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The
Problem: 3

Inaccessible Text

As writers, we typically write at our own reading

level. Most professionals write at an advanced

reading level. We also tend to include the

specialized language common to our professions

and appropriate for our peers. But, what is

obvious to us, may be “lost” on our readers. The typical consumer, with
an average reading level of 5th-6th grade, may not be able to access the
information in your document.!

What Is

Accessible Text?

Transcend can help make sure your readers understand your documents
by making them ‘accessible’. Accessible text means a person or a
‘screen reader’ can read it easily.?

Language: Use common words and a conversational tone. Make your
words, sentences and paragraphs short. Let
l subheads guide your reader. Write at or

below your reader’s grade level.

Format: Use lots of white space and

readable font sizes. Avoid overuse

of bold, italic and underlines. Use

alt tags to make your graphics

accessible. Use serif fonts for body

Q/ text of documents printed in
English, and sans serif for Spanish

and web. NO ALL CAPS, please!

Style: Make it direct and intuitive. Use
direct address [you,] or narrative [a story with
real names]. Avoid passive voice and third person academic style.

Field test: Test the readers’ understanding of your most important

messages. Evaluate the effectiveness of your graphics.
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2 | ow and no-vision consumers use screen readers to read text.

Why Use
Accessible Text?

The average native English-speaking American
reads at the 5th grade level. In fact, 50% of
Americans are unable to read at the 8th grade
level, and 20% are functionally illiterate—
they read below the 4th grade level.?

Accessible documents benefit more proficient
readers, too—they are more appealing and easier
to remember. Accessible text allows the reader
to find important information at a glance.

If your organization receives federal funding, your web text must
comply with Section 508 of the Federal Rehabilitation Act and be
considered ‘Bobby-approved’. This means clear, simple language,
guiding subheads, and graphics that reinforce meaning.

Who's Using
Accessible Text?

More and more public and private sector organizations are using
accessible text—realizing it is possible to create readable legal
documents, court forms, health information, voter information and
websites! Here are just a few organizations that rely on Transcend:

= Judicial Council of California

= Medi-Cal

= (alifornia Department of Health Services
= (alifornia Department of Social Services
= Legal Services Corporation

= I-Can!

= (alifornia Secretary of State

= Millberg Weiss

= Legal Services of Virgina

= C(alTrans
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Field Test

To Insure Confidence

The only way to know for sure if your readers understand the important
messages your documents contain is to field test! Before going to
final print, we take a mock-up to a group of typical consumers. We
ask them about the text, graphics and what they liked and disliked.
Their answers will help you create and catalogue more effective
language and graphics, and track concepts and words that are difficult.
Transcend will create a field test instrument that lets you see what
parts of your document or graphics need more work.

We Build You A Custom
We track high-frequency words G I_OS S a r

and phrases. We organize them

in glossary format. The glossaries
show you what your consumers " S
and staff prefer. They help you b
choose the right words for this N
document and future documents.

Here's How
It Works
e

We start by looking at your original English document. s
We determine the grade level and formatting obstacles. '*_I

A
We ask you about your target audience: What is their reading *
grade level? What special words do they use? What do you want N

them to learn? Where do they usually get stuck?

We then create an accessible, unformatted draft. You use the
‘Track Changes’ function of your word processor to review.

We finalize the text incorporating your comments, and design
an accessible format.

We create a field test instrument to test consumer understanding
and to get feedback on text and format.

We incorporate feedback from the field test and you get a
document that works!



