in the English and
Math:: N.itien.,i Cur ricuitim Many ,ti the Standards

key lrrini:i NVO.: Natienai

nal Qualifications)

ALBSU

Standards
National

Curriculum
GNVQ

Core Skills

Communication English Communication Skills

Foundation Level 2-3

Level I -vet 4-5 Level I

Level 2 Level 6 Level 2

Level 3 Level 8 Level 3

Numeracy

Foundation

Level 1

Level 2

Mathematics Numeracy Skills

Level 3

Level 4-5 Level I

Level 6 Level 2

There are a number of qualifications which work
re these Standards For instance. City & Guilds
,ffer a Certificate in Communication Skills (3793

called Wordpower for short) and a Certificate in
Numeracy (3794 called Numberpower ) The

London Chamber of Commerce offer similar
qualifications based on the ALBSU Standards

BEST COPY AVAILABLE

What do the Standards mean in Practice,'

fine having Standards but you need to know
what they mean in R.ractice Its not possible to
,lescrIbe them all but s: me examples should help
For instance. at Foundation Level in

Communication Skills v- a need to be able to read
fairly simple material such as a leaflet or simple
instructions for a piece c f equipment. like a fire

xtin.nix11(.1 At to he able Ic

1,-.-ad more material and select
information far a purpose such as a
benefit fprin

,indatil: I rid h, able to write a
short note At Levi ; more demanding and
complex You should be able to wr.te something
several paragraphs ..:. na such as an accident

At Foundation Level ::-. Numeracy you should be
able deal with money such as being able to pay
for something and your change At Level 2
you need to he able to interpret and present
numerical and (.4rapr.:cal information. such as sales
figures or accident levels

The ALBSU Standards Maps at the end of this
booklet illustrate the Standards and what each
element means

Research suggests that most lobs require some
competence in basic skills Almost every lob
requires reading and oral communication skills
The average requirement for reading and writing
skills is at Level 1 of the ALBSU Standards The
requirement for oral communication skills is

slightly higher On average. numeracy skills are
required to about Foundation Level of the
Standards

Averages do not give us the whole picture
however F,)r instanc,-. there is a considerable
variation in the level .1 basic skills required for
different occupations Reading, writing and oral
commumcauon skills are much more important for
clencalisecretanal ;ohs compared with other
manual lobs



Advice and Consultancy

,.:an help improve the readability level of
written material vc,u produce fcr the neneral
public :A to.r y ur rwn staff Well let you know the

14.fvel ;'Ur current mw.nal .111:1
1 ta.,:iciability W-stS In iddun

inviht riister
und.,1:.:ta1id ok It ,ny re-drans snd
FhPres this st.ricir gxcept they czist

t: uch with IL;

; I ;:1:1( ,::,"; :!.

hatoe craanisation it you want in
niider impr.-x;ina the basic staff This

isuaily includes a visit by an ALBSU Field Officer

1,, discuss the most effective approaches. We also

you brier written report of our

recommendations at the end of the visit.

You may want a more in depth consultancy and
,dvice to c:nsider

your current training programmes

the written material produced by the

organisation

developing basic skills training.

::t" -2,9ntnend ill
xperienced basic skills specialist to help you
However will need to find out the costs
involved

..00011.11.011
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We fund Development Projects throughout
England and Wales Any organisation wanting to
develop basic skills work can apply for funding.
although you need to be able to provide about 25%
of the costs involved yourself On average we give
.bout £15.000 usually for one year

We .31:30 (11Vr' small mints of up to £5.000 to
organisations wanting to develop Family Literacy
programmes. Family Literacy works with parents
and their children to try to break the
integenerational effect of low literacy skills

Staff Training

You may decide that you would like some of your
existing training staff to get expertise in basic
skills training We can help you find out about
certificated training opportunities in your area as
well as provide a small grant to cover the cost of
training if you want to bring in a trainer to run a
course Any course you run needs to be based on
the ALBSU Standards for Basic Skills Teachers
and be nationally accredited. The City & Guilds
Initial Certificate (928213/4) is probably the most
appropriate

Material

You might find the following ALBSU publications
helpful

Basic Skills and Jobs. A Report on the Basic
Skills Needed at Work
(ALBSU. ISBN 1 870 741 60 9 £6 00)

7'he Basic Skills Needed at Work: A Directory
(ALBSU. ISBN 1 870 741 63 3 £6 00)

Both of these reports outline the results of a major
piece of research into basic skills and
employment The research covered 1.3 million of
the 15 6 million manual. personal service. sales-
related and clencaVsecretarial jobs in England
and Wales It is based on a survey of over 24.000
separate employers. Basic Skills and Jobs A
Report on the Basic Skills Needed at Work divides

responses into six main categories of employment
.clerical and secretarial. personal service lobs.

selling lobs skilled or craft level manual jobs.
plant. \'ehicie and machine operatives and other
manual lobs The Basic Skills Needed at Work A
Directory is based on a subdivision of these six
broad categories into 49 different job types. It can
be used to identify the basic skills needed for
specific ty pes of lob

/1
Assessino Reading and Maths A Screening
Test (ISBN 1 870741 00 0 - £12.50) is a simple
screening test which can be used with groups
or individuals It takes about 20 minutes to
administer and can be photocopied
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White Space

Leading

Typeface

Type Size

Use of Upper and Lower case

Illustrations,Bleeding/Overprinting

Page layoutPage breaks

Paper Choice/ Colour.

Design

1:::r many people. difficulties with reading are
iten more to r. o with the look and layout ci
methinci written. than the complexity ',-)f the text

esion features usually cause fluent readers
. er..-blems (althouah we all have tr.:uble with
e fl:..sign et sonic material. f:.,r instance dense

vrint the back of legal agreements) But for
people with reading difficulties they present
ii.arriers to their understandina of the text

Ihere are ways to make written information easier
tea.:

White Space

7 important that anyone reading something can
their way around a text easily Too much text
rade can put people off Columns too cbse

toner often cause confusion (some people tend
read over closely set columns) People who

and 1.--adina a problem need short. clearly
-,-p,-,tated chunks of text which they can work
..rough at their own pace This helps them to see

w fir they have to go and reduces the chances
: them (IWIIIO up Pages that have no Marc:tins .2r
.'tie- space between paragraphs are m.:r difficult
-. read

Leading

lulu, hint in making

r easier TaQ cir:s(, ,:na the hesitant reader
tend lines a apart and it reader

:'di not be eloar 0 /ti .111or lines relate to each
r .1,' :i ii 11.0:frigs on type

'rut with ni:rinai i'f.pr. type : f'li't leading is
;it rletht

Type Choice

:11,,ii- are (11:X117'61..17; .,bout whether

..ented ran serued types area easier to read
. ::. ; .. h;.,l :.. i rea,,Itne

r tat ms und r: :: min e ,r the

1\110::, -..en ii they have

; r -riems vdth roadm ,unse and tell the

tiff . b?etWeeti 11!`01'. !II Itc-qs of the

:iphabot Air,. typeface u se need to be
reasonably 2lear ( Gothic is L.,1 avoided) and
fistinct Don t use types where rn can easily be
!in.:taken t..1 m et*_ C :Air; Planun

r Helvetica are all worm consideration

Type Size

Don t think that because people might have
iitflculhes with readind the ...in t see properly'
Often too a large a type size is used and this looks
childish and puts people off Some computer
printer types dot matrix printers are particularly

difficult make somethina more of a problem to
read for the best of us Thankfully the increasing
'Ise of bubble iet printers is reducing this
problem

Upper and Lower Case

Yea will have noticed as you drive around the
country that motor road signs use upper and lower

case for cities and towns. whereas on minor roads
the older signposts still show directions in upper
case only Actually upper and lower case is easier
to read than upper case only The shape of the
word is an aid to the reading of the name of the
town. (e.a London Wolverhampton. or Luton and
I reds as opposed to LUTON or LEEDS)

The same is true for most written material. The
overuse of upper case. to convey emphasis for

example. is counter productive Its less likely that
the text will be read, not more likely It's much
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better to use bold type. or boxina to show the
importance a part the text

IllustrationsOverpnnti,14

It's helpful to use illustrations photographs etc to
break up text Its even better if the illustrations
relate directly to the surroundina text. so anyone
reading can use the illustration as a clue to the text
itself The illustrations should wherever possible

at the para.-traphs t sentences
rather than in the middle ot loom

Sometimes illustrations are used as background.
with print ninnina ..wer some areas of the
illustration 11:5 mai.es :::Jr on, t in, re difficult to

read

Page Layout Page Breaks

In addition to the use ot white space you need to
take care with the layout of pages. Ideally
headings and new sections should come at the top
of pages. and sentences and paragraphs should
not run over columns or pages. Lines between
columns can ha. helpful P-I,to numbering should
be clear

Paper Choice/Colour

All written Information should be produced on
paper that is thick enough to ensure that there is
not a high degree of shadowing from the text over
the pane Often material is difficult to read
because of shadowma and letters and words
become difficult to distinguish Obviously thicker
paper is more expensive rut it it-"Noith it it you

want to net the messaae acr.,ss

Darker colour papers oenerally provide more
difficult backgrounds for reading Blue and purple
are about the worst

If you want to make the material you produce
easier to read, try to pay attention to

Sentence length

Choice of words/Repention.

Its also worth tryma to avoid inurnaloso

Sentence Length

The key to producing clear texts is in the way you
write, rather than what you write about. Some
subjects involve the use of difficult language and
concepts - they can nonetheless be clearly
communicated Sentence length is an extremely
important part of this. Sentences (like this one)
which run for several lines, the subject changing
within the sentence itself, with several clauses
(and asides included in brackets), and which are
probably several sentences shoved into one, are
not easy for adults with reading problems.

It is far better to write sentences with one or two
clauses Don t overdo it thouah A succession ci
sentences that are too short will read like
children's stories. However it is worth trying to
include one main point only in each sentence Use
full stops rather than semi-colons

Choice of wordsRepetitIon

Newspaper writers have a notion of style that
requires them to use a certain kind of largon. For
instance, rather than repeat the word 'said', they
will use stated', 'revealed'. 'declared', claimed',
etc. In most cases 'said' would do. For adults who
find reading difficult. repetition can be very
helpful. particularly with words that may be
unfamiliar

Choosing words that are easier to read is not
always an option For example. there is no easy
way to write 'electricity'. 'Power that comes out of
the plug' is both patronising and Inaccurate A
person with reading problems may use different
strategies to recoanise this word from the bill, by
checking in the dictionary. by asking someone
They may then recognise the word when it
subsequently appears In something written Try
therefore, to use the appropriate word. rather than
Irma to paraphrase simply

The passive voice is often more difficult for adults
with reading problems to understand. e q 'the
screw is placed in the securing hole' Put the
screw in the securing hole' is easier Of course it
may not always be possible to avoid the use of the

passive voice but in aonoral the active voice is
easier to understand

9 0
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The SMOG Readability Formula - Simplified

Readability Is an 1-; :notch the reading
level ot written ::. :. the toadind with

t 'he r-rt tor

Thi:" i rmuli-ai ., :1 a 1i1I'l11:111'1::('11!"110

Ana word lenain wever -trier !actors arfect
understandma reactiry that cannot

be rue' aod 0 -I nkitivation size arid

type . print . r2roymus l'nowledoe of
...I:re!

;inch than

.1hr ia mula- ho':: to dc.

At :11 :

77.-imm th,. WI:11.7.:1 have three or

b I. I, :-11;.lai.

N1111141%; 1i11 ::

7-7

n

4 9 16 25 36 49 64 81 100 1121 144 169

I.:11 11`.1, :".1t..1 t. numbor

1 4 9 16 25 36 49 64 81 100 121 144 169

1 2 3 4 5 6 7 8 9 10 II 12 13

Add 8 Readability Level

The lk 'wet the level the easier some-
'Iunri is tr lead and understand Its almost impos-
..ible to ,let piece writ= below a certain
level however. without it :3eemina childish and
losing all meanina A readability level under
about 10 will he able to be understood by most
po2p10
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ALBSU - THE BASIC SKILLS UNIT

WE are the national agency for basic skills
in England and Wales. We are a
Company Limited by Guarantee and a

Registered Charity and our Patron is Her Royal
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sation, we get a grant from the Government for
developing basic skills work.

We have 23 staff. led by the Director. Alan Wells
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